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Q: How to Enter Families With Two
Last Names?

James Garcia Sandra Sanchez

Famiy Details ~ Member Details (2) v Family Defails ~ Member Details (2) v
Booames % Sndn (g Ad &) Impot booames  § sandm (@ Add ) Import
Gender? | yiole Gender i-i'-e.'na?e |
Title: ™ Title: :_MS

First Name® | Sandra

First Name? | James

Nick Name: IISandra

Nick Name: IIJames
Middle Name: :Iw kst et K
MermberDUID 398373 WON i Ll Last Nae!" sanchez
Special Needs - ISDECia[ Needs | — I, -.—-;
| Maiden Name: [ h Masers e -
| @t = Role yyife |

i ™
(4 : Role:” | Hushand ' -




Q: How to Enter Families With Two

Last Names?
Mr. James Garcia and Ms Sandra Sanchez (153883)

Family Details Member Details (2) v Cathedral of San Demo, Ann Arbor

Family Information Notes

Church of Registration: Cathedral of San Demo, Ann Arbor
Details Modified On: Monday, October 29, 2018 5:03 PM
Family Group: | Active |

Registration Status: «

Registration Date: | | /4/1998

Unregistered Date:

Last Name” Garcia : Primary Address: | Home Address

First Name(s)” James and Sandra Hothe Mailing Other
) Formal Mailing Name: ' Mr, James Garcia and Ms Sand

Informal Name: '
James Garcia and Sandra Sancl - Country: | (nited States

Formal Salutation: ' Mr. Garcia and Ms Sanchez Postal Code: | 49855

Informal Salutation: James and Sandra Ao e - | 1207 s R



Q: How to Enter Families With Two
Last Names?

James Garcia-Sanchez
Family Details ~ Member Details (2) v G

Loames % Sendm (g Add &) Import

MemberDUID 398373

Special Needs

Gender? 1 I
Title: :Mr'. '
First Name?* :-'James |
Nick Name: }ames
Middle Name: ;:w
Last Name?* z'lGarcia-Sanchez
Suffix: .- 'i "|

Maiden Name:

.
Role™ | Husband

|L-

Sandra Garcia-Sanchez

Family Details Member Details (2) v

b James % Sandra @ Ad &) Import

Gender:* I ;355':':6'_.?5
Title: s

First Name?" i.Sandra

Nick Name: :Sandra

Middle Name: K

MemberDUID 398375 Last Name? | Garcia-Sanchez
Special Neads Suffx: ;' | '|
Maiden Name: |
4 Role* | yife '




Q: How to Enter Families With Two
Last Names?

Mr. and Ms James Garcia-Sanchez (153883)

Family Details Member Details (2) ¥ Cathedral of San Demo, Ann Arbor

Family Information Notes

Church of Registration: Cathedral of San Demo, Ann Arbor
Details Modified On: Monday, October 29, 2018 5:41 PM
Family Group:
Registration Status: v
Registration Date: 4 i =

Unregistered Date:

Last Name? | Garcia-Sanchez Primary Address:
: *
First Name(s)-" | James and Sandra Home Mailing Other
. Formal Mailing Name: | Mr. and Ms James Garcia-Sancl
Informal Name: James and Sandra Garcia-Sanc - Ry

Formal Salutation: ' Mr. and Ms Garcia-Sanchez Postal Code: | 49855

Informal Salutation: | James and Sandra Address Line 1: | 1207 Nye Rd

Email Address: Address Line 2:

City:
State/Region: Michigan

Primary Phone: | 555-2222
Emergency Phone: | 555-3333

Emer. Ph. Desc.: Phone Number: 5552222



Moving Adult Children to
Their Own Family




Q: When and How to Move Adult Children
Into Their Own Families?

* Two common occurrences
— Combining existing members who are marrying

— Extracting a grown adult into their own family

* Steps are very specific to accomplish goal
— Import tab for existing family
— Create “fake” family for extraction

ParishsoFt:
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Q: When and How to Move Adult Children
Into Their Own Families?

* Importing a spouse into the family

Mike Cooper
Family Details Member Details (1) v Sample Parish, Ann Arbor v
2 Michael 4 Add &) Import
Gender? Status?
Title: Birth Date: [ ]
First Name? ' Michael Birth Place:
Nick Name: Mike Age: |45
Middle Name: Date of Death: B
MemberDUID 1000114 Last Name? | Cooper Religion:
Spedal Needs Suffix: Language:
Maiden Name: Ethnicity:
Role? Marital Status:
Envelope #: 0 Send?

ParishsoFt:
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Q: When and How to Move Adult Children
Into Their Own Families?

* Extracting a grown child into its own family

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration

Family List Member List Sacraments ¥ Family Workgroups Member Workgroups Reports

Add New Family to Sample Parish, Ann Arbor

Family Member (ene or more required) Family Information Family Address
Prefix” Mr. v Family Group?  Active v Address Type:  Home v
> £irst Name:* Fake Send Magazine: Address Line 17 | 123 Main St
Nick Name: Registration Status: « Address Line 2:
> | st Name? | Placeholder Registration Date: | 2/26/2018 = Postal Code? | 48108
SN i Auto Fill Family Names Chy: |Ann Artior =
—— Type? Husband v Last Name? | Placeholder State/Region: | Michigan b
Gender:  Male v First Name(s)? | Fake Country: | United States v
Birth date: = Formal Mailing Name: Mr. Fake Placeholder
E-Mail Address: Informal Name: | Fake Placeholder

Formal Salutation: ' Mr. Placeholder
Add Another Member

Informal Salutation:  Fake

E-Mail Address:

Save & New | |Save & Edit| |Save & Finish| | Cancel

ParishsoFt:
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How To Handle
Duplicate Families




Q: How To Handle Duplicate Families?

* Contact Susan Shirley at the Archdiocese

— sshirley@archatl.com

* Be Sure to Get Family DUID’s for the Master

Family and the Duplicate Family

Parlshqo|——|'
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Q: How To Handle Duplicate Families?

Home Census Ministry Scheduler Diocesan Development | 1Q Administration

Family List = Member List = Sacraments v Family Workgroups =~ Member Workgroups =~ Reports

Fam”y List Cathedral of San Demo, Ann Arbor v

v hayes Q | Clear Search Results

AZ A B C D
0-9 0 1 2 3

G H I ] K L M N 0 P Q R 5 T U V W X i Z
5 6 7 8 Filter Criteria; None  Filter Column: Family Descending Clear Filter

srecods v (G 3 04 MY Quick Reports ¥
Family v Family DUID Envelope# E-Mail Address Primary Phone Primary Address City

[] Hayes, Troy 250489 troydhayes? @gmail.com 207 Miller Avenue Ann Arbe

[] Hayes, Troy 250587 213 Miller Avenue Ann Arbe

4

Page 1 of 1 (2 Records) 1

ParishsoFt:
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Q: How To Handle Duplicate Families?

Mr. Troy Hayes (250489)

Family Details Member Details (1) 1\ Cathedral of San Demo, Ann Arbor v

Family Information Notes

Church of Registration: Cathedral of San Demo, Ann Arbor
Details Modified On: Monday, October 29, 2018 4:04 PM
Family Group:
Registration Status:
Registration Date: 1201 =

Unregistered Date:

Last Name” | Hayes Primary Address:
. *
First Name(s)"  Troy Home Mailing Other
: Formal Mailing Name: | Mr. Troy Hayes ’

ParishsoFt:
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Tracking Unregistered
Families




Q: How to Track Unregistered But
Contributing Families?

Mr. Troy Hayes (250489)

Family Details Member Details (1) v Cathedral of San Demo, Ann Arbor v
Changes made to data in fields with red text only apply to Cathedral of San Demo

Family Information MNotes

Church of Registration: Christ the Redeemer, Pontiac
Details Modified On: Monday, October 29, 2018 4:15 PM
Family Group: | contributor
Registration Status:

Registration Date:

i

Unregistered Date: Not Available

*

Last Name."  Hayes Primary Address:

First Name(s)” Troy Home Mailing Other .

Formal Mailing Name:  Mr. Troy Hayes

ParishsoFt:
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Printing Partial Invoices
With All Payments Listed




Q: How to Print Partial Invoices or
Statements with Charges and Credits?

eHome Family Directory Religious Ed. Offering Ministry Scheduler #uition Diocesan Development 1Q Administration

Invoices Invoice Items Customers Templates Funds Reports Settings

Invoices Cathedral of San Demo, Ann Arbor 4

10records v| M © » + W Y
Description Invoice # Date v Siatug Total Balance
= E

[] Allen, Isabel - 1 Student 1 3/8/2017 Ready $55.00 $55.00
[[] Achterberg, Dean and Marci - New Tnvoice 2 3/8/2017 Ready $55.00 $55.00
[C] Abel, Daniel - 2016/2017 School Year 3 9/1/2016 Ready $105.00 $105.00
[[] Anderson, Brad and Deirdra - 2016/2017 School Year 4 9/1/2016 Paid $105.00 $0.00
[ Anderson, David and Carolyn - 2016/2017 School Year 5 9/1/2016 Partial $105.00 $30.00
[[] Anderson, Dennis and Susan - 2016/2017 School Year 6 9/1/2016 Partial $105.00 $40.00

ParishsoFt:
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Q: How to Print Partial Invoices or
Statements with Charges and Credits?

Home Family Directory Religious Ed. Offering Ministry Scheduler Quition Diocesan Development 10 Administration

Invoices | Invoice Items = Customers Templates Funds erorts Settings

Cathedral of San Demo, Ann Arbor

Reports
Report Date (Zus’cr:)mers0
Customer Activity Balance Filters Report Options
Fund Activity ¢| Outstanding Include a remittance slip
Invoices [¢ Zero
QStatements
Overdue

ParishsoFt:
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Q: How to Print Partial Invoices or
Statements with Charges and Credits?

Cathedral of San Demo
123 Main St.
Ann Arbor, Ml 48108

Mr. David Anderson
5205 Rambo Ln
Ann Arbbor | MI 48108

Bill To Mr. David Anderson

555-2222 (primary)
Invoice Detail

Invoice Description 2016/2017 School Year

Invoice Due Date 10/21/2016
Invoice Number 5

Invoice Total $105.00
Discount $0.00
Balance $30.00
Payment Plan

First Payment Date 0916/2016:

Installment Amount $52.50

Monthly
Payment History
Date Amount Item
OFM7/2017 2000 Registration Fee
07/17/12017 50.00 1 Student Tuition

Student Term

Session

Date
O7F/17r2017

Invoice Print Date : 10/29/2018 02:50 PM

Current Payment Due: $30.00

Amount Item
500 Book Fee
Grade Class



Adding a New
Church or Celebrant







Adding a Custom Organization

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration
Home Pictorial Directory I Organization Directory I Giving History Start Page Settings
Organization Group: | All v City:

Organization ID: State/Province:
Organization Name: Postal Code:

Clear

AZ A B C D E F G H K L M N O P Q R S T U V W X Y 2
0-9 0 1 2 3 4 5 6 8 9 Filter Criteria: None Filter Column: Parish Name Clear Filter
10 records | v =l
Parish Name Address City State/Region Postal Code Counti
OE 0 All Saints 598 Needmore Lane, N.E. Floyd VA 24091 USA
OE @ All Saints 435 4th St NE Minneapolis MN 55413 USA
OE @ All Saints 19795 Holyoke Ave Lakeville MN 55044 USA
OE e All Saints - St. Aidan Parish PO Box 185 New Richland MN 56072 USA
OE2 0 All Saints Academny 2233 Diamond Avenue Grand Rapids MI 49505 USA
OEZ 0 All Saints Academy 2855 E. Livingston Ave. Columbus OH 43209 USA

ParishsoFt:
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Adding a New Celebrant

Add "Celebrant" Record

Description ||

e [
' Dan Erancs

ParishsoFt:
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Tracking and Importing
Families Into Workgroups




Q: Tracking Groups and Importing into
Workgroups

* Tracking Postings to a Group of People

* Creating Workgroups Through 1Q

Parlshqo|——|'
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Creating Workgroups in 1Q

* Enter “Parameters” in Intelligent Query
Must include MemberDUID or
FamilyDUID in order to create
workgroup from results.

* Execute Query
* Create Family or Member Workgroup

Parlshqo|——|'
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Creating Workgroups in 1Q

#= New Query M save Query M save Ouery As | B My Queries | @ Recent Queries | W Query Tags

Colurmn Picker Result Columns
| Entity Type ID - Exprassion Title
Ethnic ID Mambers Member DUID Member DUID .
Ethnicity Members Last Nams Last Mame
() Family DUID Members First Name (Formal) First Name (Formal)
| Father DUID Families. Contact Info Primary Address 1 Address 1
| Father First Name Families.Contact Info Prirnary Address 2 Addrass 2 o
| Father Last Name [Add new column]
|| Father Mame Text Query Conditions

| Fiest Mame {(Formal) Select records where  all - of the following apply

: P :
First Name {Informal/Nickname} Members Member Status starts with Active

Full Narme and Members f0e js bebtwesn 19 and 29

(2l Gender
- and Members Gender stars with B

[T Graduation Ysar

| Home Crganization ID ot
@ @ [Add new condition]

Query Results - 7 Return Al rasulks v Unigue Records Only | @ Execute Query | & Query Resufts v "

Member DUID Last Name First Name (Formal) Address 1 Address 2 City Postal Code (ind_ +4) State Cell Phone Email Ad
1000712 Robinson Glen 333 E Stadium Bivd Ann Arbor  48109-2007 M gr3@churc
1000831 Davidson Dale 8087 Sundon Dr Ann Arbor 42103 MI davis@dsr
1000533 Berg Kevin 3811 Carpenter Rd Ypsilanti  48197-960% MI Kevinberg:
1000536 Berg Byran 3811 Carpenter Rd Ypsilanti 48197-96045 MI 734-384-8694 byranbero
1001012 FPosey Madison 48 Ballpark 5t Brighton 48116 MI poseyi@de
1001016 Quigley Tyler 12545 Lighthouss Ct Phymouth  48170-3025 M mirniqLags!

1001042 Stauskas Reggie 852 Stonegate Rd Ann Arbor 48103-1545 M reggiestau




Creating Workgroups in 1Q

ute Query | = Query Results v | B*

Sta  Eyport to CSV d
Mi Mail Mergs Ir
i Generate Email Address List =
MI ]
MI Create Family Workgroup 1

gl Create Member Workgroup 1

MI mimigquige

= oA

ParishgoFT
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Creating Workgroups in 1Q

- x
Create MemberWorkgroup
Workgroup Name?® ;ul"-"lE-I'I'E Retreat EDIE|
Owner Organization® | All Saints Parish o
Create i Close |
ParishsoFt:
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Creating Workgroups in 1Q

X

Create MemberWorkgroup
Member Workgroup Men's Retreat 2018 was created successfully,

Group DUID 33

Members In Request 7

Members Added to Group 7

| Close |
ParishsoFT:
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Creating Workgroups in 1Q

Members in Workgroup: Men's Retreat 2018

A AR B E B E E B F#F I3 KL M ON ‘@ P R S F W ON WX ¥ OZ

09 0 1 2 ¥ 4 5 B 7 B 9  Filter Criteria:  Filter Column: Clear Filter
orecorss v B & @ 80
B! Last Name First Name E-Mail Phone Ac
] & Berg Byran byranberg@demochurch.com 734-514-2484 38~
[l % Berg Kevin Kevinberg@demaoparish.com 734-514-2484 38
[] % Davidson Dale davis@demoemailaddress.com B0
[] & rosey Madison posey@demoemailaddress.com 48
[0 % oquigley Tyler mimiquigs@church.com 12
[] & Robinson Glen gr3@church.com 33
[0 8 stuskas Reggie reggiestauskas@church.com 85

ParishsoFt:
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QUESTIONS?

Parlshqul'
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Additional Resources

* Knowledge Base:
https://support.parishsoft.com/hc/en-us

* ParishSOFT Family Suite Training Videos:
https://www.parishsoft.com/training/ps-
family-suite/training-videos/

Parlshqo|——|'
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Thank you!

Troy Hayes
ParishSOFT
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