THE ROMAN CATHOLIC

ARCHDIOCESE ofF ATLANTA"

E> 2 HR

SRS
SRS

N
"

ParishSOFT Family Suite Contribution Summary Reports
Updated March 25, 2022 to include Isadore Offering in PSFS

This document has been compiled by the Finance Office / Parish Support to assist those
parishes preparing for internal audits or wishing to view a summary of contribution data
by date or by fund. Included are step-by-step instructions for compiling summary
contribution data from ParishSOFT Family Suite.

From ParishSOFT Family Suite (PSFS

Archdiocesan internal auditors generally require a summary of Fiscal Year-to-Date
contributions through a given date range. For example, the auditor may request a
summary of Offertory contributions through May 30, 2019. In this case, the date range
needed is July 1, 2018 - May 31, 2019.

While it is possible to look at only one or two funds, it is strongly recommended that the
parish pull the detail for all Contribution Funds and review the summary detail. Any
misapplied contributions will be easily identified through this review. An example of a
misapplied contribution could include Offertory postings for January 2019 that were
incorrectly posted to the Offertory 2018 fund (see step 16 for an example of a
misapplied contribution).

1. Begin by logging in to ParishSOFT Family Suite - PSFS and selecting the Offering
tab. For the new (2022) Isadore Offering module, Offering will open in a new
browser tab (make certain you browser allows pop-ups).
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2. Next, navigate to the Contributions List. Here you will set the filters for the date range and sort order
required for your summary. Please note, your batches must be closed for contributions to display on

the Contribution List. See example, below:

Horne > Offering » Contributions

Qe IO A
[m=3 Typa  Nama Data Amount Fund Pledga D Batch Giving Source. Tax Deductible Q L] x
nder Direction
0O z7esz s —— 12Mmf2o21 $25.00 Offertory 2021 Transiticned
nder By
[ =38825 S ——— 12/11/202] $40.00 Offartory 2021 Transitioned
s P From*
[ 40803 S . 12112021 $40.00 Offertory 2021 Transiticned
— 27021 o]
[ 242550 B ———— 12/11/202] $5000 Offertory 2021 Transiticned o0
3/24/2022 o]
[ 2247707 B it 12mfzo2 $40.00 Offartory 2021 Transitionac oo
Cantribution fmily
[ 240291 it 13112071 $150.00 Offertory 2021 Transitioned
L Contribution member
e [ 214430 B eme—— 131112071 $5.00 Offertory 2021 3415592 Transiticned
— Envelops Number
[ 243430 p— 122021 $20000 Offertony 2021 3415657 Transiticned

3. Once you have selected the appropriate search criteria, the magnifying glass icon will allow your data
to be displayed on the screen. You may view the data in two different formats, the sample above is
the list format, the sample below is card format. We generally use the list format for our exports. Our
date range for summary details usually begins with the start of the current fiscal year, July 1, 20XX.

Remember that contributions will not display until your batch is closed.

2401 Lake Park Drive, S.E. * Smyrna, Georgia 30080-8862
404-920-7800 * Fax 404-920-7801 * archatl.com

Page 2 of 8



ParishsorFt

St Michael the Archangel Parish i
Weocktoe | ChangeiPsish - @ & Susani23 shirley

Batch Amount: $25.00 From
Contribution Date: 12112021 Giving Source: Transitioned Tax Doductible: p—— =)
[0 Family 1D: 338520 S —— i} 34/2022 o
= Fund: Offertory 202 Comioon o
Pledge ID: Q x
= Bateh: Amount: 4000 N .
Contribution Date: 12112021 Giving Source: Transitioned Tax Deductible: e
| Q x
ibutions
Family ID: — &
os o
Fund: Offert
Pledge ID: Fund
Batch: Amount: $4000 -
Contribution Date: 12112021 Giving Soure: Transitioned “Tax Deductible: sritveina
() Family 1D: 342550 = arttveina
Fund: Offertory 202 Amount
Pledge ID: M
e P L ]

4. Use the Export List icon — to push all data to Microsoft Excel.

== & v 10

Q D X

Order Direction

Ascending =

5. Depending on the configuration of your computer, you will be prompted to either
open the file with Microsoft Excel, or save the file to your computer and then open
it with Microsoft Excel. Please note that the file will be in a .csv format (comma
separated value) and can be read by Excel.

2401 Lake Park Drive, S.E. * Smyrna, Georgia 30080-8862

404-920-7800 * Fax 404-920-7801 * archatl.com

Page 3 of 8



Opening ContributionList.csv x

You have chosen to open:

[-| ContributionList.csv

which is: Microsoft Excel Comma Separated Values File (3.7 MEB)
from: hitps://atlantaaim.parishsoftfamilysuite.com

What should Firefox do with this file?

:Open with | Microsoft Excel (default) v
() Save File

Joe this automatically for files like this from now on.

QK Cancel

6. Once your file is open in Excel, please save the file as a Microsoft Excel
workbook format (either .xls or .xIsx). Saving the file as an Excel workbook will
enable the Pivot Table functions needed to compile your data.

The cursor on the Excel sheet should remain in the first row and column - cell Al.

Next, from the top menu bar in Excel select Insert/Pivot Table.

Home Insert Page Layout Formulas Data Review View

B H D hd D e Ee
PivotTable Flec.ommended Table  Pictures inine Shapes SmartArt Screenshot 9 My Ad
PivotTables Pictures - -
Tables llustrations
Al ~ 5 Posting Date
A B C D E F G H
R PR - [ - - - [ -

9. Use the default recommendations for data range and opening the pivot table on a

new worksheet, by choosing OK.
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Create PivotTable ? *

Choose the data that you want to analyze
@ Select a table or range

Table/Range: | ‘ContributionList-315A51:50542035 5]
O Use an external data source

Connection name:
Use this workbook's Data Model
Choose where you want the PivotTable report to be placed
@NewWorksheet
ngisting Waorksheet
Location: Rz
Choose whether you want to analyze multiple tables

Add this data to the Data Model

10.Excel will then open the new page where you may now choose the options for the
Pivot Table.

Home  Insert  Pagelayout  Formula: s Data  Review  View  Acrobat  PowerPivot | Analyze | Design  Q Tell mewhst you want to do. Signin
PivotTable Name: | Active Field: .ﬁ =] D [‘\ I n D [+] E
PivotTablel Sl 4 k55 Jx I ? =|
Insert _Insert Fields, ltems, PivotChart Recommended | Field  +/-  Field
(R options ~ Slicer Timelin otTable & Sets~ PivotTables | List  Buttons Headers
PuotTable Adtive Field Group Filt Calculations Tools Show -
A3 < 2 v
A B c D e F G H ) K -
PivotTable Fields T
2
o — Chaose fields to add to report: -
4 [Search 2
6| Tobuildareport, thoose ostit 0
7| fields from the PivotTable
e Field List
s
2 =
15 —
16
18
19 Drag fields between areas below:
20
21 FILTERS COLUMNS
23
24
25
ES
s ROWS X VALUES
29

11.For the first sheet, please pull the Pivot Table Field labeled Posting Date into the
Rows box at the bottom right-hand side of your sheet. Pull the Funds field
directly below the Posting Date in the Rows box and, lastly, pull the Amount field
into the Values box. Your table should now look like the example below. Clicking
on the plus sign located on the left hand side of the date listing in Row Labels will

expand the selection to show all of the detail associated with this summary.
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FIVULLauie Fieius

Choose fields to add to report:

Row Labels ~ | sum of Amount
512018 rch
@qur3 708089
[ =ata |
=0ct 183742.42
All Saints Day 5 11D
All Souls Day 170
Arch st vincent de Paul Society 175
Archdiocesan Hispanic Ministries 110
Black and Indian Mission 10 y
catholic Charities 35 SEE
Catholic Relief Services 2 Postal Code
catholic University of America 16 v :::um
Faith Formation Donation 750 =
Check =
Georgia Bulletin 261 e
Habitat for Humanity 25
Latin America Europe World Missions 3612.37 Drag fields between areas belows
Maintenance Fund 780
Mass Stipends 1387 FILTERS COLUMNS
2 Mission Cooperative 10
Night Shelter 280
North Fulton Community Charities s5577.21
Offertory 2018 150130.87
Other charitable Contributions 10
Prison Ministry 20
Retirement Fund for Religious 35 = ROWS > VALUES
St Martin Haiti Sister Parish 245 Years ~ | |[.Sum of Amount
St Vincent de Paul - Parish 15547.17 Quarters -
Zz7Debt Reduction 3765.8 Posting Date -

zzz0ffertory 2017 50 Fund

12.Please save your sheet and rename the current (Pivot Table) worksheet to “By
Date”.

13.Next, navigate back to your initial sheet in the workbook (usually titled
ContributionList...). Your cursor should still be in the A1 position. Now, choose
Insert/Pivot Table once again (as detailed in steps 7 & 8).

14.This time your Pivot Table options should be arranged with Posting Date in the
Rows box, Fund in the Columns box and Amount in the Values box, as shown

below.
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File Home  Insert  Pagelayout  Formulas  Data  Review  View  Acrobat  PowerPivot  Analyze | Design @ Te ou want to do. S\gr\m

PivotTable Name:  Active Field: FY D F Eé @ Ij’! I E‘? D E‘E E

PivotTable2 Sum of Amount

Insert  Insert Refresh ChangeData  Clear Select  Move  Fields, ltems, PivotChart Recommended | Field  +/~  Field
[Fyoptions - [ig Field Settings Slicer Timeline - Source ~ - - PivotTable & Sets~ PivotTables List Buttons Headers
PivotTable Active Field Group Filter Data Actions Calculations Tools Show
A3 M fe || Sumof Amount
A B c D E B

PivotTable Fields

2
Choose fields te add to report:
3 [sum of Amount |Column Labels | -

4 [Rowlabels |~ AllSaintsDay Al Souls Day Arch StVincent de Paul Society Archdiocesan Hispanic Ministries Arcl| | [c..,
5 2018 222 714 6601.04 210

6 #2019 30 270 42412 7| Posting Date
7 Grand Total 82 744 6871.04 44812 Env e
8 Family/Member ID
9 Name

Address 1
n Address 2
” City

State/Region
i Postal Code
. /| Amount
= | Fund
s Check#
- Memo
8
19 Drag fields between areas below:
20
21 FILTERS il COLUMNS

Fund
24
25
26
27
28 = ROWS = VALUES
20 Years ~ | |['sum of Amount
Quarters -
Posting Date -

15.This new sheet should be renamed "By Fund”. In comparing the two different
views you will notice that the "By Date” worksheet should correspond with your
bank deposits, and the "By Fund” worksheet will allow you to examine cumulative
contributions by fund.

16.As you review the sheets, it will be easy to locate any misapplied contributions.
Once common example is when January contributions are incorrectly posted to the
prior year Offertory fund. The example, shown below, demonstrates an instance
where $50 was posted in January 2018 to the Offertory 2017 fund.
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H ©- H
Home Insert

5 |'£2018

6 | =2019

7 |Grand Total
8

CaontributionList-3.csv [Read-Only] - Excel

Page Layout Formulas Data Review View Acrobat Pow
s - - =
d Cut Calibri oA A === 8 ¢ Wrap Text
Past ER Copy -~
aste - === €= 3= -
- ¥ Format Painter Iu === 2= Merge & Center
Clipboard ] Font [F1 Alignment ]
AX5 bt fx 50
A E AX AY AL BA EE

2
3 |Sum of Amount Column Labels |~
4

Row Labels |~ | All Saints Day Z7Z0ffertory 2017 zzzOther_1 Grand Total
| 2322 SOII -810 1493992.729

0 1222694.76
2322 50 -810 2716687.05

17. Remember to save your file one last time and add any header information you

may require (suggested Parish Name and Date range).

Should you have any questions about compiling this report or using other Pivot Table

features, please contact Susan Shirley, ssshirley@archatl.com or 404-920-7408.
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