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Raiche Consultants
Church Census System
Owner’s Manual

Using this manual

This manual will help you navigate through the Census program by taking you through each of
the menus and every entry in each menu. Actual screens will be displayed with a description of
the features shown.

System Overview

The Raiche Consultants Catholic Church Census system is a completely integrated system for
managing your parish. It started as a DOS program in 1985, designed with the help of a parish
priest. Through the years it has evolved, and in 1994 was re-written in Windows. It continues to
be an active and growing program with one yearly update based on input from you, the users of
the system.

Currently the Census program runs on Access 2007 runtime. Most of today’s Windows-based
computer systems today are capable of handling our program. Windows XP/Vista/7 is
appropriate. More memory and a faster processor will make the system work better. For screen
resolution we highly recommend using 1024 x 768. Reports are designed to print on a laser or
ink jet printer.

The Census System can run on a single computer, or on a network. There is also a version for
“yoked” parishes.

Since the users themselves are our greatest source of suggestions, many different parish
situations are already incorporated into the system.

As with any computer system it is only as good as the input. Raiche Consultants Inc. accepts no
responsibility for accuracy of the output. It is up to the individual user to verify the correctness
of the output.

This program is the property of Raiche Consultants, Inc. and is written in Microsoft Access. You
are not permitted to alter the code of the program without permission of the authors. However,
any changes you make to the code will be overwritten when the updates are installed. Raiche
Consultants is not responsible for errors or the performance of the original program if you
choose to add to or alter the code in any way.

Please contact Raiche Consultants if you have any suggestions for improvements or
enhancements.
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Installing the program

The installation CD is menu driven. Once you place the CD in your drive a menu similar to this
one for version 17.5 will appear.

‘RCH

HTATE R ATTATTTE ST

Church Census Sustem

Church Census

version 17.5

Acecess 2007 Version

Access 2000 Version
Documenation (requires M3 Word)
Training

Ext

Copyright © S - 2009
Kaiche Conzultants, Ine.

Visit us on the Web at www.RaicheConsultants.com

Ver. 17.5

First click on Training and this (or a similar) menu will appear.

[14Census Changes

Exi Merging Parishes

Installation

Ver. 17.5

Click on Installation and a brief audio/visual presentation will assist you in the proper setup
procedure.
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Clicking on either Access 2007 version or Access 2000 version will give you the list of options
you need to install the program on each computer.

]

Update Version
Network Version
second Church

A Second Charch Network
Full Wersion

Third Church

=]

Ver. 17.5

Networking

The system can be used as a network program without any modifications. You must network
your computers and designate one as the controlling (main) computer.

Install the system on the controlling computer as you would any stand-alone system. After it is
installed, set up the C:\Census directory as a shared directory. On each of the other computers
set up a drive mapping to the \Census directory on the main computer as a “k:” drive. You can
then install the Network Version (also known as “k” version, named after the drive mapping).
This version can be installed on as many computers as you have on the network.

Each computer must have its own copy of MS Access, but they do not need to be the same
version, i.e. you can mix Access 2007 and Access 2000. Each computer must have a drive
mapping as “k” to the main computer.

See documentation included with your installation disk for “K” drive instructions.

Important: the main computer MUST be turned on when you are running the Census System on
any of the networked computers. Otherwise you will not have any data on your screen.

If for some reason you break the “k” connection, you must re-map the system to reestablish the
sharing of data with the Census System.
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Setting up the program

Customizing for your parish

BhurchiGensussisten

Church Census
Fall 2011 update version 2012

Copyright & 1985 - 2011
Raiche Consultants, Inc.

View/Edit Rel. Education Backup Data

www.RaicheConsultants.com

Ver. 2012

Before you enter in any of your data there are some items you should consider. The first item to
understand is that a unique identifier must be assigned to each family. Rather than having
random, meaningless numbers we use the Family Number assigned for weekly contributions.
This number appears on the weekly envelopes. Families that do not receive weekly envelopes are
assigned a number in a special range.

For the purpose of this application a “family” is defined as anyone receiving an envelope

number. If a husband, wife and adult child all live in the same house, but receive their own
envelopes, they are each considered their own family.
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Manage Census

Manage Census
Ver. 2012

This menu has several selections to help you input and manage your data. It is designed to get
you directly to some of the more important tools quickly. We will examine each one separately.

Clicking this button will open the following screen:

E= Manage Census

Manage Census

Title Page |Fam||y || Members |

Select a tab for more options

Ver. 2012

New in version 17.5 are Tabs on the menu screen. Drop-down menus are being replaced with
Tabs which are organized to help you find quickly the information you need.

This menu uses Family and Member tabs.

Family Tab

Clicking the Family Tab opens this menu:

Raiche Consultants, Inc. Overview & Census Menu Page 8



E= Manage Census

Manage Census

I Standard Screen For wiewing and editing Families

[ Data Entry l Screen designed ko make initial entry a litte Faster

[ Table Update l Used to set up an manage the supporting tables of standard infarmation (such as
activities, marriage skats etc.)

[ aAdd new Family l Add a new Family, wou musk know an available number and a last name

[ Delete Family l Rermave a Family completely fram the Database

[ R S e R l Change a Family to a new number

[ List Available Numbers l Prints all numbers available OR used in the selected range

Ver. 2012

Table Updates

One of the most powerful tools in this program is the ability to create drop-down lists of
common entries to speed up data input, and keep these entries consistent. The program is very
flexible in allowing you to set up these lists for the many different drop downs by using terms
and categories familiar with your parish. All of the lists are pre-filled with sample items. You
may choose to modify, add to or delete from these. You can control the contents of these tables
by selecting Table Updates.

It is suggested that you look over these options and set this up prior to entering any data.

You can always add additional items as needed, but you should NEVER delete an item that is
currently in use.

Table Update IJsed ko set up an manage the supporting tables of standard information (such as
activities, marriage staks etc.)

Ver. 2012

Upon clicking on Table Update you will see the following screen. The following pages will take
you through each selection.
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; E=l Census Table Update |Z| |§|

Table Update Menu

MARRIAGE MASS ATTEND SPECIAL NEEDS
ACTIVITY RELIGION RELATIONSHIPS || CATHOLIC SCHOOLS

FAMILY ACT. LANGUAGE OCCUPATIONS PUBLIC SCHOOLS
| CHURCH NAMES || VISIT REASONS PREFERENCES

Ver. 2012

Special Note:

At the bottom of each screen (except Parish Info) these icons will appear.

iSTING | |

Ver. 2102
Clicking LISTING will show on screen the complete contents of the table shown.

The Report Window:

\ '-_') (‘J ¥
gye2-©
Print Preview | Addns | Acrobat

[ﬂ] Close

Custom Toolbars

Census Print : Print
— T

Ver. 2012

With the new Access runtime, the screens will appear different.

This screen shows a combination of a printer icon (left) and the Close command.
Clicking the Printer icon will print the list. (Shown highlighted by the mouse pointer)
Clicking Close closes the report window.

To delete a record, highlight the line you wish to delete, and click the trash can icon.
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@Occupaticn - = X

Occupation é

cauntant
dministrative Assistant

torney

ank Supervisor

ookeeper
Lsiness Manager
Carpenter

Certified Home Health Aide

LISTING (==
i ]

Record: M 4 4 of 65 LN % Mo Filter | [Search

Ver. 2012

When you click the icon, this message will appear:

Microsoft Office Access

I You are about to delete 1 record(s).

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

H L ‘fes ] [ Mo ]
Ver. 2012

Click Yes to complete the deletion — there is no recovery from this action.
Click No to cancel the command.

To close the window:

Click the Door icon will close the window.

Parish Info

Parish Information is essential for identifying your parish on letterheads and reports in addition
to operating parameters. Each item is explained below.

Clicking this button opens the following screen:
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Parish Information

Envelope Breakdown

Parizsh Hame: 5t Columkille Parish m
Street: 1400 Saint Jude Ln. [ | m
PO B egqular 1000 933
ox

City: | | Southbridge School: | 5000 5933
39

Phone: | 413-555-7878 Inactive Mail: E000

Zip: Inactive No Mail: a000 2999
Moved/Deceased: 9000 3933
Diocese Mame: Diocese of Fall River |—| I—I

Home Minizter Code:  EMH
Home Parish 5t Columkille Parish

Class Start Mema:

Religious Education Classes [CCD) for 2002/2003 begin the week of
September 22, 2002

Grades K-8 begin on Tuesday, September 21 at 3:40 p.m. for one hour,
Grades E-8 begin on Monday, September 20 at 3:30 p.m. for one hour,
Grades 5-11 begin on Monday, September 20 with Mass in the church at 715

Fund Information

Current Accounting Month: = kay

Regular
Diocezan
Special
Maintenance

AnnualDrive:

Ver. 2012

Name/Address: enter your parish information.
These will appear on the letterhead of your reports.

Diocese Name: Enter your diocese name.
Home Minister Code: code is taken from the Activity table. More information in later sections.

Home Parish: Select your parish from this drop-down. If you parish is not on this list, you can
add it in the Church Names table. This will be used on the Member-Sacrament page.

The Class Start Memo is used on the Religious Education startup form. This should be updated
yearly as needed prior to printing the startup form. See Religious Education Menu for more
information.

Fund Information: You also have the opportunity to rename any of Fund 1 — 4 entries. You

should not change these during the year. See the Fund Menu section for an explanation of how
these are used, including Annual Drive and Current Accounting Month.

Envelope Breakdown: You must also decide on the ranges for your envelope (family) numbers.
This is the key to the data file and a number must be assigned to every family.
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» NOTE: All envelope number fields must have a value entered. Regardless of the values you
enter, the ranges MUST be consecutive (see screen image — above).

The intentions of these ranges are as follows:

e Regular: These families receive weekly printed envelopes.

® School: This is for comment only. Used by some parishes to identify any family that has
students in Catholic schools.

¢ InAct-Mail: (Inactive but receiving mailings): This must start at the next number from the
end of Regular. These families attend church and should receive mailings, but do not receive
envelopes.

¢ InActive No Mail: (Inactive receiving no mailings): These are families that are kept on the
books, but do not regularly attend church, do not receive envelopes, and do not receive parish
mailings.

e Moved/Deceased: These families have moved out of the parish, or all members are now
deceased. They are kept on file for historical reference or they still have funds recorded
against them. They are excluded from all reports.

Press EXIT to save changes, and return to the Table Update menu.

General Information for the remaining Tables:

Each of the tables in Table Update contains information which you will see in drop-down lists
throughout the program. The items in each list consist of two parts: an ID code (which you can
create) that does not appear but is used by the program, and the descriptive phrase (which you
can also create/modify) that is seen both on screen and in reports.

A word of caution: once you begin entering in data, do not change any codes. Changing a code
will make information non-retrievable. Once a code is used then changed, the program will not
be able to locate the original entries — the data is lost.

Suggestion: if you need to change a description, do so, but leave the code as is.

Some codes are required by the program. One of these is HH — Head of Household. Changing
or deleting this code will cripple the program causing blank screens and poor reports.

Each Table screen works basically the same way:
To add a new entry, scroll to the bottom and click in the empty field.

Once you begin to type, a new blank line will appear below the current one.

To change an existing entry, click in the field and type.
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To delete an entry, click in the grey area to the left of the entry, then press the
Trash can icon. You will be asked to confirm the deletion. Click Yes.

Listing gives you a report of the complete table.

Marriage

This table contains the more common descriptions for Marriage Status.

|  MARRIAGE |

Clicking this button opens the following window

Bl Marriage Status Q @
&)

ivarced
aried

ingle

eparated

[Ap)

ingle Farent

ido W idoner

Record: E 1 I 1 m@ af &

Ver. 2012

g
—

=

Mass Attend

This table contains the more common descriptions for Mass Attendance.

| MASS ATTEND |

Clicking this button opens the following window
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E= Mass Attendance |:| |§| |z|

Mass Attendance —

F

Occasionally

requertiy

egularly

eldom

nkrawn

o m | &7
= = 5
&
o
[~ e =
1]
<
o

“_

Record: E 4 I 1 E]@ F &
Ver. 2012

=

Special Needs

This table contains descriptions of conditions requiring special attention for staff and volunteers.
Reports are available to identify individuals in need of special attention.

| SPECIAL NEEDS |

Clicking this button opens the following window

ES Special Needs |Z| |§| |z|

Special Needs

lind

iswal lmp.
earing lmp.

obility Imp.
mputee
ultiple Handi.

omebound

Name: |
Deat

own Syndrome

M .

Record: E 4 I—IEE F 12
Ver. 2012
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Activity

This table contains a comprehensive listing of all your parish’s activities/ministries for
individual members. A sample list is included which you can modify as needed.

[ ACTIVITY |

Clicking this button opens the following window:

—

B ACTIVITY

Name:
h3 nnual Appeal
dult Alkar Server

Altar Server
Altar Serv: Funerals
Altar Society
Bible Study
Choir/Cantor

LISTING e
e @
Record: E L | I 1 EE af 35

Ver. 2012

As you see, the Code field can be used in several ways. Duplicates are NOT allowed.
Click Listing to see/print out the complete list of activities.
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ACTIVITIES

Codde Activity Code Activity

TCl 200 Club RET Fel Ed Teacher
AdS Acult Mtar Server =l Shutin

ASF Altar Sery Funerals jing | Spec Class: Contr Mondct
AS Altar Server sS4 Stewardship Drive
ASo Altar Society u} Usher

Aa Annual Appeal W Women's Chub

BS Bible Study NG Youth Group

C ChairfCantar

Ver. 2012

Religion

Not everyone in your parish’s families is Catholic. This is a way to retain complete information
on all family members, and respect their choice of worship.

| RELIGION |

Clicking this button opens the following window:

B RELIGION

thiest
aptist

atholic [Foman)

azt Rite [Byz)

—

ewizh

—

utheran

=

ethiodist

Mo religion claimed

B
o

ther

L1STING |

Ver. 2012
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Relationships

This table will establish a Head of Household (REQUIRED - code HH) and how each family
member relates to the Head. You may change the description of Code HH, but it MUST be used
for the program to function properly.

| RELATIONSHIPS |

Clicking this button opens the following window:

EE| RELATIONSHIPS = B)X]

Relationships &l

unt

aarder

rother

oLsin

aughter
arandaughter
Grandparent
Grandzon

Head of House

e
e
Bl

Huzhand

.
Record: (14] < [ 1 [» JP1]0P] of 23

Ver. 2012
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Catholic schools:

This table contains the names of Catholic schools where your parish children attend. This is
important when identifying children for religious education classes. There is also a listing for
public schools.

| CATHOLIC SCHOOLS |

Clicking this button opens the following window:

Bl Listing: Catholic Schools

Catholic Schools

Bleszed S acrament
St. Thaomnas

Haly Mame

Central Cath High
St Mary

LISTING =
e

Ver. 2012

Family Activity

Family Activities are activities related to an entire family, not just an individual person. As
shown in the examples below, this has the flexibility to record/track more than activities.

| FAMILY ACT. |

Clicking this button opens the following window:
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Bl Family Activity

Family Activi

oo 200 Club
Memsz Bleszed Sac
Subs. to Cathalic Obs.
Cuirzillic
D Fee paid

Record: (4] < [ 1 [» JP1JPH] of 20

- Ver. 2012

Please note: the following examples are abbreviated to match the sample screen above.
Some examples are shown below:

The use of “Mems: Blessed Sac” is an example of a family active in your parish, but they belong
to another parish.

“Subs. To Catholic Obs”. Indicates this family subscribes to the diocesan newspaper.
“CCD Fee paid or Waived” helps track these payment statuses.

There is no limit to the variety of ways you can group and report on your parish families.
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Language

This table allows you to identify the various languages spoken within the parish. As you will see,
each member has TWO language options:

. Language (meaning the primary spoken language), and

. Secondary language to identify a person who is bi- or multi-lingual.

LANGUAGE |

Clicking this button opens the following window:

B=l Language Proficiency |Z| |§| |z|

Language Proficien =1

nalish
rench
panizh

orteguese

ign Language

Palish

K.orean

hez

o IS I

Record: E 4 I 1 @@ of 8
Ver. 2012
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Occupation

This table records all the occupations of your parishioners. This is useful if the pastor needs, for
example, a carpenter, electrician or plumber for the parish property. Another use is to identify
teachers (for Religious Education) or musicians (for the choir).

| OCCUPATIONS |

Clicking this button opens the following window:

B Occupation

Occupation

coountant
Administrative Assistant
tharney
Bank Supervizor
Bookeeper
Buzineszs Manager
Carpenter

Certified Home Health Aide

: i
Record: [14) < [ 1 [ JPLJP3] of &5

Ver. 2012
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Public School

This table contains the names of public schools where your parish children attend. This is
important when identifying children for religious education classes.

| PUBLIC SCHOOLS |

Clicking this button opens the following window:

B2 Public Schools

Public Schools

W azhington biddle
Lincoln High

Raiche Academy

LISTING
Recard: (1] « [ © [» ) PLJPH) of 3

Ver. 2012

Church Names

Pre-loaded in the Census System are all the parishes within the Springfield diocese, even those
that existed before the mergers began. These names are primarily used on the Sacrament page in
the Member section. Since sacraments are received (conferred) in parishes outside the diocese,
you may find it useful to add these parish names to this list. This can be done here or on the
Sacrament page of any member.

| CHURCH NAMES |

Clicking this button opens the following window:
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B Church Names

Church Names

City:
1
. Patrick Church

L]

=t James Church
.

Record: (4] 4 [ 1 [» JP1JP%] of 124
Ver. 2012

‘

Visit Reasons

On the Family page is an option for Home Visits. This table records the common reasons for a
home visit.

| VISIT REASONS |

Clicking this button opens the following window:
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B Home Visit Reasons X|

LISTING o
| LISTING | . | i

Record: E 4 I 1 E]@ of 3
Ver. 2012

Preferences

We try to accommodate requests from all parishes, sometimes these request are the direct
opposites of each other. When this is the case we try to resolve this by allowing each parish to
choose their own preferences.

| PREFERENCES |

Clicking this button opens the following window:

[=5] PREFERENCES = (B E2
| Parish Preferences |
Fund Edit Report | Print Statement Total |
@ FrntFund Editin Entry Order Include on Statement
() Print Fund Edit in Mumber Order ) Erclude from Statement
| Annual Appeal on Statement | Prompt for Backup
@ Inelude on Statement o es
) Enclude from Statement ) Mo
Backup after opened: I a0 Usze Alt Funds
0 es
) Mo
Ver. 2012

There are a few items that can be changed at the parish level.
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Fund Edit Report: the two options currently available are:
¢ Print Fund Edit report in Entry order or Numeric order.

After a batch of envelopes is entered you have the option to print an edit report showing
each envelope that was entered in that batch. Most people like the report to be printed in the
same order that the envelopes were entered, making it easier to verify in case of a discrepancy.
On the other hand some people like to have this printed in alphabetical order by last name. You
can choose one or the other.

Annual Appeal on Statement: you can:
¢ Include/Exclude the Annual Appeal amount from the annual statement.
You have the option to include the amount pledged to the annual appeal on the year end
fund statement. If you did not use the census system to record this or want to rely on the diocese
to report this information then you can choose to exclude this from printing on the statement.

Statement Total page — This is not currently used.

Prompt for Backup:
This gives you a checkbox allowing you the option to turn on/off the Backup Prompt
dialog box.

Backup after opened:

Is used to indicate how many times the program is opened before the user is prompted to
perform a backup.

For those who are really good about backing up their data, you may not want to be
nagged by the program. The program keeps an internal counter, similar to the way Quicken and
QuickBooks does and counts each time the program is opened. Once that counter exceeds the
number entered on this screen it will prompt you to do a backup. Once you answer “yes” it
resets the internal counter to 0. The higher the number on this screen the less often you will be
prompted for a backup. The maximum is 999.

More on Backup and Restore can be found in the System Tools manual.
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Update/View

Update/View is the main portal to the Census Program. For a full discussion of this area of the
program, see manuals Update-View pt. 1 (for family information) & pt. 2 (for member
information).

l Standard Screen For viewing and editing Families

Ver. 2012

Information found in these manuals will help you understand some of the features described
here.

General information on the following sections

Discussion in this section assumes you have an understanding of the envelope numbering system
for you parish, and that you have read the previous section under:
Table Updates — Parish Info

The term Family Number is used within the program. This is the number which appears on the
parish’s weekly envelopes (envelope number). These terms are fully interchangeable.

Add New Family

When a new family joins the parish you need to assign to them an envelope number and begin to
enter their data into the program.

I Addinew Family ] &dd a new Farnily, wou must know an available number and a last name

Ver. 2012

Clicking this button (above) or the Add New button at the bottom of the Family Membership
Record screen (shown below)

Ver. 2012

will open this screen:
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B Add New Family

CEREATE NEW FAMILY
Mew Farmily Mumber ":I Lazt Mame: |
oK | CANCEL |
Ver. 2012

To create a new family record, enter the envelope number chosen for this family.

Press TAB or click in the Last Name field.

Enter the family’s Last Name. Be sure the spelling is correct. Press TAB or click OK.

The Family Membership Record page (Family Screen) opens.

This is the main screen for the Census program.

Family Membership Record

Last Name:
Secondary Name:
Salutation
H
b,

5
Head Of House: City/Town | Move toPrior_|
Middle Initial: 4, View Prior

S 3

- :

State: |

01155
Ronnie 555-333-0202
Tina

Business Phone: 555-900-2039
Fax Number: BEE-333-0992
2000 Family Cell Hum:

2/8/2000 Family E-mail:

Previous Pansh: 5t Jozeph, Attleboro, YT m

FIND BY HUMBER

| | [ Find Num |
FIND BY MEMBER

I ~]

Other Options

Envelopes used d

on
Prior month:

Home Communion Minister:

Last Update Home Communion Comment: Home Visits
1042042009 |

Fomily Hembers: 1| Notes: 0] | Seclion F | Ares & |

RELIGIOUS EDUCATION - Family Information
# Children in Pregram | 0| Fee Paid: £0.00
(Delete Act. | | Registered. no fee due []

3782005

Label Select d
Primary Record
Temporarily Inactive [ |

Ver. 2012

The family screen will appear containing ONLY the following:
e Last name (also shown in Find Family drop-down)
e Salutation (Mr. & Mrs. by default)
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¢ Family Number
o A few other fields which contain zeros
® Primary Record checkbox is checked

You must enter all the remaining family information.
® Missing information can be added at anytime.
¢ (Changes are easily made by re-typing over the error.

Delete Family

A family is deleted when they no longer live in, or participates in the parish.
Deleting a family removes all of their data including any funds contributed.

Delete Family Remove a Family completely From the Database

Ver. 2012

Clicking this button opens the following window:

ES DELETE FAMILY

Family Mumber to Delete: 1082

0K | CANCEL

Ver. 2012

(The Family Number to Delete field will be blank).

Enter the Family Number for the family you wish to delete.
Press OK, and you open this screen:
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= DELETE FAMILY =3
CONFIREM DELETE

Farily to Delete: Funds:
| 1DE2||Baker | Reaular: $0.00
Curent Appeal Fledge: $0.00 Special $0.00
Diozese: $0.00
Total Paid: $0.00 Maint 000

Enter your initials I]:I

Reason for Delete: | |

0K | CANCEL |
Ver. 2012

If the family has funds in their record, you will see this here. In some cases, you may wish NOT
to delete the family. Deleting will remove the Funds from parish totals. You may then choose to
change the family number into the Inactive range. At this point, press Cancel.

When you choose to delete the family, enter your initials and the reason for the deletion.
Press OK.

The date, family number, name, address, funds on record, your initials and the reason for
delete go into the Deletion History file. (See Deletion History in the Reports section for more
information).

Change Family Number

There will be times when a family number needs to be changed. Then may not want to receive
any mailings, or they may have moved but you need to keep their records on file.

In a parish merger situation, the ability to change the number is important.
Each parish situation is different.

Change Family Numbe Change a Family to a new number

Ver. 2012

Clicking this button opens the following window:

ES Change Number =
CHANGE FAMILY NUMBER

oot ] New [
0K CANCEL

Ver. 2012
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Enter the existing Family Number in Current: field.
Press Tab or Enter to change fields.
Enter the NEW Family Number in New: field.
Press OK.
This message will appear. This is required, and is not an error message.
If you want to make the change, press Yes, otherwise, press No to cancel the change.

Microsoft Office Access E|

You are about to run an update query that will modify data in your table.

! 5 Are wou sure you wank to run this bype of ackion query?
Far infaormation an how to prevent this message from displaving every time wou run an ackion query, click Help,

I‘fesl[ Mo ][Help]

Pressing Yes will open the following message which is meant to confirm the change.

A

Microsoft Office Access P§|

You are about to update 1 row(s).

L.;

Once you click Yes, wou can't use the Undo command ko reverse the changes.,
Are you sure vou want ko update these records?

[ ‘s l [ Mo ]

BE SURE that the message in the window reads “. . .update 1 row(s).”
If it says O rows, the change will not work. Press No and try again.
If it says more than 1 row, you have a different problem. Press No and try again.
Should this occur again, contact our office for assistance.

Press Yes to complete the change.
When the change is successful, the Change Family Number box will again be on the screen

with the fields blank. This is to allow you to make additional changes without having to open the
screen each time. When you are finished making changes, press Cancel to clear the screen.

Error message — unsuccessful change

However, if the change is unsuccessful, in particular if the number chosen is already in use, you
will open this screen:
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Microsoft Office Access Pz|

Microsoft Office Access can't update all the records in the update query.

Microsaft Office Access didn't update 0 Figld(s) due to a bype conversion Failure, 1 record(s) due bo key violations, 0
] E record(s) due tao lock violations, and O record(s) due to walidation rule wiolations,
J D wau wank ko continue running khis bvpe of ackion query anyway?
Toignore the erroris) and run the query, click Yes.
Far an explanation of the causes of the violakions, click Help,

[ Yes l [ Mo ] [ Help ]

Whether you press Yes or No, the screen clears, and the change does not happen.
This is to prevent your data from being corrupted.

You now have to redo the change making sure you have an available number.

List Available\Used Numbers

List Available Numbers | PHnEs all numbers available OR used in the selected range

Ver. 2012

Clicking this button opens the following window:

=

ES Numbers Ranges E| E| f5__<|1

NUMBER. RANGE TO SEARCH for Available

=S e S —

fvailable |

sot [ B [ ]

Used |
B

To find Available Numbers enter a Start and Stop value in the appropriate boxes.
Click Available and a report will appear on the screen.
To print this report, click the Printer icon at the top of the screen.

Ver. 2012
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Available Numb ers
Unused Family Numbers
1000 1024 1055
1001 1026 1056
1002 1027 1038
1003 1028 1059
1004 1029 1060
1005 1031 1062
1006 1032 1063
Ver. 2012

To find Used Numbers enter a Start and Stop value in the appropriate boxes.
Click Used and a report will appear on the screen.
To print this report, click the Printer icon at the top of the screen.

Used Numnbers

Used Family Nunh ershetween 1200 And 1300

1203

1221

1254

1271

1206

1208

Ver. 2012

Data Entry

If you have a large amount of data to input, especially if you are just beginning to use this
program, there is an entry port called Data Entry. This does not use multiple windows for
inputting your data, but a two-window system where you can just scroll down to each field.
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Click Manage Census

Ver. 2012

Select the Family tab

Manage Census

| Title Page { Family | Members |

‘ iilip J Standard Screen For viewing and editing Families
ﬁ Data Entry ] Screen designed to make initial entry a litkle Faster]
Ver. 2012

Click Data Entry to open the following window:

Family Record

Personal Information Family Number: 1025

Street Mame:

Street Mum:

NickName: | Forme

Home Phone: 555-393-0202

Business Phone:  555-500-2093
Approx Yr Joined:

2 Fax Number:
Date Joined: 2/8/2000

Previous Parish: | |5t Joseph, Attisboro, T (Mame: |
er

: Home Communion Mini
Print Labels: Last Update Home C ion C
[ | 10/20/2009
Family Information

# Children in Program | 0 Fee Paid: $0.00

Middle Initial:
Suffix:

RELIGIOUS EDUCATION - Family Information

Ver. 2012
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Although this feature resembles the regular input screens, it is fully functional. Notice that if
some of the fields are missing, we are in the process of updating this feature. The major fields are
included to allow you to get in the critical data quickly.

To get to the second page, click Members. This window opens:

Member Information Family Humber:

2736

onald BE5-309-2233

azcade

2/15/1335

Iy Farnily Churck s Halyake, Ma Haly Farnily Church
L. Adalbert Churc |+ St Adalbert Church
ahe Dame Chur
Ver. 2012

This is the top half of the entry screen for members.
To speed up data entry, all the fields are listed on a single page instead of separate pages.
This example shows the top half of the page, the lower half is shown below.
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M

566G
553337233

N

e
CI—
CI—
CI—
CI—
CI—
CIR—
CI—
[

Ver. 2012

All the critical information for this member is on this screen. To navigate this page, you can
either use the Tab key or the Enter key. There is an Exit button at the bottom of this screen. This
will bring you back to the first screen.

Ver. 2012

IMPORTANT NOTE: Once you have completed working in this section, especially if you have
entered NEW families, you MUST press the ADD FUNDS button. You only need to press it
once at the end of your session. Should you fail to complete this step and find Fund information
missing, you can return to this page and press Add Funds again.

ADD FUNDS

Ver. 2012
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Members Tab

Clicking the Members Tab opens this menu:

Manage Census

Title Page | Farnily

[ Manage Activity ] Used to manage and report in member Activities

|

\ Used ko set up Home Mnisters and who the server, then report on them

Used ko record and report on Activities members have expressed an interest in,
[ Member Interests ]

Used to clear all "interests" to start a new campaign
[ Clear All Interest ]

Ver. 2012
This section will assist you in managing data pertaining to individual members. The utilities

included here have very powerful capabilities allowing a great deal of flexibility for your parish.

Manage Activity

Member Activities is anything that an individual can participate in including ministries such as
lector, choir, etc. These activities are found in the Table Update section (see Table of Contents of
this manual to direct you to this section).

Manage Activity l Used to manage and report in member Activities

Ver. 2012

Note:
Before using any reports or labels
there must be members with Activities.

Clicking this button opens the following window:
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Activity Management

E= Activity Management

Activity Management

[ Reports/Labels ]

Select Activity:

[ DELETE ] ’Addl'-'lemhers]

Update Email/Cell
by Activity

Ver. 2012

Select the Activity Management: Report/Labels button will open this screen:

=
E= Select Member Activity

INDIVIDUAL ACTIVITIES |

| Select Activity: | | v|

REPORT LABELS |

ALL ACTIVITIES |

Reports: | All Activities Leader Rpt by Member

Labels: Labels- All 1 per Mem Leader Lbl

B

Ver. 2012
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Individual Activities

Under Individual Activities, select any activity that appears in your Activity table (see Table
Updates — Activity). Once you select an activity, you can obtain either a report or a sheet of
labels for that activity.

[ =
ESl Select Member Activity E

INDIVIDUAL ACTIVITIES ‘

Select Activity:

Euch. Min. - Murs. Hm.
Finance Committes
Greeter

Hospitality [Coffee Hr)
Juniar Y outh Group
— |{Lectar

Men's Club ~
Reports: AIIActivitiesJ [ Leader Rpt J I by Member

Labels: | [ Labels-All | [ 1 perMem | | Leader Lbl |

Ver. 2012

INDIVIDUAL ACTIVITIES ‘

Select Activity: Euch. Min. - Masz w

| REPORT || [ LABELS |

Ver. 2012

Sample report for Eucharistic Ministers: Mass

St. Columlille Parish
1400 Saint Jude Ln.
Southbridge, VLA 11544

Member Activity Roster

01-Feb- 07 Euch.Min. - Mass
Leader Tiile Name Address Home Phone Unl  Cell Phone E-Mail
O Harold Badd 126 Cranberry Lo Mytown, MaA 11025 413-5355-1212 N 413-555-1212  Me@ e com
O Thomas Cream 85 Walma 5t Leeville, MA 03313 413.555-1212 N 413-555-1212  La@Dde. com
Mary Cream 85 Walmat 3t Leeville, MA 03313 413-555-1212 N 413-555-1212  Me@ e com
Contact Person  Frica Wokerman 8 Adams 3t Mytown, A 110235 413.555-1212 ) 413-555-1212  LIe@Mle. com
Ver. 2012
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Notice the report is in landscape format; the selected ministry is in the header, and the Contact
Person is identified.

Since this is only sample data, the phone numbers and e-mail addresses are the same. In an actual
report, correct information will appear.

INDIVIDUAL ACTIVITIES |

Select Activity: Euch. Min. - Mazs w

| REPORT | [[ LABELS ]]

Ver. 2012

Clicking Labels button opens this screen.

Thomas M Cream Jr. Thoanas © Creamn MaryD Cream
B5 Wabmat 5t. 85 Wahmt St. B5 Walmt 5t.
Leeville, M4 053313 Leewlls, M4 05313 Leeville, M4 03313

Enca Watennan
2 Adams 5t
Wl Toram, WA 110325

Ver. 2012

Clicking the Printer icon will print the labels.
Clicking Close will close the screen.

. Close l \

All Activities/Labels:

ALL ACTIVITIES |

-,

Reports: [A.II Al:.tivitit:s] Leader Rpt ] [ by Member ]

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

A

Ver. 2012
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Clicking All Activities gives you a continuous report, in landscape format, listing each activity
with its membership. Below is shown a partial report:

Activity Summary
Adbslt Altar Server
Title / Leader Name Address Town Home Phone Unlisied Cell Phone E-Mail
Sermiorsermy M Diarman, James 2 CHfF Dy Four Toan 413-555-1212 n 4135551212 Me@Me com
Bible Shudy
Title / Leader Name Address Town Home Phone Unlisied Cell Phone E-Mail
Coomd inator ¥l EBad . FmlaR 185 Cranbeny In. MyToarn 413-555-1212 N 4135551212 A dventumonsone@verison net
Euch Min - Home
Title / Leader Name Address Town Home Phone Unlisied Cell Phone E-Mail
O adams o James 8 Church 3t Four Toan 413-444-2523 N 4135551212 Me@Me com
4] Alden , Wayne 53 Gail 5t Four Toan 413-555-1212 T 4135551212 Me@Me com
Ver. 2012

Clicking Labels — All gives you a label sheet for each member. The labels are shown on the
screen, where you can review, then print them.

Leaders Report/Labels

ALL ACTIVITIES

Reports: [AII Activities ][[ Leader Rpt ]][ by Member ]

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

Ver. 2012

Clicking on Leader Rpt gives you a complete listing of activities that have designated leaders.

Shown is a sample report:

Activity Leaders

Fumily Home

Activity Numiber Negne Address Phone Unl Cell Phone E Meil Title
Euch. Min. - Home 3009 Wayne 2lden 93 Gail 3t. “Your Town, MA 4135551212 A 413555-1212 Me@Mecom
‘Wotnen's Cluby 3204 Paula R Badd 186 Crankerry Ln. MyTown, WM& 4135554212 M 4135551212 Adventureouzoned@ven zon net President
Bikle Study 3204 Paula R Badd 186 Cranberry Lo, MyTown, MA 4135551212 il 4135551212 Adventureousoned@ven zon net Coordinator
Parizh Council 1398 Tim cthy W Bepine E1 Eazy St MyTown, MA 4135551212 il 4135551212 Me@Mecom Chairman
Lectar 3240 Thomas M Cream Jr. 85Walnut St. Leeslle, M& 4135551212 il 4135551212 Me@Mecom Contact P erson|
Men's Club 3240 Thomas C Cream 85Walnut St. Leeslle, M& 4135551212 il 4135551212 Me@Mecom Chairman
Adult Aftar Server 5362 James Dorman 2 CliffDr. Your Town, kA 4135551212 n 413555-1212 Me@Me.com Seniar server
“fouth G roup 1030 Linda Gingers B1 vWalnut St. Your Town, MA 4135951212 M 41355951212 Me@Me.com Team Leader
Euch. Min. - Mazz 2364 Etica Watemman 5 Adams St MyTown, M2 41353555-1212 M 4135551212 Me@Me.com Contadt P ersor

Raiche Consultants, Inc.
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Leader Lbl

Clicking on “Leader Lbl”’ button gives you a label sheet with a label for each
leader. If a person is leader for more than one activity, their name will appear more than once.
The labels are shown on the screen, where you can review, then print them.

Since the labels are standard format, they are not shown here.

Member Rosters/Labels

ALL ACTIVITIES |

Reports: [Allhctivitit:s] [ Leader Rpt ]
Labels: | | Labels- All ][ Leader Lbl |

Ver. 2012

Clicking by Member opens a report that lists ALL activities that an individual has joined.
Below is a sample report:

Member Activity
Adams | James Gingers | Linda
Euch. Min. - Home Youth Group
Euch. Min. - Mazs Mickerson , Benjamin J
Alden | Wayne Youth Group
Euch. Min. -Home Mickerson | M Grant
Badd , Harold F Youth Group
Euch. Win. - Mazs Waterman , Erica
Badd ,Paula R Euch. Min. - Mazs
Wamen's Club
Bible Study

Ver. 2012

By clicking “1 per Mem” button you will receive only ONE LABEL for each
member, regardless of how many activities they are in.

Since the labels are standard format, they are not shown here.
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Add Members

Return to the Tab screen and open Manage Activity

Manage Census

Title Page | Family |<M8mbers:1

(E

I Used ko manage and report in mermber .ﬂ.ctivities]

Ver. 2012

Clicking this button opens the following window:

ES Activity Management

Activity Management

ReportsfL abels

[Select Activity: | .,| ]
[ DELETE | [ Add Members |
Update Email/Cell
by Activity
Ver. 2012

First, select an activity from the drop-down list.
For this example, we will select “Euch. Min. — Mass”

Second, click Add Members.

This screen will open:

E= Manage Activity Ellﬁlle
~

[Activity [EMM D [Euch. Min. - Mass |
Add: Firzt M ame Family Mumber  Leader?  Title Start date:
Badd v |Harold | | 32D4| O [ [ £/25/2008|
|Eream v| |Th0mas | | 324D| O | | | |
P |[Cream v |Mar3,I | | 324U| O | | | |
|Waterman v| |Erica | | 23B4| |C0ntact Perzon | | |
* S o O] I |
il
W d
Record: [E]E 3 [Z][E] of 4 (Filkered) a
Ver. 2012
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Notice the Activity Code is shown at the top of the window, plus the name of the activity.
To add members: Add member’s names using the drop-down list.
Once selected, the First Name and Family Number fields will be filled in for you.

You can add the START DATE for each person (for when they joined), and designate a leader or
co-leaders, and assign them a title of your choosing.

E=| Manage Activity |:||E|fg|
[Acnvity [EMM D [Fuch. Min - Mass | 2
Add: Firzt M arme Farnily Hurmber  Leader?  Title Start date:
[Badd v| [Harold | | 204 [ | B/25/2005]
Cream v |Th0mas | | 324D| P [ | |
[¥[cream vl May | [z O] I )
" aterman » |Erica | | 2354| [Cantact Person | |
*] v | I g O] I ]
-
Record: (][ 3 [ J1J[mk] of 4 (Fikered) N
Ver. 2012

To delete a person: select their line (click with mouse) then press the trash can. You will be
asked to confirm the deletion.

! Microsoft Office Access

You are about to delete 1 record(s).

L.;

If vou click ¥es, you won't be able to unda this Delete operation.
Are vou sure you want to delete these records?

[ Yes l l [ia] l

Ver. 2012

Choose Yes or No.
Should you choose No, another dialog box appears:

r__— ____ ———|

| Microsoft Office Access E'

The DaMenultem action was canceled,

Ver. 2012
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Click to clear it. You will see some members names are now missing.
DO NOT PANIC. Exit the screen and open it again. All your data is returned to the screen
unharmed.

Should you choose Yes, the name is deleted. There is no dialog box to validate the change.

Delete (all members)

Returning to the activity management screen, you can delete the entire membership from a
selected activity:

ES Activity Management

Activity Management

Reports/Labels

[Selec{ Activity: |Ehoir£Eantor & ]
Add Members |
| e
Ver. 2012

In this case, you will delete ALL members of the Choir/Cantor activity.
Select the desired activity, and then press the Delete button.
The following screen will appear:

Are you sure you wank to delete all members in this ackivity?

(0] 4 | Cancel

Ver. 2012

Clicking OK will clear the members. Cancel will clear the above box, and no action is taken.

Update Email/Cell by Activity

Allows you to quickly update the email addresses and/or cell phone numbers of all members of a
selected activity,
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ES Activity Management

Activity Management

Reportz/Labels

Select Activity: |Euch. Mir. - Mass 3
DELETE | Add Members |
| w
Ver. 2012

Select the activity you want to update from the drop-down list.
Click the Update button.

This screen will appear:

Bl Activity Cell-email

R P -
Update Cell Phone / Email by Activity
[Acﬁu'ity Euch. bin. - Mazs
First name Last name (Cell Phone E-Mail )
4 James Adams 413-555-1212 Me@he com
Eric:a Whaterman 413-555-1212 Me@he com
Harold Badd 413-555-1212 Me@he com
Mary Cream 413-555-1212 Me@he com
Thomas Cream 413-555-1212 Me@hie.com
Ity
w
Record: [E] 1 [I][E of §
— —

Ver. 2012

All the members of this activity will be shown. You can easily update the member information
from this screen by clicking in the field and making the correction.

Click this button to close the window.

Minister Management

This function tracks Eucharistic Ministers who visit homes and/or hospitals and the people they
serve.

Set-up: For this function to work properly, you must place the CODE for Home Ministers
from the Manage Census > Family tab > Table Update> Activity table (see below)
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I I ) T |

Euch. Min. - Home

Ver. 2012

and place it on the Parish Info screen as shown below:

Diocese Hame: Diocesze of Fall River

Home Minister Code: EMH_]
Home Parizh St Columkille Parizh

Ver. 2012

Close all windows and return to the main menu, then
Click on this button:

Ver. 2012
This window will open:

Manage Census

| Title Page | Family | Members |

l Manage Activity ] IJsed bo manage and report in Member Ackivities
[‘l- Home Minister ] IJsed to set up Home Mnisters and those whom they serve, then report on them.]
Ver. 2012

From the Members tab select Home Minister to open the following window:

E= Minister Management

Home Minister Management

Mate: kinigter lizt iz bazed on Home Minister code on parizh [nformation Screen

[ Select Home Minizter: |.-'1'-.|:Iams w |]

]] [ Report ] [ Labels for Al ]

Ver. 2012
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In this case, we will look at Mr. Adams and the people he is serving.
You MUST select a name before Creating List or Report.

Create List

Click Create List to open this window:

BS Minister match |Z||E|El
L

Minister  [Adams v|

Member Served

Dicer v
Woodward v|
Standard v]

4 | v

Domman | Donald | CHffF Dr. s
Dorman | Donna | Cliff Dr.
Dorman  James | CIff Or.
Dorman | Margaret| Cliff Dr.
Driver | Lucy Global [
Driver Justin | Global £
Diiwer Alicia Global T
Elmerzon Janet Coffes F ¥

Record: E[I] 4 [E of 4
Ver. 2012

1|

Notice the minister’s name at the top. Three parishioners’ names are already selected, and the

drop-down is open (by you) to make the next selection. There is no limit to the number of names
you can select.

Report

E= Minister Management

Home Minister Management

Mate: Minister lizt iz baged on Home Minizter code on parizh Information S creen

Select Home Minister: |.-’-‘«Iden

[ Create List l

| Labelsforal |

Ver. 2012
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Select a minister’s name and click Report to see this report:

St. Columldlle Parish
1400 Saint Jude Ln.
Sounthbridge, MA 11544

Home Minister Report

Negrie Streat Fown Homwe Phone

Alden WayTe

Addition, Josephine 552 Cranbery Ln. Apt. 5] MyT crnn, WA 11025 4135551212

King, Jake 30 Southermn Wiew “our Town, WA 22022 4135551212

Lavder, Chridina 24 Berry P atch “iour Toven, WA 22022 4133531212
Ver. 2012

The minister’s name appears at the top, followed by the people he serves.

Labels for All

E= Minister Management

Home Minister Management

Muate: Minister list iz bazed on Home Minister code on parnish Information Screen

Select Home Minizter: w

[ Create List ] l Report ]

Ver. 2012

Selecting Labels for All gives you a full listing of all parishioners who are receiving Home
Communion from all ministers.

Label pages display on screen, from there you can print them.
Since the labels are in standard format, they are not shown here.

Member Interests

Member Interests is a function that allows you to enter and track the names of parishioners who
are interested in a particular ministry or activity.
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Entering Member Interests

SACRAMENT RELIGIOUS ED.
Member Information  Member Num:|
Sulfin

M |
| )| — | | r—

DA £135551212

. Speech Therapist
Temporary Address

v
Med@te com
v
991963 46 | -
o
w

Activities and Interests

b Delete Act.

Ver. 2012

[Delete Act.|

On the Member screen, next to the Current Activities is Interested In. This section uses the
same drop-down lists as the Current Activities. Simply drop the list and select the
activity/ministry you need. There is no limit to the number of entries per member.

Managing Member Interests

Once you have entries, you can create reports and generate labels from the Member Interests
function.
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Manage Census
Title Page | Family

[ Manage Activity ] Used to manage and report in Member Activities

|

l IJsed to set up Home Mnisters and those whorn they serve, then report on them,

Record and report on Activities in which members have expressed an interest,
[ Member Interests ]

Clear all "interests" to skark a new campaign,
[ Clear All Interest ]

Ver. 2012

. Select Member Interests to open this window:

BS Select Member Interest

Select Activiy: | Bible Study w
REPORT | [ LABELS | [ ¢ |
Ver. 2012

From this window choose either Report or Labels. For this example Bible Study has been
chosen.

Reports

St. Columakille Parish
1400 Saint Jude Ln.
Southbridge, MA 11544

Member Interested In

13- Apr- 10 B ke Study
Mame Address Home Phone {inlisted
Christine Browns 38 Becond 3t MyTown, MA 11025 413-555-1212 M
Ronald Cascade 45 Blave 3t Buite 4 Hungary, LA 01105 555-990.0202 N

Total Members 2

Ver. 2012

You must create a report for each activity as needed. There is no comprehensive report for all
ministries.
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Labels

Selecting Labels will generate a label page for each activity as needed. Since the labels are
standard format, there are no samples shown.

Clear All Interests

Each year you may want to clear out all interests to begin a new round of acquiring volunteers.

Clear all “inkerests" ko skark a new campaian.
I Clear All Interest ]

Ver. 2012
Clicking this button (above) will open this window:

CLEAR X

Are you sure you want bo delete all inkerest records?

Yes Mo |

Ver. 2012

Choosing Yes will clear all Interests in the census system.
Choosing No will end the command without clearing any records.

Raiche Consultants, Inc. Overview & Census Menu Page 52



