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1: About Families

The Families window displays information about a family, such as status, individual members’ names,
addresses, pictures, and financial activity. This is also where you add new families to the program. To

access family information, on the Information tab, click Families.

BO-0uxD Y mMAE MWL G & = ParshDaa System - Church Ofice - B ox
m Information Persannel Reparte  Sacramental Registers Adminiztraticn L7
t | Tt for Famile Name Search.., 4
tri & % @ Search h'{. - I Farrily Name Search, A E-'lt G%:!ndmr
Drder by: ID{Eny Num - Delete
ili bt KT Cancsl F
Dashboand Families Members  Contributians 0 S T TR iy ancel 3 Family
Digta Screens Nawigaton Tasks
Families * DEnvelope: 1 Avail? | Ind D 84828-21 .M_'ui]'? EITHIH'WE Add Documens
" Data : Family Name:  Van Loon JefJeans) MM [ZHE e =T
= z ¢ Show Hame Farmats
OtherAddresses stalt’  Regigerss 10052000 (| [E)[7] Envalope Usar || Symchranize wiin
Ralationships . ' ) =
AT | St Karried w Lah Parish: =E
Laten, Visits, B1e ¥ SirestAddr 14430 N 18th fve Apt 30 {1
%E Addr Line 2:
Indridunl Letter Label  CityiSlats  Fhosnic A2 o (EORal S 050238707 B i M e
_ | Zend Na Mail Geog Ares: 2133 Phatd? jpg =
Lisling Seresn p il
SR Frone Humber Desmiption  Unl | « Emall Address Desc | Praf. | Unl | =
Qi Festing b (s02) 2759532 Hame I [ ¥ ivenlesn@FosDems cm F_ | |4
SR 802) 3442338 Callufas [ = ifsumsheneBFOSDem.. FEICR -
ol Insert Line Deigte Rearder Insert Line Defete | Reorder
Ramars = . — Family Kayateds
Originally from FromAimn, 04 Jeane's parents were founding mombens af | - Dasaiplion a
the parizh, THE.'.arle phamys willing to :.uusl with fund rasers and b Faunsing Family T
wplutnesiag (bair [ime whenaver pomible
Their 5 children aré sl very invelved in the parish Sene In Summer
Census Card Returned -
@ Genal * Canfidantial * Insert | LineDelete | Reorder
Funds Used by this Family: 1,2, 3,4,8,9 fRumber of Kembers: T Soeen Changed: ATOR2013
Fig. 1-1.
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Family Fields that are Always Visible

As you access the different sections of the Families window, the following fields remain visible at the top
of the window:

ID/Envelope Numbers

Each family must have a unique ID/envelope number. To view available ID numbers, click Avail? Do not
use leading zeros or letters of the alphabets in the family ID.

Display Family I0VErmy Num .
@ Show Unused |B/Enw Mum Show IDEny Mum Cumently in Lse
Staet Wiith 100 Hum of IT4 i Show 500

First 500 Unused Family IDERY Num

1 k Print

Insest IDVEnY Cancel

Fig. 1-2.

To configure the use of IDs in the program, on the File menu, click Setup > ID Number Options.

[ I Number/Envelope Mumber Options 1

Family Information
@) Display second 1D numbens in the Families window | Do Mot Allow Changes
(_) De NOT display secend |0 nembens in the Families windew

#utomaticAssignment
‘Whan you add & new family, the program can automatically sssign the naxt svellabde 1D or anvelopes
number Mote: Snly numeric values can be essigned this way

| Auriomadi cadly assign famdly iBvermvelope numbens. Starwith I 100
|| Awiomarti cally assign second 1D numbars. Star with I3
Close
Fig. 1-3.
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Family Name

Build the family name in the Family Name dialog box. At the end of the Family Name field, click E

[ Family Wame 1

Infermation for the Head of Hougehold:

Last Hamea: Wan Loan

First Mame: lell

Ttk 1 -
Sufhoc: -

Infarmation for the Spouse:

Last Hame:
First Hame: leane
Titke - Waximum Charackers: 100
Characters Remaining TE
Hame: Wan Loon,Jatiileans ), WM
Maiing Mams:* Iar. & Mrs. Jeff \Yan Loon Recalculate
Formal Salutation:™  Mr & Mrs, Van Loon Recaleulate
Informal Sakrtation: el & Jeane Recalculate

** The asterisks denoies the tem has been changed by the user and will no longer be
automatically updated.

Apply QK Cancel

Fig. 1-4.

As you enter the different parts of the name, the program fills in the mailing name and salutations. When
you add a family, this dialog box has check boxes next to the Head and Spouse names. Select these check
boxes to automatically add member records for the Head and Spouse.

[ Farnily Mame 1

Information far the Head af Hougehold:
Last Hame: [¥] Automatically Add this Wember

First Mame:
Title: -
S -
Infarmation for the Spouse:
Last Mame: [¥] Automatically Add this Wember
First Mame:
Tithe: - Waximum Characters: 100
Characters Remaining: 100
Hame:
Maiing Hams: Recalculate
Formal Salutation: Recalculate

Informal Sakrtation: Recaleulate

Apphy QK Cancel

Fig. 1-5.

You can set up these check boxes to be selected by default. On the File menu, click Setup > Initial Setup.
Select or clear the Disable Add Head/Spouse when Add Family option.
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Default Picture Subdirsctory Browse
Federal 1D = for Statemants (Opticnal)
Automatically Update: Chadk in 1 weak -
Default Documents Subdireciony C\PDS_Church\Data'\Piclures Berowse
Program Options
Wesily is Weekdy on Sunday Diadle Add Head/'Spouse whan Add :mu; )
Warn if Change 1D or Name | e Sl J We Help
Fig. 1-6.

Also Visible In

If you share a database with another Office program, some families may be visible in that program. A
green icon indicates the family is also a Formation Office family. A red icon indicates the family is also a
School Office family. For more information about the different icons that can display here, see the
Appendix chapter of this training guide.

Also Visible In: a

Fig. 1-7.

Active/Inactive vs. Delete

To indicate that the family and all of its members are no longer active, select Inactive. Inactive families
still display in the program and can be included in reports. Depending on your organization's needs, you
can define what "inactive" means and decide when to select this check box.

(\0/) Useful Information

In a shared environment, each program maintains its own inactive flags unless you select to share
inactive flags. On the File menu, click Setup > Initial Setup. In the Share Data Options section, select
Share Church Inactive Flags. Then, in the Initial Setup window of the other program, select to use the
shared fields.

To permanently remove a family from the program, in the Tasks group, click Delete Family. When you run
reports, there is no option to include deleted families. If the family is used by any other program, it is
hidden from view. However, if no other program uses the family record, you can either hide the family or
permanently delete the family record. Once a family is permanently deleted, the only way to recover their
information is to restore data from a backup or manually re-enter their information.
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Entering Primary Information

In the Primary Information window, you can enter or view the family’s address, email addresses, phone
numbers, picture, family keywords, and remarks. To access this window, in the left navigation pane, click

Primary Information.

|VEnwelons: Avail? 2nd D 2422321 Avail? |_ Inscdive Add Documents
Family Mame:  Van Loon, Jelffdeans) Mk ] E Also Wislida Inc =[]
Show Name Formals
Regisiered: ToUOAZ2000 :1@ 7 Ermvelops User I_ SynchronizewDio ST ol
Status: Maried = Left Parish: ] )
Strest Addr: 14430 N 15th Ave Apt 30 Magp
Agdr Ling -
L
City/Stata: Fhoenix, 42 w» ZIFiPostal: 880238707 e Fi File: Harmna
|| Send Mo dall Geog, Area:  21-23 FhataST jog =3
Fhones Emaity
Phone Hember Desoripdion Unl. = Email Adoress Desc Praf. Ul &
b (802 2789932 Hame r B jjvanlcan@BFOSOeme. am |73 r |
(BOZ) 344-2224 Callular N ~ Assumerhcme@FOS0em... i B ~
|5 et Line Dielete Renrder Insert Line Dielete Reorder
Remans Family Hoywords
Criginally from From Alron, O, Jeane's pansnts were founding members of - Desciption -
the panah, They are slways willicg bo ssist with fund raisess ang "
walLANEEANG G iMe whEREwGE peisle ¥ Founding Famity !
Their & children are also very involved in the parksh Gone In Summes
Cersus Cand Refurnad -
@) Ganaral * ~| Confidantial = Inger Line Delete  Rearder
Fnds ed by this Family; 1.2, 3. 4. 8.8 Mumber of Members: 7 Seazeen Changed OFM2013

Fig. 1-8.

Status, City/State, Phone Number Description, and Family Keywords — These fields are all keyword
fields. The program maintains multiple keyword lists for values you frequently enter. You can access a
keyword list from any corresponding keyword field. Keywords help avoid duplicate and inconsistent
entries. For more information about keywords, see the Keywords chapter of this training guide.

Envelope User — Select if the family uses envelopes for contributions.

Synchronize w/Dio — Select to include this family when you synchronize your data with the diocese.

Left Parish - When a family is no longer registered at your parish, enter the date they left, or click ¥ to
select a date. When entering a Left Parish date, the program will offer to make the family inactive. Select
Yes if you want the program to mark the family as Inactive. At the end of several date fields, there is a

E] button. Use this to enter an approximate date using one of a few common approximate date formats.

v Ful Date (4M4/D0/YYYY)
Month and Year (MM/YYYY)
Month and Day (MM/DD)
Year Only (YYYY)

Month Only (Jan, Feb, etc.)

Unknown
Fig. 1-9.

Map — At the end of most address fields, there is a Map button. To display a picture of the address
location, click this button.

PDS Church Office Training Manual Familiese1-5



e Mep =N

Mapping Preferences

ges Maps FPlay YouTube P

Goo gle 14430 N 19th Ave, Phoenix, AZ, 8502

Get directions My placas = oo 4

14430 N 19th Ave -

Phoenix, AZ 85023 - o] n -
1) Moo

Directions Search nearby maore~

Report 8 problem - Maps Labs - Help

Google Maps - 82012 Soogls - Terms of ks - Frivacy

| Sonin I

Fig. 1-10.

In the Mapping Preferences menu, select one of the following mapping services:

e Google

e Yahoo

e MapQuest
e Other

These mapping services require an active internet connection. The map that displays depends on the
address entered in the program.

ZIP/Postal — At the end of most ZIP/Postal Code fields, there is an ellipsis button. To display additional

information used by the EZ-Mail (bulk mailing feature), click this a. The extra information contained in
this dialog box is not typically entered by hand, but rather imported by the CASSIt! Certification process.
The Longitude and Latitude settings provide an alternative way of pinpointing an address location.

Extra Information |

CASS Cedificalion:  Cerified en 10/31/2012

Zip / Postal Code: BEAZRETOT

Dialiwery Faind: a0

Camier Routs: CO81

Lire of Teavel: 00240

Longitude:

Latitwde:

Sk | Gancel

Fig. 1-11.
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Send No Mail — Select if the family does not want to receive mail. When sending correspondence, the
report wizard defaults to excluding families that have the Send No Mail option selected; however, if there
is a mailing that these families should be included in, on the Selection step of the report wizard, you can
select to Include Families Even If Send No Mail is Marked.

Geog. Area — Enter the geographic area. Use this field to group families by address. You can use any
combination of numbers or you can leave this field blank.

If you use numbers and letters, entry must be consistent or it may seem as though families are not sorted
correctly when you print reports sorted by area. If you use letters and numbers, with letters first, always
enter the same number of letters and numbers. If the highest number has three digits, then all numbers
must have three digits (ex. 001). Otherwise, 1 will process as 100. If you enter numbers first, it is not
necessary to lead a single digit number with zeros.

Email — Enter the family's email address. You can add an unlimited number of email addresses and send
an email to all listed email addresses at once. Select Pref. for a preferred email address, and select Unl. if

you want the email address to be omitted from reports created for external use. Click 2 to open your
default email application and send an email to the selected email address.

Phones — You can enter an unlimited number of phone numbers for each family. In this grid, enter the
phone number, a description (such as Home or Office), and indicate if the number is unlisted. When you
print reports, you can select to print unlisted numbers as XXX-XXXX. To maintain the list of phone
numbers, use the Insert, Line Delete, and Reorder buttons.

Picture File Name — Enter the path to the family's picture. To locate the path, click = . To make the
picture larger, click it.

(i)
(*) Useful Information

To indicate where family pictures are located, on the File menu, click Setup > Initial Setup. For the
Default Picture Subdirectory, enter the path to your family pictures.

Remarks — Enter general or confidential remarks. You can password protect confidential remarks, so that
only authorized users can view them.

Family Keywords — You can add an unlimited number of keywords per family. Family keywords are used
to identify a group of families with something in common, such as Receives Newsletter, Founding Family,
or School Family. You can enter keywords "on the fly". If you enter a keyword that is not in the list, you
can add it in this window if you have appropriate user rights. For more information about keywords, see
the Keywords chapter of this training guide.
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Entering Other Addresses

To enter or view the family's mailing address and alternate address information, in the left navigation
pane, click Other Addresses.

IVEmwalops: i Avail? | 2nd ID:  S4573-21 Avail? ] Inactive Add Dacuments

Family Mame:  Van Loon, JellJeane) MK =] E Also Vislbla Inc =T
Show Name Foemals

Mailing Address
Note: Cnily enter the malling address information below when i Is different from the street addness infomation.

elailing Address: PO Bow 322

Address Line 2:

City/Stale Pecdia, AZ | = DPPaslal:  §5380-0322 [+
Allernate Addiess
Mote: Use the altemats sdess below Tor location of 3 residanos
Alernaie Address: 108 E Oak 54 Map
Asdr Ling 2
Clty/ Starta: Wilrslow, AZ |- DIFPostal: 280472797 fae
Autree From: Mionth: 5 Day- 20 Actiee Toc Month: 7 Day: 31 Clear Active From

l Send Masl bs Allsenals Address

R marnis The antine family shagys spends T manths al their summss hoems F

Fig. 1-12.

Mailing Address

If the family's mailing address is different than the street address, enter it in this window. For example,
the family might have a P.O. box. If the mailing address is the same as the street address entered in the
Primary Information window, leave this section blank.

When you run reports, the program looks here for a mailing address. If there is no information entered
here, the program uses the street address entered in the Primary Information window.

Alternate Address

If the family has an alternate address, such as a vacation home, enter it here. Indicate the date range that
this alternate address is used. You can also enter alternate email addresses here and select whether
letters should be sent via email instead of mail.

1- 8 e Families PDS Church Office Training Manual



Entering Relationships

For a family or members of a family, you can add any number of relationships with other
members/families in your PDS Office database as well as with people outside of your parish.

You may want to add a relationship when there's someone outside of the family that you need to contact
or send information to. For example, with divorced families, you may need to contact the birth parent or
send them a letter regarding their child. Other examples include grandparents, godparents, emergency

contacts, family friends, and doctors/dentists.

To add family relationships, navigate to Information > Families.

Family Hame:  Vas Lean, JellJears) WL

Use Existing Member

Cousin Neighbor

IV Envelops i Ayail?  Znd 1D;  48IE-21

Avail?

=2 D

Shiow Name Fofmalbs

Use Existing Family

Mama: Aorams 56 Bty W
Relaticrship: Selected Hame: Relaticnship
B [F Ven Loss Family Meighbes
[ am
|_ Jaana
[T | Kaylea
Adidress: 400 E Ball Rd Ap1 30Z7
City'Sinde: noeno A2 ZIFProstal: |0502
Emagil;
zend Email Instead of Ma
Marial Stai Religisn
Phonas: Fhone Humbsar Dasaription Unl. | =
802 821-7421 Home r
b (317) 9949428 Allsnate Adevess [ |

-

Mag

Insert
Dieete
Reorder

| Ingctive Add Documents

Akse Visinla In: Eﬁ )

| Send Counesy Capies
Show On Fam Directory

Heles

Add Relaticnship Delete Regrder

Fig. 1-13.

(1)
(\) Useful Information

If you share data between your PDS Office programs, the relationship information you enter in Church
Office is automatically added in Formation and School. Also, the drop-down list for members and families
includes all visible data in your data file, so you can select records from Formation and School Office

within your Church program.

To add a relationship with an existing member or family

1. Locate the record of the family you want to add a relationship for.

vk wnN

In the navigation pane, click Relationships.

Click Use Existing Member or Use Existing Family.
Select the member or family who has a relationship with the family.
In the grid, select the family member(s) the person has a relationship with, or select [Name]

Family to create the relationship with the entire family.
6. Inthe Relationship and Reciprocal Relationship column, enter or select the relationship.
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(‘9} Useful Information

For example, if the member is the grandmother of the family member(s) you selected in the
grid, enter Grandmother in the Relationship column and enter Grandchild in the Reciprocal
Relationship column.

7. Click Use/OK.
8. Select whether or not you want to add the family relationship to the member's family record.
9. When you're finished, click Save.

To add a relationship with someone who isn't in your database

1. Locate the record of the family you want to add a relationship for.

2. Inthe navigation pane, click Relationships.

3. Enter the name of the person who has a relationship with the family.

4. Select the member(s) who the person has a relationship with, or select [Name] Family to create
the relationship with the entire family.

5. Enter any additional information about the person.

6. When you're finished, click Save.

Send Courtesy Copies — Marks the relationship so you can send a courtesy copy when sending a letter to
the family.

Show on Fam Directory — Prints the relationship information on Family Directory reports. This is helpful
for divorced families.
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Viewing the Family Recap

To view a list of members and funds associated with a family, in the left navigation pane, click Family
Recap. Double-click a family member or fund to go directly to their respective windows. To print the
recap, click Print.

IVEnvelepe: 1 Avail? ZndID; 2833331 Awail? |_| Insdive Add Documents
Family Name:  Van Logs, JefJeans) Ml (| g Abso Wialbia bnc ﬁ “
Show Hame Formals
Family Memba
Hame Mem 1D Relatiorship Age P
B e Hesd 35
Jeans Spouss 2z
Kaylee Daughter 13
Todd Son 11
Cars D s &
Carles Daughler 7| -
Funds
Fund Year Fund Mame Paid ¥TD Balanoes -
k1 12 Church Coalribulions 550.00 5000
1 12 ‘Chigrch Contributlons 71800 000
1 11 Church Contributicns S428.00 s0.00
1 10 Church Contritidtions 3430.00 .00
1 o3 Chuich Cantribulions 87800 .00
1 o8 Church Contributions SET0.00 s0.00
2 12 Schoal TurionBSus E250.00 53000000 -
Double-dick a line to display that member or fund window Frint
Fig. 1-14.
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Keeping Track of Family Letters, Visits, Etc.

To keep track of correspondence with the family, in the left navigation pane, click Letters, Visits, Etc. You
can track outgoing and incoming correspondence.

e Letters and emails
e  Phonecalls

e Visits
IDVEnwelope Avnil?  Zod 1D §4525-21 Awvail? []Inactive | Add Documents
Family Mame:  Van Loon, JefflJeans) WK E E Algs Visiblg In E i

Show Nams Formals
Lattasrs, Calls, Visis, and Ciher Contact
Cade Desoription Tipe Hote =

’ 12032012 Stewardship Campsign Pladgs Cand Sant
12102012 Stewardship Campaign Pledge Aetumed Pledge Card 560 Maonthiy
12M52012 Chrisimas Letter
WMa2013 Spring Calendar Senl Calendar of Events Social Events Calenda
a1/24/2013 EOY Simtement Sen Statement Sen End of Calandss Yaar
01282013 Jeane ill. Homae from heotl Haoma Visit
02ra2012 Thank you for pledging Letier Follow-up Thank You
08242013 At of July Annunoement Calendar of Evers E-Mailed Faurth Feslival

Insert Line Dalete

Fig. 1-15.

To keep track of family correspondence

1. Locate the record of the family.
2. Inthe navigation pane, click Letters, Visits, Etc.
3. Click Insert, and enter information about the correspondence.

Q}) Useful Information
You can enter up to 30 characters in each field.

Here are some examples of what you can enter in the Description field: "Birthday Letter", "4th
of July Email", or "Ministry Campaign Phone Call".

The Type field uses entries from the Letter Types keyword list.

4. Click Save.

When you run a letter report or send an email to a family, the program asks if you want to log a history of
the letter correspondence.
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Using the Navigation Tools to Locate Families

Use the Navigation tools to locate or scroll through family records.

[Search by: =| Text for Family Mame Search... |~E
| Order by: ID/Env Mum -|
[ =] | w| |  Members -
Mawvigation
Fig. 1-16.
To scroll through families, click - or - . To jump to the first or last family, click < or - .To

change the order of families, select an option in the Order by drop-down list.

To display a list of members in the current family, click Members. Click a member to go directly to their
member record.

Ty
To locate a particular family, in the Search field, enter the family's name and press Enter, or click = ™. If
the name has a special character, right-click in the Search field and click Insert Symbol.

In the Search By drop-down list, select an option to search by.

[EERB] Tt for Famiy Name Search... [0
[W] sesrch By Famity Name
Search By Member Name o
Search By Farmiby ar Merber Hame
Search By Famiby or Mermber Partial Mams

i Sesrch By Famly ID

e Search By Second 1D Ini
Search By Family or Member [DfEny.,

v Search By Address H
Search By Partial Addeess -

30 Search By Family o Marber Phons
Search By Family or Member Phone with Area Code

Search By Emad Address
Padniber: HigQIns Geonpa Mr.
1 Mamber: Lindberg, Joseph, Mr,
fotl Member: Baxter, Mary] Johrson], Mrs.
o Member: Diaz,Martha{C.} =
Fig. 1-17.

If you select an option that could return multiple families, such as Search By Partial Address, the program
displays a list of matching families. From that list, select the family you want to view.

The bottom of the Search By drop-down list displays the most recently accessed families. Select one of
these families to return to their record.
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Family Tasks

In the Tasks group, you can Save or Cancel changes to the window, or Add or Delete families.

— Add
Save 3 Family
S Delete
Cancel €3 Family
Tazks
Fig. 1-18
Save

To save all changes to the current family, click Save. The program automatically saves the current family

when you do the following:

e Navigate to a different family.
e Add a new family.

e Switch between any of the sections in the left navigation pane.

e Leave the Families window.
e  Exit the program.

Cancel

To cancel any changes made since the last save, click Cancel.

Add Family

To add a new family, click Add Family. If there are families available in the database, but not visible in

Church Office, you will have the opportunity to select them.

[ Add Family
Adding a Family

The Fist Baboe cantairs family inleemation that was sithes praviously delated Tram this peogram
of |s cumently in the Formation or School program.

To use this infarmation, s&led the damily, then cick the s This Family butien,
T enter & mew fomily, olo the Add Mew Family button.

Hede: Membsar information is net automatically sdded,

Family Nama Sireat Address

Murmbr

P Andenen, Josaph [Juna) kit & kirs
Austin Haredd (Donnaj b & M.
Cochrans Ben (Wendyh M & b

288 M Hasrs Dr
B828 E Pueblo Ave

11128 W Citrus Geowe Way

L

IEnveiope -

Cole Janios M.
Calley, George (Loma)kir. & M.
i

Find this Family:

s this Family

Arld New Family

9010 N 47th Ave S8 2

1801 W Wil Rits Or -

Print List Cancel Add

Fig. 1-19.

Use This Family — Click to make the selected family visible in the program.
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Add New Family — Click to manually create a new family record.

Delete Family

To delete the current family, click Delete Family. The program displays a confirmation dialog box and a
print dialog box. If the family is not used by another program, you can either hide the family in the

database or permanently delete the family.

[ Confirm 1

e, Ewvan though this family i no longar in usa by any of tha
| progmms you aan beep the: indformation without showing it.

Male: If you wanl 1o use il Bgain ue the Add Family bullon
o tha Familles window and salect tha tamily feom the
disployed list.

Do vew wanl 1o keep the dals withaul shawing il?

Ves Ha

Fig. 1-20.

Creating an Individual Family Letter or Label

To create a letter addressed directly to the family, in the left navigation pane, click Individual Letter,
Label. A report wizard displays. For more information about creating letter reports, see the Reports

chapter of this training guide.

[ Report Quick Letters, Labels, & Envelopes
Select the Letter, Label, or Envelope to be Printad:

P55 Lt Lo & Envelopes

Family Laksl
Family Ervelaps
Family Letier

Add  Delete | Copy Save as Custom Regort

B

Cancel
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Viewing Reasons for Changes

To view reasons for changes to family information, click Reasons for Changes in the navigation pane of
any family data entry window.

‘k‘}) Useful Information

To configure the use of Reasons for Changes in the program, on the File menu, click Setup > Initial Setup.
In the program options section select Ask for Reason on Significant Changes.

= View Reasons for Changes to 1 - Van Loon, Jeff{Jeans] MIM o [
Date & Time Tyge of Chasge Reazan for Changs Cinginal WValus -
OEM42013 TR0 AN | Sveel Address Chanped Census Update-&odress Chienge 14430 K 15th Awe AQE 30, Proen, AZ 851235 | 14
0BH&Z0TD T:55: 32 AN Walinp Address Chang .. USPS Regeest-PO Bom change FO Bax 322, Peora, AZ E5330-03122 P
OEI&Z0D TUR1G AN | Alwmabs Addrass Che...| Call from Feretianer-Kay Summess hame P00 L Dok 3L VWinsiew, o BRIET-IT17 T
b OETAQ01S S48 3T AN | Mare Chasged CHhar-Changad fam nama for Jeife il came ‘Wan Losn Jedif Sapea) WA 1]
+
Qrderby; Logoed - LogRspori Smnual Losg Entry &
ek o D5e
Fig. 1-22.

There are three buttons provided to help you with sorting, printing, and logging more information
changes:

e  Click Order by and select a column heading to reorder the log.
e Click Log Report to print a report of activity.

e Click Manual Log Entry to add an entry in the log for a change to Families information that is
outside of the range of automatically logged changes. Any Families information change that does
not prompt the Reason for Change dialog box after the change is saved will have to be added
using the Manual Log Entry button. For example, if you select the Send No Mail check box on the
Families window, then click Save, the Reason for Change dialog box does not display. You need to
log the change manually for it to be on record.
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Reason for Change to 1 - ¥an Loon,Jeff(Jeang), M/ M

Type of Change: MManually Added
Genstal Reasan for Change Cther -
Mfose: Inko. for the Change: Sand Mo Mail
Criginml Value: Falss
ooy Vimluse: True
Logiok Cancel
Fig. 1-23.

To create a manual log entry

1. Inthe Families Primary Information window, click Reasons for Changes.
2. Inthe View Reasons for Changes dialog box, click Manual Log Entry.

3. Inthe General Reason for Change data field, click the drop-down arrow and make a relevant

selection.

4. Inthe More Info. for the Change data field, enter more information about the change, such as

the type of change you are making.
5. In the Original Value data field, enter the original data description.
. Inthe New Value data field, enter the new data description.
7. Click Log/OK.
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Exercises

Exercise #1 — Add your own family. Include the following information:

e  Your name, using the Family Name dialog box.

e Your address.

e  Your work phone and home phone. Indicate that the home phone is unlisted.
e  Your email.

o A family keyword, such as "Receives Newsletter."

Questions

Q: What two things should not be used in ID numbers?

A:

Q: What is the proper format for Family Names?

A:

Q: How many phone numbers can a family have?

A:

Q: How many keywords can a family have?

A:

Q: Where can you record confidential remarks about a family?

A:

Q: How can you send a letter addressed directly to the family?

A:
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2: About Members

The Members windows display information specific to an individual member, such as talents, ministries,
attendance and background check information. Personal information, including addresses, phone
numbers, sacrament and ministry information, is also included. Information about the member’s family is

also available.

B e-0nx BT m P E WG s ParishDat System - Church Office - H
m Information Persannel Reparte  Sacramental Registers Adminiztraticn L7
s owl Tawt for Memher Mame Saarch. i
TN T
Drder byt Name [h— Delite
Dashboad  Families | Members | Contributians Rl * T A O Nember
Dot Screens avigation Taks
Members * Family: Wan Leon e beane] MM ID: 1 || Inaciive Add Dacuments
-g_u.,-E s . Hare: ‘an Loon, Jof, b frrl
P # | MomDEny Avall? Show Name Formats Also Visible In: el
Gommunigstion ol : : x
Rielatianshi Head Typs: Haad af Hausshald S Statement
Saoamants o i aal |' e
MiniticeTalonts v | CradaDegros: MA » Gonder. Male =
AHendsnce ¥ | Moritsl Stabus:  Chorh Mamiage » BinhDate: 07011878 [x][E) age 35
Family Becap L -
st Envlioemant " Language: Engliskh/Gesman | [Deoeased F"E
Letters. Visiti, Ete ¥ Ethwisily Wiriils -
e Tamin Religlon: Cathalio ] -
i
|rdividinl Letiss Label Oooupation: AroountingBootesping | =
Reamign hember Désability: |=
Liiling Seresn
Easy Lists Pichors Fila: Phodo38. jpg
fmcey Locatian: R Sirnms n.m.'
Ouik Peating g Key
Procasses Jebl |5 an pctive meember of the financs sommifles Descriglion -
Exit Program 3 Fegular Eleod Donee F
@ General = | ) Confidential | Spedal Cirumatances Ingert Line Delete | Beorder
Soeen Changod: aTinE1a
Fig. 2-1.
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Member Fields that are Always Visible

As you access the different sections of the Members window, the following fields remain visible at the top

of the window:

Status Icons

At the top of the window, you may see various icons.

Family: bbott, Harcld{Connie), M/M  1D: 41 Inactive
Mame: MMarguis, Gabriella{Gabe) E| ®
Fig. 2-2.

These icons are used within the program to indicate certain characteristics of members.

Description

s W[N] @

Member Name

Signifies the member has something entered for confidential remarks and appears in the upper
right corner of the Teachers/Students/Families window.

Signifies the member has something entered for special circumstances and appears in the upper
right corner of the Teachers/Students/Members window.

Signifies the member has a different last name than the family and appears in the upper left corner
of the Teachers/Students/Families window.

Build the member name in the Member Name dialog box. At the end of the Name field, click D

[ Member Mame

Last Hame:

First Hama:

Middie Hame/fintiak
Naciname:

Maiden Name:

The

S0t

Fipme:

Mailing Name.
Formal Salutation.
Informal Sakiation:

Abbot
Conslance
Lynn
Conne
WVamser
Ifirg w
- Waximum Characters: 100

Characters Remaining: 57
Aot Canstance{Lynn}Cannis PVasser] s

Ifrg. Consiancs Spbott
Iirs. Abbodt

Connie

Apply 0K

=

Cancel

Fig. 2-3.

As you enter the different parts of the name, the program fills in the mailing name and salutations. If you
change the mailing name or salutations, the Recalculate button becomes available. To restore the mailing
name and salutations to the version the program created, click this button.

2 -2 e Members

PDS Church Office Training Manual



When you finish entering the name, click Apply/OK. In the Members window, if you want to view the
mailing name and salutations for the member without editing anything, click Show Name Formats.

Add Documents

Use Add Documents to upload additional documents to support the information you've already entered.
Once you have linked files to records in your program, click View Documents to view the documents
associated with the current record. For more information, see the About Adding and Viewing Documents
chapter of this training guide.

Add Documents
Fig. 2-4.

Also Visible In

If you share a database with another Office program, some members may be visible in that program. A
green icon indicates the member is also a Formation Office member. A red icon indicates the member is
also a School Office member. For more information about the different icons that can display here, see
the Appendix chapter of this training guide.

Also Visible In: a

Fig. 2-5.

Active/Inactive vs. Delete

To indicate that the member is no longer active, select Inactive. Inactive members still display in the
program and can be included in reports. Depending on your organization's needs, you can define what
"inactive" means and decide when to select this check box.

To permanently remove a member from the program, in the Tasks group, click Delete Member. When
you run reports, there is not an option to include deleted members. If the member is used by any other
program, it is hidden from view. However, if no other program uses the member record, you can either
hide the member or permanently delete the member record. Once a member is permanently deleted, the
only way to recover their information is to restore data from a backup or manually re-enter their
information.
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Entering Personal Information

In the Personal window, you can enter or view the member's gender, age, and any keywords the member
is using. To access this window, in the left navigation pane, click Personal.

Family: Wan Locn, JefilJeans: WA 1D: 1 |||-|g.|:||.m Add Documents
Mame: Van Loon,Jeff,kir. B
Mam IDEny: Awall? Show Name Formais Adso Visible In: A
Relslisnasip Hepd |v Typs Head &f Hausshald |' Saparate Slatement
GradaDogroa: MR |+ =ander Mala |-
Ilarital Status: Church Mamiage |+ Birth Date: oroers [ [E Age 35
Language: Erglish/ Gemmnan |'|r Dmomased: :_
Ethnicity: White |=
Religian Cathalis |»
Caoupation: AccountingBockiseping |
Diisabilidy: -
Fidure Fils: Phatodd.jog
Location: R Simms Aochs
P muar Keywords
Jeff is an sctive member of the finance commities - Drascripticn E
] Regular Blood Donor
@ Gengal = Cenlidential Special Crcumslances Insert Line Delete Regrder
Fig. 2-6.

Relationship, Grade/Degree, Marital Status, Language, and Ethnicity are keywords built into the
program. Any keywords you created also display in this window. In the example above, Religion,
Occupation, and Disability are user-defined keywords. To create user-keyword lists, on the File menu,
click Keywords > Member Keywords > User Keywords. For more information about keywords, see the
Setting Up Keywords chapter of this training guide.

Birth Date and Deceased Date — Enter the Birth Date or Deceased Date or use == to select the date.
When entering a Deceased date, the program displays the Mark Member Deceased dialog that allows you
to specify common data updates such as adding deceased dates to the sacraments list, marking active
talents and ministries as no longer involved, etc.

At the end of several date fields, such as Birth Date and Deceased date, there is a E] button. Use this to
enter an approximate date using one of a few common approximate date formats.

v Full Date (M1/DO/YYYY)
Month and Year (MM/YYYY)
Month and Day (MM/OD)
Year Only (YYYY)

Month Only (Jan, Feb, etc.)
Unknown
Fig. 2-7.

Picture File — Enter the path to the member's picture. To locate the path, click [ . To make the picture
larger, click it.
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(\(}) Useful Information

To indicate where member pictures are located, on the File menu, click Setup > Initial Setup. For Default
Picture Subdirectory, enter the path to your pictures.

Remarks — Enter general, confidential, or special remarks. You can password protect confidential
remarks and special circumstances, so that only authorized users can view them.

Member Keywords — You can add an unlimited number of keywords per member. Member keywords are
used to identify a group of members with something in common. Use a member keyword when there is
no specific field available in the program for something you want to track. You can enter keywords "on
the fly". If you enter a keyword not in the list, you can add it in this window if you have appropriate user
rights. For more information about keywords, see the Setting Up Keywords chapter of this training guide.

Entering Member Communication

To enter a member's phone numbers, email addresses, and social media information, in the left
navigation pane, click Communication. This window also displays a recap of the family and member
contact information. The family and member recap information in the lower section of the

window cannot be changed; however, you can print this information.

Family: Van LognJetfieansh MM 1D 1 Inctive Add Documents
Mama: wan Loon, Jett Air. e
Ram, I0VEny: Forall? Show Name Formats Also Visible In: 8

Phaonas Emalls

Phone Number Descriplion Unl - Email Address Desc Pred, Unl -
| (B02) 848-3828 x 8283 Cfice: ™ [=| P Jefivan Loon@PCSDeme... Home 0|
{E0Z) §32-9329 % 5119 Hame r
Inzert Line Delede Beorder [LEL Line Delete Reorder
Scoal Media
" ORI
L
&
Straet [Te changs the st addreas, oo Familles |
Address: 14430 N 19¢h Ave Apt 30 L
Fhoanic AZ EBEOZIATOT -
Mailing (T changs the mailing acdress, dick Familiss then Other AS0mEEes. |
Address: PO Bax 322
Feorig, AZ E5380-0322
Famm Phaomne (Techangs family phone numbess, oick Families | -
Print

Fig. 2-8.

To insert a phone number or email address

1. Locate the appropriate individual.
2. Inthe navigation pane, click Communication.

3. Click Insert below each grid, and enter the individual's phone number(s) and/or email
address(es).

If the phone number or email address is unlisted, select Unl.
5. If the individual prefers to receive email rather than mail, select Pref.
Click Save.
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You can include a link to quickly access an individual's Facebook, Twitter, or Blog page from within the
program.

To set up links to social media

Social Media ==
Faocebook:
Taitter kei
Biog Blog
SavelOK Cancel

Fig. 2-9.
1. Locate the appropriate individual.
2. Inthe navigation pane, click Communication.
3. Under Social Media, click Set Up.
4. Inthe Social Media dialog box, enter the webpage address for each link you want to set up.

o
&J) Useful Information

To ensure that the information you enter is correct, copy the webpage address from your
Internet browser's address bar, and then paste it into the appropriate field.

5. Click Save/OK.
To view an individual's social media page

«9 Useful Information

You must set up links to an individual's social media before you can view their webpages.

Locate the appropriate individual.
2. Inthe navigation pane, click Communication.

Under Social Media, click the icon of the social media page you want to view. The webpage
opens in your Internet browser.
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Entering Sacrament Information

In the Sacraments section, there are multiple tabs that display detailed sacramental information. On the

Information tab, click Members > Sacraments.

On each tab, you can enter and edit sacramental information. With the exception of the General

Information and Date List tabs, you can customize the sacrament tab names.

Family Wan Loon, JeflJeana) bkl 1D 1 _ Inactive Add Documents
Hame: ‘van Loon,Jef kir. E
Mem IDVEny: Awnil? Shaw Nome Formats Alsa Visible In E

GeneralInformaten | Baptsm | First Come | Confim | Reconciistion | Marriage | Date List |

Infarmation for Certificates: Add Documens
Birth Diata: 0701/1572  [x][[E] from personal Indormation)

Birth Flace Los Sngeles, T4

Fadhar Padrck Van Loon

Mother: Therese Boland

Mather's Maiden: Boland

Saint Mamia:

Us e Dafault Values

Note: The informaticn snkered for Mother will be printed on oerbficabes @ if is =nbered. The nfomation
entesad for Mathers Maiden name is far referencss galy

Fig. 2-10.

The names of the sacraments that display in this window are set up in the Sacrament Date Names dialog
box. On the File menu, click Keywords > Member Keywords > Sacrament Date Names. You can track an

unlimited number of dates.

[ Sacrament Date Mames (8 Entries)

Warning: This list of keywords may also be
used by another program. Use
caution when making changes.

Desoription -
F| Baglisn
Confirm
Doocnsed E
First Comm
WMamsgs
Cedination
Fanano

Reaonciliation

Insert Names Combine Names
Dielete Nameas Prift

Close

Fig. 2-11.
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In the Sacraments window, you can view up to eight sacrament tabs. The sacraments you select display
on individual tabs between the General and Date List tabs. Any additional sacraments you want to track
display on the Date List tab. To select the eight most important sacraments, on the File

menu, click Sacrament Setup > Sacrament Tab Names. You can also label the Extra Information field in
this window.

Sacrament Tab Names
Sacrament M ames I Sacramant Defirition: | Sacramarial Registar Dptions |
Sacrament Hames:
fou an change the names of the saomments for which you oan print oerificates. The names you
select display on the might tabs in the Saowments window Seled the names for the sight ssomments
blow
Disglay Tab Extra Fisld will b= Lhsd Feor:
First Saomment: Bagtizm |1r |i Baptzmal Mame
Seoond Saocament First Comm |1- L{
Third Seocament: Confirm |1- [_.J'_ Confirmation Hame
Fourth Saorsmend: Reacnciliabon |1- [J_'-
Fitth Saoramant: Klmmoge |1- |7 Spouse Mome
Slxth Sacrament |= ]
Sewenth Sacament: |- ]
Elghth Saoramant: |- ]
Close
Fig. 2-12.

If you share your database with another Office program, the eight tabs you identify in this window are
used in all programs. If you want to track a sacrament but not display it, clear the Display Tab check box.
These check boxes are stored individually for each program. For example, in Church Office, you can track
and display Marriage, and in Formation Office, you can select to hide Marriage.

In the Sacraments window, on the General tab, view or enter birth data. To use the Birth Date, Head of
Household, and Spouse fields entered in the Personal window, click Use Default Values. On the Date List
tab, view a list of all sacraments. If you change information on this tab, the appropriate sacrament tab is
updated.

Hama Date Shatus Flace o
B Baptesm C3M0MATS e Epiphany W, B s deiy
Conflim G3MAMBES Yes Hoby Spieit 2833 8 Pl Read
Mariags 101 2MEES | Yes 51 Mary 239 W, Third 51
Firgt Comm DS02M988  Yar Haly Spisit 2523 5. Pike Road
w
< >
Print Inser Line Delete Rearder

Fig. 2-13.
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The tabs between the General and Date List tabs display information about the individual sacraments. For
these tabs, select the sacraments for which you want to print certificates or track sponsor information.

General nformatien.  Baptism | Firat Comm | Confim | Reconcilation | Mamege | Date List |
Baptismal Namea Jel Thamas Van Lean Frafession of Faith
Dais oa101as |l Sietuk  Yes - Asd] - 2
Feifsimed by Rev Danald Smethes Cedetrant from List -
Flacs Epiphany - Mﬁ
R P S e
| Cenificate on File  Page: =
Entry =
Hales
@ Gameral
" Gonfidential -
Sponsors f Witneses
Usa Mamn Sponscsr | Witnass Mame Typs Agdrnegs - Pnsart
B | Temyvar Loon Godinther Line Delets
[T Wy Marin Gadmedher - Rearder
r | s
Print Cerificale Delete Baptism
Fig. 2-14.

To maintain the names and addresses of churches where the sacraments are administered, on the File
menu, click Sacrament Setup > Sacrament Place Names and Addresses.

| Sacrament Place Mames and Addresses

Sacrament Places | Wiew Listing ]

Place of Sacrament

Flace All Saints
Address: 8122 E. Clark &ve
City/Stape: Alrgn, OH
Courlny: L5A

ZIF Code: 2325

Email:

Use Email Irstesd of Mail 7]

Changing any infoemation Tor 3 place of sacramant will make thal change for all membem using thal plass of
saramant To mske o change for o single member, acd another place and make the change there

|
[t

Orderby. Fisew |  AddPlace | Delele Place
[= T Csick Loakup LCombine

Frind List
Print Label

Clase

Fig. 2-15.
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To print the information on the sacrament tabs, click Print Certificate.

Cestificate Report: Quick Letters, Labels, & Envelopes
Select the Certificate to be Printed:

¥ | Member Sacamant Cortificate: -
A Ceificatss
Baglismal Cemilieaes - 2 ao

Bagtismal Camilizats Full Pags
Bagtiamal Cemilicaies Blank - 7 acrcds
Baglismal Cemilicste Blank Full Fags
Baplismal Back Fage Full Fage
Baglismal Sack Page Blank - 2 asoss
Baplismal Back Fags Blank Full Page
Confiemation Cedificales - 2 acass
Confirmaiion Cerlificabs Full Pags
Confidmalian Cadificales Blan-I accdd
Confisrmalian Cedificate Blark Full Page
Fiesl Communicn Cailicates - I ased
Firsl Communign Cerdificate Full Fage
Fiesl Camm Catificate Blank - 2 soross
Fiesl Camm Ceslificate Blark Full Page
Marigge Cedifissle Full Page

Marigge Cedificale Blank Full Pags -

Dedete | Copy

Save ns Custom Repaort

Freview Regorl Print Report

Cancel

Fig. 2-16.

Select the style of certificate you want to print. If you click Print Certificate on the Baptism sacrament tab,
the program uses the baptismal information from that tab, but you must indicate you want to print the

information on one of the Baptism forms.

To create your own certificates, click Add. Or, to modify a predefined certificate style, click Copy. The
report wizard steps you through setting up the certificate. For more information, see the Reports chapter

of this training guide.

Certificate of Waptism

ot T Clizo Ldanns

4 T I N L L T R A
b in I o ey, A, T
i e ,i-_._, of FATE- ’.l".-_-.{_. F r,‘,' )
Wiaptised
o e St ware et
Aorarbeng o the Bibe of ihe Boman Lathalic Eharcdy
e the Al C ol gorited O Sopsvtthor g The depomsors btmg Crrye s L
38 appencs from the Wagtivnial Brgenter of vs Ohiiceh ——t
Pusrsh Daw dwirm
14423 12, 10h Sraar
Phmemix, AT 23033
Dalch Lo 2y K7

Pasam

Fig. 2-17.
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Entering Ministries and Talents

The Ministries/Talents window displays what ministries the member is involved in and the talents the
member chooses to share. A ministry is a church-related group or activity that an individual can
participate in, such as choir or money counter. A talent is a special skill the individual has, such as painting
or CPR training. Ministries, talents, and statuses are keywords.

On the Information tab, click Members > Ministries/Talents.

Family: “an Leon JaMJaane) Um 10: 1 et Adhd DU &ris
N Van Loon etk (=]
Iem IDVErm: Awail? Show Name Formats Alss Visitle In: e
Ministies
Ministey Stalus Siadt Date End Dale -
B Lecicr Actively imvalved 100012007
Liturgy Commiithss Chairpsron 05012005 =
Senuling Astivaly Irvalved 1IVZO0
lmsart Lime Dieletes Reorder
Talent
Talent Status Start Date End Cale -
b Car Focl [ | Activery 1mvates OR12E012
Fiald Trips Irlaastad 11022010 E
Insert Lime Delasts Rearder
Fig. 2-18.

To insert a ministry or talent

1. Locate the appropriate record.

2. Inthe navigation pane, click Ministries/Talents.

3. Click Insert below each grid, and enter the member's ministry and/or talents or select one from
the drop-down list.

4. Enter any additional information, if known.

o
@ Useful Information
The member's status is a keyword field that indicates their level of involvement or interest.

5. Click Save.
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Tracking Attendance

In the Attendance section, you can track information about a member’s attendance. On the Information
tab, click Members.

Family: ‘Waltham, James{Trishal ik 1D: 1802 | | Inadive Add Documens
MR Waltham, Natalis Wik =]
Itgen IDVErv 3003 Avail? Show Hame Format Also Visible In: .
Altsndancs
Clabe Attendance For Type Units Feason -
oA TIZ0N2 Altar Sarved Fregasl Zao
D324/2012 Altar Sarver Pracet Z0m
Gamd 012 Altar Server Present 200
QEM 22012 Altar Server Present 200
oROZIZ0I2 Altar Server Preseni 2400
DEMBZ012 AlLEr Sarvel Prasant Zoo
oTaT2012 Altar Server Present Zoo
Q72102012 Altsr Smrgar Prassnt 200
DBM32012 Altar Sernsr Fresenl a0
DB2sZ012 Altsr Sarded Prazasnt Zoo
o 12012 Altor Sereer Presemt 00
B 182012 Altar Server Present 200 =
o202 Altr Servsr Fraseni 200
112012 Altar Sarved Pracest Z00
12012012 Altor Server Presant Zoo
P 12162002 | Altar Server Present 200 -
Totsl: 42.00 Units Print Filler List Inse Lime Delete
Fig. 2-19.

To enter attendance information

1. Inthe navigation pane, click Attendance.
2. Click Insert below the grid, and enter the member's attendance information.

V Useful Information

e The Attendance For field uses entries from the Attendance For Names keyword list.

e  Units typically represent a number of hours or days, but you can define them however
you want.

e The Reason field uses entries from the Attendance Reason keyword list.

3. Click Save.
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Viewing the Family Recap in the Members Window

You can view a list of an individual's family members and the funds associated with his or her family. On
the Information tab, click Members.
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Fig. 2-20.

To view family members and funds
1. Locate the appropriate member.
2. Inthe navigation pane, click Family Recap.
3. The members of the family display in the Family Members grid. The family's fund information
displays in the Funds grid.

(i)
V Useful Information

The information in the grids is view-only and can't be edited.

4. Double-click a family member or fund to go directly to their respective windows.
5. To print a simple report of the information, click Print.

@ Useful Information

Alternatively, you can quickly view the other family members by clicking the 1 of # drop-down list in the
Navigation group.
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About Safe Environment

In the Safe Environment window, you can track any Background Checks or Other Requirements necessary
for the member to be around or work with children. In the top portion of this window, enter information
acquired when doing Background checks such as federal, employment, and fingerprint background
checks. In the bottom portion, enter any other requirements that must be met such as sensitivity training,
reference letters, etc.

On the Information tab, click Members > Safe Environment.
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To add background check information or requirements

1. Locate the individual's record.
2. Inthe navigation pane, click Safe Environment.

3. Under Background Check or Other Requirements, click Insert, and enter the member's
background check or other requirements information.

(P) Useful Information
e The Background Check Description field uses entries from the Background Check
Descriptions keyword list.

e The Other Requirements Description field uses entries from the Requirement
Descriptions keyword list.

e The Result field uses a pre-defined list of terms.
e The Note field is an open remarks field that can contain up to 50 characters of
information.

4. Click Save.
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We partner with SecureSearch™ to provide background screening results for individuals in your parish,
such as personnel or volunteers.

(3? Useful Information

To use this feature, you must create an account with SecureSearch. Complete the SecureSearch
Agreement for Service and fax it to 1-866-552-7326.

For more information, visit www.parishdata.com/backgroundchecks.

Once you have an account, you can manage an individual's background checks in the Safe Environment
section where you can:

e Request a background check for an individual.
e Receive the background check results from SecureSearch.

e Enter additional legal requirements.

You can purchase individual background checks from within your PDS program.
To run a background check

1. Locate the individual's record.

2. Inthe navigation pane, click Safe Environment.

3. Click Request Background Check, and log in to the service.

4. Products and prices are listed. Select the options you want, enter the required information, and
click Submit.

Close the background check window.

6. Click Check Results to see if your results have been received.

g
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Keeping Track of Member Letters, Visits, Etc.

To keep track of correspondence with an individual, in the left navigation pane, click Letters, Visits, Etc.
You can track outgoing and incoming correspondence.

e Letters and emails

e  Phone calls

e Visits
Family: Wan Loon Jefiflesne) MM 1D 1 ==t Add Documents
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Mg IOFERy
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Date Desoipbon Type ™obe
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Follow-up Fladge Ramdndar

10VDE2011 Fladge letlad Sant
} 011072012 | Fladge letier sant

Ins e Line Delate

Fig. 2-22.

To keep track of member correspondence

1. Locate the record of the member.

2. Inthe navigation pane, click Letters, Visits, Etc.
3. Click Insert, and enter information about the correspondence.

-~
(\) Useful Information

e You can enter up to 30 characters in each field.

e Here are some examples of what you can enter in the Description field: "Birthday

Letter", "4th of July Email", or "Ministry Campaign Phone Call".
The Type field uses entries from the Letter Types keyword list.
4. Click Save.

When you run a letter report or send an email to a member, the program asks if you want to log a history

of the letter correspondence. For more information about logging letters, see Logging Letters in the
Reports chapter of this training guide.
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Using the Navigation Tools to Locate Members

Use the Navigation tools to locate or scroll through member records.

[Search by: -| Text for Mernber Marne Search. (@]

| Order by: Name -

(] o™ | 10f7 -|
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Fig. 2-23.
Lo - [ 2 . ) o (3]

To scroll through members, click or . To jump to the first or last member, click or .To
change the order of members, select an option in the Order by drop-down list.
To display a list of members in the current family, click Lot ™. This button depends on the

number of members in the family. Click a member to go directly to their member record.

i
To locate a particular member, in the Search field, enter the member's name and press Enter, or click -~ *.

If the name has a special character, right-click in the Search field and click Insert Symbol.

In the Search By drop-down list, select an option to search by.
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Fig. 2-24.

[an

If you select an option that could return multiple members, such as Search By Partial Address, the
program displays a list of matching members. From that list, select the member you want to view.

The bottom of the Search By drop-down list displays the most recently accessed families and members.
Select one of these families or members to return to their record.
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Member Tasks

In the Tasks group, you can Save or Cancel changes to the window, or Add or Delete members.

. Add
== o Member
P Delete
Cancel €3 Member
Tasks
Fig. 2-25.
Save

To save all changes to the current member, click Save. The program automatically saves the current
member when you do the following:

e Navigate to a different member.

e Addanew member.

e Switch between any of the sections in the left navigation pane.
e Leave the Members window.

e  Exit the program.

Cancel

To cancel any changes made since the last save, click Cancel.

Add Member

To add a new member, click Add Member. If there are members available in the database, but not visible
in Church Office, you will have the opportunity to select them.

Adding a Mermber - Confirm Family

Add the Member to the Following Family

Every member musd be atlached 1o a family, Te add this member b the family name shawn belaw
ollck tha Add i This Family buttan

If the family nrame is rat the comedt one, seled the comea family from the list, or add a new
family at this sme by didking on the Create & New Family button

Family Nsme: an Loon_JeffJeane] U | -
Create a New Family Add i This Famiy Cancel Add
Fig. 2-26.

Add to This Family — If the member's family already exists in the program, select it in the drop-down list,
then click this button.

Create a New Family — If the member's family does not exist in the program, click this button to add it.
For more information, see the About Families chapter of this training guide.
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Delete Member

To delete the current member, click Delete Member. The program displays a confirmation dialog box and
a print dialog box. If the member is not used by another program, you can either hide the member in the

database or permanently delete the member.
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Reassigning Members to a Different Family

You may need to reassign a member to another family. For example, if a parishioner got married, you
would need to create a new family record, and reassign the bride and groom to this new family. You can

reassign a member by navigating to Information > Members.

Reassign Member

This peocess will ragssign the member displayed balow ints & new amily
Member o Reassign: Babbetl, MalissaMiss
Selec a Mew Family
A Create & New Family Reosed
IBVEnvalopa: oz
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| Copy addresses and phona numbers from the old famil

Asd Memser 12 an Existing Family

Reassign Member

Cancel

Fig. 2-28.

To reassign a member

1. Locate the appropriate record.
In the navigation pane, click Reassign Member.

vk wnN

Enter or select the ID/envelope number and family name.
Make any additional selections, and when you're finished, click Reassign Member.

Select whether to create a new family record or add the member to an existing family.
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About Deceased Members

When a member dies, instead of deleting their record from the program, you can indicate they are
deceased and retain their information. When entering a Deceased date, the program displays the Mark
Member Deceased dialog that allows you to specify common data updates all from one location. The
member's name displays in red, the Inactive check box displays as Deceased, and the age of the member
no longer advances.

Mark Member Deceased @
Deceased Member: Andrews James(Jim},Mr.
Birth Dade 112001541 Age T
Deceased orzizoiz [#)[E
| Change Type from Head of Household to: Crhar -
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¥ Changs Name Andrews, Wendy(E }Boseh] f=l
Malling Nama: Wiancy Andraas
Fewmal Salutation: Wiendy Andreas
Irfsemal Saluladisn Wisndy
' Change Type fiom Spouss ta: Head of Household -
o Changs Marital Stabus ba: Mlaried -
Family Hame: Andrews James(Wendy),M/M
# Changa Family Status ta: Caugla -
« Change Family Mame: Androwes, James(Wendy), M EI
Mailing Name: Bbir. & Mrs. Jomes Andrews
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Informal Salutation: James & ‘Wendy
Save Cancel
Fig. 2-29.

Deceased Member
Use the Decease Member section to make some common changes for the deceased member’s record.

Change Type — Select this option if you want the program to change the member’s type and then specify
the type using the drop-down member type list. For example, if the deceased member’s type was Head of
Household you may want to change their type to Other.

Add Entry of Deceased to Sacraments List — Select this option if you want the program to automatically
add an entry in the Date List tab of the members Sacraments window.

Mark Talents/Ministries with Status of No Longer Involved — Select this option to change the status of
any active ministries or talents as No Longer Involved on the members Ministries/Talents window.

Survivor

Use the Survivor section to make some common changes for the surviving member’s record.

Change Name — Select this option if you want to change the surviving member’s name. At the end of the
name field, click D Make the necessary changes on the Name dialog box, then click Apply/OK.
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Change Type — Select this option if you want the program to change the surviving member’s type and
then specify the type using the drop-down member type list. For example, if the deceased member was
the Head of Household and the surviving member’s type is Spouse you may want to change the surviving
member’s type to Head of Household.

Change Marital Status to — Select this option to change the marital status of the surviving member and
then use the drop-down list to select a status from the Marital Status keyword list. For example, if the
surviving member was the spouse and their marital status is set to Married, you may want to change their
status to Widow.

Family Name
Use the Family Name section to make some common changes to the deceased member’s family record.
Change Family Status to — Select this option if you want the deceased member's family status changed.

Change Family Name — Select this option if you need to change the family’s name. At the end of the
name field, click D Make the necessary changes on the Name dialog box, and then click Apply/OK.
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Exercises

Exercise #1 — Add a member to your family. Use the following information:

e Name — Miss Elizabeth Williams "Betsy"
e Birth date — 12/10/2005
e Grade—3

Exercise #2 — Add the following sacrament information for Betsy.

e She was baptized on 12/15/2005 at this parish.
e The baptism was performed by Fr. Robert Zello.
e She s sponsored by Melissa Brown, a family friend.

Exercise #3 — Print the Baptismal Certificate for Betsy.

Questions

Q: What symbol in the Personal window indicates that the member has a different last name?

A:

Q: What information can you add to the Communications window?

A:

Q: How many sacraments can display at once in the Sacraments window?

A:

Q: Where would you change the order of the sacrament tabs?

A:

Q: Where would you maintain the actual Sacrament Date names?

A:

Q: How would you print a Confirmation certificate from the sacrament tab?

A:
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3: About Adding and Viewing Documents

In several windows throughout the program, you can add and view additional documents that support the
information you entered in those windows.
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(i)
(\) Useful Information

This feature is a file browser rather than a file manager. Within the program, you can link to a document
on your computer or from your scanner to save it as a .bmp or .jpg image. Use the appropriate file editor
to make changes to your document before associating it with a record in your PDS program.

Before using this feature, first decide where you want to store the documents on your local PC or
network.

To set where to store your documents

1.
2.

On the File menu, click Setup > Initial Setup.

Next to Default Documents Subdirectory, click Browse to select the location of the folder where
you want to store the documents.

V Useful Information

If you run the program on a network, PDS recommends that you create a folder on your hard
drive to store these files. This makes it easier to share the files with other users in your network.
To include these files in your regular data backup, create the storage folder as a subfolder of
your Data folder. Files stored outside of the Data folder are not included in the backup. To
locate the Data folder's path, on the File menu, click About.
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3. Click Save/OK, then Close.

After selecting a location to store the documents, you can add files from several locations in the program.
PDS accepts the following file types: .doc, .jpg, .jpeg, .omp, .emf, .wmf, .ico, .xls, .rtf, and .df.

To add documents

1. In a window with this feature, click Add Documents.
2. Select whether you are linking to a Single File or Multiple Files.

3. If you add a single file, click = and select the file that you want to link to. If you add multiple
files, you need to create a subfolder to store your documents. See the information below for
more on these options.

(‘0) Useful Information

You can also click Scan to capture a new image using your scanner. Click Scanners in the
Documents dialog box to select your scanner options.

4. Click Save/OK, then Close.

Once you have linked files to records in your program, click View Documents to view the documents
associated with the current record.

Scanners - Provides options for how you want to scan and name your documents. You can choose one or
more of the following options:

e  Automatically Assign Unique Filename on Scan — Select to automatically name the newly
scanned document with a unique name. If you don't select this option, you'll be prompted to
name the document.

e Show Scanner Interface on Scan — Select to show the properties of your scanner and the
scanning progress through your scanner's interface.

e Default File Format on Scan: BMP/JPG — Select to save your document in the specified file
format.

e Choose the Scanner on Scan — Select which scanner to use if you have multiple scanners. If you
only have one scanner or always want to use the default, don't select this option.

Image Processes - Provides options to rotate your image clockwise by 90 degrees, 180 degrees, or 270
degrees.

Zoom - Provides options to view your image in different modes: Full Page, Full Width, or at a certain
percentage.

Single File - Associates one file with the current record.

Multiple Files - Copies files to a subfolder associated with the current record. When you select this option,
a message displays prompting you to create a subfolder.
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Click Yes to create a uniquely named subfolder in your default document path. Click No if you want to
select a subfolder or return to the Documents dialog box. If you click No, a second message displays.
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Fig. 3-3.

Click Yes to select an existing subfolder to store your files in, or click No to return to the Documents dialog
box.

Once you have a subfolder, you can add new files and delete stored files.

Scan - Uses a scanner connected to your computer to scan a new document into the program. Before
scanning in a new document, select your scanner options on Scanners in the Documents dialog box.

V Useful Information

If you're using the single file option and already have a document linked to the current record, a message
displays asking if you want to overwrite the existing file. Click Yes to discard your document and use the
new file, or click No to return to your current document.

Remove - Click to remove the association between the file and the record.

If you remove a single file, you have the option to delete the original file from your computer. If you
delete it, the file will be moved to the Recycle Bin on your computer.

If you remove multiple files, the link to the subfolder that contains the files will be removed from the
program. The subfolder and its contents are still available in the original location on your computer.
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4: Setting Up Your Funds

When you set up a fund, the first step is to define the nature of the fund. Since all families and individuals
will use this fund, it must contain activities that describe the fees you will charge and the payments they
will make. On the Administration tab, click Fund Setup.
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Fig. 4-1.

Think of a fund as a large swimming pool that money will be thrown into. Building a new fund is a major
undertaking. Each fund period is like a swimming season. At the end of the season, you don't build a new
pool - you clean out the pool and prepare it for next season. Groups and activities are like washtubs and
sand pails within the pool. As money is posted to each activity (sand pail), it is in turn part of a larger
group (washtub), which is part of the whole fund (pool) for that fund period (season).
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Adding Funds

You should add a new fund when your organization is planning to take a new collection over a long period
of time or several short periods of time (fund periods).

Text for Fund Search... |» cave (€299
2ave Fund
Order by: Fund ID -
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B ] - | | =" Fund
Nawvigation Task
Fig. 4-2.

To add a fund

1. Onthe Administration tab, click Fund Setup.

In the Tasks group on the ribbon, click Add Fund.

In the Fund Identifier field, enter a one- or two-digit number or letter fund ID.

In the Fund Name field, enter a specific name for the fund.

Select the due date information and the recurring charge due dates from the drop-down lists.

o vk wNnN

Under Fund Periods, enter the two-digit year, starting date (MM/YYYY format), ending date
(MM/YYYY format), and goal.

7. To add fund activities, click Insert below the fund activities grid. You can enter predefined fund
activities or customize your own.

8. To enter your own fund groups, enter the group name, activity name, and function of the
activity.
9. Click Save.

About Fund Information

This area of the Fund Setup window controls the fund number, name, and recurring charge due dates.

Fund latdimation
Fund Bdentifier | 4
Fund Mamia Fledga [rive
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Racuning Chaiges
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Fig. 4-3.

Fund Identifier — Enter up to two numbers or letters to identify each fund you want to develop. Each
fund identifier must be unique.

Fund Name — Enter a name to identify the fund. Each fund name must be unique.

Due Dates for Quarterly, Semi-Annual, or Annual Based on the — The program can calculate the due
dates based on the fund period, billing period, or calendar year.

e  Fund Period — The date range of the fund. Enter the fund period in this section. For example, if
the fund period is set up to run from July to the following June, a family’s quarterly pledges are
due July 1, October 1, January 1, and April 1.

e Billing Period — The pledging date range of the individual family. For example, if the family
pledges quarterly from May to the following April, the due dates are May 1, August 1, November
1, and February 1.
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e Calendar Year — January to December. For example, if the family pledges quarterly from May to
the following April, their due dates begin July 1 then follow every three months — October 1,
January 1, and April 1.

Recurring Charges are Due on the — The options are First Day, Last Day, and 15th. The recurring charges
are applied to a family on the first or last day of the time period selected or on the 15th of the month if
the family’s billing term is monthly. To set another monthly due date, select First Day for this field, then
select the appropriate choice in the Due Dates for Quarterly field, and set up each family’s billing date
starting on the day you want to bill them. For example, to bill on the 20th of each month, set up the
family for 01/20/2013 through 12/20/2013.

About Fund Periods

This section identifies each fund's starting and ending dates, and goals.
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Fig. 4-4.

Each fund is like a collecting season. The fund is used for a certain time period (fund period). Instead of
creating a new fund at the end of each season, you add a new fund period and prepare for the next
season.

Rules regarding fund periods:
e Fund periods can't overlap within the fund. For example, you can't have a fund period from July

2012 to June 2013 and another from January 2013 to December 2013.

e Periods should not be less than one year. For example, from January 2013 to September 2013
(nine months) is not advised.

e  Fund periods can range from one year to any number of years. For example, fund period 4-09
could stretch from January 2005 to December 2014.

e  Fund periods do not have to start at the beginning of the year. For example, most education
programs start in May or June. A one-year fund would go until April or May.
«)) Useful Information

The data from the prior period is not removed at the end of the fund period; it is stored under
that fund period name so you can use it for reference and comparison.

Goal — This is an optional field. It refers to the total amount you wish to attain within the fund period. It
can also be used in reports to measure what has been accomplished up to a given point in the fund
period.

Combine — Click to combine one period with another. No data is lost.
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Insert — Click to create new fund periods. New periods are inserted in the date range order. Remember
that period date ranges cannot overlap. There is a special End of Year process that creates new periods
and sets up all current families to use it.

Delete — Click to delete fund periods. You can select the periods you want to delete. PDS recommends
that you back up your data before you delete fund periods. Make sure to select the correct fund period
line before deleting.

Add to Fams— Click to add the selected fund period to all families in the program. This is useful if you are
creating a new fund and a new period that you want available to all families.

About Fund Activities

The fund activities grid displays each Group Name, Activity Name, and Function of the activity in the
fund. You can add an unlimited number of groups to the fund, each with an unlimited number of
activities. You can also add predefined groups and activities to your fund.

Deoup Mame Activity Hame Funciion of tha Activity 5
P Fladge Payments
Pladge Payment bus Chage
Fladge Faymant Paymand - Deductible
lnibial Paymant Paymand - Daduchible
Dveposit Paymant: Daductible
Paymeant To Reduce Fate Pay Down - BeductiBle
Man-Cagh Danation Nor-Carh Contribution - Deductibls
Wolentesr Credis Ciadita - Nen-Daductibla
Fall DinnevDance $20 Quld Pre Qus
Agctien & Dinner $10 Quid Pre Quo
Fladgs Balarce Balancs
VolunteacSenicn Houm
Houes Pledgad Hows Pledged w
Transfer lo Another Fund Combine  Insert = Line Delete | Reorder

Fig. 4-5.

Group Name — This identifies a group of activities within a fund. For example, one group might deal with
current pledges, another with volunteer hours, another with ISF fees, and another with miscellaneous
activities. This lets you set up a fund and keep related activities together in a logical order within the fund.

Activity Name — This identifies the activities that are used within a group. Each activity must be unique
within the field. For example, for the amount due for a pledge, use the Pledges Due activity. For making
pledge payments, use the Pmt/Pledge or Pledge Payment activity.

Function of the Activity — What each activity is used for. The following items are options in the drop-
down list for activity functions:

e Payment — Money collected that can be tax-deductible payments, non-deductible payments,
initial deposits, or any other general payment. There are two payment options on the list:
deductible and non-deductible.

e Pay Down — A payment that reduces the rate of a pledge without reducing the balance. There
are two pay down options on the list: deductible and non-deductible. For example, someone
pledges $100 a month for one year (a total of $1200), then makes a pay-down of $300. The rate
changes to $75 a month ($1200-$S300, divided by 12), but the total remains $1200.

e Additional Gift — A payment in a pledge fund that does not count toward the pledge. This
option is tax-deductible.
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e Non-Cash Contribution — A deductible payment that is not cash or check. For example, stock or
auction items. The individual must designate a value for the item. When the item is posted, you
can apply the value to the family’s pledge.

e Quid Pro Quo — Used when the family receives something of value in return for their
contribution. The activity name must include the dollar amount of the item being received. The
program uses the dollar amount in the activity name to determine how much of the contribution
is tax-deductible. For example, someone pays $40 for a $20 dinner and auction. Quid Pro Quo is
the only activity type that has restrictions on the activity name. The value of the object received
must be part of the name, i.e. "Fall Dinner Dance $20."

e Credits — Money that counts toward a pledge or fee that was not paid by the family. For
example, a scholarship or volunteer credit. The credit options are non-deductible.

e Payment from Last Year — A total of the payments on a fund from last year. Used when the fund
period overlaps years and the payments must be carried to the next year. Select this option for
funds that use the Processes for Carry Forward Balances. This option is non-deductible.

e Initial Payment — An initial payment lets you record a pledge and a payment as a single entry.
The pledge will be attributed to the first charge activity in the group where the initial payment
appears. There are two Initial Payment options on the list: deductible and non-deductible.

e Charge — Money due from pledges, fees, or tuition.

e Refund — Money that has been returned to the individual. This type of activity is used instead of
reducing the original posting. There are two Refund options on the list: deductible and non-
deductible.

e  Write-Off — Post a write-off to indicate that the pledge is considered uncollectible. This reduces
the charge by the amount of the write-off, lowering the balance.

e Hours Pledged — Some families would rather donate time instead of money. This activity type
tracks the amount of time the family has committed to give. If you allow this kind of donation,
make sure you set up a separate group in the fund. Each member of the family can pledge a
different amount of time.

e Hours Completed — This activity type tracks the amount of time a family has completed of their
hours pledged.

e Hours Remaining — This activity type tracks the amount of time the family has left to donate of
their hours pledged.

e Balance — The difference between what has been charged and what has been paid. This is
normally the last activity in a group that includes a charge type.

e  Group Total — The total of the activities in a group. This is normally the last activity in a group
without a charge type.

e Ignore — Used for marking payments that should not be included in the total amount due or
paid. For example, a check comes back from the bank with insufficient funds. The program
ignores the payment while still tracking the fact that it was received. Each fund should include a
Miscellaneous Activities group with an Ignore activity type.

Predefined Funds

The program contains a number of predefined funds you can use as models for your fund. To see the
predefined funds and what groups and activities they use, click Insert.

Church Contributions — A group of basic payment activities including offering, holy days, Christmas, and
Easter. It also includes a group of miscellaneous activities, including non-cash contributions, quid pro quo,
and ISF/Ignore.

Stewardship — A combination of the Church Contributions and Pledge Drive predefined lists.
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School Tuition — Includes school related groups and activities such as tuition, book fees, graduation fees,
and registration charges. It also includes non-deductible payment, and credit types. Fee groups that
consist of charge, payment, refund, and balance activities are also included.

Formation — Includes tuition and fee groups and activities, as well as non-deductible payment, and credit
types. Fee groups that consist of charge, payment, refund, and balance activities are also included.

Pledge Drive — A group of pledge activities, including charges, several payment types, and a balance. It
also includes a group of volunteers, service hours activities, and a group of miscellaneous activities.

Extra Contributions — A group of common extra contributions and miscellaneous activities that are
grouped with ISF/Ignore.

The Pledge Drive predefined fund looks like the following:

Funl Activiges:

Group Nafe Aetivity M Emption of e Activity

Fledge Payments
Flacips Pamert Due Chargs
Plasckps Pamart Payiniend - Daduchible
Indind Papment Payment - Dedudible
Creposit Payment - Doductible
Payment To Reduce Rale Povy D own - Deductible
Mon-Cash Donation Hor-Cash Contribution - Deductinle
‘olunbesar redis Credis - Mon-Dedudibes
F ol D inrver Donce: $20 Grid Pro Quo
Buction & Dinner $10 Gl Pro Quo
Pledge Bndance Enlonce

WVolurdssrSendos Hours
Hwrs Pladged Howurs P ledged
Complated Hours Hours Compleed
Higurs R émiéi nifg Hours Remaining

Wiz, Activlties
Church Furnighings Agditicnel Git - Declictible
Stairusd Glaks Agdticnel Git - Declctible
|21 Chscke Igrore

Fig. 4-6.

\0) Useful Information

For an outline of each predefined fund, see the Appendix chapter of this training guide.

The Pledge Drive fund has one main charge group, Pledge Payments, a Volunteer/Service Hours group,
and a Misc. Activities group. It is common to add some fee groups, such as ISF Check Fees or Late Fees,
which have the following structure:

e Fee Due —Charge
e Pmt/Fee — Payment Non-deductible
e Fee Bal—Balance
You can add other activities to the fee group, such as Credits.

Insert — Click to enter new groups or activities to your fund. You can modify any of these predefined
funds to suit your organization's needs. PDS recommends examining these funds to get a feel for their
structure before developing your own.

Line Delete — Click to delete activities. A dialog box displays where you can select the groups or activities
you no longer need. When you click Delete/OK, the selected items are deleted.

Transfer to Another Fund — Click to move a group or activity from one fund to another.
Combine — Click to combine duplicate groups or activities.

Reorder — Click to rearrange the order of activities within a group or the order of the groups themselves.
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Additional Fund Setup Commands

The program commands in the Navigation a

nd Tasks groups are similar to other areas of the program.

Text for Fund Search... |‘r e, cave  (Add
=AvE Fund
Order by: Fund ID -
marce Eagelete
. i, Wt WL === Fund
MNawvigation Tasks
Fig. 4-7.

In the left navigation pane, there are a group of commands under Other Tasks.

Other Tashs

Frint
Consolidate Amounts

Usage Reports

Fig. 4-8.

Print — Click to print a neatly-formatted report of the selected fund. This is preferable to a print screen if

you have more fund periods or activities tha

n can fit in the window without scrolling.

Consolidate Amounts — In order to conserve storage space, you can reduce the number of financial
entries into monthly, quarterly, or yearly totals. Click this option, select the periods you want to

consolidate, then click Consolidate/OK.

Consohidate Fund Amounts

This prodiss comslidales amounts within & fund percd ime
manthly, guasteely, or yagrly tolals. This reduces tha numbar of
entries in the familys fund histonr window.

{Consolidate Amaounts Inba:

==

Monithly Toials
“ Quartery Totals
Yaarly Totals
Saled tha Farods - -
1 e
il e Fund | Year Silarting Erding
| ] r 3 12 082012 0772013
r =3 L] DE2011 0772012
|_ 3 vl 082010 QT2
r a a8 0B200B 072010
r 3 08 | 08/2008 Fi209
r 3 OF 0872007 072008 -
Mark All Clear Al
= = Clage
Fig. 4-9.
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Usage Reports — Click to print reports of information based on the financial activities. The first prints all
those families who have used or are using a particular activity, such as "Christmas" or "Peter's Pence." The
second prints all activities with the number of families using each one.

Select a Usage Report
Thers are tao different Uiage reports:

1 - Frint all familiss wsing &n adivity

2 - Frint all activiliss wilh the numbsr ol lamiliss using sach,

@ All Fund Periods

Simgle Fund Pericd

1-Print Families 2-Print Activities Cancal

Fig. 4-10.

About Program Access

The Program Access area lets you control which PDS programs can access the funds that have been set up
in the program you are using. For example, if a fund is added in the Fund Setup window in the Church
Office program, the administrator of that program can restrict or allow viewing for users in Formation
Office or School Office. Up to five licensed users for each product can access funds.

Only the program where a fund is added has the authority to grant aceess by a different program.
Chedk the boxes below to allow that program to use this fund.

‘Church Formaticn School

Church Office [[] Fermatien office [[] sceheal office

Fig. 4-11.

4 - 8 e Setting Up Funds PDS Church Office Training Manual



Exercise 1
Exercise #1 — Set up a fund with the following attributes, then add the fund to all families.

e FundID: PC

e  Fund Name: Parish Center

e  Period: PC-13, from July 2013 to June 2016
e Goal: $240,000

e  Groups/Activities:

O Pledges
=  PCPledge Due - Charge
=  Pmt/PC Pledge - Payment Deductible
= Stock and Non-Cash - Non-Cash Contribution - Deductible
= Kitchen Equipment - Additional Gift
= |SF Check - Ignore
=  Bal/PC Pledge - Balance

O Late Fee
= Late Fee Due - Charge
=  Pmt/Late Fee - Payment Deductible
= Late Fee Bal - Balance

O ISF Check Fee
= |SF Fee Due - Charge
= Pmt/ISF Fee - Payment Deductible
= |SF Fee Bal - Balance
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Family Fund Setup

You can set up a fund for each individual family for their particular needs. Individual family funds can have
special rates, fees, billing periods, etc. On the Information tab, click Contributions. In this window, you
can set up detailed financial information for each family.

In the Contributions window, the family name and ID display at the top, the Totals for All Funds, Fund
Identifier, Funds Used, and Fund Name display in the middle, and other commands are located in the
Tasks group and in the left navigation pane. To view different information for the selected fund period, in
the left navigation pane, select an option under the Data Entry section.

ﬂ -8 DO EMEIE & g 5 = ParishData System - Church Office = Bl &
m Infarmatian Perscnnel Repors Sacramental Registes Administration ol
Search by: -| Text for Famiy Name Search... |8 = Add
L & &[&
| Order by: 10yEme Num § ) Delete
Diashbaard Families Members | Contributions R EEH B B Merbers 5| 1) Cancel @ E g
DCiaka Scresns Mavigatian Tasks
Coniributisns @ﬂ' Family: Wan Lo, Jadl] Saana, AU Total= for All Funds; Show T odals
r EVEr:
Datn Enl
1 Qusey Fnd: Fund 410 Erwalops Liser
EatesHininryHepwds
RecapTotals - Fund: = - 10 [1/2090-122015) Funds Lsed: 1,2,3, 4,88 -
Billing Addres Pledge Drive Hide Rates | Fund Name: Fladge Drive i
2 nr_ P Aty Terms Haie » | RecumingAd:  Flesge Paymant Dus | =
Wigw / Priet F| Pledgs Paymant .| Anaually 9158 .00 Taerns: Annually |-
Fur Filbas ¥ a
S| pilling Pericd: 01012010 [[5]| Th | 12312015 [
Listing Sonasn - T 315000 |B (5919.867)
-
Reeporis A . Tobal: 350000 | ¢s800.00)
ik Posting Add Rate Changs RaleMotal [ Assocate with Memsss:
;“f::mm Femave Fate Feearder Rate List /] Eluctonic Fund Transfer | [EFT Inf
Kaywoed 1: |- Kaywoed 2 |
Date Pty Amcant Chedk Waminer Comment -
0722011 Flasge Paymant 550,00 5122
auE 2 Flasge Payment 550.00 831
OvHMEE2 Flasge Faymant 550,00 THE
b 1zEEmz Fledge Payment 5110.67 EFTISF -
L4 " 13
L0 @ Mesnber. | insert  Line Delete  Write OFf
Soeen Charged:  0R2F2013
Fig. 4-12.
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Adding Family Funds

You cannot post contributions or charges to a family until the fund and fund period are added to their
record. For example, you need to set up funds for a new family, or you may have a fund set up for an
existing family, but you need to add the current fund period.

@ O-0u OV EME WG ¢ ¢ = |ParishData System -  Church Office - 0X
Information Personnel Reports  Sacramental Registers Administration

L- & % @ Search by: ~| Text for Famiy Name Search... @, Pswe
Order by: ID/Env Num -

Cancel
Dashboard Families Members | Contributions P B e Members - JE

Data Screens Navigation Tasks
Fig. 4-13.

To add a fund or fund period to a family

1. Onthe Information tab, click Contributions.

In the Tasks group on the ribbon, click Add Fund.
Select the fund and period.

Click Save.

The fund is now added, and you can post contributions for the family. You can also add a fund
during most of the quick posting processes, such as Payment/Donation Entry.

vk wNnN

About Rates, History, and Keywords

In the Rates/History/Keywds window, set up pledge terms and rates for a family for the selected fund
period. Each family member can have a separate pledge or tuition rate.

Family:  Van LoonJefleane) S |D/Enw: 1 Totals for Al Funds: Show Totals
Dwery Fund: Fusd 305
Fumd: 4 - | 08 (U005 122010) Funds Used 1,234 6.9 -
Medge Drive Hide Bates Fund Hame Pledge Drive -
Activity Tanms Rate - Racuning At | Fledge Faymant Dua w
[ ] Pladge Faymant . Annually F150.00 Tammgs Annually W
Billing Pasiod; (01012008 | Thre 122120010 B
¥ PRate 15000 @ 3118.87)
L] X Total: $600.00 | (3900.00)
Add Rate Crange RutaTotal [[] Aswsciate with Mambar;
Remowve Rale Rearder Rate List [#] Etectianic Fund Transter EFT Infa
Kaessid 1; R Kaypword 2 e
Drate Achivity smount Chad Mlember Comment Ba
orHTR00n Pladige Piymant $50)00 | 5122
ot 12007 Fladge Fayment FEO00 &321
OFHEE0OT Pledge Pagment $50 04 | FEe2
¥ 1231 2007 Fladge Faymint 11807 EFT-ISF -
€ >
CA0 & Mambar [ | Inserf  Line Delete | 'Write Of
Serean Chan ged H5R082008
Fig. 4-14.
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To display the grand total of all funds for a family, click Show Totals. Once clicked, the button changes to
Hide Totals. Click again to hide the totals.

Totals for All Furils: Hitle Tatsls

Motk ta Durbe $0.00 Last ¥aar $2.319.00

Yau be Dats $56.00 Grand Total $8,138 00
Fig. 4-15.

To set up a recurring charge term and rate for a family

1.
2.
3.

10.

11.

12.
13.

On the Information tab, click Contributions.
In the Navigation group, use the search utility to locate the family.

In the Rates/History/Keywds window, click Funds Used and select the fund the rate will be added
to. If the fund or fund period needs to be added to the selected family, click Add Fund in the
Tasks group on the ribbon.

In the Rates section of the Rates/History/Keywds window, click Add Rate.

Select an activity name for the Recurring Act entry. The listed activities are taken from the Fund
Setup window.

For the Terms, click the drop-down arrow to display the list of terms you can use to determine
how often a charge occurs.

Enter the Billing Period date range for the charge. It cannot exceed the range of the fund period.
Click ¥ to select the start date and the finish date of the pledge. To select how long the pledge

will last, click Thru. For example, two weeks, one month, or fund period, after entering the start
date.

Enter the recurring Rate amount of the charge, such as $10 a month.

The Total is automatically calculated based on the billing period and the rate. You can edit this
field.

(\‘3) Useful Information

If you enter the Term, Billing Period, and Rate, the program calculates the Total. If you enter
the Term, Billing Period, and Total, the program calculates the Rate.

Select Associate with Member to enter the name of the family member you want to connect
these charges with.

Select Electronic Fund Transfer if the family wants to have funds automatically withdrawn from
an account or charged to a credit card. To enter the bank and financial information for the
transfer, click EFT Info. If you have an account with either Vanco or QuanComm, you can click EFT
Info to enter data directly onto the Vanco or QuanComm websites.

In the Tasks group, click Save.

Follow these same steps to add any additional rates that should be applied to the selected
family.
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If Terms/Rates do not apply to the fund you are viewing, click Hide Rates so more history entries display.
The button changes to Show Rates. To redisplay Terms/Rates information, click the button again.

Fund:

Kayword 1:

Date
01/01,/2004
01/01/2003
0&/08/2009
07/07/2009
01142010
7272010
/11201
752011

B 127312011

G0 a Meamber:

- 0 [1/2008-12/72014) Funds Used: 1.2.3, 469 -
Pledge Drive Show Rates Fund Mame: Placlge Drive .
|v Kayword 2 -
Activity Amount | Check Member Comment Eatch -

Pledge Payment 35000 3420 1N
Paymeant To Reduce Rate 520000 3420 1
Auction & Dinner 510 225 00 3
Pledge Payment $50.00 3905 38
Pledge Payment $50.00 4301 266
Pledge Payment §50.00 5122 91
Pledge Payment $50.00 631 nr
Pledge Payment §50.00 7212 344
Pledge Payment 511667 EFTASF 448

Insert Line Delete Wiite Off

Fig. 4-16.

This window has a place for two fund keywords and displays each individual posting entry in date order.
To add postings directly to this window, click Insert. Or, use the Payment/Donation Entry process to add
postings. To access this process, in the left navigation pane, click Quick Posting, then select
Payment/Donation Entry.

To post an amount to a fund when the amount is considered uncollectible

1. Inthe Rates/History/Keywds window, below the History posting grid, click Write Off. In order to
use this command, you must first add a write-off activity to this fund in the Fund Setup window.
T bbbt bbb i

Widrite-OHf Actnaty: Wite-Off | -

W rite-Orf Ammount: 5000 = Distributa

: Current
Month Due Paid Write Off
a7rzo1 550.00

aarzoi

092011

Tv2011

11/2011

1252011 S116.67

01/2012 510000
2012 10000
0a2012

0442012

0Ef2012

062012

or2012

(i

Additional =
Wiite-Odf

Totals: 590000 $625.00 520000

5000 -

Close

Fig. 4-17.
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Enter the Write-Off Amount, or use = to enter the amount.

3. Todistribute the write-off amount, click Distribute. You can also apply a Write-Off amount to a
specific month by entering the amount in the Additional Write-Off column.

4. Once you enter the Write-Off amount, click Save and then Close.

About Recap and Totals

In the Recap/Totals window, on the left, you can view a summary of the groups and activities used by a
family. Below this information, the program displays the fund totals.

@ Show Recap Totals Through 08/12013
Show Recap Grand Totals for Al Dates Manthly Totals
Recap of Adtivities Through Today Date Due Paid/Credit | »
Group/Activity Amount Freqg | ~ | [P/01012010 £200.00 $250.00 | _
Pledge Payments [ 02/01/2010 50.00 50.00 |
Pledge Payment Due $550.01 3 ] o2/0t1/za10 30.00 $0.00
Fledge Payment 5300.00 | & 02012010 30.00 30.00
Payment To Reduce Rate $200.00 1 05/01/2010 30.00 30.00
Auction & Dinner $10 $25.00 1 - Lin el il Ll Tl
07/01/2010 50.00 $50.00
Totals Through Today 08/01/2010 =0.00 20.00
- ee0.01 09/01/2010 20.00 20,00
_— . 10/01/2010 $0.00 $0.00
e 11/01/2010 20,00 20,00
Balance: 525.01 12/01/2010 511887 50,00
01/01/2011 50.00 $50.00
02/01/2011 $0.00 5000 -
Fund Total: 5200.00 552500
Fig. 4-18.

Show Recap Totals Through — Select to display the totals through the date you want. This will not
include future postings.

Show Recap Grand Totals for All Dates — Select to display the grand total, including future postings. For
example, if you enter a charge or payment with a date sometime in the future, the total amount due,
rather than the amount due to date, would display.

(!3? Useful Information

You can select the default view of this window. On the File Menu, click Setup > Initial Setup.

Fund Recap Defaults
@ Fund Recap Defaults to Totals to Date O Fund Recap Defaults to Grand Totals

Make your selection and click Save/OK, then Close.
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About Billing Address

The Billing Address window displays the billing address information for the selected fund, if different from
the mailing or street address.

Hama Van Loon Ralph ke G
E-Mail reahlsan@edidams. som =
[] 2and Emaail Cwar Mai
Address 123 Chrisimas Lans [Map | (Dniy anter a
- billimg address if it
Addies Line 2 is: different fram
the mailing
CityiState: Pheanbe, AF w | FipfPostal: [8S0a: [ dddma)
FRelationsip: Grandiatier w Phang 02 5553434
Slatemants: Hend Courdesy Copy Onby w
Clear
Eriman Add Dedete | Reorder
Fig. 4-19.

Use this window to send courtesy copies to a relative or to send copies of the billing statement to a
different address during specific times of the year. You can add an unlimited number of billing addresses

to this window.

Other Contributions Tasks

In the left navigation pane of the Contributions window, under Other Tasks, there are two additional
commands: View/Print and Fund Filter.

Fund Filter — Normally, when you use the navigation buttons to scroll through records, the program
displays each record. To only display families with a specific fund or fund period, click Fund Filter, and
make your selections.

Quick Fund Filter lgl
Fund £ Stewaedinip w Fund Pemod: 812 (112120123 |
Clear Filter LoakupioK Cancel

Fig. 4-20.
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View/Print — Click to view a listing screen where you can view and print fund activities by fund, fund
period, or all funds and periods combined. You can also select to display and print recurring charge

activities.
Vigw/Print Fund Information
Family: Van Loon,Jeff[Jeane) MM IVEnv: 1
Date Fund | ear Activity Amound Chpok hiember -
k| tans201z |9 12 |Heme Migions Apgesl 3500
oaMa2mz 1 12  Mon-Cash Donation 0.0
a2enias |8 12 Selief Servioes 54,00
0aai2ma2 2 11 Tuition Due 300,00
04012012 |3 1 Feemation Twilion Dus F10.00
04202012 2 11 Tuitien Due 3300.00
a012M2 | 3 1 Formaton Tuition Dus S10.00
0R212MM2 |2 11 Tuiticn Due £200.00
gani2ma |2 11 |Formation Twition Dus F10.00
12342012 4 09 Pledge Paymen Dug Sae7
1273492013 | 4 as Pledga Paymani Due s11a.a7
1231/2014 |4 48  Pledge Payment Due 5118.68 -

& View History

Restrict View:

) Wiew Recap

2 All Funds and Pediods

The Fellewing Single Fund

More Detai

The Fellowing Single Fund Periad

| Inglude the Recuring Changes in the List

Refresh List

) Wiew Monthly Todaks

Brint Clogs

Fig. 4-21.

Exercises

For the following exercises, use the fund created in the Funds - Exercise 1 section.

Exercise #2 — Set up a family to pledge $10 a week for the entire fund period.

Exercise #3 — Set up a family to pledge $50 each quarter from August 2013 to April 2014. When is their

first payment due?

Exercise #4 — Set up a family to pledge $50 a month for a total of $2,000. What special conditions must

be made?

Exercise #5 — Set up one member of the family to pledge $20 a week and another member to pledge
$100 a month for the entire fund period. Which member's total pledge is higher?

Exercise #6 — Set up a family to pledge $100 a month with a pay-down of $360.
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Questions

Q: What three activity types would you need to track a Late Fee?
A:

Q: Can you post to fund 1-09 after fund 1-10 has been created? Why or why not?

A:

Q: What is the difference between "Weekly" and "Weekly on Tuesday?" How is this distinction useful?

A:

Q: What is the difference between Fund Period, Billing Period, and Calendar Year?

A:

Q: What are the four rules for fund periods?

A:

Q: What is special about Quid Pro activities?

A:

Q: What activity type would you use to post a payment that reduces the rate but not the total pledge?

A:

Q: What activity type would you use to post stock?

A:

Q: What section of the Contributions window would you access to see the family’s fund status through
today?

A:
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5: Quick Posting Processes

Quick Posting processes are designed to help you enter new data quickly by using a wizard to enter a large
amount of related data in one series of steps. They produce a list of selected items for viewing and
printing before the information is posted.

The processes are located in the left navigation pane of the following data windows:

Contribution Posting

On the Information tab, click Contributions, then in the left navigation pane, click Quick Posting.

Payment/Donation Entry Post Member Fees

Chzickly post payments and donaticns. Post micellanecus fees, one fee per seleced member
Do Electronic Fund Transter Pledge Card Entry

Cuickly post enies 581 up &6 eledronic fund transers Qulcily post pledge cands of tultion commitments.
Check Status of Electronic Fund Transfer TJerms and Rates Entry

Cheo stabus of exiding elecioniz fund ansfer babohes Past feema for paymend, rabes, and billing periads
Sign On to @Console Post Fund Keywords

Aooess GuanComm DComcle for transsdticn infomation. Quickly post fund keyeonds.
Post Family Fees

Fost misosllaneous fees, one loe par salacted family

Fig. 5-1.

Payment/Donation Entry — Use this to quickly post payments and donations.
Do Electronic Fund Transfer — Use this to post entries set up as electronic fund transfers.

Check Status of Electronic Fund Transfer — Use this to check the status of an existing Electronic Fund
Transfer batch.

(“?} Useful Information

Detailed information about doing the Electronic Fund Transfer postings and process is found in the
Church Office User’s Guide.

Sign On to QConsole — Access QuanComm QConsole for transaction information.
Post Family Fees — Use this to post miscellaneous fees, one per selected family.
Post Member Fees — Use this to post miscellaneous fees, one per selected member.
Pledge Card Entry — Use this to post pledge cards or tuition commitments.

Terms and Rates Entry — Use this to post pledge terms and billing rates.

Post Fund Keywords — Use this to post fund keywords.
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Family Posting

On the Information tab, click Families, then in the left navigation pane, click Quick Posting.

Area Posting Send No Mail

Chsickly post geographic amsax Quickly post Send Ho Mail ched: box
Family Keywords Envelope User

Cusickly past family keywoeds. Dulckly post Envelope Lisar chack box.
Family Pictures Second ID Posting

Quickly post family pictues file names Duickly post secmnd D numbers

Synchronize With Diocese
Chsickly paost Synchronize with Diccese cheok box

Fig. 5-2.

Area Posting — Click to post geographic areas.

Family Keywords — Use this to post general family keywords.

Family Pictures — Use this to post family picture files.

Synchronize With Diocese — Use this to post the Synchronize With Diocese check box.
Send No Mail — Use this to post the Send No Mail check box.

Envelope User — Use this to post the Envelope User check box.

Second ID Posting — Use this to post family second ID numbers.
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Member Posting

On the Information tab, click Members, then in the left navigation pane, click Quick Posting.

Dates Member Keywords
Quickly post saocament dades Quidily post member beywords.
Grades and Degrees User Defined Keywords
Oulokly post grades and degrecs. Qulcily post user dofined kayaords
Talents Member Pictures
Chigkly posl talents Duickly post member picluee file rames
Ministries Safe Environment - Background Check
Chrickly post minisries Cuickly post badoground cheok infomation.
Attendance Safe Envirenment - Legal Requirements
Qusigkly pasl altendancs Quidkly post legal requirements,
Fig. 5-3.

Dates — Use this to post member sacrament dates.

Grades and Degrees — Use this to post grade levels.

Talents — Use this to post talent keywords to the member’s record.
Ministries — Use this to post ministry keywords to the member’s record.
Attendance — Use this to post member attendance.

Member Keywords — Use this to post general member keywords.

User Defined Keywords — Use this to post the 11 user-defined keywords. You can also use this process to
post Marital Status, Language, Ethnicity, and Location.

Member Pictures — Use this to post member picture files.
Safe Environment - Background Check — Use this to post background check information.

Safe Environment - Legal Requirements — Use this to post legal requirements.
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Common Steps in the Quick Posting Process

Each of the quick posting processes follows the same general steps. For this training guide, as an example,

we use the Member Keywords posting process.

Automatic vs. Individual

In the first step of the wizard, select Automatic Updating or Individual Entry.

There are two methods Tor entering member keywor ds:

(¥} Use the Automatic Updating methed 1o select a group of mam b

() Use the Individual Entry methed o select one member at a tims.

Mote: both mathods credde 2 listwhich i viewssd Betors the keyweodd infomation iz posted.

Hext >

Cancel

Fig. 5-4.
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Automatic Updating

To assign information to a group of families or members that have something in common, select
Automatic Updating. In the Selection window, you can use any selection previously saved from a report,

or you can enter a new selection. In this example, we want to select all female members over the age of
50. After you enter your selection information, click Next.

Select Members: Bdditional
ListotSe kctions Selections

Znpk Sz kcton - )
Hewe r Saed ) hoose reconk wl Al otthe conditions I the tllewha @ i-sect
J)MemGewckr Bequale Femak  and
Z1Remtge karaertaoreqale 50
< Click here to add new condition »
h
SFia
Clear
[ - Exzinck rather than ik the se kckd roonds.
- Clear Additonal Sdeclians | Use aptm e
Imparl Sal. fram 3 Flle
= Back _— 3 Cancal

Fig. 5-5.

In the next window of the wizard, select the specific information you want to post to the families or
members. In this example, we are assigning the keyword of "Bingo Club." If you select to post individually,
you must select what information you want to post for each family or member in your selection. To post

the same information to all families or members in your selection, select the second option in this
window.

Enter thi: Membar Keyword Vou Wan 1o Post:

::": Agpign ke idi to the pelected membes bndividually.

(%) Assign the sams keywsord to all selected members.

i embear Kayward Binge Clul »

< Back Hext > Cancel

Fig. 5-6.
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Individual Processing

In the first step of the wizard, if you selected Individual Entry, you must select families or members one at
a time. For each family or member, you must select what information you want to post. After you select a
family or member, click Add Family/Member to List. After you enter all families or members you want to

post to, click Next.

Marmbar Miiessid

Select a Membaer:
Mamber Hame

Faimuily Maim;
Address:

Foel atiorship:
Age:
GradeiDagres

Add Member to List

Eiter the Member Keyword You Wand to Post:

Bings Clab

AbboB, ConnisfLynn][vame] b

Abbot, Harsld(Connia L b
TA25 M Wi Camalls Del Mate
Spoure

B0

14

= Back Next >

Canced

Fig. 5-7.

Review the List

The next step of the wizard is the same for both the automatic and individual entry method. In this
window, review the list of families and members and the fields you want to post. You can modify any
information in this window. To remove a family or member from the posting process, clear the Post
Information check box. To include a family or member who was left out, click Add Family/Member to
List. After you review the information you want to post, click Next.

Quick Posting List:

4

Mark All

Add Member to List

Keyword

Name

Abbott, Connie{Lynn}[Vasser]....
Abrams, Elizabeth{Betty)[Elliot...
Allen, Gayle[T.}[Ramsey], Mrs.

FamilyName

Abbott, Harold{Connie), M/M
Abrams,George{Betty), M/M

Allen, JaddGayle), MM

drews, HBosch], Mrs.

Armstrong, Mary, Mrs.
Austin, Cynthia{Lulu),Ms.
Avillen,Laura,Ms.
Bertini,Betty{Lou},Mrs.=

Paost Member
Information

I Bingo Club
v Bingo Club
I~3 Binge Club
v Bingo Club
v Bingo Club
¥ Bingo Club
v Bingo Club
Ird Bingo Club
v Bingo Club
v Bingo Club
I3 Binge Club
v Bingo Club
ird Binge Club
I Bingo Club
v Bingo Club
I3 Binge Club

Double-click a line to load the information.
* - An asterisk indicates a last name that is different than the family name.

Clear All

d Jar 1M
Armstrong, Mary, Mrs.
Austin,Cynthia,Ms.
Awillon,Laura{Garison, Lisa, Mrs.),Ms.
elachi,Anthony({Bertini,Betty, Mrs.},...
Bladwood, RalphiM

Bladowood,
Booth, Patricia[Wilkes], Mrs.
Caddell,Lori,Mrs.
e hell

Smith]...

ie)[Docket.

aret), MM
Booth, Christopher(Patricia), M/M
Caddell, Jan{Lori), M/M.Jr.

Cam, Lois[Augusta], Mrs.
‘Chapman, Wilma[Pester]), Mrs.
Colson, Libby[Jadson], Ms.
‘Cooper,Claudie[Gordon], Mrs.

C Robert{Esther), M/M
Cam Kenneth{Lois), M/M
Chapman,Robert, M/M
Colson,Libby,Ms.
Cooper,Randy{Claudie), M/M

Total Entries: 58

= Back Mext =

110

170
T&a
168
126
408
454
338
T8z
240
150 ~
3

Cancel

Fig. 5-8.
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Ready to Post

In the final step of the wizard, to print a summary of the changes, select the check box. To post the
information, click Finish.

Ready 1o Post Member Keyword Information?

Clidk &h the Finigh Bulon 15 peat Bha infoematisn o tha fslached meambail

Hoyon do mofl wish b6 prind & report, unchads e beo! balow,

[+] Print a list of the infermation posted

< Back EII'I-S.I"‘ Cancel

Fig. 5-9.

Notes About the Quick Posting Processes

e Quick Posting processes produce a list of the records you selected for processing before the data
is actually posted. In this step of the wizard, you can edit any information, select to leave a
record out of the posting process, or add a record to the list for processing

e  Posting does not occur as you select records. To post the information, you must click Finish in the
last step of the wizard.

e  You can process an unlimited amount of records in a quick posting.

e  Some processes prompt you to back up your data if you have not already done so that day.
e To stop a process, click Cancel at any time.

e Toreturn to a previous step of the wizard and adjust your selections, click Back.

e If you navigate to another part of the program before you click Finish, the process is cancelled.
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Quick Posting of Payments

The most commonly used posting process is the Payment/Donation Entry process. Using this process, you
can post to any activity of any fund that is set up in the Fund Setup window.

To quickly post payments/donations

1. On the Information tab, click Contributions.

2. Inthe left navigation pane, click Quick Posting.

3. Inthe list of processes, select Payment/Donation Entry.

4. If you have any unfinished batches (those that have yet to be posted) the Quick Posting Batches
dialog box displays. To continue with an existing batch, select the batch in the list, then click Use
Existing Batch. To start a new batch, click Add New Batch.

5. If you are creating a new batch, on the Quick Posting Options dialog box, select how you want to
perform this posting and future postings, then click Use/OK.

Enter the payments or contributions in the posting grid. For more details see The Posting Window.

List of Batches

When you post payments, you can save a batch of postings before you are finished and before you post.
When you select the Payment/Donation Entry process, if you have any unfinished batches, the Quick
Posting Batches window will display. At the top of this window, the batches you have entered display in
batch number order. At the bottom, the postings that are part of the selected batch display. To add
postings to an existing batch, click Use Existing Batch. Or, to begin a new batch of postings, click Add New
Batch.

Quick Posting Batches @J &J

List of Quick Posting Batches:

Batch Date Entered User Name Entries -
2 416 | 08/27/2003 PD5 User 2
422 D5M7/2004 PDS User 2

List of Payments and Donations Included in Batch:

Fund “ear Date Activity Amount =
1 03 (05272003 | Offering 310.0
3 03 05/27/2003 Offering 515.0| _
i 3
Delete from List Add Mew Batch Use Existing Batch Cancel
L
Fig. 5-10.
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Quick Posting Options

Use the Quick Posting Options dialog box to select information that should be repeated automatically for
each payment and to automatically post check numbers, comments, and attendance for all contributions.
You can also transfer the total to PDS Ledger. This dialog box displays each time you create a new batch.

For each batch, determine how you want to identify each family when posting. For example, if you choose
ID Number and Name, then you can select the family to post to by either entering their ID Number or by
entering their name. Click Use/OK to save the options you selected.

Quick Posting Options
Saleat How Yiou Will Enter Pestings in tha Poaling Windoe
@ IDVEny Mumbsr and Mare IDVEmw Humbar Only Mama Only
Saoond |0 and Hame Sacond 10 Onily
Saled ke Other Oplions You Will Pl o
-\.l". Prat Chissok Humbsais Cafsult for Cheok #Cash flald:
| Pest Commants | Frint Reosipts
Feledt the Hems o Repesl fiom the Previcus Entry Heas Vocal Confirmation of Diats Endny
o | Fund Mumber | Date [ Amount || For Amount
| Fund Yeas ] Activity [7] For Hame or 1D
Saledt the Following Thedk Boxes if You Want o E AR AR Microsafi dnna - Engliz
Frint Ressipl far Every Enlry ‘ioloe FAade: ki I Max
| Tetal IVERY Humbens Test 10 1 10

Expat Badch Todals

Expor Totals Information To POS Ledgar To GulckBoois
Brawie
Usa the Following Athendsnoe Information
: | Past Member Attendanoe Flark Aftendanos for Every Entry
& Onily Active Families Cinly Inactive Families E:otin Acthve @nd Ina-tive
UsefOK Cancel

Fig. 5-11.
Additional Field Information
Select How You Will Enter Postings in the Posting Window

Determine which information you want to use to identify your families when posting. To change the
option fields at any time during the posting process, in the Quick Posting Process window, click Options.

e ID/Env Number and Name— Use this option to identify the contributing family by:
0 Family/ID Env Number
0 Member/ID Env Number
0 Family Name
0 Member Name

o Second ID and Name— This option is available only if you use second ID numbers for families.
Use this option to identify the contributing family by:

0 Family Second ID Number
0 Family Name

0 Member Name
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ID/Env Number Only — Use this option to identify the contributing family by Family ID/Env
Number or Member ID/Env Number.

Second ID Only — This option is available if you use second ID numbers for families. Use this
option to identify the contributing family by Family Second ID Number.

Name Only — Identify the family you want to post a contribution or donation to by entering
Family Name or Member Name.

Select the Other Options You Will Post to

Select from the following optional entries. Clear the options you do not plan to use and PDS will remove
them from the Quick Posting window.

Post Check Numbers — Select if you plan to enter check numbers, "Cash", "M.0." or any other
description.

Default for Check #/Cash field — Enter a default description for each post. For example, if the
majority of your posts are cash, enter Cash. For entries that are not cash, you can edit the default
description when you enter the post.

Post Comments — Comments can be used with any financial entry but are commonly used with
Non-Cash and Quid Pro Quo contributions.

Print Receipts — Select if you plan to print receipts for every entry. This option creates a Print
Receipt column on each ledger line when you post payments.

Select the Items to Repeat from the Previous Entry

These options default the value of the previous entry to the next entry to save time. You can type over the
default value to change it.

Fund Number — Select if the majority of entries post to the same fund.
Fund Year — Select if the majority of entries post to the same fund period.

Date — Select if the majority of entries post to the same date, or if you intend to sort the entries
in date order before entering them.

Activity — Select if the majority of entries post to the same fund activity (such as Offering,
Donation, Pledge Payment, or Tuition).

Amount — Select if the majority of entries post with the same amount, or if you intend to sort
the entries in amount order before entering them.

Select the Following Check Boxes if You Want to

Print Receipt for Every Entry — Select to print a receipt for each entry. Unlike the Print Receipts
option, this option does not create a column in the ledger. Receipts for all entries are printed
after posting and summary reports print.

Total ID Numbers — Select to display a total of ID Numbers. This is not the total number of ID
numbers, but a total of the ID numbers themselves. For example, if you had two families using ID
numbers, one using "101" and the other using "102," the report would total them and display
"203." ID Numbers that contain any characters other than numeric values, such as symbols or
alphabetical characters are not included in the total.

Automatically Check for Duplicate Entries — This option is selected by default. When this option
is selected, as you post payment entries if you enter two entries with the same fund, period,
date, family and amount a dialog will display warning it could be a duplicated. Each time you
would have to select to either keep the entry or remove it. If you do not want to be prompted for
each possible duplicate unselect this option.
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("(.’/’ Useful Information

On the Quick Posting window you can check for duplicates, below the posting grid, click Check
for Duplicates.

Hear Vocal Confirmation of Data Entry

For Amount — If selected, a computer-generated voice reads back your entries in the amount
fields.

For Name or ID — If selected, a computer-generated voice reads back your selections for the
name or ID fields.

Select Voice — If you plan to use the vocal confirmation feature, select the text-to-voice speech
synthesizer program you use. Windows XP, for instance, comes with Microsoft Sam, and
Windows Vista comes with Microsoft Anna. You might have other options depending on the
software that is installed on your computer.

Voice Rate — Select the speed at which the synthesizer reads back your entries. The slowest
speed is -10. Click Test to confirm the voice rate.

Export Batch Totals

To PDS Ledger — Select to create a batch file that contains the totals for each fund and each
activity group. The file can be imported into the PDS Ledger program. The file name format is
Batch##t#.PFB, where ### is the batch number. For example, if the batch number is 411, the file
name will be Batch411.PFB.

To QuickBooks — Select to create a batch file that contains the totals for each fund and each
activity group. The file can be imported into QuickBooks®. The file name format is Batch###.IIF,
where ##t is the batch number. For example, if the batch number is 411, the file name will be
Batch411.1IF.

Path for Export File — Enter the path where the file should be created. For example, to create
the file on a floppy disk, type "A". To search for the path and filename, click Browse.

QuickBooks Account Names File — Enter the path where the QuickBooks .IIF file with the Chart
of Accounts names is located. This option is only available if you select the To QuickBooks radio
button.

Use the Following Attendance Information

Post Member Attendance — Select to post member attendance. If a member name or ID/Env
number is used, attendance posts to the member’s attendance dialog box. Otherwise,
attendance posts to the first member in the family, the Head of Household.

Mark Attendance for Every Entry — Select to automatically post attendance for members who
contributed.

Attendance For — Enter the name of the meeting or class, or click to select one from the drop-
down list.

Units — Enter the number of units (hours, days) for the attendance. Typically, you enter 1 in this
field.

Type — To select a type, click the drop-down list. In most cases, select Present for the type, since
you are assuming that a contribution made by the family or member means that a member was
present, not absent.

Reason — Enter a descriptive word or phrase to post with the attendance. For example, enter
"Received donation", "Contribution made", or "Payment received".
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Additional Options

e  Only Active Families — Select to include families who are active (those who have not been
marked inactive).

e Only Inactive Families — Select to include families who are inactive.

e Both Active and Inactive — Select to include all families.

The Posting Window

The Quick Posting window for payments and donations displays each contribution in a grid. Information
for the selected family displays at the top of the window. Inactive families appear in the grid in red. You
can resize and reorder the grid columns. Click the column heading you want to move, and drag and drop it
in the new location.

If the family has never used the fund you are posting to, the program may warn and ask if you want to
continue posting the entry. To continue, click Yes, and the fund is added to the family. To add funds to
families without displaying the confirmation message, clear Display Message when Family does not have
the Fund Setup. You will continue to see the fund warning in the window.

Running Total: $154.62 Batch Number: 512
Total Entries: 3 ID/Env: 41 Envelope User  2nd ID: 120-41
Cunent Bal Due: $100.00 » | Abbott Harold{Connie) /M
Total Due: 2300.00 T425 N Via Camello Del Norte
£ Scottsdale, AZ 85258-3637
REBLIITing Chg: P|EdgE Payment Due {ﬁ{lZ:l TR0 Mumber of Members: 3
Terms: Quarterly
Rate: $25.00
Member: * | AddiChangeRates = ViewHistory = ChangeAddress/View Mems
Fund | Fund - Chedi# | »
Number Year Date Activity ID/Env or Name Amount Cash
4 10 06122013 Pledge Payment Bakers Ronald (Mara)hir & .. $50.00
4 10 06/19/2013  Pledge Payment ‘Yost,Harold{Deborah), M/M $79.62
b2 10 08119/2013 | Pledge Payment Abbott Harold{Connig), MM 325.00

m

[

4 r
EFT? Display Message when family does not have the fund set up. InsertLine | Delete Ling
Options | Print Save Post to Families & Members | Finish Later | Checkfor Duplicates = Cancel

Fig. 5-12.

The Posting Grid
Enter the payments or contributions in the posting grid.

Fund Number and Fund Year — Enter a fund number and year, which make up the fund period or fund
identifier. These can be different for each line of posting.

Date — Enter the date the entry should post. If no entry is made, the date will default to today's date. The
program recognizes "relaxed dates," which means you can enter a posting outside of the fund period's
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regular date range. For example, a Registration Fee Payment for fund 8-13 is dated March 15, 2013.
Reports see the posting as part of the fund period (8-13), even though it is before the fund period begins
(8/13 -7/14).

Activity — This identifies the fund activity that the payment or donation will be posted to. You can only
select from fund activity names that have been set up in the Fund Setup section for the fund being used. If
you leave this field blank, the program defaults to the first payment type in the drop-down list.

ID/Env or Name — The column varies depending on the selection you made in the options dialog box for
entering families or members. Enter or select Id/Env Number, Second ID, or Name. Click the drop-down
arrow in this field to view a list of families and ID numbers. By default, this list is alphabetical, but if you
enter ID numbers before clicking the drop-down arrow, the list is ordered by ID number.

NEL::H f(”e': Date Activity ID/Env or Name Amount cg:::# it
4 10 08/19/2013 Fledge Payment Bakers, Ronald (Mara), Mr. & ... 350.00
4 10 06/19/2013 Fledge Payment *ost, Harold(Deborah), MM §79.82
4 10 08/M18/2012 Fledge Payment Abbott, Harold[Connig), MM 325.00
4 10 06/M19/2013 Pledge Payment 1 5116.67
=4 10 08/19/2013 | Pledge Payment B |-

Wan Loon,Jefflleans), M/M
Schmid, Jeffrey{Lencre), M/
Abel John{Bessie), M/, S

Burke, Matthew (Mary),Mr. & Mrs.

(5N —

- @ kW

Mecemo, Joseph{Ann),M/M

Adler,Patricia, Mrs.

Fig. 5-13.

Amount — Enter the dollar amount of the contribution, donation, or payment. Non-cash donations
usually do not have a dollar value entered. Enter "0" for the amount and use the comment field to
describe the item.

Check #/Cash — If the contribution was made with a check, enter the check number. If the contribution
was made with cash, enter CASH, or for a money order, enter M.O. If the contribution was made with a
credit card you can enter MC, Visa, Am EX, or other descriptions.

Print Receipt — Select to print a receipt for the entry. Receipts are printed at the end of the process, after
all entries have been posted and the summary report(s) have been printed.

Comment — Enter additional descriptions such as "50 shares of Company X stock" or "15 cans of paint for
the chapel."

@ Useful Information

If you try to add a posting entry to a family that does not have the indicated fund period set up, the
program offers to add the fund to the family during posting.

To change the posting options set at the beginning of the wizard, click Options. This action does not close
the posting process and it does not post the items. It allows you to make changes to the settings during
the posting process.

To print a preliminary copy of the summary report, click Print. You can then compare the totals with the
bank deposit and see if you need to make any corrections before posting.
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Saving, Posting, and Printing

You can save the posting batch and return to it later, or you can post the batch as soon as you finish
making entries. You can enter an unlimited number of entries in one posting. However, PDS recommends

that you save your posting after every 100 entries or so.

e Todo a"quick save" of the batch internally and continue working, click Save.

e To save the batch and exit the window, click Finish Later. Doing this does not post any items. You
can return to the batch at a later time. To return to the batch, click Use Existing Batch.

e To leave this batch without saving or posting any items, click Cancel without Saving.

e  When adding posting entries, if you post an entry to the same fund and period, for the same
family, with the same amount as another entry, the posting process will display a duplicate entry
message. If you select Yes, the entry will be kept. If you select No, the process then knows it is a

duplicate and the entry will be removed.

e Use Check for Duplicates to do a final check for duplicate entries before posting to family
records. If duplicates are found, a dialog box will display. This dialog box will list the details about
the duplicate entries, including the entry line number so you can further investigate and make
the necessary modifications before continuing with posting the batch.

e To post the items, click Post to Families & Members.

When posting is complete, you can print a batch summary and a detailed list of entries.

Selaat fam the falldaing quisk pasling reperl. Each feperl indudes 1he sumdmnan
raport, however you can saledt io print the summary alone without the detsdl that
will prind with the ciher reports.

| Print Gnly the Sumemarny Gmit the Summany
| Print Detailed List in Order as Entered and the Summarny
| Print Detalbed List in Order by IDFEny Humdar and the: Sumimany

| Print Datalbed List in Order by Mame and the Summary

Reosipts will print only for thoss snties checked to print recsiphs.

Print Reosipss for Marked Enviries

Frint Cancel

Quick Posting Report Choices

Fig. 5-14.

You can print entries in the order entered, by ID number, or by name. You can also select to omit the
summary. When you are ready, you can print the entries marked for receipts. The program allows you to

change printers and papers.
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Exercises

Exercise #1 — Post geographic area "1A" to all families who live in Phoenix.
Exercise #2 — Post grade "3" to all members who are eight years old.

Exercise #3 — Post a $10 late fee to all families who are behind on their pledge in fund PC-13.

Questions

Q: Are quick posting processes used to update existing information or add new information?

A:

Q: What must be set up before you can post a late fee to individual families?

A:

Q: Which quick posting process would you use to assign high school seniors to a job fair?

A:

Q: Which quick posting process would you use to assess a $25 fee to all members with the keyword of
"Sports Activities?"

A:
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6: About Processes

Processes help you quickly and easily modify a large amount of related data in one series of steps. Most of
the processes suggest running a backup beforehand. Processes are located in the left navigation pane of
all major data windows. There are also processes that affect all program data. To locate these, on the File
menu, click System Processes.

About Contribution Processes

On the Information tab, click Contributions, then in the left navigation pane, click Processes.

Move Fund Entries

Move posiad fund entries from ona date b0 snathar

Delete Batch
Delete sn entine batah of fund entries st onos,
induding fund hislery, rabe, and EFT infarmaticn.
Hesw Year Fund Setup
Sed up new fund penods for exising funds,

Carry Forward Balances and Prepayments

Carry lorward balances and prepayments into & mew
tsnd period

Fig. 6-1.

Move Fund Entries

This process moves fund history entries from one date to another, one activity to another, or one fund to
another. Use this process if you make a mistake during the Payments/Donations quick posting process.

To move fund entries

1. Inthe list of processes, click Move Fund Entries.

Mave Fund Entries From

Fund: #Any Fund

9 Specilic Fund ldentiliss 1 » - 12 |=
Diale Any Data

@) Spacific Dabe: ozazo1z |E

Dabe Rangs = Thiu 5]

Astivity Any Axtivity

@ Spacific Activity: CHftering |v

Balch Numbsr Any Eatch
O Specific Batch <05 =

Maove Fund Enties To

Fund Identifier: (@) Keep Same Fund
Weve b2 @ Dillerenl Fund

Dt Weep Eame Date
@) Mowva bo @ Differant Daba; opzeEoiz (B
Autiity: @) Keep Same Activity

Mews to @ Differant Acdivity:

= Back Mt = Cancel

Fig. 6-2.
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2. Under Move Fund Entries From, select the current posting's Fund Identifier, Date(s), and
Activity, then indicate if the items are in a specific batch or in any batch.

Under Move Fund Entries To, select the new posting's Fund Identifier, Date, and Activity.

Click Next.

Review the list of proposed corrections, then click Next.

To move the corrected entries, click Finish. A new batch is created containing the moved items.

ok w

Delete Batch

Use this process to delete any quick posting batch.

Enter Batch Humbeai:

The bafch number was aulomatically insetded dwing quid poesling of financial information,

Batch numbar to delets s =

Fig. 6-3.

In the list of processes, click Delete Batch, then enter the batch number and click Delete/OK.

New Year Fund Setup

This process creates a new fund period based on the current fund period, and sets up families to use it.
You can include or reset terms, rates, and billing periods.

(3 Important Note
You must back up your data before continuing with this process.

This process is commonly used at the end of the calendar year to set up new fund periods for the coming
donation year, and also at the end of the formation or school year to set up new periods for tuition.

You do not need to advance funds with multiple years until the end of the fund's last year. For example,
fund 7-10 might have a date range of January 2010 through December 2017. You would only advance this
fund (if necessary) at the end of 2017, not at the end of each year.

To create a new fund period based on the current fund period

1. Inthe list of processes, click New Year Fund Setup.
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This process creates a new fund period and sets up the new fund for families currently using the existing

Tund.
Seledt the Fund 1o Process & Stewardship -
Fund Humbar: & Fund Name: Stewardship Periods: 212 (/2012 thea 1202013)
B=11 (112011 thr 1272011)
Mew Fund |dentifier: (.1 12 Goal: 50.00 |=

B-10 (12010 thru 172010}

Dot Rangs for the New Fund Perie: 00012013 [E | Thew | 12312012 | ﬁ: E:Egg:":"‘ :giggg{
Iy thru :

Families 15 be Transfemsad Families Witk Amy Type of Fayment |= 807 (12007 thru 12/2007)
Transfer Inactive Families: Yes 2 Mo

Tearsfar Fund Keywoeds: Q Yes Ho

Teamsfer Billing Addresses ) Yes L]

Transfes/Change Rates: Transfer Same Terms & Rates a3 Last Period - lew Rates

Include Special Ralss
Teansfer Cument Billing Pedods: s @ No
Peew Billing Pesicd 01012013 E | Thre | 12312013 B

| Preserde Billing Day
(Preserve Billing Day s=ts sach Lilling siar date to the day of the month it is 321 to now.}

Tearsfer EFT Informmiation: Fas @ No
Hew ie handle the Last Perisd. Lesve All Fund Feriods Unshanged -
Process Cancel
Fig. 6-4.

In the Select the Fund to Process drop-down list, select the fund you want to advance. The
program fills in the settings based on the prior fund period.

Verify that the New Fund Identifier, Goal, Date Range, and Families to be Transferred settings
match how you want to set up the new fund period.

If the fund has a Charge type, indicate if you want to Transfer/Change Rates and enter the New
Billing Period.
Indicate how to handle the last fund period.

After you have verified or set all options for advancing the fund, click Process. When the process
is complete, you have the option to advance another fund.

Carry Forward Balances

The Carry Forward Balances and Prepayments process helps you transfer balances, overpayments,
prepayments, and pre-charges from one fund period to the next. With this process, you can:

Carry forward balances from last year to the current fund period.
Carry forward overpayments from last year to the current fund period.
Carry forward payments made last year for the current fund period.
Carry forward charges assigned last year for the current fund period.

Process funds at the same time.

& Be Careful!

All other users must exit the program before you continue.

Before you begin the process, you can print a worksheet that summarizes fund activities, balances,
prepayments, and pre-charges. Print a worksheet for each fund you intend to process. The worksheet has
blank lines for you to make notes.
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To process carry forward balances

1.

In the list of processes, click Carry Forward Balances and Prepayments.

the e fund pediods.
Select the Fund to Use:

Fund to Uss: 3 Formation
Activity Details for Fund:

(<01
Formadicn Tulticn

Aty

Formation Tuiticn Due
Farmalion Tuiticn Payment
Feemalion Tuiticn Pmé. Freen Las.,
Catachis: Tuition Credie
Formation Tuiticn Refunded
Farmation Tuition Balance

Hexd Years Tuition
Peext Years Fonmation Tultion D
Mext Year's Formation Tuition Pa...

i e e e Vi e 3

Print Warkshest

This process takes cutstanding balances, overpayments, prepayments, and prechanges from one fund pericd and maoves them
1o the nexi pericd. Entries from the cureni pericd are not changed of remaved. New endries for the same amound are sdded bo

Click Print Warkshesl bafore conlinuing with this pracess.  The wedshest will help you samplets
the regquired stegs in the Cary Forward Balances & Prepaymants procsss

Fundion

Chamge

Faymenl - Hon-Dedudible
Faymenl kom Last YrNeaDedue
Credit - Mon-Deductiblbe

Fetund - Hon-Dedudible

Balance

Chaige
Payment = Hon-Dedudtible

Cancel

Fig. 6-5.

2.

Select the fund to carry forward. The activities defined for the selected fund display under

Activity Details for Fund. Make the appropriate selections. To proceed, click Next.

Set Options for the Selected Fund:

Fund: 3 Formation

Transfer Amaunts from Old Fund Pesiod: - 1"

Date b Posl These Entries 19 in the New Pericd 080172012

Includa Familias that 30e Mafed Insctive? Yes @ o

If & family does not have a balanos of prepayment

should & new fund period be opened anyway? = L

Srowp Title

B Feamation Tuilian
Next Yaars Tultion

Specily Activity Hames for Formation Tuition

How 10 Casny Forwend: Ealancs & Overpaymant

|

Put Balance into Which Adtivity: Frice Year Fees Due |=

Put Owerpayment inta Which Acivity: Formation Tuilicn Pmé. Feom Lnselv

w To Mew Fund Perod:
[ 08012012-07/31/2013)

Blalanoss & Owverpaymend
Prepayment & Frachages

[Chasge type)

[Faymani cr Cradits)

= Back

-12

Cary Forward a

Mext s Caneel

Fig. 6-6.

within the date range of the new fund period.

or prepayment, select Yes for each.
To proceed, click Next.

Select the fund period from the Transfer Amounts from Old Fund Period drop-down list.
In the Date to Post These Entries to in the New Period field, enter a post date. This date must be

To include inactive families and to add a new fund period when a family does not have a balance

If you do not want to print a summary, clear the check box. To begin processing, click Finish.
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About Family Processes

On the Information tab, click Families, then in the left navigation pane, click Processes.

Create | Update Constant Contact Email List

Create new and update existing Constant Contact
email lists.

* Note: PDS is not affiliated with the Kenedy Directony.

Kenedy Directory Information* Delete Family Remarks
Create report or file with Diocesan statistics. Delete general or confidential remariks for all families.
Compare Parish Data With Diocese Mailing List Move Family Information
Compare parish data with mailing list in external file. Move information from one family field to another.
Reorder ID/Envelope Numbers Change Letters, Visits, Etc.
Renumber families or reorder |DVenvelope numbers. Change date, desoription, type, note, or erase |letters.
Activate/lnactivate Families Eamily Online Registration
Make groups of families active or inactive. ‘Create web form for registration and read new
registrations.
Remove Families Register Families via Email (Old Method)
Quidk removal of families. ‘Create web form for registration and read new
registrations.

Fig. 6-7.

e |
‘—'\ Important Note

When you click any of these processes, the program prompts you to back up your data. PDS recommends

making a backup before running any of these processes.

About Kenedy Directory Information

With this process, you can compile your data for the annual Official Catholic Directory (the Kenedy

Directory). To access this process, in the navigation pane, click Processes,

Information.

then Kenedy Directory

You have three options for compiling your data. If you compiled your results for the previous year, you

can select option one or two to display that information for comparison as you
No matter which option you select, you can manually overwrite the results.

Which option should you select?

create this year's report.

If you... Select
.. track all personal and sacramental data and want to Option One
automatically calculate your numbers for the Kenedy Directory
.. use the previous year's information as a guide, but prefer to make manual Option Two

or estimated counts for this year's results instead of automatic calculations

.. have never compiled your Kenedy data and don't want to automatically
calculate your numbers for the Kenedy Directory

Option Three
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Option One - Use the Data in the Program to Calculate Statistics

Select this option for accuracy and speed. The program compiles all of the statistical data that requires
calculation: numbers of students, teachers, registered households, baptisms, etc.

o
@ Useful Information
Remember that the program can't count data you don't track.

You can select this option even if you didn't use PDS to compile your Kenedy data last year, but the data
fields that display last year’s results will be blank.

To automatically calculate statistics

1. Select Use the Data in the program to calculate statistics, and click Next.

2. Select the options you want to use to determine what families and members are included in the
calculations.

3. Select whether to calculate registered households, individuals, and deaths. If you calculate
individual Catholics, you must select at least one keyword that designates them as "Catholic."
Click Next.

4. Select who you want to include and a calculation method for each. Click Next.
5. Select the sacraments you want to calculate as well as the keyword values for each. Click Next.
6. Enter information for the Kenedy Directory.

('“.)/’ Useful Information

This information prints at the top of the final report and typically doesn't change from year to
year. If you compiled your directory data last year, it displays in the left column.

7. Enter or update your information for the current year, and click Next to proceed through each
window of the process. On the final window, the report generation options display.

8. Select whether you want to print your Kenedy data, create a file, or save the data for the
following year. You can select any or all options. If you want to create a file, enter the path and
file name.

9. Click Finish. If you print the report, the Print List dialog box displays.

Option Two - Start with Information Used Last Year

If you used PDS to generate your Kenedy information last year, select this option to view that data
alongside the fields where you enter this year’s information. With this option, you must enter all
statistical data manually.

To automatically enter information and manually enter statistical data
1. Select Start with information used last year, and click Next.
2. If necessary, update the information for the Kenedy Directory.
(i)
@ Useful Information

This information prints at the top of the final report and typically doesn't change from year to
year. If you compiled your directory data last year, it displays in the left column.

3. Enter or update your information for the current year, and click Next to proceed through each
window of the process. On the final window, the report generation options display.
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4. Select whether you want to print your Kenedy data, create a file, or save the data for the
following year. You can select any or all options. If you want to create a file, enter the path and
file name.

5. Click Finish. If you print the report, the Print List dialog box displays.

Option Three - Start with a Blank Form and Enter All Information

You can select this option if you didn't use PDS to compile your data last year and want to manually enter
your statistical data.

To manually enter information and statistical data

1. Select Start with blank form and enter all information, and click Next.
2. Enter information for the Kenedy Directory.

«’} Useful Information

This information prints at the top of the final report and typically doesn't change from year to
year.

3. Enter or update your information for the current year, and click Next to proceed through each
window of the process. On the final window, the report generation options display.

4. Select whether you want to print your Kenedy data, create a file, or save the data for the
following year. You can select any or all options. If you want to create a file, enter the path and
file name.

5. Click Finish. If you print the report, the Print List dialog box displays.
Calculations for the Kenedy Directory window
Additional Field Information

Calculations for the Kenedy Directory (visible for Option One only)

e Calculate the Number of Individual Catholics — Select to calculate the number of individuals
with one or more of the selected keywords on their record. This assumes that User Keyword 1
has been established as "Religion." You must select at least one option to continue.

e Calculate Number of Deaths — Select to calculate the number of deaths that occurred during
the period. Only those individuals who have a date entered for Deceased are included.

e Calculate Number of Brothers — There are two ways to define a brother:

0 Calculate based on "Bro" or "Brother" in Title — The program counts members who
are male and have "Bro.", "Bro", or "Brother" in the title of their name.

0 Calculate based on Member Keyword — You must specify the value you're using in the
member keywords to mean "brother."

e Calculate Number of Sisters — There are two ways to define a sister:

O Calculate based on "Sr." and "Sister" in Title — The program counts members who are
female and have "Sr.", "Sr.", or "Sister" in the title of their name.

O Calculate based on Member Keyword — You must specify the value you're using in the
member keywords to mean "sister."

Calculate Lay Teachers — There are two ways to define a lay teacher:
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0 Calculate based on Teachers in School Office — Select only if you share a common data
file with PDS School Office. The program counts members who are entered as teachers
in School Office and not designated Inactive.

0 Calculate based on Member Keywords — You must specify the value you're using in the
Member Keyword list to mean "lay teacher."

e Calculate Number of School Students — There are two ways to define a school student:

0 Calculate based on Students in School Office — Select only if you share a common data
file with PDS School Office. The program counts members who are entered as students
in School Office and not designated Inactive.

O Calculated based on Member Keyword — You must specify the value you're using in
the Member Keyword list to mean "school student."

e Calculate Number of Cat/RE Students — Select to calculate the number of catechetical or
religious education students. There are two ways to define a catechetical/religious education
student:

0 Calculate based on Students in Formation Office — Select only if you share a common
data file with PDS Formation Office. The program counts members who are entered as
students in Formation Office and not designated Inactive.

0 Calculate based on Member Keyword — You must specify the value you are using in the
Member Keyword list to mean "school student."

e Calculate Number of Baptisms — Since sacrament names can be customized, you must select
which sacrament name is used for "baptism." Specify the latest age that a baptized child should
be considered an infant. The default age is 7.
An individual is included in this category if all of the following are true:

0 They have a sacrament matching the keyword you selected for "Baptism".
0 The status for the sacrament is Approximate, Yes, or blank.

0 The sacrament place matches the place you added for your parish (in other words, the
sacrament occurred at your parish).

0 The date for the sacrament falls within the date range specified.

e Calculate Number of Confirmations — Since sacrament names can be customized, you must
select which sacrament name is used for "first communion."
An individual is included in this category if all of the following are true:

0 They have a sacrament matching the keyword you selected for "Confirmation".
0 The status for the sacrament is Approximate, Yes, or blank.

0 The sacrament place matches the place you added for your parish (in other words, the
sacrament occurred at your parish).

0 The date for the sacrament falls within the date range specified.

e Calculate Number of Marriages — Since sacrament names can be customized, you must select
which sacrament name is used for "marriage."
An individual is included in this category if all of the following are true:

0 They have a sacrament matching the keyword you selected for "Marriage".
0 The status for the sacrament is Approximate, Yes, or blank.

0 The sacrament place matches the place you added for your parish (in other words, the
sacrament took place at your parish).
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0 The date for the sacrament falls within the date range specified.

(‘9) Useful Information

If one or both partners in a marriage don't have one of the religion keywords that mean
"Catholic," the marriage is counted as one interfaith marriage. Marital status works similarly, but
uses the selected marital status selections instead of religion keywords.

Corrections and Additions Pages window

Additional Field Information

Information for the Kenedy Directory

Placement City and other parish information — The placement city can be a city or county.
Typically, the placement city and parish address don't change from year to year.

Parish Personnel — You can enter up to six people this way.

Residency/Rectory — Enter information for the rectory unless it's the same as the parish
address. Select Suppress from print to notify Kenedy that you don't want this information
included in the directory.

School Address — If your organization is a school or has a school, enter its address information
here. If you calculate the number of sisters, brothers, and school students, those figures also
display in this window. Select Suppress from print to notify Kenedy that you don't want this
information included in the directory.

Catechesis/Religious — Enter Formation information. If you calculate the number of catechetical
or religious education students, that figure displays on this page. Select Suppress from print to
notify Kenedy that you don't want this information included in the directory.

Additional Addresses — Enter any addresses that you haven't specified yet. Select Suppress
from print to notify Kenedy that you don't want this information included in the directory.

Statistical Overview — If you select to automatically calculate statistics, the totals display. At this
point, you can still overwrite the values manually if you believe they aren't accurate.

Vital Statistics — Similarly, these values are automatically calculated based on your previous
selections and the information in your database.

o
(-) Useful Information

The field Received into Full Communion isn't automatically calculated. You must enter the value
manually.
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Generate the Report window

Additional Field Information

Generate the Report

Create a File — The data generated by the report is saved in the location you specify in the File
Name field. The file is saved in Comma Separated Values (.csv) format which can be imported
into a number of programs, such as spreadsheet applications. The file contains three columns:
Category, Old Value, and New Value. Each line after the heading represents information from
one line of the report. Although Kenedy doesn't currently accept digital files for the directory,
this is a way for you to save a digital version of your information.

About Comparing Data with Diocese Mailing List

With this process, you can compare your existing data for family names and addresses with similar
information in another database, such as the one used by a newspaper or diocese. The process identifies
families whose names and addresses match exactly, families where part of the information is different, or
families in your internal or external data that aren't in the comparison list.

In addition, you can:

Create an external mailing list.

Add second ID numbers from the external list to the matching families in your data.
Accept changes to the families' names and addresses from the external file.

Add new families that are in the external list but not in the data.

Create and print a list of the differences including changes to addresses, families who have
moved away, and new families.

To access this process, in the navigation pane, click Processes, then click Compare Parish Data With
Diocese Mailing List.

To compare information

1.

Click [ to locate the file with which to compare your data. Select all options that apply to the
file.

Select any options in order to limit which parish data you want to compare.

Select what you want to do with newly registered families and deleted families, and click Next.
The Comparison List displays. You can customize the list with the options available in the
window.

Click Next. You can print the comparison list, make global changes to your data, and/or create a
new file of the comparisons.

To customize your new file, click File Options. The Mail List Comparison Options dialog box
displays. Specify additional options and phrases to describe the families for the exported files,
and click Close.

Click Finish.
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About Reorder ID Numbers

With this process, you can change the ID/Envelope numbers for families or members, or reorganize the
numbers in your database to comply with the needs of your envelope company. You can free up unused
numbers by identifying the ones being used by inactive individuals — that way, you can reassign them. To
access this process, in the navigation pane, click Processes, and click Reorder ID/Envelope Numbers.

To reorder ID/envelope numbers

/1
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

Select either Reorder by Family Name or Reorder by ID/Env Number, and click Next.

Select the families/members you want to reorder. Enter the starting ID/envelope number and
the increment by which to increase the ID. For example, if you enter 10 for the new ID/envelope
number and increase by 5, then the next ID would be 15.

(i)
(--Z) Useful Information

This process can't assigh non-numeric values, leading zeros, or decimal values to the
ID/envelope number.

Click Next.

Make selections to filter the list of families whose ID/envelope numbers you want to reorder.
Select to include active, inactive, or all members, click Next.

Review your list of records. Select the check box to mark each record you want to post. You can
edit the New ID/Env column. When you're ready to post, click Next.

To post, click Finish.

About Activating or Inactivating Families

With this process, you can change the Active/Inactive status of a group of families. For example, you may
want to inactivate multiple family records after printing statements at year-end. To access this process, in
the navigation pane, click Processes, and click Activate/Inactivate Families.

Select whether you want to use automatic updating or individual entry.

To change family statuses automatically

/1
‘A Be Careful

This process alters data. We recommend backing up your data before proceeding.

1.
2.
3.

Select Use the Automatic Updating method to select a group of families, and click Next.
Select whether to make families active or inactive, and click Next.

Make selections to filter the list of families whose records you want to activate or inactivate.
Select to include active, inactive, or all members, and click Next.

Review your list of families. Select the check box to mark each record you want to post. When
you're ready to post, click Next.

To post, click Finish.
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To change family statuses individually

&4
Be Careful

This process alters data. We recommend backing up your data before proceeding.

1.
2.

Select Use the Individual Entry method to select one family at a time, and click Next.
Select whether to make families active or inactive, and click Next.

Select a family, click Add Family to List, and repeat this process for each family. When you're
finished, click Next.

Review your list of families. Select the check box to mark each record you want to post. When
you're ready to post, click Next.

To post, click Finish.

About Removing Families

With this process, you can remove multiple families from your database. There are three methods for
doing this:

Removal Methods Select to...

Use the Automatic Updating method | Simultaneously remove a group of families based on shared
to select a group of families characteristics.

Use the Individual Entry method to Group families that you select one-at-a-time. The group is then
select one family at a time deleted simultaneously.

Remove all family records not in use | View a list of families who are no longer visible in the program
by any program and aren't being used in any of your PDS Office programs.

To access this process, in the navigation pane, click Processes, and click Remove Families.

To remove families

VAN
Be Careful

This process alters data. We recommend backing up your data before proceeding.

1.

Select a removal method. For the first two methods, if you're sharing data, you must specify if
you want the removed records to be available to other PDS programs, or whether to delete them
permanently from your database and hard drive. If you're not sharing data, this option doesn't
display. Click Next.

If you select the automatic updating method, select which families you want to remove. To filter
the list of family selections, click <Click here to add a new condition>. When you're finished, click
Next.

If you select the individual entry updating method, select a family, click Add Family to List, and
repeat this process for each family. When you're finished, click Next.

Review your list of families. Select the check box to mark each record you want to remove. When
you're ready to remove, click Next.

To remove the records, click Finish.
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About Creating Constant Contact Email List

PDS partners with Constant Contact® so you can build and maintain effective email lists for your parish. To
create and update Constant Contact email lists, in the navigation pane, click Processes, and click
Create/Update Constant Contact Email List.

L (1)
g Useful Information

You must have a Constant Contact account before you can create or update Constant Contact email lists
within your PDS programs. To create a Constant Contact account, please visit
www.parishdata.com/groupreach.

To create a new Constant Contact email list

1. Read the Introduction information. To begin the wizard, click Next.

2. Select whether to transfer family information or member information to Constant Contact, and
click Next.

3. On the Selection Information tab, make your selections, and click Next.

The Transfer List window displays. Select the check box to mark each record you want to post.
When you're ready to post, click Next.

5. To add your Constant Contact account information to your PDS program, click Add. Enter your
information in the Add New Account dialog box, and click Save/Close.

If you want to set your new account as the default account, click Yes.

Click Next. The Contact Lists Name dialog box displays, and you can view the list of contacts on
your Constant Contact account.

In the Contact Lists Name dialog box, select a contact list, and click Next.
9. To send the selected information, click Transfer.

10. After the data transfer, click Yes to access the Constant Contact website. If you click No, you can
transfer another list to Constant Contact or exit the wizard.

About Deleting Family Remarks

With this process, you can remove the general or confidential remarks from the family's Primary
Information window for multiple family records. To access this process, in the navigation pane, click
Processes, and click Delete Family Remarks.

To delete family remarks automatically

&
Be Careful
This process alters data. We recommend backing up your data before proceeding.

Select Use the Automatic Updating method to select a group of families, and click Next.
Select whether to delete general remarks or confidential remarks, and click Next.

Select which family records to remove remarks from. To add more conditions to the family
selection, click <Click here to add a new condition>. When you're finished, click Next.

4. Review your list of families. Select the check box to mark each record you want to delete remarks
from. When you're ready to post, click Next.

5. To delete the remarks, click Finish.
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To delete family remarks individually

&
Be Careful

This process alters data. We recommend backing up your data before proceeding.

Select Use the Individual Entry method to select one family at a time, and click Next.
2. Select whether to delete general remarks or confidential remarks, and click Next.

Select a family name, click Add Family to List, and repeat this process for each family. When
you're finished, click Next.

4. Review your list of families. Select the check box to mark each record you want to delete remarks
from. When you're ready to post, click Next.

5. To delete the remarks, click Finish.

About Moving Family Information
This process moves family data from one field to another.
To move family information

1. Inthe list of processes, click Move Family Information.
Select the families you want to include in the process.

3. Under Source, in the Move Data From Which Field drop-down list, select the source data you
want to move. If you move a memo field (a large text box, such as comments), select whether
you want to move the entire field or a specific line. To remove the original data and leave the
source field empty, select Blank Out <Source Field>. If you do not select this check box, the field
retains the original value and a copy will be placed in the destination field.

4. Under Destination, in the Move Data To Which Field drop-down list, select where you want to
move the data. If you move a memo field, select whether to overwrite the existing data or add it
to the end of the existing data.

5. Click Move Fields. To move the data, click Yes. To cancel, click No.
Before you move the fields, the program warns you that this process cannot be reversed.
7. Inthe Print dialog box, click Preview or Print to view the data moved.

About Changing Letters, Visits, Etc.

With this process, you can update or erase the logged letter entry on multiple records simultaneously.
Once processed, you can view updates in the Letters, Visits, Etc. section of an individual's window.

For example, while conducting a pledge drive, you mailed two letters—the second with a pledge card.
Soon, you begin receiving pledge cards from the families, and you want to update their records. In this
case, you must change the Type for the sent letters to Positive Response. This makes it possible to locate
and follow up on those who haven't responded by a certain date.

To access this process, in the navigation pane, click Processes, and click Change Letters, Etc.

To update interaction details

& Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Make your selections, and click Next.
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(‘9) Useful Information

If you enter a description, you must enter it exactly as it appears in the Letters, Visits, Etc.
section because it isn't a keyword field.

Select which family records to change. To add more conditions to the family selection, click <Click
here to add new condition>. When you're finished, click Next.

Select whether to assign the changes per family or to assign the changes simultaneously to all
families. Optionally, you can enter the new date, description, type, and note. Blank fields are left
as-is. Click Next.

Review your list of families. Select the check box to mark each record you want to post. You can
edit the Date, Description, Type, and Note columns. To delete entry information from the
Letters, Visits, Etc. section, click Erase this Line. When you're ready to post, click Next.

To post, click Finish.

About Family Online Registration

With this process, you can create an online form that families can use to register at your parish. There are
two options with the registration process:

Create Web Registration Form — You can create a registration form for your parish’s website.
When new families complete the form, their registration information is saved to our secure web
server.

Check and Register Families — After families complete the online registration form, you can
gather their information within the program and create new family records.
Currﬁrrnahun email

a4 e

—

*Create Web Registration Form" Newv family fills out Submission of the form "Check and Register Familles"
: . generates an entry containing process pulls the Infarmation

procfsfs ﬁne;z':;:;:g:gom a rgglmolg fv?eans::: the family's Information from the web server Into a new
yourp yourp In our web server tamily record In Church Office

To access this process, in the navigation pane, click Processes, and click Family Online Registration.

To create an online registration form

1.
2.

o v kW

Select Create Web Registration Form.

If you use the ACS Extend Platform to maintain your parish website, select Use Our Extend
Platform Service; otherwise, select None - Use Other Service, and click Next.

Read the process description, and click Next.

Enter the form name and brief introduction to display at the top of your web form.
Select the sacraments you want to display on the web form, and click Next.

Select the fields that should be required when registering a family, and click Next.

@ Useful Information
An asterisk (*) will display on the form beside the fields you select.

Enter the email address where you want to receive submitted family information.
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@ Useful Information

Typically, this is the email address of the person at your parish who processes registrations.

8. Enter a message to be emailed to the family to confirm that their information was sent to your
parish. When you're finished, click Next.

9. Select to store or transfer the files.
10. Click Finish or Transfer.

To check for and process registrations

1. Select Check and Register Families, and click Next.
2. Select the family or families you want to create or update records for.

3. If you no longer need a family's registration, select Delete Form to delete their registration from
the web server.

4. Review the family information. Make any necessary selections or changes, and when you're
ready to process the registrations, click Next.

5. To post the information, click Finish.

About Member Processes

With member processes, you can change information in multiple member records simultaneously. You
can also make many of these changes to individual member records.

Q)
(\) Useful Information

For processes that alter data, we recommend that you create a backup first.

To access the processes, on the Information tab, click Members, and in the navigation pane, click
Processes.

Grade Promation
Proemobe memmbers bo the necd grade leyvel,

Cuick Add froam Shared Data File

Qulddy sdd a greup of mambers a5 Chusch membars

Change Talents
Change stabustd stes or arase talents.

Change Ministries
Change stabes'dates or erase minksdries.

Chanipe Letters, Etc,
Changs date, description, type, note or araes lafaes

Actraate Inactivate
Make 3 growp of mambars active o imactive.

Cuiick Delete

Quidk deletion of memb e,

Delete Member Rematks

Celete general remaiks, condidential remads or spacial
circumatanoes for all membes.

Ieborir INbamilsen afor imation

Mows information frem ose fiald to ancthar

Erase Attemmlance
Ramove indoemiatian drom the athen dance somen.

Fig. 6-8.
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About Grade Promotion

With this process, you can promote a group of members from one grade level to another.

(i)
< ) Useful Information

Only those members with a member type of Child in the Personal window will be included in the Grade
Promotion process.

Before you use this process, review the Grade/Degree keyword list to be sure it contains each grade you
plan to promote and that the list is sorted in the order necessary for grade promotion.

To access this process, in the navigation pane, click Processes, and click Grade Promotion.

To promote members to the next grade

."'I‘
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

1.

Enter the range of grade levels you want to promote. Typically, you start with the first grade level
on your list (Pre-School or Kindergarten) and end with the last grade level that your school
promotes to.

To change the member type for graduating students, select Change the type for those currently
in the last grade listed below from Child to Young Adult.

(i)
< ) Useful Information

A member's type is set in the Personal section of the Members window. This is one way to
distinguish between students whose last grade completed is 12 and students who are currently
in grade 12.

Select to include active, inactive, or all members.

The grades for promotion display in the grid. Make any necessary changes, and when you're
finished, click Next.

Review your list of students. Select the check box to mark each record you want to post. Click
Next.

To post, click Promote Members.

About Changing Talents

With this process, you can update the status or dates of member talents.

(‘D/) Useful Information

This process doesn't post new entries to the Talents window. Use the Talents quick posting to do this.

To access this process, in the navigation pane, click Processes, and click Change Talents.

To update member talents

45 Be Careful

This process alters data. We recommend backing up your data before proceeding.

1.

In the first window, make your selections, and click Next.
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2. Select the members whose talents you want to update. To filter the member selection, click
<Click here to add new condition>.

3. Select to include only active or inactive members, or all members, and click Next.

4. To assign different talents to each member, select the first option. To update your entire list of
members simultaneously, select the second option, and enter the new talent status and dates.
Click Next.

5. Review your list of members. In the Post Information column, select the check box to mark each
record you want to post. When you're ready to post, click Next.

6. To post, click Finish.

About Changing Ministries

With this process, you can update the status or dates of member ministries.

0
() Useful Information

This process doesn't post new entries to the Ministries window. Use the Ministries quick posting to do
this.

To access this process, in the navigation pane, click Processes, and click Change Ministries.

To update member ministries

."\
Q Be Careful
This process alters data. We recommend backing up your data before proceeding.

In the first window, make your selections, and click Next.

2. Select the members whose ministries you want to update. To filter the member selection, click
<Click here to add a new condition>.

3. Select to include only active or inactive members, or all members, and click Next.

To assign different ministries for each member, select the first option. To update your entire list
of members simultaneously, select the second option, and enter the new ministry status and
dates. Click Next.

5. Review your list of members. In the Post Information column, select the check box to mark each
record you want to post. When you're ready to post, click Next.

6. To post, click Finish.

About Changing Letters, Etc.

With this process, you can update or erase the logged letter entry on multiple records simultaneously.
Once processed, you can view updates in the Letters, Visits, Etc. section of an individual's window.

& Be Careful

This process modifies existing entries in the Letters, Visits, Etc. window. It does not enter new lines.

For example, while conducting a pledge drive, you mailed two letters—the second with a pledge card.
Soon, you begin receiving pledge cards from the families, and you want to update their records. In this
case, you must change the Type for the sent letters to Positive Response. This makes it possible to locate
and follow up on those who haven't responded by a certain date.

To access this process, in the navigation pane, click Processes, and click Change Letters, Etc.
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To update interaction details

&4
Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Inthe first window, make your selections, and click Next.

2. Select the members whose interactions you want to update. To filter the member selection, click
<Click here to add a new condition>.

3. Select to include only active or inactive members, or all members, and click Next.

4. To assign different interaction information to each member, select the first option. To update
your entire list of members simultaneously, select the second option, and enter the interaction
details. Click Next.

5. Review your list of members. In the Post Information column, select the check box to mark each
record you want to post. When you're ready to post, click Next.

6. To post, click Finish.

About Activating or Inactivating Members

With this process, you can activate or inactivate multiple member records simultaneously. For example, if
some members visit in the summer months, you can place them on an Inactive roster for the winter
months.

0
@ Useful Information

All active members in the database must belong to active families. Therefore, when activating members
of inactive families, this process provides an option to automatically activate the families at the same
time.

To access this process, in the navigation pane, click Processes, and click Activate/Inactivate. Select
whether you want to use automatic updating or individual entry.

To change members' statuses automatically

i |
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select Use the Automatic Updating method to select a group of members, and click Next.

Select whether to make members active or inactive, and select an option for inactive families.
Click Next.

3. Select which member records you want to activate or inactivate. To add more conditions to the
member selection, click <Click here to add a new condition>. When you're finished, click Next.

4. Review your list of members. Select the check box to mark each record you want to post. When
you're ready to post, click Next.

5. To post, click Finish.
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To change members' statuses individually

&4
Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select Use the Individual Entry method to select one member at a time, and click Next.

2. Select whether to make members active or inactive, and select an option for inactive families.
Click Next.

3. Select a member, and click Add Member to List. Repeat this process for each member, and when
you're finished, click Next.

4. Review your list of members. Select the check box to mark each record you want to post. When
you're ready to post, click Next.

5. To post, click Finish.

About Quick Add from Shared Data File

With this process, you can add records from Formation or School Office to the Church Office program
through a shared data location.

(\0) Useful Information

You can only use Quick Add to process members if you share data with other PDS Office programs.

To access this process, in the navigation pane, click Processes, and click Quick Add from Shared Data File.
Select whether you want to use automatic updating or individual entry.

To add individuals from another program automatically

(3 Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select Use the Automatic Updating method to select a group of members, and click Next.

Make selections to filter the list of members you want to add. Select to include active, inactive,
or all members, and click Next.

3. Review your list of members. In the Add Member column, select the check box to mark each
record you want to post. When you're ready to post, click Next.

4. To post, click Finish.

To add individuals from another program individually

/1
‘A Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select Use the Individual Entry method to select one member at a time, and click Next.

Select a member, verify their information, and click Add Member to List. Repeat this process for
each member, and when you're finished, click Next.

3. Review your list of members. In the Add Member column, select the check box to mark each
record you want to post. When you're ready to post, click Next.

4. To post, click Finish.

6 - 20 e About Processes PDS Church Office Training Manual



About Quick Deleting of Member Records

With this process, you can delete a group of members. If you want to remove members from view but
keep them in the database, you can make them inactive instead.

To access this process, in the navigation pane, click Processes, and click Quick Delete. Select whether you
want to use automatic updating or individual entry.

To delete a group of members automatically

/1
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select Use the Automatic Updating method to select a group of members. If you're sharing
data, select whether or not to permanently delete the members from all programs. Click Next.

2. Make selections to filter the list of members you want to delete. Select to include active, inactive,
or all members, and click Next.

3. Review your list of members. In the Delete Member column, select the check box to mark each
record you want to remove. Click Next.

4. To remove the members, click Finish.

To delete a group of members individually

e
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select Use the Individual Entry method to select one member at a time. If you're sharing data,
select whether or not to permanently delete the members from all programs. Click Next.

2. Select a member, verify their information, and click Add Member to List. Repeat this process for
each member, and when you're finished, click Next.

3. Review your list of members. In the Delete Member column, select the check box to mark each
record you want to remove. Click Next.

4. To remove the members, click Finish.

About Deleting Member Remarks

With this process, you can remove the general, confidential, or special circumstances remarks from
multiple member records simultaneously. To access this process, in the navigation pane, click Processes,
and click Delete Member Remarks.

Select whether you want to use automatic updating or individual entry.

To delete member remarks automatically

1\ Be Careful

This process alters data. We recommend backing up your data before proceeding.

Select Use the Automatic Updating method to select a group of members, and click Next.
Select which remarks to delete, and click Next.

Make selections to filter the list of members whose remarks you want to delete. Select to include
active, inactive, or all members, and click Next.
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4.

5.

Review your list of members. In the Delete Remarks column, select the check box to mark each
record you want to delete remarks for. Click Next.

To delete the remarks, click Finish.

To delete member remarks individually

& Be Careful

This process alters data. We recommend backing up your data before proceeding.

1.

Select Use the Individual Entry method to select one member at a time, and click Next.
Select which remarks to delete, and click Next.

Select a member, verify their information, and click Add Member to List. Repeat this process for
each member, and when you're finished, click Next.

Review your list of members. In the Delete Remarks column, select the check box to mark each
record you want to delete remarks for. Click Next.

To delete the remarks, click Finish.

About Moving Member Information

With this process, you can move information from one field to another for multiple records. For example,
if someone mistakenly entered the member relationship in the type field, you can move the type field to
the relationship field for the affected members.

To access this process, in the navigation pane, click Processes, and click Move Member Information.

To move member information

(3 Be Careful

This process alters data. We recommend backing up your data before proceeding.

Nowv s

Make selections to filter the list of members whose fields you want to move, and click Next.

Select the source field you want to move. To remove the original data, select Blank out <Source
Field>.

(i)
(\-) Useful Information

If you don't select this, the field retains the original value, and a copy of it is placed in the
destination field.

If you move a memo field (a large text box, such as comments), select to move either the entire
memo or a single line.

Select the destination field for the data you're moving.

If you move a memo field, select to either overwrite the data or append it to the end.
To move the data, click Move Fields.

In the Print dialog box, click Preview to view the data you moved.
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About Erasing Attendance

With this process, you can delete attendance for multiple records. You can erase attendance based on
attendance type or a specified date range.

To access this process, in the navigation pane, click Processes, and click Erase Attendance.

To erase attendance

1
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Select your attendance type and data range options, and click Next.

Make selections to filter the list of members whose attendance you want to erase. Select to
include active, inactive, or all members, and click Next.

3. Review your list of members. In the Erase Information column, select the check box to mark each
record you want to erase attendance for. Click Next.

4. To erase attendance for the selected members, click Finish.

About System Processes

There are a few processes, which may also impact Formation Office and School Office which are system
processes. To access these system processes, on the File menu, click System Processes.

< |Parish Data System - Chu

| 7 Mass Attendance
Sacrament Setup ] =
Keywaords 4 E: Change Area Code Wizard
System Processes ]
Import Data . A_Tﬂ Change Case of All Information
Bulk Mail / CASS » .y, Change Hames

'H.;_' Remaove initials, change name abbreviations, and set middle names.
Backup / Restore ]

n Change Addresses
Test/ Fix ] - o
Add or remove abbreviations and change the case.
Data Synchronization ]
User Guides . % Combine Families
Online Resources ] .
Combine Members

Dealer Support ]

== User Keyword Exchange
PCE Stpport 4 & Swap any two user-defined keywords.
Q Check for Program Update
& sbout

Close
Fig. 6-9.
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About Tracking Mass Attendance

With the Mass Attendance process, you can keep a record of information regarding Mass or other
services that occur at your organization.

To access this process, on the File menu, click System Processes > Mass Attendance.

L (1)
g Useful Information

By default, the Name for Meetings field is set to Mass and the Name for Check Box field is set to Choir.
In the Mass Attendance window, you can change the meeting name to represent the types of meeting
that you want to track, and you can change the check box name to match your needs.

To add a new attendance item

1. Inthe Mass Attendance window, click Insert Attendance Line.

2. Enter the attendance information. The Total Attendance, Adult Attendance, and Child
Attendance fields are optional.

3. Click Save/OK.

Graphs, Lists, and Statistics

When you track attendance, you generally need a way to produce the results to share with board
members or others. Prior to creating a graph or printing statistics, filter the list so only the meetings you
need display.

About Changing Area Codes

When an existing area code is split into one or more new area codes, a list of the phone number
exchanges involved is published. The Change Area Code wizard checks all phone number and fax number
fields and updates them if necessary. If your program shares common data with another PDS Office
program, this process changes the area codes and exchanges in all programs sharing the data.

Change Area Code Wizard ==

Warning: Thiz process changes area codes for all programs sharing
the same data file.

The Change Area Code Wizard changes phone numbers from one area code to another,
In the number (502) 783-0595, the area code is 602 and the phone number exchange is
789,

Are &l of the exchanges in the old area code being changed to the new area code?

@ Yes, process all of the exchanges at once.

No, only some of the exchanges are being changed.
Let me enter a list of exchanges to be processed.

Click Mext to continue,

- Back Mext = Cancel

{[=a]

Fig. 6-10.
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To access this process, on the File menu, click System Processes > Change Area Code Wizard. Select
whether to process all area code exchanges at once or to process only some exchanges.

A
Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

To process all exchanges at the same time

1.

2.
3.
4

Select Yes, process all of the exchanges at once, and click Next.

Enter the old area code and the new area code. Click Next.

Review your selections before processing. To process the changes, click Finish.
Print the reports. Click Close.

To process some of the exchanges and enter them manually

O NV A WDN

Select No, only some of the exchanges are being changed, and click Next.

Select Enter area code and exchanges manually, and click Next.

Enter the old area code and the new area code. Click Next.

Enter all exchanges affected by the area code change. It's not necessary to enter them in order.
After you enter the exchanges, click Next.

Select whether you want to save the area code information to a file. Click Next.

Review your selections before processing. To process the changes, click Finish.

Print the reports. Click Close.

To process some exchanges and load from a file

NoukwnN

Select No, only some of the exchanges are being changed, and click Next.

Select Load the area code and exchanges from a file. Select the file, and click Next.
Review the old area code and the new area code, and edit if necessary. Click Next.
Add, edit, or delete any exchanges, and when you're finished, click Next.

Select whether you want to save the area code information to a file. Click Next.
Review your selections before processing. To process the changes, click Finish.
Print the reports. Click Close.
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About Changing Case of All Information

With the Change Case of All Information process, you can change all the words in your data file to upper
and lower case or to all upper case letters.

Change Case of All Information (=]

Warning: This will affect all data for all programs sharing the same data file.

Use this process to change all words in your data file to upper and lower
case of to 8ll upper case letters.

Click Upper & Lower to change information to upper and lower case.
Click Upper Case to change information to all upper case.

Depending on the ameount of data, this process could take a while to
complete.

Upper & Lower . Upper Case Stop

Fig. 6-11.

(i)
(\) Useful Information

The following items do not change when you run this process:

e State abbreviations in the City/State Names Keyword list and on all address fields. For example,
"AZ" is not changed to "Az".

e The Country Code, such as USA, in the City/State Names Keyword list.
e The AM and PM associated with the time of day.

e The abbreviation RE for Religious Education.

To change the case of all information

/1
A Be Careful

This process alters data. We recommend backing up your data before proceeding.

On the File menu, click System Processes > Change Case of All Information.
Select either Upper & Lower or Upper Case.
Click Yes to continue.

el e

When the process is finished, click OK.
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About Changing Names
With this process, you can:

e Remove initials in mailing names, formal salutations, and informal salutations.
e Change M/M to Mr. & Mrs. in mailing names.

e Move middle names and initials to the Middle Name/Initial field.

Change Mames (3]

Warning: This will affect all data for all programs sharing the same data file.

Options:
Remave Initials in Mailing Mames
Remaowve [nitials in Formal Salutations
Remaove Initials in Informal Salutations
Change M/M to Mr. & Mrs. in Mailing Mames
Maove Middle Names and Initials to Middle Name/Initial Field

R T

Fig. 6-12.

To change how names display on mailings

& Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Onthe File menu, click System Processes > Change Names.
2. Select the name change options you want.
3. Click Process.
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About Changing Addresses
With this process, you can:

e Add abbreviations to specific addresses.
e Remove abbreviations from certain addresses.

e Change the case of the addresses.

Change Address Format 3]

Warning: This will affect all data for all programs sharing the same data file.

Address Format:
@ Remaove Abbreviations from Addresses

Abbreviste Addresses

Change Case:
@ Leave Case as it is
Upper and Lower Case Letters
Upper Case Only

Change Which Addresses?

Change Family Street Addresses
Change Family Mailing Addresses
Change Family Alternate Addresses
Change Billing Addresses

Change Formation Contact Addresses
Change School Contact Addresses

Change Addresses ~ Stop

Fig. 6-13.

To change format of addresses

& Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Onthe File menu, click System Processes > Change Addresses.
2. Select your format and case options and which addresses you want to change.
3. When you're ready, click Change Addresses.
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Combining Families and Members

These processes combine duplicate families or members into single family or member records.

After Data Merge

If you are running Church Office and Formation Office in separate databases, the PDS Data Services Team
can assist you with merging the databases into a single database. Then, use the Combine Families and
Combine Member processes to combine duplicate families and members resulting from the merge.

Sharing Data with Formation Office

If you share data with Formation Office, use the Combine Families and Combine Member processes to
combine duplicate families and members resulting from the conversion of data from Census/Contribution
version 17 and Religious Education for DOS (RE).

For example, say you installed Church Office and converted data from Census. Then, you installed
Formation Office, sharing the Church Office data directory, and converted the data from RE. Each program
can see only its own data, even though the database is shared and some of the data is duplicated.

Use the Combine Families and Combine Members processes to combine the Church Office family record
with its duplicate Formation Office family record. That family and its members are then visible in both
programs as one family.

Converting from Religious Education for DOS

In PDS Religious Education for DOS (RE DOS), catechists were considered separate records from the
families, even if the catechist was a parent of an RE student. Formation Office treats all catechists as
members of their respective families, so that a catechist can also be a parent or guardian.

When you convert data from RE DOS to Formation Office, the program sets up each catechist as its own
family and parent/guardian record. Then, you must combine these catechist records with their respective
family and parent/guardian records. This is the purpose of the Combine Families and Combine Members
processes.

To combine families

1. On the File menu, click System Processes > Combine Families.
Build List Options [mtis]

The list af madching Tamilies & mot ampty.
Start Swer With an Emipby List
@ Keep the Exsting Entries

Below, mas the types of palential duplicabes you want 1o add 1o ha &1,
Claar the fypes of potemtial dugllostes you want 1o remove from the list

| Family Names that Maich Exsctly

Wf| Family Last Name & First Name of Head

| Beginning of Family Mame and Street Address Number

| Family and Member Phone Numbers

| IDVEnvelope Numbers
The program can menge teo famdlies iogether il all of their islds match If you want the peogram to
do this sutomatically without the opporbunity to chedk the: fields manuwally, chedk the Do below.

| lerge Families that Match Exacly Automatically

This procsas will tehe swhils, Click the Build List
burthon 1o begin. Click thie Canoel buttan 1o 5109,

Fig. 6-14.

Bulld List Cancal

2. Inthe Build List Options window, select the options you want to use to match duplicate families.

To authorize PDS to automatically combine two families if their data fields match, select Merge
Families that match Exactly Automatically. Then, click Build List.
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Combine Families R
Select Families Automatically | Salact Famies angaly |

To ldentity possible duplicsis families based on their nama. street sdoress. IDVEnvelope numbers, and phone numbess, dick Rebuidld This List
of Families. To see all the family indormation and combine the families, cic Review Details Sefore Combining Families.

Hameg SUeRl Asdress 1 Church IVErw..  Form. 1D School 1D | Church Familly Form Fam <
[ Schmid, JeffreyLenans] AU TIETE N 1015t St 3 Church Formatior
Sonmid JefreyiLenors) AR | T1ETS Horh 1015T Stest 12 Churgh

4 ]

Reason for Maich: Firet 10 characieors of last namse " SCHMIDJEFF™ match and strest address numbers " 11875101 match

Febuild This List of Families This Family Does Mot Match. Remove From List Review Detalls Before Combening Famibes
Prind List Close
Fig. 6-15.

4. When the Combine Families list displays, click a family name to view the reason the program
selected the family as a possible duplicate. The reason displays at the bottom of the window in
red.

0 Select Families Automatically — This tab displays families as matched by the program
based on the selected criteria.

0 Select Families Manually — On this tab, you can select two families to combine that the
program would not have otherwise chosen.

0 Rebuild This List of Families — If you need to add another option and rebuild the list of
families or remove an option and rebuild the list, click Rebuild This List of Families,
make changes to options, then click Build List.

O This Family Doesn't Match, Remove From List — Click to remove a family and its
potential match from the list. For example, two families with similar last names or a
Formation family with the same ID as a different Church family.

0 Review Details Before Combining Families — Click to continue to the next step.

5. Select each family, then click Review Details Before Combining Families.
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Family Details

Family Nams
Diate Created
Diate Changed:
Family Balongs 1o

Family

[] Schmid, Jetfrey{Lanome], kAt
11072003 £ Membsens
0582012

Churgh, Farmalion
|berme shaven in redd do Aol maleh

Matching Family

_ Schimid, Jeffrew|Lenore} ki
028201 I Memben

gEMTIaN 2
Churgh

Flacs s chadimarnk ngal | e infarmation you want 1o kesp

Family Detail
Miziling Mamsa:
Fofmal Salutation
Informal Saluisticn:
Church IDEmvekips
Sgcond |0 Mumbar.
Church Inadive 1:
Church Inactive

Church Inactive 3

Church Inaclive 4:

[] Mr. & Mirs. Jetfray Schmid
[F]Mir. & s, Bchmid
[] Jufray & Lences

|3

[ M. & Mes. Jeffrary Schmid

[] W, & Mes. Bchmid
: | Jaffrey & Lences
[z

Fl1z0a |
ke [ He
IEL™ [ #e
IELS [FHe
Tl (™
Mark 4l Red = Delete FirstFamily Mark All Fed

Erint Workshasat At least one entry above is sl red

CombineFamilies

0 Back Without Combiming Famiies

Drelete Matching Family

Fig. 6-16.

6. Under Family Detail, look for items displayed in red. Under Family or Matching Family, select the
check box that indicates which value you want to keep. The mismatched data will be deleted.
Fields that are not selected will retain the value under Family. To select all red items for a family,
click Mark All Red. This selects the check box for all red items under the family.

7. To remove the Family from the data file along with its members and financial information, click

Delete First Family.

8. To remove the Matching Family from the data file along with its members and financial
information, click Delete Matching Family.

9. To combine the two families, click Combine Families > Yes. To combine the members of the

family, click Yes.

After you combine families, the program asks if you want to combine the members of the family. You can
also run the Combine Members process separately from the Combine Families process.
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To combine members

1. Onthe File menu, click System Processes > Combine Members.

Combine Members
Salect Family
4 Church | Formation  School  Chesch | Formation | Schocl | -
oy e e Family Famity Family 1D (5] D
b Schernid, Jatfran{Lanara), M Church | Foemation 3
Saot], Henny, r ‘Church 283
Sbastian Wartin[Diolonsa} MR Church | Foemation 183 |
Sene, Chend. M. Ehurshy 254
SN sal, THomasVis ) KU Church 302 -
Salect s family Bom the li above, of enter the Family rame balow
Sohmig Jefirey(Lencrel M -
Membens of Schmid Jeffreyilense] M
Action 1o Take: Member Name Dataof Bith Aslstionship Typa -
|d Combine With: Schmid Jeflery e s | Sahmid, Jeffrey [ Jetn Mr 12H19TE  |Head Head of Ha
Combing With. Schmid Lenaes s Schmid, Lences[R){Cusns] Q2313TE  Spouss Spoue =
Do Mizsthing Mo Laughlin, Shannafhi D&1271388 | Missa Child
Do Mathing Schmid, Gecrge|Edward), 11012000 Cnild Child
Cwo Mathing Sohmid, Megan{S} Q272003 | Child Child
D Maiking Sehmid, Slevenlloseph] 10¥i1/2005  Child Child
Do Mathing Sahurnid, Jedfary, hir Baad Haad of Ha
Combine With: Schmid, Lenone{Rj|0uar.. Schmid,Lenore, M Spouse Spoause -
Review Detnils Before Combining Members Close

Fig. 6-17.

2. To select a family, click the family name in the Select a Family grid. The members of the family

display in the Members of grid.

3. Inthe Action to Take column, click the drop-down list to select one of the following actions:

(0]

Do Nothing — Leaves the member untouched.

0 Combine With — Combines the member with another member in the family. If there
are more than two members in the family multiple Combine With options display.

0 Delete Member — Deletes the member record from the data file without any review of

the data.

4. Select each family, then click Review Details Before Combining Members.

lt=ma showven i red da nat match.

Mermber Details
Member Matching Member
Marmibes Namg [] Bchmid, Jetfery b [] Schmid Jetirey]/jbef), b
Date Created 0BIR00T NATNEIT
Date Changed OSAB201Z 9322011
Member Belongs ta Church Charch. Formatien

Place & chedimad next 15 the informalion you want 16 keep,

Frint\Workshael | At leastone entry abowe i still red. Cambine MMembers

Member Detail =
Mailing Hams | M. Jetiery Schmid | M. Jefrey Schmid 3
Feemal Salutation | Wi, Schmid | M. Schmid
Informall Salutation | Jufury T et
Chisrch Insclive 1: LT Na
Chureh Insciive 2 L™ | Ma
Church Insctive 3 Mo Ma
Church Insclive 4 Mo Ma
Chusrch Insctive § | Mo Mo

Mark Al Red Delede First Member Mark Al Red Delete Matching Membar

Ga Back Without Combining Members

Fig. 6-18.
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Under Member Detail, look for items displayed in red. Under Member or Matching Member,
select the check box that indicates which value you want to keep. The mismatched data will be
deleted. Fields that are not selected will retain the value under Member. To select all red items
for a member, click Mark All Red. This selects the check box for all red items under the member.

To remove the member from the data file along with their members and financial information,
click Delete First Member.

To remove the matching member from the data file along with their members and financial

information, click Delete Matching Member.

To combine the two families, click Combine Members > Yes. To combine the members of the

family, click Yes.

About User Keyword Exchange

This process allows you to change the positions of the user keyword fields located on the members
Personal window.

User Keywaord Exchange (]
Swap Two Mamber Usar Kaywords:
Swap the Keyword WWith i Kayword
:I._'s_-:_'_l_'__R_-e_Ig'gl_'i_____________________ lks=ri  Rebgon
User?  Spacial Meed Lisar?  Special Meed
Userd  Deocupalon Userl  Deoocwabion
lisgr4  Schaol Ugard  Schonl
Uiserd  Disdrict UgarS  Diadrict
Userh  Unard UaarE  Usard
UserT UsarT? FsarT  User¥
Userh  Usard Unarfl  Userd
Userd  Userd Userd  Userd
UseriD Userld Userid  Userld
Uisertl  Userld ksl User!
Process
Cloze
Fig. 6-19.

To change the position of user keyword fields on the members personal window

Q Be Careful

This process alters data. We recommend backing up your data before proceeding.

vk wNe

On the File menu, click System Processes > User Keyword Exchange.

Select the Swap this Keyword field on the left.
Select the With this Keyword field on the right.

When you're ready to swap these two keyword fields, click Process.

Follow these steps until you have rearranged the order of user keyword fields to accommodate

your preference.
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Exercises

Exercise #1 — Make all of the families from ID #1-100 inactive.
Exercise #2 — Promote the children in grades 1-12 and make those in 12th grade "Young Adults."

Exercise #3 — For all members with the "Ministry of Lector," change their status to "Actively Involved."

Questions

Q: Which process would you use to take balances from one fund period and make them new charges in
a new fund period?

A:

Q: If you accidentally added a duplicate record for the Robert Jones family to your database that had
slightly different information than the original record, what process would you use to combine the two
family records into one?

A:
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7: About Importing Data

If you need to move your data from point A (your old program) to point B (PDS Office program), you can
use the Import Data processes.

B &-uxnhOhHyrERAaRLs - | Parish Data System =  Chun

Selup " % Import Family Information

Sacramant Saluep L

Keywvards ¥ % Import Member Information

System Processes ¥

kgt Data " @lmﬂlﬂﬂ Fund Infoermation

DI Mox) e 7 % Import Sacramant Information

Backup / Reslors [}

Tesl S Fix ¥ & Import Member Ministry Information

Data Synchronization ¥

User Guides ]

Diline Resources b

Dealer Suppert ]

PCP Suppert 3

ﬂ Check for Program Update

ﬂ' Ahout

Close

Fig. 7-1.
Requirements

To import data, your existing data must be in .csv file format. We strongly recommend that you include
field names in the first record of your .csv file. In all of the Import Data processes, you have to select
corresponding values for the PDS Office program fields, so if these values are labeled in a meaningful way,
you can easily identify them.

& Be Careful

Make sure you understand how to use import keys before using the import processes.
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@9 = family2.csv - Microsoft Excy
Home Insert Page Layout Formulas Data Review View Developer Acrobat
j J‘ Calibri 11 AN E= = B SiWrap Text General
In the first record of S ;
2 Paste B 7 U- | Merge & Center v | § + % 2 | %
your .csv file, use -
headers that describe Clipboard & Font rl Alignment Y Humber
your data. L7 - fe
o I+ i n | = L et Ll 1
1 |FamKey FamEnv 2ndID  EnvUser Last First Nickname Spouse  Spouse nicknamel
2 1 888 3 Yes WoodbertDaniel  Danny  Sarah

When you select the
.csv file, your records
display in a table, using
your header information.

3

On each tab, select the
corresponding table value
in each drop-down list.

3 File Information | Key / Eny Mumber | Name / Detalls | Address | Phone / Email | Keywords / Rematks | Prozess |

Import File Path and Name:

Y Path / File: | Ciiby Documentsifamily2 csv Browse
File Includes Field Mames f Header
Tatal Mumber Records: 7
FamkKey FamEny 2ndID EnvUser Last First  Nickname Spouse Spouse nickn:
1 855 3 Yes Woodberry  Daniel  Danny Sarah
2| Slnfarmation| ey / Eny Mumber ] N‘_arh.g'_'-}.gg\taijs-_] Addiess | Phe Lucy

A New Family Record will be Added for Each Record with

Family Key, | | w
(g Mathing) A
The Family Key iz usegFam Eny —|he
bype information. This (2nd ID il
Env User
Last
’ First
IEVEne Mumber: Nickname B
Fenuired Field
Fig. 7-2.
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Understanding Import Keys

In order to use the import processes for more than a simple “one file” family import, some understanding
of relational database concepts is required. The import processes are intended for those who can
comfortably manipulate data in Excel or work with tables in Access.

Tip
After reviewing this section, if you don’t feel confident about how these apply to your file(s), contact the

PDS Data Services Team for assistance. Data Services fees vary based on the complexity of the import
and whether the data needs to be refined and/or cleaned before importing.

To import a single file with clean, well-formatted family information, the key fields discussed in this
section are not required. Key fields are typically needed when you process multiple files or when you
process a single file multiple times. This allows the program to understand the relationship between the
files.

(?) Useful Information

A file may need to be processed multiple times if it contains information handled by different import
processes. For example: a file that contains both family and member details.

Importing Multiple Files Without Keys

If the files you're importing don’t contain the necessary keys to link the information together, someone
will need to spend the time to add this information to the files. If you have many records, you may want
to utilize our Data Services team to import the data for you. Data Services is staffed by trained
professionals with years of experience migrating data between various systems.
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Simple Family Example
Here is a simple family example with two files:
e  FamilyBasicInfo.csv contains envelope number, name, and address information.

e  FamilyHomePhones.csv contains the primary home phone number for each family.

FamilyBasiclnfo.csv

——

| Al - £ | FamKey Y
E]- A l B l C l D | E l F l G l H l I l J Et

1 FamKeE!EnvNum Last First Title StreetAddress City State Zip

2 46105 1 Van Loon Jeff Mr. 14430 N 15th Ave Apt 30  Phoenix AZ  85023-6707

2 39715 2 Harcourt Elizabeth Mrs. 10194 E Paradise Dr Scottsdale AZ  85260-3915

4 45222 3 Schmid  Jeffrey  Mr. & Mrs. 11675 N 101st 5t Scottsdale AZ  85260-6054

5 6M18- 4 Abel John Mr. & Mrs. 1440 N Idaho Rd Unit 2091 Apache Junction AZ  §5219-2849

6 48273 5 Burke Matthew Mr. & Mrs. 444 S Higley Rd Apt 214 Mesa AZ  85206-2186

7 -
M 4« » M| FamilyBasicInformation - ¥J 14 b 1
Fig. 7-3.

FamilyHomePhones.csv

——
| Al - £ | FamKey Y
P A B C D E F G H i] K =

1 FamKeE!Number Unlisted
2 46105 (602) 278-9932 x 123 NO
3 39715 (602) 846-1937 YES
4 45222 (602) 238-3928 NO
18 (602) 524-4456 NO
6
7 -
M 4+ » M| FamilyHomePhones =~ 7J 14 ' al
Fig. 7-4.

Matching the Data

Notice how every row in the FamilyHomePhones file contains a FamKey field that corresponds to the
matching family (with the same FamKey) in the FamilyBasicInfo file. Both of your files must contain a
column that has a unique identifier like FamKey. This identifier allows the phone number from the second
file to be matched to the appropriate family in the first file. This is a much more reliable method than
trying to match rows based on name. For example, there may be multiple families with the same name in
your file, or the names might not be entered exactly the same in both files.

Identifying the Import Key

When you process the first file, identify the identifier column as the "Import Key". This stores the Import
Key as a hidden field in the database that's used when you process the second file. When processing the
second file, you are updating existing family records rather than creating new families. In the Import
Family Information process, check the Advanced Options dialog box to enable the features for updating
existing records.

Tip

After reviewing this section, if you don't feel confident about how these apply to your file(s), contact the
PDS Data Services Team at 1-800-892-5202 ext. 7778. *Fees apply.
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Simple Member Example

This is similar to the simple family example where phone numbers from one file were matched to families
from another. However, while each family usually has only one home phone number, there are typically
several members in each family. There are several rows in the file with duplicate FamKey numbers.

MemberBasiclnfo.csv

———
Al - | MemKey v
7 | B c | o |E] F G [ ] i =
1 [MemKeyl FamKey Last First Title Gender Type Relationship Date of Birth
64423 64418 Abel Bessie  Mrs. Female Spouse Wife 7/12/1974
3 64422 64418 Abel John Mr. Male Head of Household Husband 4f12/1973
4 64485 64418 Abel Victoria Female Child Daughter 8/28/1996
5 53255 48279 Burke Lara Miss Female Child Child 7/31/2003
6 53135 48279 Burke Mary Mrs. Female Spouse Mother 8/14/1966
7 53132 48279 Burke Matthew Mr. Male Head of Household Father 6/15/1973 -
H 4 » H| MemberBasicInformation -~ 7J [i] 4 0
Fig. 7-5.

Using Member Keys

Notice how all of the members in the Abel family have the same FamKey. When you load the member
data from the file, you can do the following:

e Set the Family Key to indicate which family the member belongs to.

e Use the Member Key so future imports can be linked to the correct member (such as Sacraments
or Ministry information).

Primary and Foreign Keys
The names of the key fields in a set of related files have specific names:

e Primary Key — Uniquely identifies a row in a table. Once you use a Primary Key in a table, it
should never appear again in that file. Other files reference the Primary Key.

e  Foreign Key — Establishes a link to another row in a different table. Foreign Keys in a related table
reference the Primary Key in a main table.

In the simple family and member examples, the FamKey field is the Primary Key in the FamilyBasicInfo.csv
file. In the FamilyHomePhones.csv and MemberBasiclnfo.csv files, FamKey is the Foreign Key.

Tip

After reviewing this section, if you don't feel confident about how these apply to your file(s), contact the
PDS Data Services Team at 1-800-892-5202 ext. 7778. *Fees apply.
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Import Results

Here's what the Family Primary Information window would look like after running the following processes

using the example files:

e Import Family Information — FamilyBasiclnfo.csv
e Import Family Information — FamilyHomePhones.csv
° Import Member Information — MemberBasiclnfo.csv
Information Persannel Reports Sacramental Reqisters Administration '@]
l " ﬁ % @ Search by: ~| Text for Family Name Search... |[@,] Save £ J;_:rﬁ"y
Ju f Qrder by: ID/Env Num - Delete
Dashboard Families Members Contributions - 4 e e Cancel €3 Family
Data Screens Navigation Abel John,Mr. - Head of Household
Families %ﬁ' ID/Envelope: 4 Avail? Abel Bessie Mrs. - 5pouse
[ Data Entry Family MName:  Abel John,Mr. & Mrs. Abel Victoria - Child
Primary Information Show Name Formats
Other Addreszes Registered: E] []Envelepe User [ Synchronize wiDie
Relationships . L —
E—— ,  Status |+ Left Parish: Ba[=|
Letters, Visits, Etc: Street Addr: 1440 N ldahe Rd Unit 2091 Map
Other Tasks Addr Line 2:
Individual Letter, Label City/State: Apache Junction AZ |v ZIP/Postal: 85219-2849 E] Picture File Name:
[[] send N Msil Geog. Area: [e=r
SElTE FnEET Phones Emails
HEETE Fhone Number Desoiption | Unl. | = Email Address Desc. Fref. | Unl. | »
Quick Posting P (502) E24-4458 Home Fh. - » - -
Processes S S
Exit Program Insert Line Delete Reorder Insert Line Delete Reorder
Remarks Family Keywords
- Desoription -
b
@ General _I Confidential Insert Line Delete || Reorder
Fig. 7-6.

Tip

PDS Data Services Team at 1-800-892-5202 ext. 7778. *Fees apply.

After reviewing this section, if you don't feel confident about how these apply to your file(s), contact the
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Member Sacrament Example

This example shows how information from the MemberBaptisms.csv file relates to the

MemberBasicinfo.csv file.

e T —
Al - Fe | MemKey v

[T g c | o | E | F | o T T =

1 [MemKe 1BaptismDate

2 64423 ; 6/12/1991

3 64422 6/12/1931

4 35722 3/1/1936

5 45268 12/8/1357

6 45290 12/8/1997

7 45227 1/26/1997 -

H 4 v M| MemberBaptisms = 7J 0Kl W[

Fig. 7-7.

Notice how the MemKey in this file matches up with the MemKey from the basic member file. The first

row references MemKey 64423 which corresponds to Bessie Abel.

Tip

After reviewing this section, if you don't feel confident about how these apply to your file(s), contact the

PDS Data Services Team at 1-800-892-5202 ext. 7778. *Fees apply.
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Data Relationship Diagram

The following diagrams shows how the identifier fields, FamKey and MemKey, link the files.

— G

FamilyBasicInformation
9 [FamKey]
["Envium®]
[Last?]
[First]
[Title]
["StreetAddress”]
[City’]
[State”]
[Zip]

FamilyHomePhones
g [FamKey’]
[M™umber]
[Unlisted?]

MemberBaptisms
pare [MemKey"]
[BaptismDate”]

MemberBasicInformation
% MemKey

I——ls s FamKey

Last

First

Title

Gender

Type

Relationship

[Date of Birth]

Fig. 7-8.

Tip

After reviewing this section, if you don't feel confident about how these apply to your file(s), contact the
PDS Data Services Team at 1-800-892-5202 ext. 7778. *Fees apply.
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Ready to Import?

After reviewing this section, do you feel confident about how the import concepts apply to your own
file(s)?

Yes — I'm Ready to Import

If you feel confident with the concepts discussed in this section, you can continue with the import
processes.

Maybe — With Assistance

Contact the PDS Technical Support Team for assistance importing your information. You should have well-
formatted .csv file(s) with a header record and clean data. Import keys are required if you need to run
multiple import processes (family, member, sacrament, etc). You can only import to the fields available in
the import processes.

No — | Want Someone Else To Do This For Me

If you don’t feel confident with the concepts discussed in this section, contact the PDS Data Services Team
at 1-800-892-5202 ext. 7778, and we will import the data for you.*

*Fees Apply
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About Importing Family Information

You can use the Import Family Information process to import existing family data from a .csv file into your
PDS Office program.

To access this process, on the File menu, click Import Data > Import Family Information.

Impart Family Information ==
Impart Family infermation to PO Church Cice Program

| ethvascad Oplisna

File Informatian ]ﬁw.fErrrHun‘Mrl Name | Datais | fddress | Phone / Emai | Keywords ¢ Remarks | Process |

Import File Path and Hame:

C5Y Path J Fil Browse

o | i Includes Field Hames | Hesder
Tolal Nusmber Recerds:

[t = Close

Fig. 7-9.

Before You Begin

Before you import family information, make sure your file contains a value that differentiates records
from one another. We call this a "family key." For example, if your previous program assigned a number
to each family, that value can be used as the family key. If you're also going to import member
information, the family key must be the value that links the member record to its family record in your
PDS Office program.

How This Process Works

Once you identify the .csv file, match the values in that file with your PDS Office program fields. These
fields are divided into multiple tabs at the top of this process. You do not have to enter information in
each field. There are a few required fields, but other than that, you only have to enter information for the
data you want to import to your PDS Office program.

No data is imported until you click Begin Import on the last tab. As you navigate through the process, your
selections are automatically saved, so you can come back to it if you do not have time to complete this
process in one sitting.
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To import family data

1. The backup dialog box displays if you haven't performed a daily backup. To make a backup, click
Yes.

VAN
Be Careful

This process alters data. We recommend backing up your data before proceeding.

2. The Import Family Information dialog box displays. On the File Information tab, click Browse to
locate the .csv file. Your data displays in the table.

(i)
('--) Useful Information

We strongly recommend that you include field names/headers so it's easier to select the
corresponding value from the drop-down lists on other tabs.

3. Oneach tab, select the appropriate values from the drop-down lists. For example, if the first
column of your table is labeled "Fam Number" and you want that value to be the family key, then
in the Family Key drop-down list, select Fam Number. For more information about fields on
these tabs, refer to the Additional Field Information sections at the bottom of this page.

(\0/) Useful Information

If you have existing information in PDS and want to update or override that information with the
data in your .csv file, select Advanced Options and adjust the settings on the Key/Env/ID
Number and Keywords/Remarks tabs.

4. On the final tab, before you import your data, click Pre-Import Data Check. This creates a file
called "PrelmportFamReport.txt" in the program's data folder.
Scroll through the items you're going to import to see if you need to make any adjustments.
When you're ready to import the data into your PDS Office program, click Begin Import.

Once the import is complete, a summary displays. The process also creates a file named
"FamlImportReport.txt" in the program's data folder.

Additional Field Information

Additional field information for the various family import tabs is listed below. Most fields are self-
explanatory, so not all fields are documented.

Key/Env Number

Family Key — This differentiates family records from one another. For example, if your previous program
had a field called "Family Number" that assigned a number to each family, select that value here. This
value must be unique to each family. If you're also going to import member data using the Import
Member Information process, the family key must be the value that links the member record to the family
record. You can select the same value for the Family Key and ID/Env Number fields.

ID/Env Number — If any or all family records don't contain an ID/envelope number, enter the starting
number in the Start New ID/Env Numbers With field. The program assigns IDs to new records starting
with this value.

Envelope User — Only Yes/No/True/False values are recognized.

Family is Active/Inactive — Only Yes/No/True/False values are recognized. You must select either Yes or
True means Active or Yes or True means Inactive.
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Advanced Options

L)
'-J, Useful Information

If you don't currently have any data in your PDS Office program, you don't need to use Advanced
Options.

When selected, the following additional options display in the window:

o Add New Records — When selected, the process imports data as new records. If you have no
existing data in your PDS Office program, select this option.

e Update Current Data ONLY — If you have data in your PDS Office program and only want to
update that existing data, select this option. If your file contains records that already exist in your
PDS Office program, and you don't select this option, duplicate records are created.

e Update Current Data and ADD New record if Key not found — If you have data in your PDS
Office program and you're importing a file that contains updated information as well as new
information, select this option. A new record is added if the family/member key isn't found.

If your file contains updated or additional information that you want added to the existing data in your
PDS Office program, you must match the values in the import file with the record in PDS. Select an option
to indicate what value you want matched with the existing PDS record:

e Use the Family Import Key to match families

e Use the PDS Fam ID/Envelope Number to match families

Name/Details

Alternately, Create Family Records Based on this Field - Select if you don't have separate fields for each
part of the family name, but only have a single field containing the entire family name.

(3 Be Careful

If there's more than one name per line, the names must be separated by "&","/", or "and." If your family
name field is formatted differently, the data won't import correctly.

In Addition to Creating a Family Record, Create Member Record(s) - Select if you also want to create
member records based on the Family Name selections. If you have a separate file for member data,
see Importing Member Information.

Address

Address found in separate fields - If your file contains separate values for Street Number, Street Name,
and Street Direction, select this option.

e  City or City, State — If your file has a single value that contains both the city and the state, you
can select that value in this drop-down list. Otherwise, select the city in this drop-down list, and
select the state in the State drop-down list.

e Street ZIP and Street ZIP Plus 4 — If your file has a single value that contains the ZIP code (either
the five-digit or the nine-digit format), you can select that value in the Street ZIP drop-down list.
If you use a separate value for the last four digits of the ZIP code, select that value in the Street
ZIP Plus 4 drop-down list.
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e Send No Mail — If your file has a value indicating that the family doesn't want to receive mail,
select the corresponding value in the drop-down list. Only Yes/No/True/False values are
recognized.

Phone/Email

Default Area Code — If there are any imported records that don't contain the area code information,
enter a default area code for them.

Phone 1, Phone 2, and Phone 3 — Each of these sections represents a type of phone number. For
example, Phone 1 can represent a home phone number, Phone 2 can represent a cell phone number, and
Phone 3 can represent a fax number.

Unlisted — Only Yes/No/True/False values are recognized.

Description — Select a value from either the first drop-down list or the second drop-down list based on
the following:

e Assign Import File Phone Desc — If your import file has separate columns for each type of phone
number, select the value from the first drop-down list. For example, if you want the Phone 1
section to represent the family's home phone number, from the first drop-down list, select the
value from your file that corresponds to their home phone number.

e Assign PDS Phone Desc — If you already have phone description keywords set up in your
program, select the value from the second drop-down list.

Email Over Mail — If your import file has a separate field indicating that the family prefers receiving
emails over letters, select the corresponding value in this drop-down list. Only Yes/No/True/False values
are recognized.

Keywords/Remarks

Family Keywords — If you have a family keyword with a Yes/No/True/False value, you must enter a
corresponding description. For example, if "Yes" describes a school family, then enter "School Family" in
the Description field. A keyword of "School Family: Yes" or "School Family: No" will import to your PDS
Office program. The Description field is limited to 12 characters.

Family Pictures — Make sure that the picture file is in the appropriate folder in order for it to display in
your PDS Office program. We recommend that you store your picture files in a shared folder, such as
X:\PDSOffice\Pictures.

Advanced Options

(i)
(\) Useful Information

If you don't currently have any data in your PDS Office program, you don't need to use Advanced
Options.

When selected, the following additional options display in the window:

e Add to existing remarks — When selected, remarks from your import file are added to the
existing program data.

e Replace current remarks with this content — When selected, remarks from your import file
replace the existing program remarks.

e Replace current remarks OR delete current remarks — When selected, if your import file
contains remarks, they replace the existing remarks in the program. If your file doesn't contain
remarks, the existing remarks in the program are deleted.
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About Importing Member Information

You can use the Import Member Information process to import existing member data from a .csv file into
your PDS Office program.

To access this process, on the File menu, click Import Data > Import Member Information.

Impart Member Information ==
Impaort Member infermation to PDS Charch OMce Program
Adhvascad Optiens

Fils Infarmation .|ﬂw.l'Errrllun'Mr| Hame [ Datais | User Keywords | Phone / Email | Keywonds / Remarks | Process |

Mobe: You must import or add families before you can use this process.
Impodt File Path and Name:
L5V Path | File: Erowse
| File ncludes Field Names | Header
Tolnl Numbir Recerds:

Tt = Close

Fig. 7-10.

Before You Begin

In order to use this process, you must first import your family data. For more information, see the About
Importing Family Information section.

After you import family data, you can import member data. When you imported your family information,
you assigned a value to the Family Key field. This value represents the field in your previous program that
differentiated between family records. For example, if your previous program had a field called "Family
Number" that assigned a unique number to each family record, this is the value you selected as the family
key.

Each member record must contain the same Family Key value. This links the member information with
the appropriate family record that you've already imported to your PDS Office program. Each record must
also have a unique member key value that represents the field in your previous program that identified
each member record. For example, if your previous program had a field called "Member ID" that assigned
a unique number to each member record, this is the value you should select as the member key.

How This Process Works

Once you identify the .csv file, match the values in that file with your PDS Office program fields. These
fields are divided into multiple tabs at the top of this process. You do not have to enter information in
each field. There are a few required fields, but other than that, you only have to enter information for the
data you want to import to your PDS Office program.
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No data is imported until you click Begin Import on the last tab. As you navigate through the process, your
selections are automatically saved, so you can come back to it if you do not have time to complete this
process in one sitting.

To import member data

1. The backup dialog box displays if you haven't performed a daily backup. To make a backup, click
Yes.

&
Be Careful
This process alters data. We recommend backing up your data before proceeding.

2. The Import Member Information dialog box displays. On the File Information tab, click Browse to
locate the .csv file. Your data displays in the table.

(“y Useful Information

We strongly recommend that you include field names/headers so it's easier to select the
corresponding value from the drop-down lists on other tabs.

3. Oneach tab, select the appropriate values from the drop-down lists. For example, if the first
column of your table is labeled "Member ID" and you want that value to be the member key,
then in the Member Key drop-down list, select Member ID. For more information about the
fields on these tabs, refer to the Additional Field Information sections at the bottom of this page.

(\“) Useful Information

If you have existing information in PDS and want to update or override that information with the
data in your .csv file, select Advanced Options and adjust the settings on the Key/ID/Env
Number and Keywords/Remarks tabs.

4. On the final tab, before you import the data, click Pre-Import Data Check. This creates a file
called "PrelmportMemReport.txt" in the program's data folder.

Scroll through the items you're going to import to see if you need to make any adjustments.
When you're ready to import the data into your PDS Office program, click Begin Import.

Once the import is complete, a summary displays. The process also creates a file named
"MemImportReport.txt" in the program's data folder.

Additional Field Information

Additional field information for the various member import tabs is listed below. Most fields are self-
explanatory, so not all fields are documented.

Key/Env Number

Family Key — Select the value in the drop-down list that connects the member to a family record. This
value should be the same value you selected in the Import Family Information process.

Member Key — Select the value in the drop-down list that differentiates member records from one
another. For example, if your previous program had a field called "Member ID" that assigned a unique
number to each member, select that value here. This field is required. If your file doesn't contain this
information, you must create a separate field in your import file and assign a unique value to each record.
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Member ID/Env Number — If your file contains a value that represents a unique member envelope
number, select that value in the drop-down list. This envelope number must not be duplicated as both a
Member ID/Env Number and a Family ID/Env Number.

Member is Active/Inactive — Only Yes/No/True/False values are recognized. You must select either Yes
or True means Active or Yes or True means Inactive.

Advanced Options

(\0/) Useful Information

If you don't currently have any data in your PDS Office program, you don't need to use Advanced
Options.

When selected, the following additional options display in the window:

e Add New Records — When selected, the process imports data as new records. If you have no
existing data in your PDS Office program, select this option.

e Update Current Data ONLY — If you have data in your PDS Office program and only want to
update that existing data, select this option. If your file contains records that already exist in your
PDS Office program, and you don't select this option, duplicate records are created.

e Update Current Data and ADD New record if Key not found — If you have data in your PDS
Office program and you're importing a file that contains updated information as well as new
information, select this option. A new record is added if the family/member key isn't found.

If your file contains updated or additional information that you want added to the existing data in your
PDS Office program, you must match the values in the import file with the record in PDS. Select an option
to indicate what value you want matched with the existing PDS record:

e Use the Family Import Key to match members to families — Use the value you select as the
Family Key to match members to families.

e Use the Family ID/Env Number to match members to families — During the Family Import
process, if you selected Use the PDS Fam ID/Envelope Number to match families, select this
option when importing member data.

e Use the Member Import Key to match members to families — Use the value you select as the
Member Key to match members to families.

e Use Member ID/Env number to Add/Update members — If you're updating existing data, use
the value you select as the Member ID/Env Number to add or update member records.

Name/Detail
Birth Date and Deceased Date — Only dates formatted as MM/DD/YYYY are recognized.

User Keywords

If your previous program contains user-defined keyword lists, you can import them. The first three
keywords are already defined. Select the corresponding value for Religion, Special Needs, and
Occupation in the drop-down lists.

Screen Labels and Data - Under Screen Labels, enter the keyword list name that currently exists in your
program. For example, if your previous program has keywords for "School District," in one of the keyword
fields, enter School District. Then, in the Data drop-down list, select the corresponding value.
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Phone/Email

Default Area Code — If there are any imported records that don't contain the area code information,
enter a default area code for them.

Phone 1, Phone 2, and Phone 3 — Each of these sections represents a type of phone number. For
example, Phone 1 can represent a home phone number, Phone 2 can represent a cell phone number, and
Phone 3 can represent a fax number.

Unlisted — Only Yes/No/True/False values are recognized.

Description — Select a value from either the first drop-down list or the second drop-down list based on
the following:

e  From Import File — If your import file has separate columns for each type of phone number,
select the value from the first drop-down list. For example, if you want the Phone 1 section to
represent the member's home phone number, from the first drop-down list, select the value
from your file that corresponds to their home phone number.

e  From PDS List — If you already have phone description keywords set up in your program, select
the value from the second drop-down list.

Email 1, Email 2, and Email 3 — Each of these sections represents a type of email address. For example,
Email 1 can represent a business email, Email 2 can represent a personal email, and Email 3 can represent
another type. Select a value from either the first drop-down list or the second drop-down list based on
the following:

e Type — If your import file has separate values for each type of email addresses, select the
corresponding values in the drop-down lists. If there's a corresponding value for the type of
email address, select that value in the Type drop-down list.

e Type (PDS Email Type KW) — If your previous program has a field that describes the email
address, such as "Business Email," select the corresponding value ("Business").

Keywords/Remarks

Member Keywords — If you have a member keyword with a Yes/No/True/False value, you must enter a
corresponding description. For example, if "Yes" describes a school member, then enter "School Member"
in the Description field. A keyword of "School Member: Yes" or "School Member: No" will import to your
PDS Office program. The Description field is limited to 31 characters.

Member Pictures — Make sure that the picture file is in the appropriate folder in order for it to display in
your PDS Office program. We recommend that you store your picture files in a shared folder, such as
X:\PDSPDS Office\Pictures.

Advanced Options

€
) Useful Information

If you don't currently have any data in your PDS Office program, you don't need to use Advanced
Options.

When selected, the following options display in the window:

e Add to existing remarks — When selected, remarks from your import file are added to the
existing program data.

e Replace current remarks with this content — When selected, remarks from your import file
replace the existing program remarks.
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e Replace current remarks OR delete current remarks — When selected, if your import file
contains remarks, they replace the existing remarks in the program. If your file doesn't contain
remarks, the existing remarks in the program are deleted.

About Importing Sacrament Information

You can use the Import Sacrament Information process to import existing sacrament data from a .csv file
into your PDS Office program.

To access this process, on the File menu, click Import Data > Import Sacrament Information.

Add Sacramental Data Infio to Existing Mambears [
Import Sacramant Data Information to POS Church Odfice Program

Fily nTormaton |an!ﬁi1.hhh| Saci| Sec2 | Sac3 | Sacd | SacS5|[Sach | SacT | Sacs || Process |

Import File Path and Nams:

TSV Path J il Erowse

o Fia Rehedes Fiakd Names | Haadar
Toial Humier Records:

M = Chose

Fig. 7-11.

Before You Begin

In order to use this process, you must first import your family and member data. For more information,
see the About Importing Family Information and About Importing Member Information sections.

Before you import sacrament information, make sure your file contains a value that connects the
sacrament information to the member. This is the value you selected during the Member Import process
for the Member Key field.

You can import sacrament information from more than one .csv file.

How This Process Works

Once you identify the .csv file, match the values in that file with your PDS Office program fields. These
fields are divided into multiple tabs at the top of this process. You do not have to enter information in
each field. There are a few required fields, but other than that, you only have to enter information for the
data you want to import to your PDS Office program.
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No data is imported until you click Begin Import on the last tab. As you navigate through the process, your
selections are automatically saved, so you can come back to it if you do not have time to complete this
process in one sitting.

To import sacrament data

1. The backup dialog box displays if you haven't performed a daily backup. To make a backup, click
Yes.

/1
A Be Careful

This process alters data. We recommend backing up your data before proceeding.

2. The Import Sacrament Information dialog box displays. On the File Information tab, click Browse
to locate the .csv file. Your data displays in the table.

(‘0) Useful Information

We strongly recommend that you include field names/headers so it's easier to select the
corresponding value from the drop-down lists on other tabs.

3. On the Keys/Birth Info tab, select the corresponding values. For more information about the tabs
in this window, see the Additional Field Information sections at the bottom of this page.

4. Each Sac tab represents a different sacrament. On each tab, select a sacrament and its
appropriate values.

5. Onthe final tab, before you import the data, click Pre-Import Data Check. This creates a file
called "PrelmportSacimportReport.txt" in the program's data folder.

Scroll through the items you're going to import to see if you need to make any adjustments.
When you're ready to import the data into your PDS Office program, click Begin Import.

Once the import is complete, a summary displays. The process also creates a file named
"SaclmportReport.txt" in the program's data folder.

Additional Field Information

Additional field information about the various import sacrament tabs is listed below. Most fields are self-
explanatory, so not all fields are documented.

Keys/Birth Info

Use this Key from Import File — Select the value that corresponds to the Member Key you selected while
importing member information. For example, if your previous program had a file called "Member ID" that
assigned a unique number to each member, select that value here. If your file doesn't contain this
information, you must create a separate field in your import file and assign a unique value to each record.
Then, select an option to match this key to the corresponding value in your program.

Phone Information — If there are any imported records that don't contain the area code information for
sacramental witnesses, enter a default area code for them.

Birth Information — Select Overwrite if already present if the sacramental record exists and you're
updating or correcting the information. If you selected Member ID/Envelope Number for the Import Key
in PDS, you may want to select this check box.
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Sacrament Tabs

On each Sac tab, enter information about the different sacraments.

Sacrament — These items are from your Sacrament Date Names keyword list. If you want to use another
name for a sacrament, on the File menu, click Keywords > Member Keywords > Sacrament Date Names,
and add a new keyword or edit the existing keyword.

Type — If this field isn't in the import file, then you must create one or more additional fields describing
the type and populate it with the same description for each record. For example, if each record contains a
field for "Godfather" and a field for "Godmother," then additional fields must be populated with
"Godfather" and "Godmother" for each record. Then, you can associate the type with the appropriate
name.

Status, Prof. of Faith, Verified, and Cert. on File — For these fields, only Yes/No/True/False values are
recognized. The Prof. of Faith field only displays if you select Baptism as the sacrament.

Date/Date of Prof — Only dates formatted as MM/DD/YYYY are recognized. The Date of Prof field only
displays if you select Baptism as the sacrament.

Extra Info — Select the value that represents the sacramental name. For Baptism, this is the baptismal
name; for Confirmation, this is the confirmation name; and for Marriage, this is the spouse's name.

About Importing Fund Information

You can use the Import Fund Information process to import existing fund data from a .csv file into your
PDS Office program. To access this process, on the File menu, click Import Data > Import Fund
Information.

[ create Family Records [
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Fig. 7-12.
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Before You Begin

In order to use this process, you must first import your family and member data. For more information,
see the About Importing Family Information and About Importing Member Information sections.

L!S Be Careful

You must set up the fund, fund periods, and fund activities in your PDS Office program prior to importing
this information. If the fund isn't set up, the information won't import into the program.

We recommend that each .csv file containing records be posted only to a single fund. However, if this isn't
possible, you can run the process multiple times using the same .csv file but select a different fund each
time you run the process. In that case, the records that don't match the activities in the selected fund
aren't posted, as reflected in the Pre-Import and Import logs.

& Be Careful

Never run the import process more than once for each fund. Otherwise, duplicate records are posted.

Before you import fund information, make sure your file contains a value that connects the fund
information to the family or member. This is the value you selected during the Family and Member Import
processes for the Family/Member Key or ID/Env Number fields.

(i)
< —) Useful Information

When importing pledge information, only the total pledge (mapped to an activity with a Charge function)
is imported. No rates or terms can be imported using this process.

How This Process Works

Once you identify the .csv file, match the values in that file with your PDS Office program fields. These
fields are divided into multiple tabs at the top of this process. You do not have to enter information in
each field. There are a few required fields, but other than that, you only have to enter information for the
data you want to import to your PDS Office program.

No data is imported until you click Begin Import on the last tab. As you navigate through the process, your
selections are automatically saved, so you can come back to it if you do not have time to complete this
process in one sitting.

To import fund data

1. The backup dialog box displays if you haven't performed a daily backup. To make a backup, click
Yes.

/1
Q Be Careful
This process alters data. We recommend backing up your data before proceeding.

2. The Import Fund Information dialog box displays. On the File Information tab, click Browse to
locate the .csv file. Your data displays in the table.

0
(-) Useful Information

We strongly recommend that you include field names/headers so it's easier to select the
corresponding value from the drop-down lists on other tabs.
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3. Oneach tab, select the appropriate values from the drop-down lists. For more information about
the fields on these tabs, refer to the Additional Field Information sections at the bottom of this

page.
4. On the final tab, before you import the data, click Pre-Import Data Check. This creates a file
called "PrelmportContribErrors.csv" in the program's data folder.

Scroll through the items you're going to import to see if you need to make any adjustments.
When you're ready to import the data into your PDS Office program, click Begin Import.

Once the import is complete, a summary displays. The process also creates a file named
"ContribErrors.csv" in the program's data folder.

Additional Field Information

Additional field information about the various import fund tabs is listed below. Most fields are self-
explanatory, so not all fields are documented.

Key/Env Number

Use this Key from Import File — Select the value in the drop-down list that connects the contribution to
the family or member. Then, select an option to match this key to the corresponding value in your
program.

Assign contribution to member if member has envelope number — Select if the key matches a Member
Key and you want to associate the contribution to a specific family member. The member must have a
separate envelope number from the family.

Contribution Details
Transaction Date — Only dates formatted as MM/DD/YYYY are recognized.

Activity Name — The selected fund's activity name must already be set up in your PDS Office program in
order for this information to import correctly.

7 - 22 e Importing Data PDS Church Office Training Manual



About Importing Member Ministry Information

You can use the Import Member Ministry Information process to import existing member ministry data
from a .csv file into your PDS Office program. To access this process, on the File menu, click Import Data >
Import Member Ministry Information.

Import Ministry Information [
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Fig. 7-13.

Before You Begin

In order to use this process, you must first import your member data. For more information, see the
About Importing Member Information section.

After you import member data, you can import member ministry data. When you imported your member
information, you assigned a value to the Member Key field. This value represents the field in your
previous program that differentiated between member records. For example, if your previous program
had a field called "Member Number" that assigned a unique number to each member record, this is the
value you selected as the Member Key.

Each member ministry record must contain the same Member Key value. This will link the member
ministry information with the appropriate member record that you've already imported to your PDS
Office program. Each record must also have a unique Member Key value that represents the field in your
previous program that identified each member record. For example, if your previous program had a field
called "Member ID" that assigned a unique number to each member record, this is the value you should
select as the member key.

How This Process Works

Once you identify the .csv file, match the values in that file with your PDS Office program fields. These
fields are divided into multiple tabs at the top of this process. You do not have to enter information in
each field. There are a few required fields, but other than that, you only have to enter information for the
data you want to import to your PDS Office program.
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No data is imported until you click Begin Import on the last tab. As you navigate through the process, your
selections are automatically saved, so you can come back to it if you do not have time to complete this
process in one sitting.

To import ministry data

1. The backup dialog box displays if you haven't performed a daily backup. To make a backup, click
Yes.

/1
A Be Careful

This process alters data. We recommend backing up your data before proceeding.

2. The Import Member Ministry Information dialog box displays. On the File Information tab, click
Browse to locate the .csv file. Your data displays in the table.

(‘0) Useful Information

We strongly recommend that you include field names/headers so it's easier to select the
corresponding value from the drop-down lists on other tabs.

3. Onthe Keys/Ministry Data tab, select the appropriate values. For more information about the
fields on this tab, refer to the Additional Field Information section at the bottom of this page.

4. On the final tab, before you import the data, click Pre-Import Data Check. This creates a file
called "PrelmportMemReport.txt" in the program's data folder.

Scroll through the items you're going to import to see if you need to make any adjustments.
When you're ready to import the data into your PDS Office program, click Begin Import.

Once the import is complete, a summary displays. The process also creates a file named
"MemlImportReport.txt" in the program's data folder.

Additional Field Information

Additional field information about the various import member ministry tabs is listed below. Most fields
are self-explanatory, so not all fields are documented.

Key Ministry Data

Use this Key from Import File — Select the value that corresponds to the Member Key you selected while
importing member information. For example, if your previous program had a file called "Member ID" that
assigned a unique number to each member, select that value here. If your file doesn't contain this
information, you must create a separate field in your import file and assign a unique value to each record.
Then, select an option to match this key to the corresponding value in your program.

Start Date and End Date — Only dates formatted as MM/DD/YYYY are recognized.
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8: About Personnel

The Personnel tab contains data screens for maintaining all of the information about personnel associated
with the church.
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Fig. 8-1.

All Personnel
The All Personnel windows display information about all parish personnel records that are stored within
the program. To access information for all personnel, on the Personnel tab, click All Personnel.
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Clergy and Religious

The Clergy & Religious windows display information about all clergy records that are stored within the
program. To access information for clergy, on the Personnel tab, click Clergy & Religious.

B O-©wxOY = MEML R ¢ = |ParshData System - Church Office

ﬁ Information Personnel Reports Sacramental Registers Administration (7]
: ext for Searcl
ﬂ. a Search by: - Textfor Search.. S (}%ﬁe‘f
; Order By: Name - 5 ‘9:’
All Clengy & P Cancel Delete
Personnel | Religous | St Teachers Catechists Volunteers o« > e Cancel QC‘E@,
Data Screens Navigation Tasks

Clergy & Religious ﬁ‘ Name: Boyle Michael{Mike), Rev. F9 [ inactive Add Documents

| Data Entry Personnal ID: Go to Member || Go to Family

Primary Information ¥

Py Perscnnel Type: \v Show On: Clergy & Religicus [ Teachers
Assignments Status: Retired = [ staft [] volunteers [] catechists
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Private Street Addr: 10210 N 25th Ave Map
Confidential Adds Line 2
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Education / Gredentials City/State: Phoenix, AZ \v ZIF/Fostal: 85021
Achizvement Picture File =
Safe Envirenment
Contacts Gender: Male |+
Health / Insurance

Langusge: English -
Letters, Etc. gueg e ‘

Marits| Status: |+

Othes Tasks

Ingividual Letter, Label G=SnSges |+

Ethnicity: \-
Listing Scr=en
Repars Notes: M
Exit Program

Share Access with: [[] Formation [ schocl

Smeen Changed: 05/08/2014

Fig. 8-3.

Staff

The Staff windows display information about all staff records that are stored within the program. To
access information for staff, on the Personnel tab, click Staff.

B O- @ O¥=MAEBL @ i« - |ParshDatasystem - Church Office
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Assignmenis Staff [7] Volunteess [ catechists
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Fig. 8-4.
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Teachers

The Teacher windows display information about all diocesan teacher records that are stored within the

program. To access information for teachers, on the Personnel tab, click Teachers.

B O-©0wx D 0OY = MEDL QR ¢ = |ParshData System - Church Office - O
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Data Screens Navigation Tasks
Teachers ﬁ. Mame: Higgins, SusannalSanchez] Mrs. = [l inactive Add Documents
" Data Entry Pemonnel I: 12 Go to Member | Go to Family Also Visible In: [ B
Primary Information ¥
e —— .+ Personnel Type: |+ showon: ] Clemy & Religious
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Fig. 8-5.

Catechists

The Catechist windows display information about all diocesan catechists’

B O-©yvxD Y EMENAL AR i - |ParishDataSystem - Church Office - D
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" Data Entry Peonnel ID: 21 Co to Member | Go to Family Also Visible In: Hgl Bl
Primary Information ¥
Communication ~  Personnel Type: ‘v Show On [] Clergy & Religious Teachers
Assignments v [[] staff [] volunteers Catechists
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Listing Soreen Ethnicity: Wihite |-
Reports
Notes: -
Exit Program
Share Acosss with: Formation [] seheel Get Teachers from Members
Soeen Changed:  05/08/2014
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Fig. 8-6.

records that are stored within
the program. To access information for catechists, on the Personnel tab, click Catechists.
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Volunteer

The Staff windows display information about all volunteer records that are stored within the program. To
access information for volunteers, on the Personnel tab, click Volunteers.
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Adding and Editing Personnel Records

You can add or edit personnel records by navigating to Personnel > All Personnel, or select the data
screen for the type of personnel you are adding (Clergy & Religious, Staff & Volunteers, Teachers, or
Catechists).

To add a personnel record

1. Inthe Tasks group, click the Add button. The Primary Information window displays.

2. Enter the name and ID number.

«.’) Useful Information

You can configure Church Office to assign the ID number automatically. For more information,
see the ID and Envelope Number Options section of the Additional Features chapter.

3. Enter any additional record details, and select the program areas where you want this record to
display.
4. Click Save.

To insert personnel pictures

1. Locate the appropriate personnel record.

2. Inthe navigation pane, click Primary Information.

3. Inthe Picture File field, click = and locate the individual's digital image file.

«-)) Useful Information

You must use one of the following file types: .gif, .jpg, .jpeg, .omp, .emf, .wmf, or .ico.

E

Select the file, and click Open.
5. Click Save.

«}’ Useful Information

Personnel pictures can be installed as a sub-directory of your Data folder. The default path to this sub-
directory is \PDSOffice\Data\Pictures. If you save pictures to this directory, they are backed up each
time the program makes an automatic backup. Because picture files are large, they take up more space
on your hard drive and make the backup files larger than ordinary text files. If backing up large files is a
concern, consider creating a sub-directory outside the PDS program folder in which to store your picture
files. They are no longer backed up automatically since they are not in the pictures sub-directory. In this
case, you can back them up manually.

To associate a keyword with personnel

1. Locate the appropriate personnel record.
2. Inthe navigation pane, click Keywords.

3. Under Keywords, click Insert. To select a keyword from the current list, click the drop-down
arrow. To add a new entry, enter a description, press Tab, and click Add to the List.

4. Click Save.
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Locating a Personnel Record

Use the Navigation group on the ribbon to locate the record of a particular individual. You can search for a
single record based on the individual's name, ID, phone number, or email. Or you can scroll through each
record until you find the one you want.

To search for a specific record

1. Ina window with this feature, on the ribbon, locate the Navigation group.
2. Click Search by, and select the type of record for which you are searching.

3. Click in the field next to the Search by button and begin typing the name, ID number, phone
number, or email address of the record that you want to locate.

(0) Useful Information

If searching for a name, the program displays possible matches as you type in the field. If you
enter a comma, your cursor moves to the end of the last name selected.

4. Once you enter the correct value, click “to display the record. Alternatively, click the drop-
down arrow on the right side of the field and select a record.

To scroll through the records

1. Inawindow with this feature, on the ribbon, locate the Navigation group.

2. Click the Order by drop-down list and select a method of organizing the records. If, for instance,
you select to order by name, you can scroll through the records alphabetically based on last
names.

3. Click| ™ ‘and ™ 'to move to the previous or next record. Click ™ ‘and | *! [to move to the first or
last record.

Deleting a Personnel Record

As personnel exit your parish, you may want to delete their records from your database. There may be
times when you want to delete a personnel record, but not permanently. In that case, you can designate
it Inactive using the check box in the upper-right corner of the window. The individual is omitted from
most PDS processes, but their data is not lost.

You can delete personnel records by navigating to Personnel > All Personnel, or select the data screen for
the type of personnel you are deleting (Clergy & Religious, Staff & Volunteers, Teachers, or Catechists).

To permanently delete a personnel record

1. Locate the personnel record you want to delete.
2. Inthe Tasks group, click the Delete button.

3. The Deleting Individual Information dialog box displays. If you want to print the personnel
information, select the options you want, and click Yes.
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9: Reports

You can access reports from different locations in the program. In the left navigation pane of the major
program areas, you'll see the link to Reports. The program displays the available reports for the area of
the program you are currently in. To see all available reports, select All Reports.

Information Personnel Reports Sacramental Registers Administration
i)
i & & &

Dashboard Families Members Contributions
DCeta Screens
Families %ﬁ' Select Report:
@ Family Reports
L[| Data Entry. B | ) All Reports Open All || Close Al
Primary Information . Wi Family Repors
Cther Addresses  at alt b Listing Reports
RASERICE |» Letters'Statements
ol Recee = [+ Label/Envelope Reports in Upper Case
i 7 [+ Label/Envelope Reports in Mixed Case
- Dther 'E_% [+ Rolodexindex Cards
Individual Letter, Label P Dats ExporisEnvelope Companies
+« Family Easy Reports
Listing Soreen A Stewsrdship
Reports [+ Ministry - Time and Talent
[+ Financial - Treasure
Quick Posting [+ Combined Time, Talent and Treasure
Processes 4 Relstionship Reports
Exit Program | Relsticnship Labels & Envelopes
+ User Reports
Fig. 9-1.

PDS Church Office Training Manual Reports e9-1



All reports can also be easily accessed from the Reports tab on the ribbon.
E Information Persannel Reparts Sacramentsl Registas &dministraton
Famify MEMEM Contibution Personnel

- <
Reparts Reports Reports Reports

All
Reaparts

Rapodts
All Repors W Select Report:
i — ’ Open All || Close Al

A1 Ragorts Py Repors -
[r Listing Reports

Exit Program [+ LetisrnSiatements
[ LsbalEnvelope Repors in Upper Case
[ LabzlEnvelope Repors in Mixed Case
[ Relodexindex Cards
[+ Data ExportyEnvelope Companies
& Family Essy Reports

i Financisl Reports
[r Listing Reports
[+ Financial Statements
[+ Pledge Cards
[+ LabalEnvelope Repors in Upper Case
[r LabelEnvelope Repors in Mixed Case
[+ TaxRepors
[¢ Financial Analkyuis Repors
[+ Data ExportEnv Co, With Fund Sefeciions
[+ Barcode Repors
» Financial Easy Reports:
4 Member Reparts

[+ Listing Reports -

Add | Dejste Copy Reorder User Repors

Fig. 9-2.

In the Select Report window, you begin the process of selecting and printing reports. Below is a brief
outline of the report process.

1. Select the report — In the first window, there is a list of all available reports. To expand report
sections, click the triangles. Or, to view a list of all available reports, click Open All.

2. Review the report overview — In the Overview window, the program recaps the report settings.
If everything looks okay, you can proceed straight to Preview Report or Print Report. To proceed
normally through the report wizard, use the Back and Next buttons.

3. Select the printer — In the Select Printer window, select which printer to use, the paper style,
and orientation.

4. Select how to print— In the Layout window, select the report layout, which includes the type of
print (normal print, compressed print, etc.), the margin settings, and the various parts of the
letter (letterhead, date, closing, etc.).

Q}) Useful Information

Some reports are called "Easy Reports." Easy reports are created by you when you add new
reports or make copies of existing reports. These reports allow you to modify the content of the
report. When a report is modifiable, a button displays in this window.

5. Select the program data you want to print and the order in which you want to print it — In the
Selection window, enter the criteria you want the program to use to determine which records
print. This information is called the "Selection Information".

6. Preview and print the report.

Following are some sample windows. The report wizard takes you to each of these windows. To return to
previous windows and make changes, click Back.
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Selecting the Report

First, you must select WHAT report you want to print.

Select Report:
(@) Family Reports [ ] show only My Reports
() All Reports Cpen All || Closs Al L
: - Description:
J Family Reports

Letter welcoming new families. The text of

Listing Reports
P Listing Rep this letter can be easily modified.

J Letters/Statements
Family Welcome Letter
Family Census Letter

Anniversary Letter

Quict Communication Permissicn Form
} Label/Envelope Reports in Upper Case
} Label/Envelope Reports in Mixed Case
} Roledex/Index Cards
[ Data Exports/Envelope Companies
+ Family Easy Reports
J Stewardship
J» Ministry - Time and Talent
J Financial - Treasure
}» Combined Time, Talent and Treasure
J Relationship Reports
}» Relationship Labels & Envelopes

+ User Reports

Add | Delete | Copy| ReorderUserRepors

Filename: PDS1021 ol

i.] EZ-Mail Sort <Back | Next>

Fig. 9-3.

o
v Useful Information

If you're an administrator, you can set report and report selection access for each user under
Administration > Users & Passwords.

To expand a section of reports, click the corresponding triangle. To view all available reports, click Open
All. To collapse all available reports to just the basic categories, click Close All.

To add a user-defined report, click Add.

To make a modifiable copy of a pre-defined report, click Copy. To remove a copied or added report, click
Delete.

When adding a new report or making a copy of an existing report you have ownership of that report and
can specify if only you and the administrator have access, if you want to share it but not allow anyone to
modify it, or if everyone should have access to printing and modifying the report.

If other users have created reports and those reports were set where you can print and/or modify them,
in the Select Report window, all reports that you have access to will display by default. However, if you
want to filter the list of reports so that only your created reports are available, select Show Only My
Reports.
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To zoom in on the report, click the sample picture. The image here is typically a one-page example of the
report that uses sample data and default settings.

Copied or added reports have two additional buttons: Adv. Script and Save as Custom Report. To view
the UDR, INI, and Pascal files associated with a user-defined report, click Adv. Script. To save your user-
defined reports to a disk, click Save as Custom Report.

Once you have selected your report, click Next to continue.

Reviewing the Overview

In the Overview window, you can view the basic settings for the selected report.

Overview:
Mama: Farmily Waleama Latai
Bt phion - Latter walcoming nawe families. The bed of this laffar can be aasily modifisd Edit
Prenbar; Curand Prntar Dafaul - Xasox e sumant Canira 555 F2
Papar Size: 8.5 % 11" Labar Print
Fapar Soance Datault Detadied
Deantadion Foriran Dverview
Letter Layout Lefterhead: Fanoy Letterhead
Lablar Data Cantatad Dxte MEDET00E])
Indlde Add e Family Faimal Hama
Closing: Formal Me. Rabart Jones
Mlaighns: "Smallest Mangins
Mldity Mgty Bady of tha Laba:
Selecton: Ko by NE Mt
Previes Regort Print Report < Back o > Canced
Fig. 9-4.

To jump directly to any of these settings, click the links in the middle of the window. Then, to return, click
Back to Overview. Most report settings are retained from the last time you ran the selected report. If
everything looks okay in this window, you can proceed directly to Preview Report or Print Report.

To make a change to the Name or Description of this report, click Edit. In a predefined report, you cannot
edit the report name. You can only rename reports you have added or copied. You can always edit the
report description.

To print all of the settings in this window, click Print Detailed Overview. This makes a handy cover page
for some reports.

To review all report settings in typical wizard fashion, use the Back and Next buttons.
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Selecting the Printer

Next, you must indicate WHERE the report will print. In the Select Printer window, you can select the
printer to use, the paper size, and the source. You can also switch the printer orientation from portrait to
landscape mode.

Select Printer:

Prnter
Deafmiill b Prapaiss
Duples | Simplics L

Papa Ovrientatizn
lra BSw 11" Lattar W (%) Portiait
Source for Fist Page: Dataun ~ () Landscaps
Saurce for Other Pages Dataun 4

Fig. 9-5.

To change the printer-driver controlled properties of the selected printer, click Properties. The options
available in the Size and Source drop-down lists depend on the selected printer. For example, an Inkjet
printer may only have one or two tray sources, whereas a Xerox copier may have multiple tray sources,
such as tray 1, tray 2, tray 3, High Capacity tray, Bypass tray, etc.

Once you have made your selections, click Next to continue.

Selecting the Report Layout

The third step is to indicate HOW the report will print.

This window controls the report layout. Each type of report has different layout features. For example, a
listing report has options for the page settings, margin settings, and fields to print. A letter report has
options for letterhead, margins, inside address and closing settings, and the text of the letter itself.

Letter Layout:
Latterhaad Styls
Style Hame: | Fanoy Lettethead “ | Edit Style o Mame

u ian Bl 10
= Vour CligTiale = o Jge

Latber Drate Style
Style Name: | Contated Date % Edit Style

(%) Use today's date
(i Use the date: O
Inide Addeis Style
Style Name: | Family Infermal Hame w Ednt m'f

Biedy of tha Latha:

Madify the Body of the Letter

Clesing Gyl
Style Hame:  Formal Mr. Robar Jones L Ed 5’-‘!"’!
Margin Style
f s’ i
Style Mama: | Lefler Margin L Edit Style

Tep 0500%  Lef: 10007
Bettorn: 0.5300°  Right 1.000°

Preview Regort Print Report Back to Overview < Back Hed = Cancel

Fig. 9-6.
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Once you have made your style selections, click Next. Remember, you will have the option to preview
before you print the report. If there is a style you want to change, you can click Back to return to this
window.

About Styles

Report settings are controlled by styles. A style is a named collection of related formatting elements. To
add new styles or modify existing styles, in the report layout window, click Edit Style. For example, the
left, right, top, and bottom margin settings are part of a margin style. A margin style called "Letter" might
have a top and 1/2 inch bottom margin and a 1 inch left and right margin. To utilize the largest possible
print area, select Smallest Margins, which is a special margin style. You can have an unlimited number of
styles for each style type.

Edit Margim Style I—l
Margin Style Names &

“3Imalkest Margng
¥ 1 kch All Arcund 3
12" Warghs
174" Warging
Goupon Booklet Manging "

Style Name: 1 Inch Al Argung

Margins (in inchas)

Top: 1000 = Lef: 1000 H
Bottom: 1o00[@  Right 1.000 |
Inseet Styla
Close
Dalete Shyle
Fig. 9-7.
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Text of a Letter

If you are printing a letter report, you can modify the text of the letter. To do so, in the report layout
window, click Modify the Body of the Letter.

You can modify the text of a predefined letter; however, it is not recommended. Instead, create a copy
and modify the copy to ensure that future upgrades do not overwrite your changes. If you do make
changes to a predefined letter and you want the original letter back, click Reload Default Text.

"ﬂ"zdltlng: Family Welcome Letter File: C:\PDS_Church\Data\Reports\PDS\PDS1021.rtf ?t@]
Ble Edt View Insert Format Table
B BV EEMEE et ][ men [meore |
B avial ~-u-B-0~8-Bzu ESEE=E @
..u_;l*?..1-..2-.-3-..4.-s...s...v...p
I¥ou have just registered at <Your Name> The word 'register' does seem to be a rather cold word and does not
convey what we wish t to, namely welcome. Registering in a church is more than signing up. It is the

acknowledgement of a mutual relationship that exists between us because we are brothers and sisters who share the
same faith and hope.

Unfortunately, we tend to forget our oneness and our need for one another. Yet our hentage is founded on the fact
that God calls us to work together in establishing His Kingdom. Your registration reminds me of that passage of
Scripture which says we are ‘God's chosen ones’. So even though there was no fanfare when you registered, | want
to assure you that you are welcome and very much a part of our mission to convey the "Good News'

| have asked a member of our hospitality committee to call on you in the near future to acquaint you with our
church, its organizations, and our sincere desire that you feel at home at <Your Name>.

The pace of our life does not allow too much time for personal visits. So please accept this letter as a poor
substitute for that visit. | pray that you will find <Your Name> a place of peace and friendship, its people gracious and
kind.

| hope that you will introduce yourself to me some Sunday in the near future so that we might become better
acquainted and that | might more formally welcome you.

May the Good Lord bless you and your family.

Reload Default Text OK Cancel

Fig. 9-8.

The letter editor is similar to other word processors. You can change fonts, insert tabs, images, and
bulleted lists, center, left or right justify, and perform spell-check.
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Inserting Fields

You can insert fields, lists, and other elements into your letter. When you insert field names or list names
into a report, they are framed or bracketed by < and >. For example, <Fam Name> prints the name of the
family, <Fam Address Block> prints the family's complete address, and <Fam Phone List> prints a list of the
family's phone numbers.

To insert data fields into your reports, in the text editor, position your cursor where you wish to insert a
field, and click Insert Field.

F2 Family Fields ]
4 Fam- Duiail Ta| - Seleci=d Field
Addeass 1 Fizld: Fam Al fember Names
Address 2 El| | Turm Shing
‘din: 4
Acitegi Bl Desoiption: List of famity member names without regard to report
Adcress Changed sejection.
Addess Remania Example John, Sussn and Tim

Alt Address Dury 1o End
All Address Day 1o Siel Pratix

AL Agddress Manih 1o End @ Mene Barcods (Inbellzgent]
All Address Masih i Siedd :

Uppercass Barcode [UFC A)Y
Allssnals Addrews Blas = =
Alleenaie Address is Cerlifiss Lowercase Barcods [UPC E}
Alletnale Asdress Line 1 | Postal Barcods (Code 128)
Allasnale Asdress Line 2 Fixed cose Baroode [Code 38)
Allesnale Camier Roule ot reons i) B M

Alisenais City

Allesnate City Only Fixed case [Addmr)

Alj=tnal= OF | Fiued cass [Sity)
Allesnaie Lat Expanded Address.
Alimsnais Lng
Altesnaie Pariod Spacial Fomaling
Allmrrials Stats Only 2 Hone
Allesnate Sip Dkl Foamat
e X Hame Fomat -
F 1w b
oK Cancel
Fig. 9-9.

On the left side of the fields dialog are categories of available fields. Click the triangle to display the list of
fields within that category. If you are unsure which fields to insert, you can right-click a field to display a
popup help with a brief description of that field. Or you can select the field to display the description
information and some additional options for how to print the inserted field (e.g. you may want the field to
print in all upper case).

Some special fields are available only in letters and print your organization’s information as it is entered in
the License Information dialog box.

To add or update the appropriate values for your parish, on the File menu, click Setup > License
Information.

By inserting these fields, you don't have to type your contact information in your reports. Also, if your
contact information changes, you can edit the information in the License Information dialog box instead
of changing the information on all of your letters.
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Indenting Fields

Be careful when indenting fields that may contain multiple lines of text. The following are ways to indent
text so that it displays further right than the normal left hand margin.

e  Extra spaces

e Tabs

e  Paragraph indents

Let's demonstrate why using spaces and tabs do not work well for some situations. Look at the example
labels below. In editor, we have turned on the formatting so we can see the spaces, tabs, and paragraph
marks (which are usually invisible). To do this, click View > Show Formatting Marks.

Example 1 - No indenting

FiA Editing: New Label Report File: C:\PDS_Church\Data\Reports\PDS\PDS1203.rtf | o [ &[]
File Edit View Insert Format Table
BVEY BEEE | insertField || InsetList || Inset Other |
I:ﬂ‘:’-'di5| * 10 . - D - v@ %E%E @
I.E-I-1-|-2-|-3-|-4-|-5-|-
kFam Mailing Name>{
<Fam-Address Block={
1{ I I
OK Cancel
Fig. 9-10.

Notice how the text is right up to the edge of the label. There is not much room for error here if the
printer skews the page.

-
Mr. & Wrs_ Jeff¥an Loon Mrs. Elzabeh Haroowrt Mr. & Mirs. Jeffrey S dumid

FO Box 322 T &% W Purshing Ave TUSTE N1 0stSE

Feosia, AZ BS380HD322 Feora, AZ BE3ET-4030 Sootisdale. AZ BI200-E0H =
Mr k Wes. John Absl, Br, M, & Mrs_ Mattey Burks Mr. & Mirs, Jomeph b osms

1443 W idaho Ad Uit 2081 445 Highey Ra Aze2nd B3O N Mesa Dr Apt 1048

Aphche Jacton AZ S5215-I845 Mesa. AZ B5203-2189 Mesa. AZ BEDD1-4334

Mis, Farica Adkee Mi, & Mrs Jobn Bacwr Mes. Beny Caldwell

3108 W Robert Dr 052 NV De La Sieshy £201 W Camelback Rd

Fhoeni, AZ SS0BS-SRET Eoolied ake, AZ BIZTE4020 Fhoani:, AZ 850211210

M. Lisby Colson Rosald Goidbang Mes. Sumrng Higging

D408 W Missour Ave 307 E Vrnpin R AGTTT M T St Age 33T

Glendale, AF BE305.2724 Phoanic, AZ 2850501523 Sootisdale, AZ 5528

Fig. 9-11.
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Example 2 - Indenting with extra spaces

bi2 Editing: New Label Report File: C:\PDS_Church\Data\Reports\PDS\PDS1203.tf | o [E[[2%]
Fle Edit View Insert Format Table
BRI EEEE [ et || e || isetotne |
tﬂ‘ﬁdisl vy 10 B ~0O+~ v@ %@%E @
L E T T T T T T - S S S SR S S
----- <FamMailing Name={
----- «Fam-Address Block=]]
] 1 | b
oK Cancel
Fig. 9-12.

The mailing name and the first line of the address seem to indent okay, but the Address Block is a multi-
line field that may contain two or three lines of text. Using the editor, you can only enter extra spaces on
the first line. When the program adds the additional lines, they will not be indented, which does not look
nice.

_.
br. & Wrs. Jeff Van Loon Mrs. Elzabeth Haroowrt Mr. & Mrs. JeffreySoamia
FO Box 322 7T &5 W Farshing Ava 1aTs st St
Feora, AZ 853800322 Fesra, AZ BEIE1-4030 Soatisdale S290-8054 =
M b e John Abel, Sr. Me & Mrs Mathew Buke Mr. & Mrs. Joseph Hecemo
1443 N kdaho Rd Uit 2081 444 5 HigleyRd Act2 14 830N Mesa DrApt 1045
Apbthe Jsglon AZ S5215-288% Mesa, AZ BEIDS-2188 Mess, AZ BEIDI-432¢
s, Pavica Adler e, & Mes. Jokn Baxer Mes. Bty Caldwell
J108W Robert Dr T2 W Wia D= La Siest 200 W Carreiback Rd
Fhognix, AZ S50E5-28ET7 Scotisdaia, AZ EIZEE4020 Fheanbe, AZ 35031-1240
W, LinbyCotsen Rasall Godberg Mts. Susnaa Higa
04 W Wisso e Ave W E Vepia Rd 15777 M T8 SEAR 31T
Ghendale, AF ES303.2724 Fhoenic AZ 250501338 Sootisd ake, AT E528 34572
Fig. 9-13.
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Example 3 - Indenting with tabs

bi Editing: New Label Report File: C:\PDS_Church\Data\Reports\PDS\PDS1203.rtf = [ 1 o)
File Edit View Insert Format Table

o L RGRIE EEEE | metfied [ nsetis || insetote |
B Al RN RANR=| v@ %%% [@
@g T T L S T S B SR R

-+ <Fam-Mailing-Name={
-+ <Fam-Address Block=f]
q 11 | b
0K Cancel
Fig. 9-14.
This presents the same issue as adding extra spaces.
,
br. & Wrs. Jeff Van Loon Mrs. Elzabeth Haroowrt Mr. & Mrs. JeffreySoamia
FOBox 322 7T &5 W Farshing Ava 11878 N 100t 5t
Peosia, AZ 53800322 Feora, AZ BEIE1-4030 Scotisdale AZ BE290-20H =
M. & Mres. John Abel, Sr. Mr. & Mrs Wiathew Burke e & Mrs. Joseph Mecemo
1443 N idaho Ad Wait 2081 444 5 Higley Rd Azt 214 530N Mesa DrApt 1048
Agiche ussfos AZ E5215-2845 Mesa, AL BEID-2188 Mesa, AL BEIDI-4224
Wi, Favias Adler Me, & Mes. Jokn Buaer Mes Bemy Caldweld
3108 W Poberta Dr TUEZ N Via D= La Siesh £201 W Carreeiback Rd
Fhosnic, AZ 505252887 Scotisdala, AZ BIZ9E-4020 Fheanbe, AZ 35021-1240
M. LisbyCatson Rosald Godearg Mes. Sumnag Higging
DLW Mg e Ave I E MepaRd 15777 MTRRGLARE 31T
Ghendale AZ 553032724 FPhoenor, AZ 350501538 Sootisdale, AZ EL28342T2

Fig. 9-15.
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Example 4 - Using paragraph indents

6 Editing: New Label Report File: C:\PDS_Church\Data\Reports\PDS\PDS1203.0tf o | & o)
Fle Edit View Insert Format Table

l@ll@@[@ EEEEEE  [menrios ][ meniit ][ e ome |
0 +B.0+B~ ll@ l%ll @@

3 1 4 0 I

<Fam'AddressBlock>

4| I 3

0K Cancel

Fig. 9-16.

In this example, we added a blank line at the top to move the text down from the margin. To insert
paragraph indents, select all fields, then drag the paragraph indent control away from the left margin (it is
easiest to drag the bottom of the rectangle). Now, we have perfect indents.

| -
1

Mr. & Mirs. Jei'¥an Loos Birs. Elabs Hasoowrt Mr. £ Mes. Jafiey Schemid

PO Box W2 TT45W Pershing Awve 11875 N 101808 =

Peona, AZ 853800022 Peoria. AZ 253514030 Scotisdale, AZ BEAOSNEE b

Wir. & Mrs. John Abel 5r bir & brs. Wasthew Burke M. & Wrs. Joseph Mecermo

140N Idaks Rl Unz 2051 244 3 Higlay R A1 214 930 M WEsa Df Ape 1ME

Apache Juncion, AZ BEIIH-2848 Mesa AZ 52082158 Mesa, AZ 352014324

irs. Patricia Adler Mir. & W John Baxier M=, Betty Caicwel

3123 Wi Fobata O 753 M Via Da La Seea 1201W Camedba s R

Phoeni, AT BEIG5-0E5T Seovsdale, AT BRIDE-S028 Fhosnix AZ 85031-1210

M& Libby Caliss Rensd Goldbeng Mirs. Susanns Hggns

S804 Msoun A 2038 E Uropiz Ra 19T N TN S1 AT

Glandalp AT B5305.3734 Fhogeix, AZ BE050-1585 Eeoisdale, AT BRZTNAITE

Fig. 9-17.

Manually indenting (using spaces or tabs) affects all multi-line fields, not just the Address Block. The same
issue would apply to the Remarks field. Any field where you can enter multiple lines of text is affected
when you manually indent. When you want to indent fields, make sure you use paragraph indents
(example 4 above) instead of extra spaces or tabs.
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Printing Fields That Don't Match the Report Type

In the editor, you can easily generate letters to families and members. Sometimes you may need to mix
information from one type of report into another. For example, when printing a member letter, you may
want to merge some information from the Families window. In most cases, this is relatively easy. A
member can only be part of one family at a time. However, if you flip that situation around, and try to
print member information in a family report, you may not get the results you expect.

bl Editing: New Letter Report File: C:\PDS_Church\Data\Reports\PDS\PD... | = | B |23
File Edit View Insert Format Table

BYEE BEEE | insertField || nsertlist || Insent Other |
T Aviel -0 -®B-0-5- Bz EEE=

I.E-I-1-I-2I3 4 g

<Fam Mailing Name:
<Fam Address Block:=

<Mem Mailing Name> <Mem Age>

OK Cancel

Fig. 9-18.

You may expect the sample letter above to print something like the following:

Mr. & Mrs. Jefl Van Loon

PO Box 322

Pearia, 42 B5380-0322
M. Jeftvan Loon 34
Jeane Van Loon 3B
Kayles Van Laon 13
Todd Van Laon i1
Dana van Loon 8
Carlag WVan Logn i}
Sara Van Loon 4

Fig. 9-19.

However, it only prints the following:

M. & Mrs Jeff Van Loon
PO Box 322
Peorla, AZ B5380-0322

Mr. Jeff Wan Loon 34

Fig. 9-20.
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Where are the rest of the members? You selected a family report, then put member fields in it. The
program prints one set of fields per family. In family reports, nothing tells the program to loop through all
members, so it only prints the first member record for the family.

So how do you tell the program you want to print more information? You must embed a special "mini-
report” in the letter to loop through all data. This not only applies to families and members, but to any
type of data that has multiple values. For example, many members in a family, many phone numbers in a
family, many talents for a member, many ministries for a member, many history entries in a fund, etc.

In the editor, click File > Edit List Sections.

i Open
Loak in: 1 @ - ﬁ ¥ = :1-
| List-ActRecag.rtrm _ List-CoupenBottom.rtm | List-EOYSummary.rtm
|| List-AllPledges.rim _ List-CoupgnBotigmBC.rim | | List-FamSched.rbm
|| List-BillingSummary.rtm List-CoupanTap.rtm || List-FundList.rtm
| List-CatSehed.rten _ List-CoupenTopBC.rtm | list-FundList3a.rtrn
| List=Census.rtm _ List-Drelimg.rim | List-Fundbdenth.rtm
| Lisk-Commi.rtm __ List-Delimgiummany.rtm | List-Gifts,rim
|| List-Confirm.rtm List-Donars.tm || List-GrpList.rtm
4 [T} F
File: name | Open
Fles oftype: | List Reports | [ Conca |
Fig. 9-21.

A dialog box opens that displays all predefined lists that are installed with the program. These are the
same features that the built-in letter reports take advantage of to print multiple list entries.

If you are just browsing to see the filenames, click Cancel. If you want to enter the Advanced Report
Writer and see what exactly will be included in the report, click Open.

Once you know the filename, you can add the advanced list to your report.

In the editor, click Insert List. When the dialog box opens that displays the available predefined lists,
choose the list to insert, then click OK.

Fadl Family Lists =
Available List: | Dessiption
Gepllised - Priris the mambers in the family and the minisines they hawve. This
GiplLissa indudes the mambar name. minisiry, siafus, siari date, and =nd date.
Crpl ieh * Fod Lie in Mambes Bpaits
GrpLis?
HissList
Howurl ist
IRSXoa
Ibemized

Memam
RessipiHisanWimDese
Running Total
SimpleTotal:
SieaActiveldin
SieaFledgeTolak
Stamsfommimi

Stewsformmit: =
SisaTR

Weakl |52

Weekly

WeskSum

QK Cancei

Fig. 9-22.
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Or you can manually enter it as you would any other field, surrounded by <>. You do not need to enter
the ".rtm" portion of the filename.

bl Editing: New Letter Report File: C:\PDS_Church\Data\Reparts\PDS\PD... = | & [
File Edit View Insert Format Table
A BRI EEEEE [ netfied [ msetis [ nsetome |
tﬂ‘.ﬂlial 10 0 ~ O~ gv@ %%%
IEE . | . 1 . | P | . 3 . | .4 . | . 5 .
kList: StewTM:=
4 L[ b
oK Cancel
Fig. 9-23.

For example, the sample above would produce the following letter:

Phvisk Lot ;gif;m(em
20200 LNV 25 e, Seeite 270
P sareiz, _/Q SAO2/- 605
(662} 759-0595

My 21, 2002

M. & Mirs. JefT Van Loon
PO Bax 322

Peona, AL B3360-0522

Daar Mr. & Mrs Van Loon

Membar Name Wmnisiny. Slatus: Siant Date:  End Date
Jefl Liector Ko Longer Invodved TM0N2002 D R2004
Liturgy Comimltes Charperson D 2004
Seouling Aty Irrohaed 1041 V2000
Josa Lachirss o Clreaatity Aty Irrohend 11072004
E ucharistic Miresto Aty Irroheed 031152008
o Iidarn L isdiostd
Toockd Pdona Lkstod
Clana Mone Lishad
Cares Mone Lishad
Sara Mone Listag
Sincerely,

f’r&aW

Mr, Robet Jonss
Office Manager

Fig. 9-24.
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Multiple Languages

You can set up the text of a letter so that information prints in different languages. All it takes is the use of
the proper character set on the keyboard and typing the text in the language you want to use.

The program does not translate letters into different languages, but you can enter different versions of
the letter in the same report so that the correct letter will print for each family. In other words, when you
send letters to multiple families, you can have the program print a letter in English, Spanish or other
languages by running just one report.

Keep the following requirements in mind when you use this feature:
e If you are sending letters to families, you must select the Language you intend to use in the letter
in the member's Personal window for at least the head of each family.

e If you are sending letters to individuals, you must select the Language you intend to use in the
letter in the individual's Personal window.

e If you use the concept of main language/secondary language (e.g. English/Spanish,
Spanish/English), make sure the language you want to use in the letters is listed first.

e You must spell the name of the language exactly the same in each combination. For example,
English/Spanish and English/German, NOT Eng./Span. and English/Ger.

To set up multiple language letters, type the letter in both languages, and enter <Language: name> at the
beginning of that part of the letter, or use Insert Other and select Language/End - Spanish Sample to
quickly enter the full language command.

@ Insert Other (3]

) None

-

") Page Break
) Closing
@ Language / End - Spanish Sample

OK Cancel
Fig. 9-25.
vld Editing: New Letter Report File: C:\PDS_Church\Data\Reports\PDS... o | &[5
File Edit View [Insert Format Table ,—-\
@ E@@ @E ;E‘.@ Insert Field Insert List Insert Other
T Asial ~1o ~®~0-~ ¥ @
L 8 I T T - T T T T
LANGUAGE: Spanish (Male)>
<LANGUAGE: Spanish (Female)>
<ELSE>
<END>
4 m [
OK Cancel
Fig. 9-26.
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The first introduction tells the program to print what follows if the Language field equals Spanish:

<Language: Spanish> Esta es una cara de muestra escrita en Espanol.

If the Language field equals English, print the following:

<Language: English> This is a sample letter written in English. <End>

<End> tells the program to continue to the next family.

You can use multiple languages in Closing and Inside Address/Salutation styles. For example:

In Closing Style:

<Language: Spanish> Sinceramente, Sr. Robert Jones Administrador de Oficinas
<Language: English> Sincerely, Mr. Robert Jones Office Administrator

<End>

In Inside Address Style:

<Fam Mailing Name> <Fam Address Block>

<Language: Spanish> Estimados <Fam Formal Sal>,

<Language: Hawaiian> Aloha <Fam Formal Sal>,

<lLanguage: German> Gutentag <Fam Formal Sal>,

<Language: English> Dear <Fam Formal Sal>,

<End>

You can also use <Language: Other> to print a section for any languages other than those with a specific
<Language: name> command. For example:

<Language: Spanish> Gracias!

<Language: Other> Thank You!

<End>
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If the language has different phrases or words depending on gender, as in Spanish, you can specify the
gender in parentheses. In Spanish, "Estimado" means "Dear."

<Language: Spanish (Male)> Estimado <Mem Mailing Name>,

<Language: Spanish (Female)> Estimada <Mem Mailing Name>,

Selecting the Funds to Print

In financial reports, you must select WHICH funds to print and WHICH date range to print for the funds.
You can select anything from a single day to the full date range of the fund. You can run most financial
reports for more than one fund at a time.

Select Funds to Print:
Dt Ramge to Print: DRz E Thre 1273102012 E
Funds ta Print: 1.4.9 l Add a Fund ic this Lisi »
Frint Overpaymants As:  Zees (30,00} for ke Balanse Due -
Fund Title Speafy How to Prink the Growp -
kA Church Contibutions
Donatiors To Church lemize Epoh Adctivity in the Group
Wiz Activities Hemize Each Adtivity in the Group
-] Slewardshig =
Donatiors To Chugch Growp Totals - Mo lemization
Misc Activitles Growp Totals - Ho lbemization
a Extra. Contributions
Exira Comtribudions Orowp Toktals - No lkemizaticn
Misg Addivities Growp Totals - Mo lemization
Preview Repor Print Repor Back to Overview =Back Mext = Cancel
Fig. 9-27.

You can select to print pledge or tuition overpayments as Zero or as the Actual Amount Overpaid. For
example, if tuition is $1,000 for the year, and the family paid $1,200, you can select for the report to show
the balance as $0 or as negative $200, which is the actual amount.

For each group of activities in each fund, you can select how the group will print:
e Use in Monthly Breakdown and Recap — This option prints how much was given or due each
month.

e  Group Totals Only - No Itemization — This option prints the total for the group without breaking
down the details of the activities.

e Itemize Each Activity in the Group — This option prints the totals for each activity in the group.

e Don'tInclude Group in the Report — Select this option if you do not want to print the group or
include its activities in the totals.

e Include Group in Report — Select this option to include the totals from this group in the fund
total.
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Selecting the Information to Print

The next step is to indicate WHICH data you want to print.

When you print reports, you must sift through all of the program data and find records that meet certain
conditions. For example, if you want to send a letter to specific individuals, you must enter a "selection"

for those individuals.

In this window, you select which records you want to print. You can select them based on conditions or
criteria, or you can select individual records from a list.

Select Families:
List of Seledions:

Simple Selection - .
Newer Saved

+ Hew Salecion

[} Sheow Ginly Wy Ssledicns
Save Add Dielete

2R Copy |Rearder

Exporl Sel 1o a File

Import Sel, from a File

Praview Repar

Srint Repart

Selection Family aditional
Infermation | Selections | Selechons
Seledtion Imformation
Hame: Mew Seledion
Desoniption:
Owmer Beth » Ao Frivate -
Sortation
Sorl Order: 10 Mumbar -
Email the Latier |f | Bend to KMuliple Emails
Pralesed is Thecs Has @n Email 2ddr
| Insiude Family Relalianthip Courlesy Capiss
#ciive | Inactive f Send Mo Madl Restrictions
[ V] Inddude Active Families
|| Imcluihe Inactive Families
| \ntdude Families Even IF Sead M Mail is Marked
Baek: ta Overview = Back Praview Canesl

Fig. 9-28.

Use the tabs to select either by checklist or criteria conditions. If you create a set of selection criteria that
you will use over and over again, you can save the selection under List of Selections.

To create a new report selection

1. Inthe List of Selections pane, click Add.

2. Give the new selection a Name and Description.

3. Inthe Sort Order drop-down list, select how you want to sort the report information.

Q’) Useful Information

The right side of the window controls how the report is sorted and what information is printed.
Different reports have different options.

Specify, on the various tabs, any other criteria to be used. Different reports have different tabs.

5. Click Save.

PDS Church Office Training Manual
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When adding a report selection, you have ownership of that selection, and you can set selection access as
one of the following:

e  Public — Other users can view and modify your report/selection.

e Shared — Other users can view but not modify your report/selection.

e  Private — Only the owner can view and modify the report/selection.

To designate access to your report selections

1. Select the report you want.
2. Inthe Selection window, add your own report selection or copy existing selection.

3. On the Selection Information tab, select an owner and the selection access option you want.

To use a one-time selection without saving it, in the List of Selections, use Simple Selection - Never
Saved. This item always appears first in the list. If you entered some selections and then decided you want
to save them, click Save, then enter a Name and Description.

Family or Member Selections

The Family Selections tab is used to select families to include in a report. It is available with family and
financial reports, but not member reports. Member reports have a Member Selections tab that is similar
to the Family Selections tab.

Selection Family Delinguency | Additional
Information ~ Selections | Selections Selections
Families
() Include ALL familiez.
OR
O Include Families with ID / Envelope Numbers: {Sample Use: 1, 2, 10, 30:100)
oR

@' Include ANY of the following families:
als]e|olEl Flel Al ] o] k] L] wl nl o] Bl 2l Rl s] 7] ] vl wl x| ¥|z]

Selected Name IDVEnv
I_ Aaron, James{Amstel-Aarcn,Jane) Mr. 111 100
|7 Abbott, Harcld{Connie), M/M 41
T AbelCarl Mr Sr 401
I Abel, John{Bessie),M/M,Sr. 4
[T Abetts Marvin{Louise), M/M a0
¥ | Abraham Annie,Ms. 179
' Abrams, George{Betty). M/M 101
I_ Adams, Gomez{Motitia), MM 189
B [ | Adamsefireyilinda) 102
W Adams,Jesse{Sandra), M/M 104 w
Clear All Quick Lookup

Fig. 9-29.

e Include All Families — Select to run the report for all families in the data.

¢ Include Families with ID/Envelope Numbers — Select to run the report for specific IDs or a range
of IDs. Use a colon (:) to indicate a range. Separate ranges with commas. For example, 1, 5:10,
100:999, 1500.

e Include ANY of the following families — Select to include specific families. Select the families in
the list. To quickly clear your selections, click Clear All.

e At the top of the tab, click a letter to jump to that place in the list.
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Quick Lookup — Click to quickly jump to a specific record in the list.

Additional Selections

Use the

Additional Selections tab to create a specific set of criteria for a report. The fields and values

available depend on the type of report being run. You can use the selections on this tab to filter your list
of report criteria to a very specific level, for example:

All families living in a specific city.
Any members with a specific keyword, such as grade, talent or ministry.

All families who have given over $1000.

_J) Choose ecords where &l of the conditions in the following sub-secticn are true

A) Eam.Ciby ts wqual Ie AT

¢ Chck bt 1o add nesy condition »

Acdhditional
Selections

Fig. 9-30.

When you click the small oval icon J , two options display:

Add Condition — Add a new field, relation, or value condition line.

Add Sub-section — Add a new set of criteria to be considered as a group. Condition statements
within the subsection will be evaluated, in order, before condition statements outside of the
subsection.

As conditions are added, a numbered button displays beside the statement. When you click this button,
the following options display:

Delete Current Row — Remove the highlighted condition line.

Enable/Disable Row — Condition lines can be turned on and off without being deleted, which
allows you to test conditions and combinations more quickly. Any disabled rows are considered
when the report is run. Disabled rows are gray.

_j Choche receds whase All ol the conditicns in the Tallowing sub-seclion are bus
@) Eam.City i3 egual io Phosnie &7 =nd
2] Any of tha conditions in the follosing sub-section are e
_EJ Fam Dats Regiviersd is greaier tham of egial o 01012012 o
23 Fam.Mum Children iz greaber than

< Click hete 1o 2dd new candibon »

Fig. 9-31.

Each condition line relates to others of the same level in one of three ways:

All — Only items that are true for each condition in that section or subsection print on the
report. This is the same as a logical AND.

Any — Items that are true for any of the conditions in that section or subsection are printed. This
is the same as a logical OR.

None— If none of the conditions are true in that section or subsection, then the family/member
is printed. This is the same as a logical NOR.
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Condition Lines

Each numbered line is a separate condition that is decided when the report is run. The lines have the
general format of Field — Relationship — Value.

<Click here to add new condition> — Click to add a new condition line with the same level as the one
above it.

Field — To select a field, click the field hyperlink to view a list of fields pertaining to the type of report
you selected. Click the triangle next to a group to see the fields within it. The fields you select determine
the list of values you can select from.

When creating a member report, if you click the first field, then expand the Mem list and select Is a
Parent, your values would be limited to Yes or No. If, on the other hand you select Ethnicity, the list of
possible values is much greater. The condition statement Mem Is Parent is equal to Yes produces a list of
all members who are parents. When building conditions, right-click on the field name to view a popup
containing more detail about the field.

Relationship — This is a logical (mathematical) operator, such as =, <, or >.

e Isequal to — Field = Value. Example: Fam City is equal to Phoenix.

e s not equal to — Field # Value. Example: Fam State is not equal to Arizona. This relationship is
useful when you want everything other than a specific value.

e Isless than — Field < Value. Example: Fam ID/Env Number is less than 3000.

e Isless than or equal to — Field < Value. Example: Fam ID/Env Number is less than or equal to
3000.

e Greater than — Field > Value. Example: Fam ID/Env Number is greater than 3000.

e Greater than or equal to — Field > Value. Example: Fam ID/Env Number is greater than or equal
to 3000.

e Isinlist — The field is within a list of values. Each value must be in quotation marks and
separated by commas. Example: Fam City is in list "Phoenix", "Glendale".

e Is notin this list — The field is not within a list of values. Each value must be in quotation marks
and separated by commas.

e  Starts with — The field has the same beginning character or characters as the value in question.
Example: Fam Name starts with A.

o Does not start with — The field has a different beginning character or characters than the value
in question. Example: Fam Zip does not start with 85.

e Contains — The field includes the value. Example: Fam E-Mail contains "hotmail". This returns a
list of all family email addresses that include the word "hotmail."

e Is not between — The field falls outside of two values. Example: Fam ID/Env Number is not
between 300 and 800.

e Is between — The field falls between two values. Example: Fam ID/Env Number is between 300
and 800.

e Is ever equal to — The value in the field is equal to at least one of the fields entered. You could,
for example, enter three conditions: Ministry is ever equal to Choir, Ministry is ever equal to
Hospitality, and Ministry is ever equal to Baby Sitting. When you run the report, if Ministry is ever
equal to Choir, Hospitality, or Baby Sitting, the member’s name is included in the report.

e Is never equal to — The value in the field is not equal to one at least one of multiple fields
entered. You could, for example, enter two conditions: Sac. Confirmation is never equal to Yes,
and Sac. Confirmation is never equal to Approximate. When you run the report, if Sac.
Confirmation is never equal to Yes or Approximate, the member’s name is included in the report.
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Value — This is a variable, or the value you use to test the field. Do not use dollar signs, commas,
asterisks, or question marks. Examples could include: "Phoenix" or "Glendale".

e If the relationship is "Is in list" or "Is not in list", enter the value in quotes and separate items
with a comma.

e Ifthe field is a keyword or table field, such as "City", or a program-controlled list, such as "Month
of Birth", click the Value hyperlink to select a variable.

To add report criteria

1. Inthe Selection Information window, click the Additional Selections tab.

2. To select a conditional relation, click the All hyperlink in the Choose records where All of the
conditions in the following subsection are true statement. Insert conditions and subsections, if
any.

3. To add a new condition, click <Click here to add new condition>, or click - beside Choose
records where All of the conditions in the following subsection are true. Then, select Add
Condition or Add Subsection.

4. To delete a condition or subsection, click the numbered oval A peside the condition statement,
and then click Delete Current Row.

When you're finished entering conditions, click Preview.

If you plan to use this report criteria in the future, click Save to keep your selections.

Clear Additional Selections — Click to remove all condition lines.

Exclude rather than Include selected records — Selecting this check box will change the main condition
phrase at the top of this window from Choose records... to Exclude records.... The program will now
exclude all items that match the conditions given and print the rest.

Use Optimizer — In most cases, to improve the speed with which PDS searches for records that match the
conditions you set, select the Use Optimizer check box.

Selection Examples

Here are some examples of additional selection that you can use to print particular types of reports.

Example 1

Select families who registered between January 1 and June 30. There are two ways you can do this:

] Choose records where All of the conditions in the following sub-section are frue

L] Fam.Cate Registered is greater than or equal to 01/01/2012 and

2] Eam.Dste Reqgistered s less than or equsl to 08/30/2013

< Click here to add new condition »

Fig. 9-32.

) Choose records where Al of the conditions in the following sub-section are true

1) Fam.Cate Reqgistered is between 01/01/2013 and 08/30/2013

¢ Click here b add new condtion »

Fig. 9-33.
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Example 2

Select families with Family Keyword Description is equal to Founding Family or Active in Block Watch.
There are two ways you can do this:

] Choose records where Any of the conditions in the following sub-section are true

L] Fam Keyword. Desoription is equal to Founding Family or

2) Fam Keyword Description js egusl to Active [0 Blodk Watch

¢ Click here b add new condtion »

Fig. 9-34.

] Choose records where Any of the conditions in the following sub-section are true

L] Fam Keyword. Desaiption isin list “Adtive In Blo Watch" "Founding Family”

¢ Click here to add new condtion »

Fig. 9-35.

Example 3

Print families whose ZIP code starts with "85."

) Choose records where Al of the conditions in the following sub-section are frue

] Fam.Zip starts with 85
¢ Click kere to add new condition »

Fig. 9-36.

Example 4

Print families who live on Bell Road.

_J Choose records where All of the conditions in the following sub-secticn are true
1) Fam.Address 1 contsins Bell

¢ Click here to add new condition »

Fig. 9-37.

Comparing Selection Abilities
When is it better to use the family or individual selection tabs versus the Additional Selections tab?

Use the family or individual selections tabs to specifically select a family or individual. When you use these
tabs, reports run much faster because the program does not have to search the entire database to find
the information you want to print. When possible, use these tabs.

Use the Additional Selections tab to select families or individuals based on something other than their
name or ID. Additional selections is more powerful and flexible; however, reports run much slower
because the program must search every record to find those that match the conditions.
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Previewing the Report

Once you have selected the information to include in the report and the order in which you want it to
print, click Preview. The Preview window displays how the letter or report will look.

'ﬁﬂapnrﬂ'rwim Family Welcome Letter - |E|@

Pk Fata ,;F:.g:y.\&m
10260 N 25K ¢ Ule, Fuite 230
P aanin, _'z{; SEO2I_SEOY
{603) 7as-0595

Way 21, 22

Wr. & Wre JeffVan Loan
PO Bax 322
Pears AZ BS3300322

Dear Mr. & Mra. Wan Loon,

rou have just regstered st Pare b Dats System. The word ‘regeier’ does seem o be &
rather oold word and does mot oonvey what we wish it to, namely weloome. Regsiering in o
church B more than signing up. It & the sdonowledgement of 8 mutual relmions kp thet exets
between us beoause we ore brothers and sisiers who's hare fe same faith and hope

Iirdrermmrnbs s fmemdd be Seemmb mor e mmmnn med e nmne dmr omma snedbee Yas s

Uagnification: Full Vidth Page: 1 Commands
Zaoomin || Zoom Qut PFrnor Pags| | Mext Page Back Brint
Full Width | | Full Page First Page Last Page o fo page: Closa
Fig. 9-38.

In this window, "what you see is what you get." Examine the report for the following:

e Margins — Are they set the way you intended? Sometimes, if you select Smallest Margins, the
report prints very close to the edge of the page. You probably would not want this for a letter.

e Styles — Make sure other styles, such as fonts, letterheads, closings, page numbers, and dates,
are the way you intended.

e Selections — If you used selections, make sure the report is printing the information you
intended.

To return to windows to make changes, click Back. To view the report better, use the Zoom In, Zoom Out,
Full Width, and Full Page buttons. If your report is multiple pages, use the Prior Page, Next Page, First
Page, and Last Page buttons. To go to a specific page of the report, in the Go to page field, enter the page
number.

When you are ready to print the report, click Print.
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Printing the Report

To access the Print dialog box, click Print Report in any step within the report wizard.

Print
Printer

Mame: HF Photosmart 2700 series

Where:

Page Range

@ Al
Current Page
Fages

Enter page numbers and/or page ranges
separated by commas. For example, 1,3,5-12.

Frint to File

Type: Adobe Aocbat (. pdf]

Where: ChLetter pdf

=)

Copies

NMumber of copies:

1 =
I% ﬁ I Gollate

Print |A|I pages in range -

OK Cancel

Fig. 9-39.

In this window, select to print all or selected pages and enter the number of copies. Once you have made
your selections, click OK to send the document to the selected printer.

Print to File

You can send any report to a file so you have an electronic copy that you can save, forward, archive, etc.
In the Print dialog box, select Print to File.

In the Type drop-down list, select the file type, and in the Where field, enter the location where you want

to create the file. To select the location, click D To open the file once it is created, select View the
file. To open the folder of where the file is located once the file has been created, select Open Folder. To
see more file options, select Show advanced dialog. Once you have made your selections, click OK to
send the document to the selected printer.

/| Print to File
| View the fil |0 Fold
Type: |AdGbEAn'cbat{.|}df} v| 1w the file £ R
Show advanced dialog
Where: CoLetter pdf |:|
OK Cancel
Fig. 9-40.
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Sending Letters by Email

You can send letters or statements by email instead of regular mail.

Email addresses are in multiple windows throughout the program. You can enter email addresses for your
reference without sending letters and statements to them. However, to mark an email address so that
email is sent instead of regular mail, enter the information in at least one of the following areas:

e  Family Primary Information — Enter the family's email address(es) in the Emails section in the
Primary Information section of the Families window. Select Pref. if they prefer to receive email
over regular mail.

Emasails
Email Address Desc Pref Unl B
» jivanloon@PD5Demo. com WV [
jfissumerhome@PLShem. . W [~
Ims et Line Delete Rearder
Fig. 9-41.

e Members Information — Enter the member's email address(es) in the Emails section in the
Communication section of the Members window. Select Pref. if they prefer to receive email over
regular mail.

e Billing Address — You can send financial statements to people other than the family by adding
contacts in the Billing Address section of the Contributions window. Enter the member's email
address(es) in the Email section, select Send Email Over Mail, and indicate when to send
statements to which address.

Mame: Andersen, Mary, Mrs. E|

Email: Mary. Andersen@PDS0emo.com |[E]
/| Send Email Cver Mail

Fig. 9-42.

To send correspondence by email

1. For each family, enter the email address in one of the locations listed above, and select Pref. or
Send Email Over Mail.

Select a report to print.

When selecting the families or individuals to include, on the Selection Information tab, select
Email the Letter if, and select either Preferred is Checked or Has an Email Addr. To send the
letter/statement to all email addresses associated with the individual or family, select Send to
Multiple Emails.

Sortation

SortOrder: ID Number |-

| Email the Letter If: Send to Multiple Emails
@ Prefemred is Chedied Has an Email Addr.

Include Family Relationship Courtesy Copies

Fig. 9-43.
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(‘9/’ Useful Information
If you select Has an Email Addr, the program sends the email even if Pref. is not selected in the Families

window.
If you're running a member report, you can also select to send the letter to the family's email.

4. Click Preview. The program builds a list of those who should receive regular mail and those who
should receive email.

5.  When the build is complete, click OK to display the first letter or statement to be printed. Review
the first few records for accuracy before you continue.

(1)
< -/) Useful Information

This is only a preview, and the actual output may differ. Email previews don't display.

Click Next, or close the preview window. The Sending the Email dialog box displays.
Complete the information on the Email Message tab and the Email Server Setup tab. For more
information on these tabs, see Sending the Emails section of this chapter.

8. To begin transmitting your email messages, click Start Email. If there's an error connecting or
with any single transmission, you can print the record and create a letter or statement for regular
mail.

(i)
('--Z) Useful Information

When printing mailing labels or envelopes to match a letter or statement, exclude those letters or
statements that were sent by email. To do this, on the Selection Information tab for the label report,
select Skip the Label/Envelope if Email.
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Email Message

The Email Message tab contains message information.

Semding the emails (29 emails) @
Email Message | EmaiServer Seup |
Fram: Parish Data Syzcem
Reply Email Address: pespho parishdatsing oom
Subjed Lins: Letter fram Parish Cats Sysiem
Other File Altachmenty - Add File
Clear Files
'
Type of Email

@ Emall &5 Images. Thisrepos is snt 85 HTML amail with embedded |peg piciures.
JPeg File Queality 109 (1% o 100% with 100% best quality but slcwest)

| -_;.Adjn:tﬂ': margins on the email io make il prinl befier on some computen.

Email as Text. Thiswill not have sny geaphics, any signature, or spedal foois.

e BS O 30Me OoMmpuien

Email & PDF deasmant anashmant
The letier can have graphics ond o signabee. The redplent must have the fee
Adobe Aoobat Reader installed to open the atiachment

Previcw. = Back Sinrt Emnil Cancel

Fig. 9-44.

From — This defaults to the name of your organization in the License window. You can edit this field.

Reply Email Address — This defaults to your email address if you entered it in the License window. If it's
not in your License window, you can enter it here.

Subject Line — This defaults to "Letter from <your organization name>." You can edit this field.

Other File Attachments — Click Add File, and browse to the location of any file you want to send with the
email. Click Clear Files to remove the attached files.

Type of Email — You can send three types of email. Select an option based on your preferences.

e Email as images — Select to send the text as an HTML email. This works with most email
programs and keeps most of the format of the printed letters or statements. It doesn't require
the recipient to have Adobe® Reader to view the image.

e Email as Text — Select to send the text of the letter without using an attachment. The formatting
of this email doesn't look exactly like the letters or statements you send out in the mail. Most
notably, it doesn't include pictures or bitmaps, which means digital letterheads, logos, and
signatures don't display. While this option can be received by most email programs, it produces a
visually-simple email.

e Email with a PDF image of the document as an attachment — Select to send a brief note in an
email with an attachment that can be viewed and printed with Adobe® Reader. This produces an
email attachment that looks exactly like the letters or statements you printed. However, the
recipient must have Adobe® Reader to view it.

0 If you select to email the statement or letter as an attachment, click the Attachment
Resolution drop-down list to select the resolution. The resolution only affects images
contained within the PDF. With a higher resolution, the images are clearer. However,
the file size increases and takes more time and bandwidth to email.
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0 The Email Body field defaults to a message with your organization name and explains
that the attachment should be viewed with Adobe® Reader. It also includes a link to
download the reader if the person does not already have it. You can edit this message.

Preview — Click to view the letter to be emailed. The email itself might look different depending on your
email format settings.

Start Email — Click to email the letters to all the selected families or members.

Email Server Setup

The Email Server Setup tab contains technical information for connecting to your email server. Obtain the
required settings from your system administrator or Internet provider.

Sending the emails (29 emails) (=]
Erad Message  Email Server Setup |

Email Sarves [SMTE)

Ernail Seree Pest 25

Sanver Requines Authentication

Sadver Limits Emails

| It an Ereor Doous, Detay 30 Seconds and Fatry Onos

Disconnedst and Reconnes Al Every Email

Preview < Bock Sdnrt Emnil Cancel

Fig. 9-45.
Email Server (SMTP) — SMTP stands for Simple Mail Transfer Protocol. Obtain these settings from your
Internet provider's website or system administrator.

Email Server Port — The default setting is 25. However, you can obtain this setting from your Internet
provider or system administrator.

Server Requires Authentication — Select if your server requires authentication. Enter your email account
name and password. Select Use TLS (Gmail) or Use SSL (AT&T) if either of those is your email server.

Server Limits Emails — Some servers restrict the number or size of incoming and outgoing email
messages. If your server does this, select this check box and enter the values.

If an Error Occurs, Delay 30 Seconds and Retry Once — Select to resend the emails after a 30-second
delay in the event of an email server error.

Disconnect and Reconnect After Every Email — Select if you want your server to disconnect and
reconnect after sending each email.
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Preview — Click to view the letter to be emailed. The email itself might look different depending on your
email format settings.

Start Email — Click to email the letters to all the selected families or members.

Logging Letters

In the Letters, Visits, Etc. section of a family or individual's record, you can track correspondence. After
you print a letter report, the program offers to log the letter correspondence in the Letters, Visits. Etc.
section of the family or individual records.

Log the Letter/Label @
The Families window provides a field to record Letters, Visits, Calls, Etc. Complete
the fields below, and click Log the Letters/Labels if you want to enter a record that
this letter was sent. If vou do not want a record of this letter being send, click Do Not
Log the Letters/Labels.

Description: Family Welcome Letter
| Log the Letters/Labels and Mark them as: |v
Log the Emails and Mark them as: |v
Note:
Log the Letters/Labels Do MotLog the LettersiLabels
Fig. 9-46.

Enter a Description of the letter and select one of the log options. The options in the drop-down lists are
keywords from the Letter Types keyword list. You can also enter an optional Note.

To automatically log the history of the letter correspondence, click Log the Letters/Labels. If you do not
want to keep a record of this letter correspondence, click Don't Log the Letters/Labels.
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Creating a Custom Report

The Select Report window has three command buttons labeled Add, Delete, and Copy.

Before adding a new report or modifying an existing report, preview the existing reports to determine if
there's one similar to what you need. It's much easier to modify an existing report than it is to create a
new one.

If you locate a report that's similar to what you need, click Copy to duplicate the original report and place
it in the Easy Report sub-list. The report name is preceded by "(COPY)," and then you can edit the report
name.

Select Repornt:
@ Family Reports Show Only My Reports
All Reporta Open All | Clase All
A Lsting Repors a
Farmwiy Quack Listing
- -

amity Full Listing
A

F . Member Count
Famity Lettes History Lise -
Add ele @ Reorder User Reporks.

Fig. 9-47.

To copy a report

1. Onthe Reports tab, click the button related to the type of report you want. Click the triangle
next to each group of reports to expand it and see the individual reports.

(i)
(\) Useful Information

You can also click Reports in the left navigation pane of any major program area to access the
list of reports related to the data in the current window.

Select a report, and click Copy. The report is added to the appropriate Easy Reports section.
Click Next. Edit the name and description to describe the purpose of the report.

Select a report owner, and designate report access.

vk v

Click Next and follow the Reports wizard to define and customize the report.
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If you can't locate a report similar to what you need, click Add to create a new report and place it in the
Easy Report sub-list. The report name is preceded by "New <type> Report". Example: New List Report.

Add Report (]

Advanced Reports |

Add a listing style report. The items in this report

List
s are chosen by you from a list of available: fields.

Letter Add a new letter. The body of the letter is defined
by you.

Label Add a new label report. The information printed
on the label is defined by you.
Add an envelope report. The information printed

Envelope
P on the envelope is defined by you.
Erow Add a Form style report. Thiz is like a label but includes

the entire page.

Custom Report Add a new report from another zource.

Add an export report. The information exported is

Export
b defined by you and written to a file.

Cancel

Fig. 9-48.

To add an Easy Report

("}) Useful Information

We recommend outlining the information you want on the new report and making notes about the
formatting of the new report before adding it. This gives you something to work from in developing your
new report. Select a major category where the report will reside.

1. Onthe Reports tab, click the button related to the type of report you want. Click the triangle
next to each group of reports to expand it and see the individual reports.

(i)
('-») Useful Information

You can also click Reports in the left navigation pane of any major program area to access the
list of reports related to the data in the current window.

2. Under the appropriate reports section, click a report name, then click Add. The Add Report dialog
box displays.

3. Onthe Simple Reports tab, click the type of report you want to create. The new report will be
added to Easy Reports section within the report group you selected.

4. For some reports (list and export reports, for example), the List of Fields to Print dialog box
displays. Define which fields you want to include in your report. For other reports (letter, label,
and envelope, for example), the Editing window displays, and you can define the content of your
correspondence.

5. Edit the name and description of the report. Select a report owner, and designate report access.

6. Save your changes, and follow the remainder of the Reports wizard to define your report.

0
@ Useful Information
The Add Report dialog box also includes the Advanced Reports tab and the buttons Report, Letter, or
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Label. This requires that you use the Advanced Report Writer to create a report.

We don't provide support for the Advanced Report Writer; however, for an electronic copy of the ARW
user guide, on the File menu, click User Guides > Advanced Report Guide.

You can save Easy Reports to a reusable storage device or hard drive to protect your information against
loss. You can also install your Easy Reports on other computers in your office or share them with other
parishes.

To save an Easy Report

1. Add or modify a report. For more information on creating easy reports see Creating a Custom

Report.
2. Inthe Select Report window, select the report that you created.
3. Click Save as Custom Report.

4. Inthe Save Custom Report Files dialog box, find the location where you want to save the report.
Enter a file name, and click Save.

Five file types can be associated with an Easy Report, but some only exist with certain types of reports.
You can create files with the following extensions: .udr, .cr, .rtf, .ini, and .rtm. The .cr file is the primary file
and the only one displayed. The .udr, .rtf, and .ini files are related to the .cr file.

e The .crfile is only saved as a custom report. The .cr file is the primary file and the only file that
displays.

The .ini file contains settings from the last time you ran the report. It doesn't exist until you run
the report again.

The .udr file contains default information.

The .rtf file is only used when you use the letter editor or label.

The .rtm file only exists for Advanced Reports.

You can install Easy Reports written by other PDS users in your organization.
To install an Easy Report

1. Inthe Select Report window, click Add.

2. Inthe Add Report dialog box, click Custom Report. The Browse dialog box displays.

3. Inthe Look In drop-down list, select the appropriate storage drive. A list of custom reports
displays.

4. Select the file name you want to add, and click Open. The report is added in its proper category.

9 - 34 ¢ Reports PDS Church Office Training Manual



Reordering User-Defined Reports

After you create several Easy Reports, you can reorder them in the Select Report window. You can also
create new subgroups to use for further organization of your reports.

Select Report:

G Family Reports |:| Show Only My Reports

(") All Reparts Open All | Close All
4 Family Reports ~

I Listing Reports
I Letters'Statements
}» Label/Envelope Reports in Upper Case
}» Label/Envelope Reports in Mixed Case
|+ Rolodexindex Cards
}» Dsts Exports’Envelope Companies
F | Family Easy Reports
My User Created Letter Report
Iy List Report 1
Mailing Export Sample

m

Family Export for Exporting and Mapping
Iy Mew Mew Form
Iy Family Mailing Label

Iy Envelope Report

Iy Family Email Listing

Iy Family Welcome Letter
Iy Family Census Letter

Iy Family Basic Listing

Iy Family Street Quick Listing

Iy Family Street EEls.i‘E:3lﬁ,.;a.n..—._.__m.|I|L -

Add | Delete || Cop§

Reorder User Reports

Filename: PD51213

Fig. 9-49.

In the Select Report window, click Reorder User Reports.

Reorder User Defined Reports

User Defined Family Repors

Family Essy Reports
Wy User Craated Lates Rapat
My List Report 1
blailing Export Sample
Family Expart for Expating and Magging
My Mew Mew Farmi
Wy Family Malling Labal
My Envelope Report
by Family Email Listing
My Family Welcmme Leiter
My Family Cenius Laties
My Family BasicListing
by Family Street Quick Listing
Wy Family Sireet Basic Report

Add a Section Mame Bemove This Section Name Save’DK  Cancel

Fig. 9-50.

This dialog box only displays user-defined reports created in the selected report category. Use the arrows
to move the selected report up or down in the list, or select and drag a report with your mouse.

To add a section to organize the reports in this list, click Add a Section Name. In the Current Section
Name field, enter the name of the new section. Use the arrows to move the section up or down in the list.
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In the example below, a new section was created entitled "My Correspondence" and the arrows were

used to move three reports into the new section.

User Defined Family Reporis
=
My User Craated Laticer Rapat
My Family Weloome Letter
by Family Census Letter
Family Easy Reporis

Wiy List Reged 1 s
Mailling Export Sampla ¥
Famity Export for Exparting and Mapging E

Ky Mew Mew Fom

My Family Mailing Laksl

My Envelopa Rapon

Ky Family Email Listing

My Family Bassc Listing

My Family Sirest Quick Listing
Wy Family Street Basie Reped

Cusreni Secian Name: My Comespondence

Add a Section Hame Remove This Section Mame SavelQW | Cancel

Reorder User Defined Reports ==

Fig. 9-51.

The next example displays the Select Report window after the reports are reordered. Keep in mind that
each new report is added at the end of the last section, so you may want to reorder each new report after

it is created.

| 4 Family Reparts -
[+ Lising Repors
b LetterSiatements
[ LabelEnvelope Reports in Upper Case
[+ LabelEnvelope Reports in Mixed Case
[r Rolodexindex Cards
[+ Dain ExpostsEnvelope Companies
]y Gomespondenoz
Iy User Crented Letber Bepor:
Iy Eamity Weloome Letier
by Famity Census Leter
4 Family Easy Reports
Iy Lisz Report 1
Kailing Expor Samale
Family Expor for Exporting and Mapping
Iy Mew Mew Farm
Iy Famity Mailing Label
My Envelope Report
Wy Famaty Email Listing
Wiy Family Basio Listing
Wiy Famaly Shreet Quick Listing -

Fig. 9-52.

il
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Modifying the List of Fields to Print

To create a new list report, in the Select Report window, select the report category where you want to
add the report, then click Add > List. The List of Fields to Print dialog box displays.

List of Fictds to Print

Figles svailabls bo print: Figlds you want i peint:
4 Fam =
[ Fam - Detnil
[ Fam Keywoed
[ Fam Leties
| Fam Pnone
A Mem

| Bem - Detail
[ At
| Bamground Ghi
I E il
b Keyaceds
[ Letier
b Ministries
P Gtner Aeq Poaition Same Column and Line -
b Phons Widsn:
P Sac
P Soolist
| SacExtra
| San Sponsor
P Sac General
| Talents

L

Properties of the fizld seleced sbove

Heading: -

Left Label,

________ — || Ty to mesge lines iogether

SavelOk Cancal

Fig. 9-53.

Or, if you have a list report that you like and want to modify it, select the report and click Copy. In the
Overview window, click one of the layout links or click Next until you reach the Layout window. In the
Layout window, click Modify the List of Fields to Print.

Select the fields as you would in a listing screen. Each selected field begins a new column.

Fields you want to print: Properties of the field selecled above

Bl v Courm g
Fam Name

Fam Address Blodk Width: 10 Word Wrap:

Fam Keyword Description

Fam E Mail Heading:  (D‘Env

Fam Family Status =

Left Label:

Fig. 9-54.

In the Position drop-down list, select where you want to place the field. Choices are New Column, Same
Column but on a New Line, or Same Column and on the Same Line.
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In the example below, the Name will print in the same column and line as the ID Number, and it will be

indented three spaces.

Fields you want to print:
Fam IDVEnv Number

Fam Address Blodk

Fam Keyword Desaription
Fam E Mail

Fam Family Status

Proparties of the field salecled above

Pesitfion:  Same Column and Line
Draw & line above this field; [ |
Indent: 3

Left Label;

Word Wrag: |V

Fig. 9-55.

In the example below, the Email Address will be in the same column as the keyword description, but will
be on a new line and will display a label on the left.

Fields you want to print:

Fam IDVEnv Number
Fam Mame

Fam Address Blodk

Fam Keyword Desaription
Fam E Mail

Fam Family Status

Proparties of the field selecled above

Position:
Dvaw & line above this fisld:
Indent: o

Email

Left Label;

Same Column, Mew Line -

Fig. 9-56.

To place a line between this field and the one above it, select Draw a line above this field.

Setting the Label Layout

The Label Style section contains multiple label formats, including some manufactured by Avery®. You can
select a label style from the Style Name drop-down list. Label layout and the text of the label are the
formatting elements that make up your label design. To add new labels or modify existing ones, click Edit

Style.
Label Layout:
Labal Styla
Etyle Name; | ACS 12215 w | Edit Style
Degcriphion: 1° H=2 259%W. 3 up
Coplas 1 Rumbar el Labaks b Skip: a
. | (Thies will include sublotals whan
L N L] sorting by ZIF or EZ-Mail)
Fig. 9-57.
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Edit Label Style

Label Style Names Description -
P ACS 12215 1"Hx2 2% W, 3 up
ACS 12220 1"Hx & W 2up
ACE 12230 ZTH®3 104 W, 2 up, Tray Tage
ACS 1224 2°Hx3 14 W, 2 up, Tray Tags
ACE 12300 2187 Hu 3127 W, 2 up, Badge nger -

Style Name: ACS 12215

Descriptian 1" Hx 2 2 W, 3 up

Page Margins (in inches) Label Dimensions (in nches)
Top: 0.500 (& Haight: 1.000 | &
Betlom: 0.500 (& Widih: 2430 &
Left: 0,150 [= Space Between Aows: 0.000 | =
Righ: 0.000 &= Tpace Belween Columns: 0.120 =
Contnuous Form: | Humber of Cokumns: 1=

Ins et Style i

Dalete Style

Fig. 9-58.

In the Edit Label Style dialog box, you can set all parameters required to print a sheet of labels, such as the
margins, height and width of the labels, space between each row and column, and the number of

columns. Once you have made your selections, click Save, then Close.

In the Label Layout window, in the Copies field, enter the number of labels to print per individual. You can

reuse partially printed sheets of labels by entering the number of labels to skip.

f
& Important Note

Only do this if you are printing to an ink-jet printer. PDS does not recommend running partially printed

sheets of labels through a laser print because the label could peel off inside the printer.

To modify the layout of the address information, click Modify the Layout of the Address Information.

[ Editing: Family Mailing Labal File: C:\PDS_Church\Data\Reports\PDSAP...  — (= |5
Fle Edt wiew [Ineert Format Table

[ B aged SESEEEE | neetrien || msediit [ insen Other |

T A o .m.0-8-0z0 EESEE F
..c-g‘---1---:z----1---4---s

kPostal Fam Mailing Mame>
<Postal Fam Address Block=

L (] ¥

Reload Deault Text 0K Cancel

Fig. 9-50.

This is the same editor you use to create letters. In this editor, you can select the font, enter text, insert
fields, etc. When you set up or modify the layout of address information, be careful when you indent
fields that may contain multiple lines of text, such as the Address Block. See Indenting Fields.
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Setting the Envelope Layout

The formatting elements that make up your envelope design are the envelope layout, return address
style, and text of the envelope. Before you set the layout design for your envelopes, make sure you select
the appropriate printing options for envelopes.

Select Printern:
Prinfer
ratauit || Properties

Displasc Sl ax Lo

Papar Oriandation
Size: Wy, 10 anvalops, 053,13 in w ) Padrait
Source: | Detault - {*) Landscaps

Fig. 9-60.

In the Select Printer window, indicate the paper size, source, and orientation for the envelopes you are
printing. In the Size drop-down list, select the envelope size. A common envelope size is #10 envelope 9.5
x 4.13 in. Select the source, and select Landscape for the envelope orientation.

Once you have selected the appropriate printing options, in the Envelope Layout window, you can set the
envelope style, return address style, and text of the envelope. To add new envelope styles or modify
existing ones, under Envelope Style, click Edit Style.

Edit Ervelope Style
Envelope Style Names Descripbon -
# & 34 Envelope FETHEE1ZEW
# 0 Envelops IATEHxTIXFW =
B #10 Envelope 41T HETW
#11 Envelope 418" Hx 10 U8 W
#12 Envelops 434 HE1™W -
Shyle Hame: #10 Envelops
Descripbion: 41B "Hx9" W

Envelope Dimensins (in inches) Text kargins (in inches)

Height: 4125 | Tog: z.000 =
Viidih: 2000 | Left s.000 |
Insert Style
Close
Delete Style
Fig. 9-61.

In the Edit Envelope Style dialog box, you can set the envelope dimensions and margins. Once you have
made your selections, click Save, then Close. To add new return address styles or modify existing ones,
under Return Address Style, click Edit Style.
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Edit Fetumn Address Style

Return Address Style Names -
B “Simpsz Return Address I
No Rehurn Address I
POS Sampk
Upper Case Return Address.

Style Name: *Simple Return Address

Return Address

Layaut: - Eddt Layoul

Insert Style Sav /0K
Delete Style Cancel
Fig. 9-62.

In the Edit Return Address Style dialog box, you can modify the return address text. Click Edit Layout. This
is the same editor you use to create letters. In this editor, you can select the font, enter text, insert fields,

etc.

k& Edit Return address - *Simple Return Address = ]
Fle Edt View [Insert Fommat Table

[ £ BN B ESESEEEE [ neetrien || mseniit ][ insenotrer |

[ v -m.-0-08-0B0) BE=SE @
._|1:-g---1---2.--3---4-..5..

| our Mame=
<our Address>
<¥our City State> <Your Zip=

K Cancel

Fig. 9-63.
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Defining Forms

Creating a form report is similar to creating a label report, except that a form takes up an entire page per
family. This is useful for creating information forms for the family to fill out and send back to the church.

To add a form, in the Select Report window, click Add > Form.

Add Report l—-

| Simple Reports | Advanced Repert |

LEst Add a ksting style report. Tha dems in this report
are chosen by you from a kst of available fields,

Add a naw lefles. The body of the letter is definad

Letier
by you

Label Add a new labelrapart. The informatian printad on
the label is defined by you

Envelape A an envelope report. The informalion pnted

on the envelope is defined by you.
Add a Form style report. This is ke & abe] but incldes.
the entire page.

Add a new report from another source.

Gustam Repart
Fxport Add an export repoart, The informabion exported i
defined by you and written fo a file.
Cancel
Fig. 9-64.

A new form is added and the New Form editor displays. In this editor, you can enter text and insert fields,
which gives you the ability to print data that the minister has provided so they can verify it.

[ Editing: (Capy) Elank Pledge Worksheat File: C:\PDS_Church\Data\Repor ts\FDS\PDS2202. rtf =Rl ==
Fle Edt WView Insert Format Table
(o] LE R ESESEEEE [ meetries || imseaii ][ insen other |
v -2 - m-0~-8-HIUuU EE=E W&
‘-E"""'?"'l'"“'"""3"'?
kYour Name> -
Pledge Drive Worksheet
IDVErw elops: Total Mumber of Mambers:
Family Name:
Address: 1
City/State: Zip Code:
Fhones: ( ) ! | J—
Pledge Drive Information
Total pledge amount: $
I wauld like to make payments of: L1
| will be making payments from: / ! 0] / !
The navmant terma | woedd ke tn nea- il
r_ {1} [ 3
Feload Defsull Text Q. Cancel

Fig. 9-65.

9 - 42 e Reports

PDS Church Office Training Manual




Exporting Data

One of the most common custom reports is an export report. Export reports are similar to list reports, but
the data is sent to a file rather than a printer. You can export information to a word processor, a
spreadsheet, Microsoft® Outlook®, or another program.

To define an export report

1.
2.
3.

In the Select Report window, select the report category where you want to add the export.
Click Add > Export. The List of Fields to Print dialog box displays.

To select data fields to include in the report, click Modify the List of Fields to Export. In the
dialog box, under Fields Available to Print, select the field names you want to include. Click the
right arrow button to move the fields to Fields you want to print. Click Save/OK.

In the Overview window, use Edit to enter the report's name and description. If you have access
to designate reports, you can select a report owner and report access. Click Next.

In the Export Properties window, click the File Format drop-down list to select one of the
following file formats:

0 Comma Separated Values (CSV) — Creates a text file with data items separated by
commas. This format includes headings.

0 XML — Creates an Extensible Markup Language file that is useful for sharing data on the
Web.

0 Line/Form Delimited — Creates a file with a line feed at the end of each field and a
form feed at the end of each record.

O Line/Form Delimited With Headings — Creates a file with column headings, a line feed
at the end of each field, and a form feed at the end of each record.

0 Tab Delimited — Creates a text file with data items separated by tabs.

0 Tab Delimited With Headings — Creates a text file with column headings and data
items separated by tabs.

0 Fixed Width — Creates a file that always prints the same number of characters for a
field. For example, if you print ID (10 characters), Name (100 characters), and ZIP Code
(15 characters) in a Fixed Width format, the file will always contain exactly 10 characters
for the ID, 100 characters for the Name, and 15 characters for the ZIP Code. If a field
contains more characters than these, it will be clipped. If the information in the field is
shorter than the character length, the length is filled with spaces.

0 CSV Without Headings — Creates a text file with data items separated by commas but
without headings.

In the Filename field, enter the name of the file you're creating. To open the browse dialog box,
click =

To alter the list of selected fields, click Modify the List of Fields to Export.

Click Next.

Make any additional selections you want. Click Build to export the data to a file.
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Questions

Q: What are the six steps to running a report?

A:

Q: What are the six forms of reports?

A:

Q: How do you access reports?

A:

Q: Your neighbor church has created a wonderful family listing report. How would they save the report?
How would you install it?

A:

Q: What is a style? How many styles can you create?

A:

Q: What are Smallest Margins?

A:

Q: What is Simple Selection - Never Saved?

A:
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10: Setting Up Keywords

Keywords represent data that is used many times in the program. Keywords are saved in list groups and
simplify data entry, eliminating the possibility of spelling errors and inconsistent usage. You have control
over each keyword list. Terms can be added or deleted from the lists as needed and similar terms in the
list can be combined. Examples of keywords include city/state names, phone descriptions, and types of
addresses.

Maintaining Keywords

To access keyword categories, on the File menu, click Keywords.

B o-0nxDhOVyEARE LG s |Parish Data System = Chun
Setup U =

General Keywords ]
Sacraman! Salup b

—

Keywords * Famuly [ Fund Keywords k
System Processes ¥ -

W
Fsed Data ¥ Nember Keywords: L
Buk Mal { CAS5 O e

Perzonnel Keywords k
Backup | Reslore ¥
Tesd i Fix ¥
Data Synchranizakivn ’
User Guides ]
Cnline Resources ¥
Dealer Suppor ]
PCP Support 3
ﬂ Check for Program Update
“ About

Clase
Fig. 10-1.
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If you select any of these keyword list menu items, a keyword maintenance dialog box displays.

Family Status Hames (13 Eniries)

Warning: This list of keywords may also be
uged by another program. Use
caution when making changes.

Dascriplicn -
’ Blended Family

Bredhens
Couple
Exionded Family
Friends
Individual
Mamiad
Multi-Ganarabion

Relatives i

Insert Keywords Combing Keywords
Delete Keywords Prrint

Fig. 10-2.

Close

You can also access the maintenance dialog box from wherever the keywords display in the program. At
the end of a keyword field, click I, then Manage. The keyword maintenance dialog box displays.

Regisbersd: 10052000 || [ | V| Enwalopa Usas ||
Status Married w Laft Parish:
Strept Addr: Clear llanage =
AderLine g | Elenced Family
Buiharn
CityState: Couple
Exiended Family E
Phanes Eriends
Phan Individual
-
B 202) 2785 Multi-Generation i
mnmLmas ——
Fig. 10-3.

If you need to correct a keyword entry, just click the entry and enter the correct text.

Keyword Commands

Each keyword list has four major commands at the bottom of the dialog box that make it easy to maintain
the keyword list.

Insert — Click to add a new keyword to the list.

Delete — Click to remove a keyword from the list. This command removes the keyword from all records
using it.

Combine — Click to overwrite a keyword with another. For example, if you have "New York City" and
"NYC" as city/state keywords, you can combine these entries. All records using those keywords are
changed to the keyword you choose to keep.

Print — Click to print a list of the keywords.

Use the two additional commands, Save/OK and Cancel, to save or cancel changes to the keyword list.

@ If you make a change to a keyword that is used by a record, all occurrences of the keyword reflect
the change. For example, you have phone description keywords of Home, Office, and Cell. If you change
Office to Work, any record with the phone description of Office is changed to Work.

10 - 2 e Setting Up Keywords PDS Church Office Training Manual




Deleting Keywords

To delete keywords, click Delete. In the dialog box that displays, select the entries you want to delete,
then click Delete/OK. This removes the entries from the keyword list and from all records using the
selected keywords. This may also affect other PDS Office programs if you share information between

programs.
Dedete Phone Description Mames .ﬁ.
Mark the Phone -
Descrptions to Delels FITTTELEE NI
» r Answering Service
I Beaper
r Celular :
r Fax
I~ Hems
r Otfice
r Pager
r Visica Mall
Close
Fig. 10-4.

‘\(}) Useful Information

This command requires exclusive access to the database. Only one user can be logged in to the program
to perform this action. If your database includes multiple PDS Office programs, all users must be logged

out of those programs, too.
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Combining Keywords

To combine two entries, click Combine. In the list on the left, select the entry you want to remove, and in
the list on the right, select the entry you want to keep, then click Add to List of Changes Below. You can
combine multiple keywords at one time. Once you have finished adding changes to the List of changes to
be made section, click Combine/OK.

Combine Phone Description Mames -

Select a description to change:Change it to this description:

Answering Service - Answering Service -
Beeper Beeper
I (| cet =
Cetulor I I
Fax Fax
Home Home
Difice: - | |Office >
Addto Listal
Changes Below

List of changes to be made:

Remove a Change

Close
Remave All Changes

Combine Phone Description Names [t

Select a description to change: Change it to this description:

Answering Service - Answering Service -
Beeper Beeper
Cetular (Ceblar |
Fax £ Fax =
Home Home
Oifice Office
Pager = | |Pager x
#Add to Listal

Changes Balow

List of changes to be made:

Change Cel into Celuar |

Remove a Change CombineloK
Remove All Changes Cancel
Fig. 10-5.

@ Useful Information

This command requires exclusive access to the database. Only one user can be logged in to the program
to perform this action. If your database includes multiple PDS Office programs, all users must be logged
out of those programs, too.
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Keyword Lists

The following sections describe the keyword selections on the menu.

General Keywords — These keywords relate to contact information and mass names for mass
attendance.

Family / Fund Keywords — These keywords are used for family and fund information.
Member Keywords — These keywords are used for individual records:

User Keywords — This isthe last item for member keywords. This list contains 11 user-definable
keywords. These keywords display in the member's Personal window.

Personnel Keywords — These keywords are used for personnel records.

General Keywords

The General Keywords category contains keyword lists for Email Description Names, Letter Types, Mass
Names, and Phone Description Names. To access general keyword lists, on the File menu, select Keywords
> General Keywords.

Email Descripbon Mames
Letter Types

[ass Mames

Phone Desaiption Mames

Fig. 10-6.

Email Description Names

This keyword list contains location descriptions for the various types of email addresses used by families
and individuals. Examples include "Home Email" and "Work Email".

[ Email Description Names (4 Entries) =

Warning: This list of keywords may also be used by
another program, Use caution when
making changes.

Desaription -
b| Heme
il
Personal
‘Wilork

InsestDeceriptions | Cambins Deseripbans -
o5e
Del=te Descriplions Print

Fig. 10-7.
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Letter Types

This keyword list contains the types of letters sent to families, individuals or other contacts you may call
or visit. Examples include "Birthday Greeting", "Home Visit", and "Final Reminder".

[ Letter Types (15 Entries)

Warning: This list of Keywords may also be
uged by another program. Use
caution when making changes.

Descrighicn -
" Birhday Greating
Cabendar of Events =
Calendas of Events E-Mailed
Carlificate Sent
Dizciplime Aclion
Final Reminder
Follovw.up Pledps Remindss
Follow-up Thank You

Home Yisr
Important Al -
Insert Type Combine Types
Close
Dielete Type FErint
Fig. 10-8.

Mass Names

This keyword list contains the names of specific occasions for Mass. You can assign the name for the
meetings or gatherings and post information about meetings you want to track. Examples include

"Christmas", "Easter", "Sunday", or "Wednesday". This name displays in the Title Bar and on the Church
Keywords menu.

Mass Namas [t
Warning: This list of keywords may also be
ugzed by another program. Usea
caution when making changes.
Description -
F Chrisimas
Enstar
Saturday =
Sunday
Wednesday
Insert Hames Cambine Mames
= = Close
Dielete Mames Print
Fig. 10-9.
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Phone Description Names

This keyword list contains types of phone numbers people use. Examples include "Answering Service",
"Pager"”, "Cell", and "Fax".

Phone Description Mames (13 Entries) =
Warning: This list of keywords may also be used by
another program. Uge caution when
making changes.

Description -
P‘ Altsrmabe Address
inswening Senvioe =
Business
Car
Cellular
Doem Roorm
Emergenoy
Fax
Hamia »

InsertDescriptions | Gombine Descripions

Deelete Descriptions FPrimt

Fig. 10-10.
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Family/Fund Keywords

The Family/Fund Keywords category contains keyword lists for City/State Names, Family Keyword Names,
Family Status Names and Fund Keywords. To access family/fund keyword lists, on the File menu, select
Keywords > Family/Fund Keywords.

Email Descripbon Mames
Letter Types

fass Mames

Fhone Desaiption Mames

Fig. 10-11.

City/State Names

This keyword list contains the city/state, country code, and default city/state names used in the database.
The default city/state entered in the License Information window is inserted whenever you press Enter on
a blank city/state field. Default values can be overwritten when entering information. You can include
cities in different countries using their appropriate postal code format.

City/State Mames (38 Entries) ==
Warning: This list of keywords may also be used by another program.
Uze caution when making changes.
CifySiata Couniry Aren | ZIP/Posial | -
Hames Coda Code Code

B Apsche Jundisn, AZ usa, 450 85290 E
Aspen, CO usa 570 B1e11
Avondale, AZ 1-1% g23 @833
Bennettwille, 5C U5, Bad 2h612
Boulder, G2 uss 03 2034
Bussys AL usa 223 §5320
Carafres, AZ usa 450 | BRETT
Cave Creak, AT LS, 420 88331
Chandles, AZ Usé, 480 BE2
Darlingban, SC uss 823 29532
El Mirage, AZ usa £33 gE3af =

Daifault City/Stabe: Fhicanix, AZ -
Insert Cities Combine Cities
= = Glose
Delete Cities Frint
Fig. 10-12.

You can add other cities or states to this keyword list.

Default City/State — The city and state entered in the License Information window displays here when
you install the program. When you press Enter or Tab in a City/State field, the default city/state is
entered. If you do not want a default city/state, leave this field blank.

Country Code — Select an option from the drop-down list to determine the format of the zip/postal code.

e USA — Up to five digits.

e Canada — Six characters in the following format: Letter-Number-Letter-(space)-Number-Letter-
Number.

e Other — Up to ten characters.

Area Code — If the majority of area codes in the city are the same, enter a default area code here. This
area code is automatically entered in phone number fields when this city keyword is selected. You can
overwrite the default, if necessary.
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Zip/Postal Code — If the city's zip/postal codes begin with the same three or five digits, enter a default
zip/postal code here. These digits are automatically entered in zip/postal fields when this city keyword is
selected. Then, you only have to enter the remaining digits of the postal code. You can overwrite the
default, if necessary.

Family Keyword Names

This keyword list contains family descriptions or terms used to enter information that is not covered by
other family fields. Examples include "Founding Family" or "Active in Block Watch".

@ Useful Information

In a shared database, each Office program can have its own list of family keywords, but if you want to,
you can share the Church Office family keywords with the other programs. To do this, you must indicate
you want to share family keywords in the Initial Setup window of each program.

[ Family Keyword Hames (15 Entries) ==

Cascriptian -
B Aciive In Blodk Watch

Carmbus Card Returmed =

Fourding Family

Gone In Summar

Incomplete Cennes

Kesp On File

Mail Retummed

Hewspaper

Mo Fund Raising

Hursing Home -

Insert Keywords | Combine Keywords
Delete Keywards Pririt

Close

Fig. 10-13.

Family Status Names

This keyword list contains descriptions for the nature of the relationship of the family members in a
particular household. This information is named Status throughout the program. Examples include "Multi-

Generational Family", "Blended Family", and "Relatives".

[ Family Status Names (13 Entries) ==

Warning: This list of keywords may also be

used by another program. Use
caution when making changes.

Dasariglion -
P Blended Family

Bircdhen
Couple
Extended Famiby
Frends
Individual
Klamad
Wlult-Ganeration

Relatives -

Inzert Keywords | Combine Keywards
Delete Keywords Print

Fig. 10-14.

Close
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Fund Keywords
This keyword list contains terms used in the Fund window to describe an attribute of a particular family
with regard to the funds. Examples include "Cancelled Enrollment", "Non-Contributing Parish", and
"Contributes Once Per Year".

WViarning:

[ Fund Keywords (13 Entries)

This list of keywords may also be

uged by another program. Use
caution when making changes.

Descniglian

| Cancalled Enoiiment
Contribistes But No Pledge
Centribudes Onoe Per Yeas
Conlfibuling Parihioner
Lade Reglsiration
Mo Envelopes
Hon-Catholic
Hen-Contibuting Parigh

& Fixnged Inoomie

Insert Keywords | Combing Keywards
Dielete Keywords Print

Close

Fig. 10-15.

Member Keywords

The Member Keywords category contains keyword lists that are used for individual records such as
Attendance For Names, Ministry Names, Sacrament Date Names, etc. To access member keyword lists,

on the File menu, select Keywords > Member Keywords.

Attendance For Names
Attendance Reasons
Background Chedk De<oriptions
Celebrant Hames

Ethnicity Mames

Grades and Degress
Language Names

[darital Status Mames

IMiember Keywords

Minisiry MNames

Relatiorship Names
Requirement Desoriptions
Saaament Date Names
Spansor | Witness Types
Talent [ Ministry Status Namas
Talenk Names

Lisar Keywords r

Fig. 10-16.
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Attendance For Names

This keyword list contains event names that you want to track attendance for. Examples include
"Meetings", "Ministry Events", "Marriage Preparation”, "Training Classes", or "Sunday Worship".

Attendance tracking is posted to the member’s Attendance window.

Warning: This list of keywords may also be used
by ancther program. Use caution when
making changes.

Dasoription -

B Altar Seneer

Baplism Praparalion

Sible Study

Chair

Christimas Chair

Cemmunity Senioe

Confirmation Prapasation

Eucharnistic Prepanstion

Eamily Counseling

Mamiage Couwnseling -

Inser Attendance Combine Attendance
Delets Altendance Print

Closa

[ Attendance For Mames (23 Entries) ‘

Fig. 10-17.

Attendance Reasons

This keyword list contains reasons for not attending class entered on the member and Attendance
windows. Examples include "Car Accident", "Family Business", "Measles", or "Out of Town".

Attendance Reasons (2 Entries) IE
Warning: This list of keywords may also be
uged by another program. Use
caution when making changes.

Detaripglian -

P D Appi.
Sick

Insert Reason Combine Reason
Close
Delete Reasan Print

Fig. 10-18.
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Background Check Descriptions

This keyword list contains various types of background checks conducted for employees and volunteer
members. Examples include "Employment Background", "Federal Background", "Fingerprint", and
"References". On the member’s Safe Environment window, you can record the description of the

background check, date, result, and important notes.

Background Check Descriptions (4 Entries) [
Warning: This list of keywords may also be used by
another program. Use caution when
making changes.

Dasoription -
P‘ Emiploymsnt Badoground
Federal Bagoground
Fingsdpin E
Referanoes

Insert Description Combine Descripions
Close

Delete Descripbions Print

Fig. 10-19.

Celebrant Names

This keyword list contains the names of those who celebrate Mass or perform other services. Examples

include "Rev. Williams" or "Father Jones".

Celebrant Hames (3 Entries) =
Warning: This list of keywords may also be
uged by another program. Usa
caution when making changes.

Dwsoripticn -
B|Fr Jones
[, Seniith

Ras Williams =

Insert Hames Gombine Names
Dedete Names Print

Closa

Fig. 10-20.
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Ethnicity Names

This keyword list contains the descriptive names for race, origin, or culture. Examples include "Native

American", "Jewish", or "Asian".

Ethnicity Mames (% Entries) =
Warning: This list of Keywords may also be
uged by another program. Use
caution when making changes.
Desigtion -
" African American
Agian
Chingss =
Esilmo
Hispanic
Mative American
Souith Amnedican
South Pactfic
‘White
Insert Ethnicity Combine Ethniciy
Close
Delete Ethnicity Print
Fig. 10-21.

Grades and Degrees

This keyword list contains grade levels and degrees. Examples include "Kindergarten", "Ph.D.", "RN", and

"GED". To arrange the grades in the proper order, click Reorder.

Warning: This list of keywords may also be
uged by anothar program. Use
caution when making changes.

Descriplion -
Pre-Schood
Kindesgaren

B W B
m

~i |&n

Insert Combine || Reorder
Dielete Erint

Close

[ Grades and Degrees (38 Entries) ==

Fig. 10-22.
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Language Names
This keyword list contains various languages spoken by family members. If there are multiple languages
spoken, put the primary language first, followed by a slash. Examples include "Spanish", "English", and
"English/Spanish".

Warning:

English

Spanish

[ Language Names (10 Entrigs)

==]

This list of keywords may also be used
by another program. Use caution whean

making changes.

Desiption

" ChineseEnglish

EnglishFrench
EnglishiGarman
Englisizalian
EnglizhiJapaness
English/Falish
EnglishSpanish

S panish/English

Insert Languages
Delete Languages

Combine Languages
Print

Close

Fig. 10-23.

Marital Status Names

This keyword list contains terms that describe the marriage status for each member in the family.
Examples include "Church Marriage", "Civil Marriage", "Engaged", and "Widowed".

Marital Status Hames (9 Entries) |
Warning: This list of keywords may also be
used by another program. Use
caution when making changes.
Dekiglion -
B Church bamisge
Civil Mamisgs
Diveresd E
Engagad
Living Together
Marmed
Separabed
Singla
Widowed
Insert Statuses Combine Shatuses
Close
Delete Statuses Print
Fig. 10-24.
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Member Keywords

This keyword list contains miscellaneous comments or information not contained in other fields in the
Member windows. Examples include "Bloodmobile Donor", "Needs Physical Assistance", or "School

Computer Lab Volunteer".

Has Visiting

Insert Keywords
Delete Keywords

[ Member Keywords (5 Entries)

Daesoription

F| Bloodmaobile Volunbesr

urie

Hesds Physical Acslstanos
Regular Blood Conor

School Computer Lab Volurdesr

Cambine Keywords
Print

==)

Close

Fig. 10-25.

Ministry Names

This keyword list contains types of ministries. Examples include "Altar Server", "Choir", and "Deacon". To
select specific keywords to move from the Ministry Names list to the Talent Names list, click Move to
Talent List.

Wiarning:

¥ altar Seree
Bany Sistar

Chair

Dasicon

Insert
Dielete

[ Ministry Hames (29 Entries)

==]

This list of keywords may also be used
by another program. Uge caution when

making changes.

Desoipbion

Baptizn Team

Chair-Spanish
Christian Communities

E uchanistic Mimisber
Finanoe Committes

Fund Raising

Combine || Move to Talent List

Frint

Close

Fig. 10-26.
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Relationship Names

This keyword list contains typical relationship descriptions and the default Member Type associated with
the relationship. Examples include "Uncle-Adult", "Wife-Spouse", and "Stepson-Child".

Relationship Names (41 Entries)
Warning: This list of keywords may also be used by another program.
Uze caution whean making changes.
Descriplicn Henl:"lﬂb:ru':fm j
¥ Adepees Child 1
Adult Adult
HAurtt Adutt
[Birth Fathes Adult
Blirth Meihe Adull
Brodhar Adult
Child Child
Cowsin Cther
Dawghles Child -
Insert Relationships Combine Relationships
Delet= Relationships Print Dloze
Fig. 10-27.

Requirement Descriptions

This keyword list contains requirements that members must meet before they can do volunteer work, or
become employed by your organization. Enter a description of the requirements in this keyword list.
Examples include "Orientation Class", "Reference Letters", and "Sensitivity Training".

Warning:

Fingeipeints

Vitus

[ Requirement Descriptions (6 Entries) ==

[ 2 Employmsnt Histony

Culantation Class
Referenoe Lethers
Seritvity Training

Insert Description Combine Descripions
Delete Descriplions Brint

This list of keywords may also be used by
ancther program. Use caution when
making changes.

Dasoription -

m

Closa

Fig. 10-28.
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This keyword list contains sacrament names. Examples include "Baptism", "First Communion", or

Sacrament Date Names
"Marriage".
Sacrament Date Mames (& Entries) =
Warning: This list of keywords may also be
uged by another program. Use
caution when making changes.
Dasaription -
[ 3 Baglizm
Cgnlirm
Dieroemsed £
First Comm
WMamage
Oedanation
Pananos
Recondliation
Insert Mames Combine Names
Close
Delete Names Print
Fig. 10-29.
Sponsor/Witness Types

This keyword list contains types of sponsors and witnesses for various sacraments. Examples include

"Christian Witness", "Proxy", or "Godfather".

Spansar/Witness Types (6 Entries) [
Warning: This list of keywords may also be
uged by another program. Use
caution when making changes.
Dasarigtion &
" Christian ‘WYWitness
Godlathe:
Sodmather -
Promy
Spanzor
Wiiness
Insart Types Combine Types
- Cloze
Delete Types Brimt L
Fig. 10-30.
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Talent/Ministry Status Names

This keyword list contains names that describe the status of a person’s involvement in a talent or ministry.
The status can also identify needs, the willingness to volunteer, or the need for a reply. Examples include
"Actively Involved", "No Longer Involved", or "No Response". To default each status to Involved when
printing reports, enter Yes in the Currently Involved column. This will reduce data entry work.

Talent/Ministry Status Names (12 Entries)
Warning:  This list of keywords may also be used
by another program. Use caution when
making changes.
‘Cusranth -
Desaiption Inmhu;l
|3 Actrwaly lavglved ea
Chaispamen Yas 3
Interesiad Mo
NeedsPending Mo
HepdyAesponded To Mo
Hegalive Responis Ha
Mz Lamged Invalved Ha
Mo ResponseFollowup Mo
Positive Response Mo -
Insert Statuses Cambine Statusas
Cloge
Delete Statuses Prink | §
Fig. 10-31.

Talent Names

This keyword list contains talents or services that a member is willing to provide. Record the status of that
talent or service using terms from the Talent/Ministry Status Names list. Examples include "Carpentry",
"Drawing", or "Clerical Work". To select specific keywords to move from the Talent Names list to the

Ministry Names list, click Move to Ministry List.

Warning:

B Athletics

Baking
Car Pool
Carpentry
Chapemne

Dirarwring
Embroigery
Field Trigs

Insert
Dielets

[ Talent Hames (30 Entries)

=]

This list of keywords may also be used by
another program. Use caution when

making changes.

Daesoription

Baky Sisting

Clerical Work

Combine
Print

Moveto Ministry List

Close

Fig. 10-32.
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User Keywords

There are numerous User Keyword fields. You can assign the name of the keyword, such as "Occupation"
or "District", and set up the options in the keyword list. For example, under Occupation, you can enter
"Accountant”, "Secretary", "Doctor", and so on. By default, the first three User Keyword names are set up.
These can be changed even if you transferred data from an earlier version of PDS. In order for User
Keywords to display on the Personal window, you must assign a name to the keyword.

To indicate what programs can view the user-defined keyword, select the appropriate Use For check
boxes.

Religion (23 Entries)
Warning: This list of keywords may also be
used by another program. Usa
caution when making changes.

Keyword Mame:  Religion
U= For | Churgh

Cesaiplion -

| sssembly of Ged =

Baptist

Buddhist

Cathalie

Christian

Church of God

Congregaticnal -

Insedt Cambine
Close
Delete Primt
Fig. 10-33.
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Personnel Keywords

The Personnel Keywords category contains keyword lists that are used for personnel records such as
Achievement Types, Clergy Keywords, Department Types, etc. To access personnel keyword lists, on the
File menu, select Keywords > Personnel Keywords.

Achievement Types
Clergy Keywerds
Department Types
Education Types
Persornel Keywords
Persornel Types
Fogions

Fig. 10-34.

Achievement Types

This keyword list contains types of achievements, certificates, honors or awards. Examples include "Man
of the Year Award", "Teacher of the Year", "Employee of the Month", "Metal of Honor", etc.

Personnel Achievement Types (3 Entries)

Dwasaription -
3 Employes of the Maonth
Mam of he Year
Matal af Homor -
Purple Mot

Teacher of the Year

Insert Types Combine Types
Cloze
Delete Types Print

Fig. 10-35.

Clergy Keywords

This keyword list contains clergy descriptions or terms used to enter information that is not covered by
other clergy fields.

[ Clergy Keywords (4 Entries) @
Desoription -
B Exteen
Medicaid
hedioans

Ml=dicans Primany =

Insert Deseriplion LCombing Descripbans
- Close
Delete Descriptions Print
Fig. 10-36.
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Department Types

This keyword list contains types of departments used for personnel assignments. Examples include
"Church", "Formation", "School", "Maintenance", etc.

Personnel Departments (8 Entries)
Cesoription -
F Church
Community Cenige
Fiood Pantry
Formiation

Library
Mairenancs
Prg-Schaed
Schoal

Insert Combine Sav aGIH
Dhelete Print Cance

Fig. 10-37.

Education Types

This keyword list contains types of education used for Education/Credentials personnel information.
Examples include "College", "Graduate School", "Seminary", etc.

Personnel Education Types (5 Entries) )
Dasoription &
3 Collegs
Canvanl
Graduate Savool =
High Schoal
Seminary

Insert Typa Combine Types
Close
Delete Types Brint

Fig. 10-38.
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Personnel Keywords

This keyword list contains personnel descriptions or terms used to enter information that is not covered

by other personnel fields.

Personnel Keywords (1 Entries)
Desoripdicn
B TescherAdvocsls
Inzert Descriplion Combine Desci
Dielete Descriplions Primt

Close

Fig. 10-39.

Personnel Types

This keyword list contains types of personnel. Examples include "Priest", "Sister", "Brother", "Staff",

"Volunteer", etc.

Personnel Types (10 Entries)
Dasorgtan
Brodher
Digeesan Pries!
Lay Catechizis
Lioensed Clengy
Permanent Deacon
Religicus Prigst
Seminarian
Slsbar
Stadf
b Velunieer

Insert Types Combine Types
Delats Types Print

=

Close

Fig. 10-40.
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Positions

This keyword list contains names that describe the positions used for personnel assighments. Examples
include "Administrator", "Associate Pastor", "Bookkeeper", etc.

[ personnel Positions (10 Entrias) ‘

Do ption -
Administrator
Assistant Principle
Asesiate Direchor
Asscoate Pastor
Amsposte Produoer
Blookesper
Blusingss Mansger
Catabans Manager E

Catechist
b Counsslcs
Insart Positions Gombine Positions
Close
Delet=Pasitians Print
Fig. 10-41.
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Exercises

Exercise #1 — Make a new user keyword list. Use the following information to complete this exercise:

Create an Ice Cream keyword list, with entries of Chocolate, Strawberry, and Vanilla.

2. Inamember's record, select Strawberry as the member's Ice Cream preference.
3. Return to the keyword maintenance dialog box and change Strawberry to Cherry.
4. View the change in the member's record.

Exercise #2 — Combine two keyword entries. Use the following information to complete this exercise:

1. Inthe Ice Cream keyword list, add an entry of Black Cherry.

2. Ina member's record, select Black Cherry as the member's Ice Cream preference.
3. Combine Black Cherry with Cherry, keeping the Cherry keyword.
4

View the change in the member's record.

Exercise #3 — Delete the Cherry keyword.

Questions

Q: How many user keyword lists can you create? In what window do these user-defined keywords
display?

A:

Q: How many entries can you have in each keyword list?

A:

Q: What are the four commands available in every keyword list?

A:

Q: What is the extra command in the Grades and Degrees keyword list?

A:
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11: Listing Screens

Each major part of the program has a listing screen, including the Families, Members, and Contributions
windows. In each of these windows, in the left navigation pane, click Listing Screen. In these listing
screens, you can view and print a list of records. To display the list in a larger window, click Zoom.

This list bs for wieweing enby. g () S (o0 et ) ) (W00 il e A ) e el e o o e e ot et 1zl
Foaumiy' Mo IDHENY Mumiber Melzaibier M Redationship Straset Addre
P Aoron James(Amstel-Aarcn,,.. 100 Ausron James inrgheop ) ), Head 4254 5 Ramana 51
Abibolt MarokdConsbance) M 41 Abbot Harckd (Rupert KHarry) .| Hesd 7425 N Via Camela
Mo GalrielaliGabe] Grandchid
A Coel Mr_Sr 4o Abal Card{A ) Mr_Sr Haad 5714 E Huber 5t
Bhel Jobof Beszia) MM S 4 Abel Jobn o, Sr Frsiand 1440 N idaho Fod Lini
Abel BessaLink] Mes. Wil
Abel Victorss] Amber JVickd) Coavighter
Alwtts bbarvindl ouiss ) Ui 30 Abeths Marvin . Head 225 E \Wood 5t Apt
Bbetts |ooise(k, {Adams] MrE, | Spowse
Abetts Brisn e Son
Abetts Syssan Mook ) Suws) Child
Abraham Arnis Mo 178 By avim Annie{Fouth ) Mz Hend E1:8 M B5th Way
Abrakam Emanust) {Many] | Chid
Abrams George(Detiy)M 101 Abrames George|C. XyWilly) Mr.  Husband 1460 E Bedl Rl Apl 2
Aberarns ERzabethi Betty )| Bl ... vife
Acimes Ja ttrey  Linda) M 102 Adama Jettren (et bW Havd 1281 8'W Baschienod
Admme Lindallin) Mrs Spourte 3
L4 ¥
Cusiomize View Print List Zoom () Active Only (Vinactive Only (=) Baolh Active and Inactive

Fig. 11-1.

Using the Listing Screen

e To quickly jump to records beginning with a certain letter, click the rolodex tabs at the top of the
window.

e Tolocate a certain record, use the Navigation tools. You can look up a particular family,
individual, or fund.

e Select whether you want to display active, inactive, or both active and inactive records.

e Inactive records display in red. Inactive records display in this window, but do not print in reports
unless you select to include inactive records.

e Inthe grid, rows display in alternating colors so you can more easily view information when
scrolling horizontally.

e Each row displays one item, such as information on a single family. If there is more than one sub-
item, the second item displays in another row. For example, if there are multiple phone
numbers, each number displays in a new row.

e  When the first column is a solid color, it is "locked" and remains visible when you scroll
horizontally. To lock or unlock the first column, click Customize View.
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e When the list is wider than the window size, a horizontal scroll bar displays at the bottom of the
list. When the list is longer than the window size, a vertical scroll bar displays to the right of the
list.

e  You can change the width of any column. Position your mouse pointer on the divider line to the
right of the column header you want to resize. When the mouse pointer changes to a two-
headed arrow, drag the divider line to the left or right. The width of a column cannot be smaller
than the heading name.

e Anellipsis (...) is used at the end of an entry to signify you are seeing incomplete information.
When you hover over a field that has an ellipsis, the complete information displays. The
information displays for a few seconds or until you move off of the field. This is a quick way to
view the complete information without resizing the column.

e Toreorder columns, click a heading name and drag it to the desired location.

Customizing the Listing Screen

All listing screens have a default view. However, you can customize the list to display the columns you
want to see in the order you want to see them. If user names are required to enter the program, each
user's customized view is saved.

To change settings, click Customize View. Use the descriptions below to make changes. To return to the
default settings, in the Customize Listing Screen dialog box, click Default Values.

Customize Listing

The following describes each item in the Customize Listing Screen dialog box and how to use these items
to create a custom view.

Customize Listing Screen IE
Grid Properties
Humber of lines par row: 1.00 Lok the first ooluma: -J_
Font size of the grid ]
Flelds
Fialds avallable to wies (ight ollck [bam for dotallz): Flelds yau want 1o i
4o ; Fonovghene |
[ Fam - Detail Fam Orig ID Number
I+ Fam Keyaed L Mem Hame
b Fam Letiers Blem Relotiorshig
E - Fam Sireat Addreds Ling 1
[+ Fam Phons L |
[ Fam Email Fam Snset City -
b Felstionship = | 44 ||F>m Phone Humbes
[ Fel List
I Fel Phanse
o Fund - These Uss All Funds and Dates
[ Fumd - Distail
I+ Fund Hist
[+ Fund Rase
I Fusd Bil
I Fund EFT
A Mem Fropearties of the seleded fald
b Mem - Datail Widih 25
b At Hesding:  Family M
b Basqground Cha =ading amily Mame -
I E s - —
4 L} k 1 [
Defaull Values SavelOR Cangel
Fig. 11-2.
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Grid Properties

e Number of lines per row — Increase this number to enlarge the height of each row in the grid.
As you increase the number of lines in each row, you decrease the number of rows that will be
visible at one time. The default is 1.00.

e  Font size of the grid — To use a larger font, increase the number. To make the font smaller,
decrease the number. Increasing the size reduces the number of rows you see at one time. The
default value is 8 pt.

e Lock the first column — By default, this option is selected, and the column is locked. This keeps
the column in sight when you scroll to the right of a list. To unlock the column, clear this option.

Fields

You can use the drag and drop method or use the arrow buttons to move selected fields between the two
lists.

o Fields available to view — Contains the fields available to view in the listing grid. To add a field
to the listing window, click a field name. Next, click the right arrow to move the column to the
Fields you want to view list.

e Fields you want to view — Contains the fields displayed in the Listing Screen. To display the
width and heading name, click the field. The information displays below the list. Column
Headings will display in the listing grid in the same order they are displayed in this text box. To
reorder the list, click the field name and drag and drop it to your preferred location in the list. Or,
click the field name and use the up and down arrows to reorder the list. For more information,
see the following topic of Quick Tips for Reordering a List.

Width — Displays the width of the selected item in the Fields you want to view list. The default value or
the resized value for the field width displays. An ellipsis (...) is used at the end of an entry to signify you
are seeing incomplete information.

Heading — Displays the column heading name. A column can never be sized smaller than its heading
name. The smaller the columns, the more information you can see on the screen at one time. You can
also drag and drop some headings to reorder the columns.
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Quick Tips for Reordering a List

Fields you want to view — The defaults in this list vary depending on the listing screen you are viewing.
When you select an item in this list, its Width and Heading display below the list. The order of this list is
the order in which the columns display from left to right in the listing screen.

Fllalds you Want te wise

(FamOrigame |
Fam Orig il Humbier

Mam Hame

Mluim Falationship

Fam Staet Addieis Lisne 1

Fam Staet City

Fam Phons Humbar

Peopedies of the selacted field
Width: 26

Heading: | Family Nama

Fig. 11-3.

To reorder this list, click and drag items in the list up or down. Click a field name, then drag it to the
desired place in the list. You can also click and drag items in the listing screen. Click a column heading and
drag it to the desired place.

Another way to reorder the list is to select the field you want to move, then click B or T to move it up or
down in the list.

In the listing screen, to print the list of items in the window, click Print List. If you want to reorder the list,
in the Navigation tools, select an option in the Order by drop-down list. You can order different listing
screens in different ways, depending on the type of information in the list.
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About Easy Lists

Easy lists take the regular listing screens a step further. They make it easy to view and print information
on 11 different topics, such as attendance, birthdays, ministries, talents, and sacraments. In navigation
pane of the Members window, click Easy Lists.

Select a List

Select the list you want to display. Options for the list display on the right. Options vary from list to list.
After you make your selections, click Apply/OK. The Easy List window is now a listing screen. If you want
to reset columns to the original view, in the Select a List window, click Default Columns.

List of Birthdays in July
This lige b bor wisrwing oaly. vty e () NSO N o ol o o o o o s o s s
Member Name Birth Dale  Age Geade Genger e

> Abval, Baszlafl bnid Mrs. oT2MaTe 38 LPH Famala

Albges.Alisen, M. QTMEMNaTe 34 HS Femals

Allen, Ciaam QTH 72008 5 Kindegarien Femals

Allen, Gayle{T.}{ Ramaey], M. ATI2EMB64 53 GED Female

Eamas Paggy M OTHZABEE | 45 AA Famala

Earmes. Wallsillass bl M QTRS9eE 47 14 Kale

Bazen Abagail[H=ard) kirs ATHZET4 33 BS Female

Eladowood MargaretiC Smith], l O7/2:30 928 T BE Female

Burics, Lars ], Miss OT/3/2003 o8 Famals

Campbell RobenBas)r 07/I9959 54 14 Male

Diiaz, Martha({C ] AT 2007 g1 Female
Total Count: 8

Customize Visw Salacta List Zoam Print List Easy Letbar

Fig. 11-4.

Customize View — Click to change columns, headings, widths, fonts, etc. For more information, see
Customizing the Listing Screen.

Select a List — Click to select different options for the current easy list or select a different easy list.

Zoom — Click to enlarge the list to view more lines and columns at once.

Print List — Click to print the list as it displays in the program.

Easy Letter — Click to create and print a letter to the families or members in the list.
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Exercises

Exercise #1 — Put together a list of children and young adults who have different last names than their
parents. Customize the view to show their grade and address.

Exercise #2 — Put together a list of single female parents with children. Send a letter to these women
regarding a new "Mommy and Me" group.

Exercise #3 — Put together a list of members who were baptized at your church between September and
February.

Exercise #4 — Put together a list of members who babysit. Customize the view to display their "Other
Requirements."

Questions

Q: Which program area includes financial fields in its customizable listing screen options?

A:

Q: The width of a column cannot be smaller than . How do you resize column widths?

A:

Q: What button do you click to restore original columns in an easy list?

A:
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12: About Data Synchronization

You can synchronize your PDS Office product data with other PDS programs, and other services
(purchased separately).

On the File menu, click Data Synchronization.

B e-ouxnhODvyE=RAEm4 s - |Parish Data System - Chur
File

Setlp {31; Mobile Access

Sacrament Setup b =

Keywords ¥ _I;] Synchronize with Diocese

System Processes 3 :

import Data ¥ \@ Synchronize with PD5 Connects

Bl MO ' ;\5 Surveys from the Diocese

Backup / Restore 3

Test/ Fix ] Q Export to The City

Data Synchronization 3 ae

User Guides b

Online Resources ]

Dealer Support b

PCP Support b

Q Check for Program Update

@ About

Close

Fig. 12-1.

Viewing Family and Personnel Information on Mobile Devices

With mobile access, you can view your PDS Office family and personnel information on an Android™
phone or with one of the following Apple devices: iPhone , iPad , iPod touch .

(\0) Useful Information

You can only edit family and personnel information within your PDS Office desktop program. The Mobile
App functions as a viewer, so information isn't stored on your mobile device.

An administrator must give Mobile App access rights to parish staff in order for them to view information
on their device. To do this, navigate to Administration > Users & Passwords > Access and Privileges.
Under Data Synchronization, set the access permissions for Mobile Access for each user.

After users have access rights, you need to enable mobile access and update the mobile information.
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Mobile Access [

View Information on Mobile Devices
This process enables selected users to view limited personnel information andfor family information (name, address, phone, and
email) on their mobile devices. To begin, you must first set the acoess rights in the Mobile Access section on the User & Passwords
soreen for those users who will be using the mobile devices. Nexdt, fill out this soreen and click "Update Mokile Information Now® to
upload the information or you can schedule to update this information automatically.

/| Include Families:
Active / Inactive Restrictions
| Include Active Families.
Include Inactive Families.
ID / Envelope Mumbers
Only Include Families With IDVEnv Numbers:

Additional Selections

i_) Choose records where of the conditicns in the following sub-section are true

< Click here to add new condition »

Clear Selections Exclude rather than include the selected records.

/| Include Personnel:

Personnel
Include Clergy / Religious. Include Teachers. Include Volunteers.
Include Staff. Include Catechists.

Automatic Update Options:

Schedule Automatic Update: Do Mot Automatically Update -
Update Mobile Erase Mobile Howto Accessthe Data Close
Information Mow Information from the Mobile Devices
Fig. 12-2.

To enable mobile access and update mobile information

1. On the File menu, click Data Synchronization > Mobile Access.

2. Select the families and/or personnel whose information you want to view with mobile devices.
You can use Additional Selections to filter the list.

Select your automatic update option.

Click Save/OK.

5. When you're finished, click Update Mobile Information Now.

W

After you enable mobile access and update the information, click Instructions on How to Access the
Online Data. When accessing the Mobile App, use the same user name and password that you use to log
in to PDS Office.
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Synchronizing with the Diocese

With the Synchronize with Diocese process, you can transfer your parish information to the diocese. You
can export mailing names and addresses, and optionally include alternate ID numbers, current addresses,
street addresses, alternate addresses, member names, and member birthdays.

Before you can sync your data, you must have:

e Avalid ID for your organization (which is included in the file you make) and Internet access.

e Internet Access

To access this process, on the File menu, click Data Synchronization > Synchronize with Diocese.

PDS Church Office is updated regularly. For best results, we recommend that you maintain the latest
version of PDS Church Office. You can download the latest version at www.parishdata.com. After you
download the most recent version, install the program on each workstation. Start the program on the first
workstation and complete the upgrade. Then, start the program on the other workstations. When the
program is installed on all workstations, exit the program at all workstations, except for one.

To update the program
1. On the File menu, click Check for Program Updates.
2. Verify your email address, then click Check.

[ chack for Program Updates ==

This prooess chacks for svallable updaies on the PDS wabsite. A lve Inbesmsat oonneotion
is required. You are cumendly nunning vession 7.0A (Build B30

If na wpdabes aee found of you do not have & Tive Intemet connection, the peogram will
chack for updabes locally that may have bean previcusly downloaded.

A church email address i required befors you can load the update, Flesss sner or
virily hie email sdceess balow, then dick Chad 1o conlinus the updals process

E-mail Address: beth.mocabe@parishdata.com

Az, thess s 8 new calendar of web Baining dassss Tof Phis produd, Te leam mons, visil
cur weibsibe at:

weam, patishdala comfiaring

Chack Cancel

Fig. 12-3.

If an update is available for Church Office, click Yes to download and install the program.
When you are prompted to restart the workstation, click OK.

When the update is complete, the program restarts. After the first workstation restarts the
program, you can restart the program on other workstations and apply the update.
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To configure automatic checks for program updates

1. Onthe File menu, click Setup > Initial Setup.

2. Specify if you want the program to check in 1 week, check in 1 month, or check in 3 months. If
you do not want the program to automatically check for updates, select Don't Check.

3. Atthe scheduled time, if an update is available, a notice displays in the Home window. You must
enter an email address in the License Information window before using this feature.

To configure the 2nd ID number

The 2nd ID Number links the family record in your database with the record in the diocesan database. It
should be visible, but not editable.

1.

On the File menu, click Setup > ID Number Options.

1o Mumber/Envelope Number Options

==

Family Infarmaticn
9 Display secoad 1D nwmbens in the Families window
) Do NOT display second 1D numbers in the Families window

| Do Mot Allow Changes

AutomaticAssignment
‘Whan you add & ne family, the program can sutomatically ssign tha nad svellable 10 or anvelopa
number Mote: Only numesiowalues can be sssigned this way.

| Auipmadtically assign family IDienvelope numbers. Stanwith 1D 100

|| Autmatically assign seoond 1D numbess. S1an with 1D;

Close

Fig. 12-4.

Select Display second ID numbers in the Families window and Do Not Allow Changes.
Click Save/OK, then Close.

To select the Families You Want to Synchronize

You must tell the program which families you want to share with the diocese. You may have families
entered in the program that are either not registered with the church or shouldn't be synchronized with
the diocese for other reasons. Check with your diocese for the official policy.

1. On the Information tab, click Families.

2. On the Primary Information window, select Synchronize w/Dio.

2 ﬁ % @ Searchby: =| Tewt for Family Hame 5
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Primary Infosmation  +
Other Addresses . Regisiersd TOGE2000
R A Stalus; Maerisd
Eamily Saran o
Fig. 12-5.
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(‘9} Useful Information

If you can easily identify the set of families you want to synchronize, use the Synchronize with
Diocese quick posting process to quickly select this option for several families. For more
information, see the Quick Posting Processes chapter of this training guide.

To transfer data to the diocese

1. Onthe File menu, click Data Synchronization > Synchronization with Diocese. You can click each
tab to edit synchronization settings. Click Next within any tab to proceed to the second window
of the synchronization wizard.

5""1"15{@’ Family Member Member Financial Internet Automatic
Information Selections Keywords Ministries Information Connection Update
Fig. 12-6.

2. If thisis your first time using the transfer process, click the Internet Connection tab. Enter the
data required in each field. This information is supplied to you by PDS. If you do not have it,
contact PDS Support at 1-877-737-4457. The field values only need to be entered once; the
program will save them.

3. Click the Summary Information tab. If you have run this process previously, the View Last
Summary and View History of Past Summary buttons display. You can click these buttons view
prior synchronized information.

(‘-0/) Useful Information

Parishes located in New York state will have a Force Diocesan ID Upload check box option.

4. Click the Family Selection tab. Select the synchronization options you want. If possible, filter the
data to be transferred. You can limit the upload to selected families. The selection is saved for
future use.

5. Click the Member Keywords tab. This tab only displays if your diocese requests you to map
member information to the diocesan keywords. For each Keyword to Map on the left, select a
valid Diocesan Keyword to correspond with each Church Keyword. To see the list of diocesan
keywords, place your cursor in that field and click the down arrow. Any keyword not mapped will
be sent as “other.”

(\0/) Useful Information

You can synchronize user-defined keywords with your diocese as long as the titles of the
keyword lists match in both programs. For example, if you have set up a "Religion" keyword list,
if your diocese also has a "Religion" keyword list, you can synchronize that information. If you
try to synchronize a user keyword list that does not match a list in the diocesan program, an
error dialog box displays, and the program tells you what the user keyword list title should be.

6. Click the Financial Information tab. This tab only displays if your diocese requests financial
information. It displays the list of funds your diocese wants to synchronize with your parish. You
must select the funds that match your diocese's request. The program will not allow the sync if
the fund names do not match, the fund periods do not match, or if there are any activities in one
and nor the other.

0 Click the Check Fund Activities button to view synchronization problems.
0 Click the Create New Fund button to build a new fund.

7. Click the Automatic Update tab. Select the synchronization options you want.
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Click Next to proceed to the second window of the wizard.

The second wizard window displays the additions, deletions, and changes to the family
information that can be synchronized. Changes from the Ask for Reason on Significant Changes
Synchronization option are also displayed. Select the synchronization options you want.
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Fig. 12-7.

10. To view the additions and changes, click the Details of Current Item tab. Information changes
made in another PDS program will display in red-colored text.
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11. Click Next.

12. If the diocese is requesting fund information, the Financial Information window displays with
a Synchronize Financial Information check box option. A text box lists the fund information to be

received from the diocese.
13. Click Next.

14. Click Start Update to synchronize your selected information.

15. Click Finish when the synchronization is complete.

To automate the synchronization process

1. Onthe File menu, click Data Synchronization > Synchronization with Diocese.

2. If thisis your first time using the transfer process, click the Internet Connection tab. Enter the
data required in each field. This information is supplied to you by PDS. If you do not have it,
contact PDS support at 1-877-737-4457. The field values only need to be entered once; the

program will save them.

o v kW

Click the Automatic Update tab.
In the first field, select how often to run the update.

Select the check boxes to determine which data should be updated.

In the last field, enter the email address to which you want update details sent.
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7. Click Next to proceed with a manual synchronization, or click Cancel to close the window. Your
changes will be saved.

8. To launch the synchronization during off hours, set up a scheduled task in Windows. For the
synchronization process, give the task a different name in the scheduled task wizard and enter
"DODIONET" instead of DOBACKUP in the Run field.

Synchronization Issues for Cluster Churches

If your church is part of a cluster (several churches served by the same staff on the same computer), then
you need to be aware of some additional issues.

Icons

PDS sets up several icons so that cluster churches may access the database. The main Church Office icon is
used to access all families within the cluster. Use this icon for your day-to-day work and when you want to
do bulk mailings for all churches in the cluster.

There are additional Church Office icons to access only the families and members for each church in the
cluster. Use these church-specific icons when you add or remove families from the cluster or synchronize
with the diocese.

For example, if you have a cluster of St. Mary, St. Mark, and St. Paul, you have four icons. Click the main
Church Office icon to open the database and view all families in the cluster. Click the St. Mary Church
Office icon to access the database and view only St. Mary families and members.

Cluster Sync

The synchronization process works the same as previously described in Synchronizing with the Diocese.
However, you must use the individual church icons to synchronize families. The diocese is still tracking
these families as separate churches even though they are served under a common cluster.

/1
‘A Important Note

Do not use the main Church Office icon to synchronize with the diocese. You do not even need to
configure the Web Service for the main Church Office program. Only do this within the individual church
programs.

Adding and Deleting Families and Members

The separate icons represent different views of the database. There is one shared view, which you use
when you need reports of the entire cluster, and there are individual views for each church. The main
Church Office program is just a separate view of the database.

When you add a new family to the main Church Office program, the family is not automatically visible in
any of the church-specific programs. Likewise, if you add a family to St. Mary, it is not automatically visible
in St. Paul. You must do some extra work to make the family visible.

First, to recap a fundamental assumption, all primary day-to-day work is done in the main Church Office
program. After you add a family to the main Church Office program, you must add the family again to a
specific church in the cluster. This is not as difficult as it sounds and it does not require you to reenter any
information, but rather, you must make a link to the family you just added.
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To link families

N

10.

Click the main Church Office icon.
On the Information tab, click Families.
Click Add Family.

Browse through the list and make sure the family isn't already in the database, then click Add
New Family.

Add Family
Adding a Family
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of Is cumrentiy in the Farmation or Sohool program.
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Enter the family details, then click Save.

Enter any member information for the family.

Go back to your desktop and double-click the icon that represents the specific church in the

cluster where you want to add the family.
On the ribbon, click Information > Families.
Click Add Family.

You know the family is in the database, so in the Find this Family drop-down list, locate the

family name, then click Use this Family.

Add Family Members

Add Family Members
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Fig. 12-10.
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11. To select all family members, click Mark All.
12. Click Use Marked Member(s).

Just a few extra clicks and the family is visible in the main program and the church-specific program. In a
similar manner, if you add a member to an existing family in the main database, you can add the member
to a specific church in the cluster. Again, this just involves connecting to the existing record, not
reentering all of the data.

Likewise, when you delete a family from one view of the database, it does not automatically remove the
family from the other views. Once you delete a family or member from the main Church Office program,
you must finish the job by deleting the family in the church-specific program.

About Surveys from the Diocese

You can receive and submit diocesan surveys. Here are a few details about the surveys:

e Toreceive and submit surveys through your PDS Office program, you must have Internet access.

e If your diocese uses pre-set answers, they're automatically added for you using answers from a
previous survey and the registration information from your PDS Office program.

e  Required questions display in red and must be answered before you can submit the survey.
e You can save a survey at any stage of completion and return to it later.

e Once you submit a survey, it can only be viewed and is locked from re-submission unless the
diocese unlocks it.

€
) Useful Information

User access to the surveys is set in the Access and Privileges section under the Data Synchronization
program area. If your diocese assigns a survey, ensure that you give your users proper access and
privileges in your PDS Office program.

To access surveys from your diocese, on the File menu, click Data Synchronization > Surveys from the
Diocese.

To answer and submit a survey

1. Select a survey from the survey list, and click Answer Survey.
2. Answer the survey questions, and click Submit > Yes.

3. A submission summary displays. If the survey submission fails, the summary displays with a list of
issues that prevented successful submission.
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Synchronizing with PDS Connects

You can update your PDS Church Office records using a web browser. For more information, go to
http://www.parishdata.com/pdsconnects.

The following illustration shows a typical data sharing system between Church Office and PDS Connects.

Secure
Web Server
Latest Church Office e Latest Church Office
data - data

- /_/

\'-

3

o
- N —~ -

= Changes to data e Changes to data
Church Office made in PDS Connects made in PDS Connects PDS Connects

Obtaining an Account

PDS Connects is purchased separately from PDS Church Office, so you must buy an account before you
can use this feature. You can set up an account from within your Church Office program or you can
contact your area sales consultant.

To set up a PDS Connects account in Church Office
4. In PDS Church Office, on the File menu, click Data Synchronization > Synchronize with PDS
Connects.

Click Next.

Read the Terms of Service and acknowledge that there's a fee for this service. For more on
pricing, go to http://www.parishdata.com/pdsconnects/article268737.htm?body=1.

Click Continue. The registration form opens automatically.

Enter your information in the registration form, and click Finish.

(‘9) Useful Information

The contact information you enter on the registration form is used for the confirmation email
which contains your administrator user name and password for the PDS Connects system.

Once you obtain an account, you can use your ID to log on to the PDS Connects system at
https://secure.pdsconnects.com/access/login.aspx.

Signing On and Transferring Data

PDS Connects is housed on a secure web server that's password protected, so to use the service, you must
first sign on. After that, you can synchronize your database with PDS Connects.

To sync Church Office and PDS Connects records

1. In PDS Church Office, on the File menu, click Data Synchronization > Synchronize with PDS
Connects.
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Verify your organization ID and user name, and select your transfer options. For more
information on these options, see the Additional Field Information below.

0
@ Useful Information
The options you select in this window determine the next steps in the process.

Click Next.

If you selected Get Contributions Made Online in PDS Connects, the Select Contributions to Post
window displays. Otherwise, skip to step 5.

0 Edit contributions that need to be updated. Select the contributions you want to post,
and click Next.

0 Click Post Contributions to upload the selected contributions to the secure web server.
When the posting is complete, click Next.

If you selected Get Updated Data From PDS Connects, the Review Changes window displays.
Otherwise, skip to step 7.

0 Accept or reject the requested changes. For more information on the tabs and options,
see the Additional Field below.

& Be Careful

Any changes that you reject during this sync are lost. They won't be available the next
time you transfer data.

0 Click Next. To apply your accepted changes, click Start Update. When the update is
complete, your Church Office information is on the web server.

When you're ready to upload your latest Church Office changes to the PDS Connects server, click
Next.

Select the families whose data you want to sync with PDS Connects. See the Additional Field
Information below for more on the options in this window.

& Be Careful

Only the records you include are transferred to PDS Connects. Any previously uploaded families
are removed from PDS Connects.

Click Next.

If you selected Upload Fund/Financial Information to PDS Connects, the Upload Fund Activities
window displays. Otherwise, skip to step 10.
0 Select the fund activities you want to upload to PDS Connects. These are the only
activities that display under the parishioner's My Giving History in PDS Connects.
0 Select the member types that you want to give viewing rights to. Those selected can
view non-associated contributions and the contributions associated with the other
selected member types.

0 Click Next.

10. Click Start Transfer to sync the previously selected information with PDS Connects.

11. When the sync is complete, click Finish.
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Additional Field Information

Organization ID and User Name default based on your PDS Church settings.

The following options display when you first access the PDS Connects sync process:

Get Contributions Made Online in PDS Connects — Import contributions recorded by PDS
Connects users. Use the grid fields to manually add any contributions that were not downloaded
from PDS Connects. You can also change contributions that need to be updated. Click Post Info
to upload the contributions to the secure web server.

Get Updated Data From PDS Connects — Automatically check for changes that have been made
to data since the last transfer. This is not necessary for your first log in, but typically, you will
select this option.

«9 Useful Information

0 Differences in the record are highlighted in red.

0 If you click Accept Changes, this record is selected in the List of Requested
Changes tab also.

O Arrow direction indicates which changes were made in PDS Connects and will be
imported into Church Office.

Upload Pictures to PDS Connects — Include members' pictures in the upload to the secure web
server.

Upload Fund / Financial Information to PDS Connects — Upload any fund changes made in
Church Office to the secure web server. Select member types who can view all the non-
associated contributions that are uploaded. The member types you don't select can only view
their own financial information. At any time, you can stop showing financial information by
clearing this option and then re-uploading the data.

The following window displays for any sync option:

Select the families whose data you want to sync with PDS Connects

If you want to send your whole database, select Include Active Families and Include Inactive Families.
You can also select Only Include Families With ID/Env Numbers and specify which families to include. Use
the Additional Selections to further specify families.

@ Typically, you include all families, and make no changes to the Additional Selections.
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Exporting Information to The City

With this process, you can export your member and personnel information to The City.

To access this process, on the File menu, click Data Synchronization > Export to The City.

Export Informtion to The City (=23

What Information Do You \Want to Export to The City:
Mote: This process orestes a list which is viewed before the information is exported.

| Export Member Information
Export Personnel Information Show File Format
Active / Inactive Personnel

Incl

ergy / Religious

Member Email Opticns
@) Use First Email in the List
Use Email With This Type:
Member Phone Mumber Options
'@ Use First Twe Phone Numbers in the List
Select Phone Numbers by Phone Type:
Phone Number 1 Type:
Phone Mumber 2 Type:

< Back Mext = Cancel

Fig. 12-11.

To export information to The City

1. Select which information you want to export.

2. Select which member email and phone number options to use.

3. Click Next.

4. Use the Selection tabs to select members. When you're finished, click Next.

5. If duplicate or blank emails are found, they display in a grid. For those you want to export, enter
an email address and select Export Information.

6. Click Next.

7. Review the list to export. Clear any record you don't want to export.

8. Click Next.

9. Enter or select an export file name. When you're ready to export, click Finish.
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Exercises

Exercise #1 — Verify that the latest version of the program is installed.
Exercise #2 — For all active families, select the Synchronize w/Diocese check box.
Exercise #3 — For the "Van Loon,Jeff(Jeane),M/M” family, clear the Synchronize w/Diocese check box.

Exercise #4 — Change the Web Service Organization ID to 333333-999.

Questions

Q: How often should | synchronize with the diocese?

A:

Q: Where do | get the Web Service settings to synchronize with the diocese?

A:

Q: If you previously synchronized a family with the diocese and then do something to their record that
causes them to not display in the synchronization (such as clearing the Synchronize w/Diocese check
box), what category will the family display under when you synchronize?

A:
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13: About CASS Certification and PDS EZ-
Mail

Having your addresses certified by CASS™ (Coding Accuracy Support System) qualifies you to use reduced
postal rates for your mailings. The U.S. Postal Service® uses standardized and correct mailing addresses
from the National Address Database for large quantities of mail. PDS is authorized to provide CASS
certification service to our program users.

The EZ-Mail™ features in the program help you prepare First-Class and Standard bulk mailings. To use EZ-
Mail, you must first CASS-certify your addresses.

Checking Addresses for Common Errors Before CASS

Your addresses must meet the USPS regulations for your mailings to qualify for these postal discounts:
e  Carrier Route Rates — Addresses must be matched with CASS-certified software that supplies
eLOT at least 90 days in advance.

e  Bulk Mail — Carrier route sorting must meet the reformed postal sorting requirements for eLOT.
eLOT identifies the order in which a postal carrier can deliver the mail. The data required for
eLOT is included in CASS It!.

e Automation Rate Mailings — Addresses must be matched using CASS-certified software at least
six months before mailing.

L (i)
@ Useful Information

To use the service, you must purchase a registration code and a monthly subscription by calling 800-892-
5202.
For more information on this feature, visit http://www.parishdata.com/cass_it.

To check addresses for errors

1. On the File menu, click Bulk Mail/CASS > Check Addresses for Common Errors.
2. To begin, click Next.

3. Select an option for checking the addresses.

4

Select the families you want to include in your certification. If you want to select certain families,
select the last option, and filter the list by clicking <Click here to add new condition>.

5. Select to include active, inactive, or all families, and click Next.
If errors are found, the addresses that need to be corrected will display. Print the list to reference
when you make your corrections.

7. Click Finish.
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Verifying Bulk Mailing Addresses Using CASS It! Certification

(?) Useful Information

To use the service, you must purchase a registration code and a monthly subscription by calling 800-892-
5202.

For more information on this feature, visit http://www.parishdata.com/cass_it.

To verify bulk mailing addresses using CASS It!

& Be Careful

This process alters data. We recommend backing up your data before proceeding.

1. Onthe File menu, click Bulk Mail/CASS > CASS It! Certification.

2. To begin, click Next.

3. Select an option for checking the addresses.

4. Select the families you want to include in your certification. If you want to select certain families,
select the last option, and filter the list by clicking <Click here to add new condition>.

5. Select toinclude active, inactive, or all families, and click Next.

6. Select any additional options you want to perform.

7. Click Begin CASS.

8. If any addresses fail to be certified, they display in the summary. Print the list to reference when
you make your corrections.

9. Click Finish.

Using EZ-Mail

EZ-Mail simplifies bulk mailing for you by properly sorting the mail and printing the forms required by the
USPS. Refer to the sections below for more information about each of the EZ-Mail steps, in order.

To use EZ-Mail
1. On the File menu, click Bulk Mail/CASS > EZ-Mail.

2. Oneach tab, enter or select the required information. See the following information for more
details on the fields within these tabs.

3. When you're finished, click Save/OK > Close.
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Potential Savings Using EZ-Mail

On this tab, you can estimate the potential cost of a mailing and your savings by using bulk mail. Enter the
number of mailing pieces, and your costs are automatically calculated.

Step 1: Mailing Specifications

This tab is the starting point for each mailing. Once you complete the information in this window, you
don't need to edit it unless the next mailing contains different specifications or a date change.

Additional Field Information

ZIP code of the post office receiving the bulk mailing — Enter the ZIP Code of the post office that handles
your mailing, typically the office where you obtained your mailing permit. It could also be a Sectional
Center Facility or a Bulk Mail Center that serves your post office. Only make changes to the city if your
post office requests that you print a different city on the tray labels.

Date of the Mailing — Enter the date you plan to send the mailing. This date prints on all forms and helps
track the date of the last CASS certification.

Merge SCF into One Tray — Postal regulations suggest separating mail trays for each SCF even if there's
only one mail piece per tray.

Number of Mail Pieces That Fit in a 2-Inch Package — Place a rubber band around a 2-inch stack of mailing
envelopes, and count the number of envelopes.

Weight of a Single Piece — The weight of a single piece is difficult to determine unless you have special
weighing equipment that can measure, in fractions of ounces, up to three decimal places. If you don't
have the equipment, you can estimate by weighing ten pieces and dividing the total weight by ten. We
recommend that you ask your local post office to weigh samples of various types of mailings.

Postage Already on Each Piece — If you use a postage meter or precanceled stamps, enter the amount of
postage that's on each piece of mail.

Step 2: Build the EZ-Mail List

Before you print labels, envelopes, or letters, the program builds a list of families or individuals sorted in
the order required by the post office. To use this list when you run a report, select to sort your report in
EZ-Mail order.

To build the special mailing list, indicate if the mailing will be sent to families, families based on financial
selections, or members.

& Important Note

This step does not produce labels or envelopes; it merely identifies who you want to include in the EZ-
Mail list.

Additional Field Information

Build a List of Family Addresses — You can select names and addresses entered in the Families window.

Build a List of Family Addresses Based on Financial Selections — You can select names and addresses
entered in the Families window.
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Build a List of Member Addresses — You can select names from the Member window and addresses
entered in the Family window.

Step 3: Print the Qualification Report

This document satisfies the post office requirement for standardized documentation. Present this report
to the post office with your mailing.

The report contains the following information:
e EZ-Mail List — Lists each tray by number and gives specific information about the tray and pieces
of mail.

e Tray Number — Identifies one of the trays used in this mailing. Tray numbers begin at 1 and are
numbered sequentially. There is also a tray O for any uncertified pieces in the mailing, which
must be sent at the first-class rate.

e Tray Size— Indicates the size of the tray required by this group of mailing pieces. Trays can be
one foot long or two feet long.

e  Tray LVL— Identifies the type of mail to place in each tray.

e Tray Zip— Identifies the ZIP Code common to all pieces in the tray. This may be a partial ZIP Code
if the tray sorts by the first three digits.

e  Group Dest— Lists all the individual carrier routes and ZIP Codes if there are multiple routes and
ZIP Codes in a tray.

e Rates — Total number of pieces in each tray that print under the appropriate Rate column.
e  Running Total — The last column in the report that displays a running total of pieces in the trays.

e Totals — Displays the total number of pieces in each Rate column and then a grand total of all
pieces in the Running Total column.

e  Auto Rate Summary — Displays the total number of pieces for each Rate category in your
mailing and the total number of pieces in the mailing.

e ECR Rate Summary— If you use carrier route trays, these trays are treated by the post office as a
separate mailing. This is a summary of the total number of pieces for that mailing.

Step 4: Print the Tray Labels

Mail trays used for mail in the same area of distribution are labeled with a special barcode. We
recommend printing them with a laser or ink jet printer.

Labels must be 2 inches high by 3.5 inches wide. The labels must be placed on the correct trays to speed
up the mail sorting process.

Step 5: Print the Postage Statement

Additional Field Information
Sequencing Date — Projected date of the mailing.

Permit Holder — The permit holder’s information and the CAPS Customer Reference ID number.
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Step 6: How to Print the Mailing

This tab explains how to use the program’s Reports feature to print your labels, envelopes, letters, and
lists. To do so, click Close, and locate the report relevant to the mailing list you selected in Step 2: Build
the EZ Mail List. In the Reports wizard, select EZ-Mail from the Sort Order drop-down list.

To print your bulk mailing

Close the EZ-Mail program and return to the Home window in Office.
On the ribbon, click Reports; select either Families, Members, or Contributions.

Select the appropriate letter, statement, label, or envelope report. To view all available reports,

select All Reports.

Select the printer.

Set the layout.

Select the families or individuals.

Selection EZ.ad Acdftiornl
Information | Seections | Selections

Falechon Informatien
Hams Simple Selackion - Hever Saved

Dasedption

Fodatio
Gof Ordar EZ Ml ail W
Ship the 3

| |inelude Family Makad 25 Loosa Callections

At § Inacts Fartndions
L'-_f—_llncluuc- Auctive Membes
Dlncludt Inactive Mambars

Fig. 13-1.

[}
& Important Note

Under Sortation, in the Sort Order drop-down list, you must select EZ-Mail. The mailings are printed in
sorted order beginning with the pieces that do not qualify for bulk mail rates. Then, if needed, you can
make selections that limit the families or individual who receive the mailing.

Selection EZMail | Addtional
riformation  Selections | Selections

(3 All Tuays and Pieces.

G_. Range of Trays and Piaces

Stanting wath Flece: TRAY: 2 PIECE: 17
Ending wath Place: TRAY: 8 PIECE: 10
Fig. 13-2.

7. On the EZ-Mail Selections tab, enter additional selections. In the example below, it will print
labels beginning with the 17th piece in the 2nd tray and end with the 10th piece in the 8th tray.
This tab is useful if your print sequence is interrupted and you need to begin printing at a specific

point.
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Step 7: Packaging, Traying, and Mailing

This is not a step performed by the EZ-Mail program. You must organize the necessary elements before
taking the mail to the post office.

Before you actually print, make sure you have everything required for the mailing. For example, you could
print the complete mailing and realize you do not have the correct permit, or you could be in the middle
of the mailing and run out of labels. Make sure you have the following:

e Necessary permits

e CASS certified data

e Trays

e Tray labels

e  Address labels (if used on envelopes)

e Envelopes (if printing directly on envelopes)

All of these items are important in order for you to complete your bulk mailing. Your local post office can
provide you with rubber bands and trays free of charge. Tray labels are produced by the EZ-Mail program.
If you are going to affix address labels to each mailing piece, make sure you have an adequate supply of
labels on hand which conform to postal regulations.

(-ﬂ) Useful Information

Your printer is also an important component of this process. If the quality of the printed bar code is not
clear enough for the postal bar code sorters to read, your mailing could be rejected. Check with the post
office about testing the bar code your printer produces.

Up to this point, the EZ-Mail program has done its job and prepared an ordered list of mail pieces which
await further attention. It is important during the packaging and traying process that this order is not
altered. For example, you separate a stack of labels so volunteers can help put labels on envelopes. If the
stacks get out of order, your mailing could be rejected. So, it is important to make sure that the mailing
pieces are kept in the order they were printed.

Since each segment of the mailing is identified, it is very easy to package and tray the entire mailing. The
program prints a label or page between the groups for each tray.

Below are some suggested steps you can use to complete the packaging and traying process:

1. Putthe tray labels on the proper tray — One tray label prints for each tray that your mailing
requires. Each label identifies which size of tray it should be placed on. A tray number further
identifies each tray label.

2. Order trays by number — Once all of the labels are placed on trays of the proper size, place the
trays in numerical order by the tray number. You are now ready to begin filling the trays.

3. Separate mailing by tray — Look for the tray identification label or page which separates mail for
each tray. Place all labels that print before this label in tray 1, and place those that print after this
label up to the next separator in tray 2, etc. Trays can be 1 foot or 2 feet long. "1 foot" trays are
actually 10.25 inches and "2 foot" trays are 21 inches. The post office considers a tray to be full if
it is three-quarters full when tilted at a 45 degree angle. Each tray must have a label on it.

4. Stuff envelopes/affix labels — Put the labels on the envelopes in the order printed, or put the
addressed letters in envelopes in the order printed, then put them into the proper trays. If you
are printing Package and Endorsement fields, the tray and piece numbers print on the label,
envelope, or letter.
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The tray number indicates which tray you should put the piece in. The piece number indicates
the order of the piece within the tray.

(‘9) Useful Information

Labels that do not print a tray or piece number are regular mail pieces and do not qualify for
bulk mailing. Do not put them in any of the trays. Keep them separate from your bulk mailing.
To mail these pieces, you must put full postage on them and send them via regular mail.

5. Verify labels are straight, not skewed — Make sure you place labels on the envelopes properly. If
they are on an angle, the scanner may not be able to read them, and they could be rejected.

6. Get forms ready — Gather together all of the postal forms that are required for your mailing and
make sure that all information is completely filled out.

7. Deliver the mailing — Take the trays and the forms to the post office.

Post Office Information

You can set up or make changes to postal rates and specifications on this tab. Default values are provided.
However, if the postal system changes the values, you must update these values.

('\0) Useful Information

PDS Program Updates modify this information as the post office adjusts rates. You only need to modify
manually if you produce a bulk mailing after the new rates take effect but before the next scheduled
program update from PDS.

Additional Field Information

Mailing Size — The minimum number of pieces that qualify for a discount rate under the mailing class
displayed.

Carrier Route Group — To qualify for a discount rate for carrier route sort, 10 or more pieces must be
bundled together in each carrier route group or bundle.

5-Digit Tray — A minimum of 150 pieces constitutes a full tray of 5-digit presorted mailing pieces.

3-Digit Tray — Contains envelopes that aren't 5-digit sorted. Enter the number of pieces remaining to
make a full tray of 3-digit/scheme presorted mailing pieces.

AADC Tray — The minimum number of pieces that constitute a full tray of AADC mailing pieces.

Rates — Displays the rates for each piece of mail for First Class, Standard Class, Carrier Route, 5-digit, 3-
digit, and AADC mail.

Rates for Carrier Route — The rate for a single piece of carrier route sorted mail.
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Address Change Notification

For presorted first-class mail, the post office requires that the addresses you use are correct through CASS
certification, and that the person to whom you address the mailing resides at that address. The United
States Postal Service® (USPS) offers, for a fee, the Address Change Service. As a participant, you're
notified if an addressee moves, and the new address is sent to you.

To use the service, you must obtain a participation code and print the phrases "Address Service
Requested" or "Change Service Requested" on mailings. For other requirements and details of
participation, visit http://about.usps.com/publications/pub8a/8atext 002.html.

(i)
(-») Useful Information

When using Address Change Notification, you must manually update your existing PDS data. If you
change an individual’s address information, the address is no longer considered CASS certified until you
have your addresses CASS certified again.
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Exercises

Exercise #1 — In step 1 of the EZ-Mail window, enter the following mailing specifications:

ZIP code of the post office receiving the bulk mailing — Enter the ZIP code of your post office. If
you are unsure of your post office's ZIP code, enter your ZIP code.

Mailing Class — Standard Class - Non Profit

Your Permit Number for this Class — 1234

Date of the Mailing — 1 week from today

Try to Use Carrier Route Trays — Yes

Merge SCF into One Tray — Yes

Number of Mail Pieces That Fit in a 2-inch Package — 60
Weight of a Single Piece — .401

Postage Payment Method — Permit Imprint

Postage Already on Each Piece — $0.00

Type of Discount — DSCF

Exercise #2 — Build an EZ-Mail list of member addresses. Then, in the Select Report window, under
Label/Envelope Reports in Upper Case, run the Member Mailing Label - Barcode at Bottom report. Make
sure you change the sort order to EZ-Mail.
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14: Additional Features

This chapter discusses features that are common to all of the PDS programs.

Using the Keyboard

Navigation

The ribbon provides a standard method to navigate the program using the keyboard. Press and release
the Alt key on the keyboard. A series of keyboard navigation hints display. Press the letter corresponding
to the window you want to view, such as R for Reports (shown below).

s | Parish Data System Church Office =

5| A

B O0-00xDh v e MERL R

E information Personnel Reports SacramentaT Registers Administration L
L & & &
Dashboard Families Members Contributions
Daks Screens

Fig. 14-1.
A second set of keyboard navigation hints display for the selected page. Press the letter corresponding to
the item you want to view.

B O-0uxh DYy EBEN&A R iy s |PashData System -  Church Office oo X
ﬁ Information Farzonnel Reports | Sacramental Registers Adminkstration x

Al F M| u [RE
« 8 & g ¥
All Family Member Conlribution Farsonnal
Reparts Reparts Reports Repaorts Reporis

Reports

Fig. 14-2.
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Keyboard Shortcuts

You can use shortcut keys to quickly navigate through your PDS program. When you press Alt on your
keyboard, notice the letters that display above each tab. Press Alt and then the letter of the section you
want to go to. Use the arrow keys to navigate the drop-down lists and menu items. Press Enter to select a

highlighted menu item.

You can perform actions in the program using the following key combinations.

Key Combinations

Action

Ctrl + K Opens the calculator.
Ctrl + P Prints the current window.
Ctrl+Y Opens the Year at a Glance calendar.

Alt + down arrow

Opens a drop-down list.

Alt + F4 Closes the active window.

Ctrl + C Copies selected text.

Ctrl +V Pastes copied or cut text.

Ctrl + X Cuts selected text.

Alt+N Move to the next record.

Alt+P Move to the previous record.

Alt + Q Display the Quick Lookup dialog box.
Alt +S Save the edits and selections

Ctrl +2 Undo last edit

You can navigate the program using the following keyboard shortcuts.

Navigation Keys Moves Insertion Point Ctrl + Key Moves

Left arrow Left one character or unit Left one word or larger unit
Right arrow Right one character or unit Right one word or larger unit
Up arrow Up one line or unit Up one larger unit

Down arrow Down one line or unit Down one larger unit
Home Beginning of line Beginning of data

End End of line End of data

Tab Next field ---

Shift + Tab Reverse tab order -

PgUp Up one window at a time -

PgDn Down one window at a time -
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In any full date field (mm/dd/yyyy), you can use the following key commands.

Key Command

Action

T

Inserts today's date

- (dash) or _ (underscore)

Go back one day

+ (plus) or = (equal sign)

Go forward one day

Quick Access Toolbar

The Quick Access toolbar contains buttons for some common tasks and features. To view a button
description, place your cursor over the button. By default, all available buttons display, but you can hide
any or all of them. To display or hide quick access buttons, click ¥ and make your selections.’

B O-0vx D

LVEHAEBRL R

1l

Fig. 14-3.

Back & Forward

Upon entry of Church Office, the program keeps a record of the different windows visited, up until you

exit the program.

These navigation buttons allow you to move either Back one window at a time, Forward one window at a
time, or you can use the Back drop-down list to easily revisit a previously viewed window.

Information - Members - Sacraments
Information - Members - Personal
Reports - Family Reports
Information

@x-ﬁj N EREBLS
nformation - Families - Primary Information

E‘ Information - Contributions - Recap/Totals
Information - Contributions - RatesHistory Keywds

File - Keywords - Personnel Keywaords - Clergy Keywords

Fig. 14-4.

Undo, Cut, Copy, & Paste

The Quick Access toolbar includes dedicated shortcuts for the most common editing commands. On the

Quick Access toolbar, you can:

e  Click the Undo icon or press Ctrl + Z

e  Click the Cuticon or press Ctrl + X

e  Click the Copy icon or press Ctrl + C

e  Click the Paste icon or press Ctrl + V.

B Oo-0QxnraAnNEBL &

1l

Fig. 14-5.
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Spell Check

To double-check the spelling for any item, use the integrated Spell Check feature. Place the cursor inside
the item you want to check, then click the Spell Check icon in the Quick Access toolbar.

B O0-0uxD{YNEMEBLE L i« -

Fig. 14-6.

Insert Symbol

There will be occasions where you may need to insert characters from languages other than English.
Right-click any text field, select Insert Symbol, then select the special character.

i Family Name - & » » M‘
Information for the Head of Household:
Last Name: Nuff-~ Automatically Add this Member
First Name: Undo
Title: Cut
Suffix: Copy
Information for the Spo Paste
|| Last Name: Delete [¥] Automatically Add this Member
First Name:
Tite: S Maximum Characters: 100
Spell Check Characters Remaining: 95 |
Name: o Insert Symbol rooa & i @ i “ §
Mailing Name: Huri. A = i b F ] 3
Formal Salutation: Hunez i & i & i ¢ i
Informal Salutation: ~ Nunez E & i [ i G Z
i £ i @ ] ] :
3 £ i 0 U D :
A £ i 0 ] = Other
A E I 0 U £
A s} ¥
A 0 ¥
A ¥
A ¥

Fig. 14-7.

14 - 4 ¢« Additional Features PDS Church Office Training Manual



Special Tools You Can Use Anywhere

These items can be used from almost any location in the program.

Print Screen

On the Quick Access toolbar, click the Print icon or press Ctrl + P.

B0 ouxnnyE@AEBRAL

Fig. 14-8.

il

Select the printer, paper size, orientation, and margin style. Then click Print.

Print Screen
Frintar Samiphs
Detault | = | Properties I ¢
Fapsr Origniaticn
Size:  Lefie |= @) Porrsin
Soures:  Defaull | o Landcape
Margin Shle
Syls Hams “Smallest Margirs |-v Edit Syl
Tow 0068" L&k 0350°
Botiom: 0.4T8"  Righd: 0.250%
Print Cancel

Fig. 14-9.

The settings in this dialog box are saved with each computer and recalled the next time that a Print Screen
is requested.

Printer — Displays the list of available printers installed in your Windows operating system. To add or
remove a printer, in the Windows task bar, click Start > Printers and Faxes. Click Properties to view the
controls for items such as the number of copies and print quality. These items are printer specific.

Paper — Select the Size and Source. These options depend on the capabilities of the selected printer.

Orientation — Select how the image should print on the page. If the printer selected is not capable of
printing in Landscape mode (horizontally), it does not display as an option. The Sample on the right of the
dialog box displays the orientation selection.

Margin Style - Style Name (40 char) — Set the margins for the page. To use the lowest settings available
for the selected printer, select Smallest Margins. The margin dimensions display under the selected style.
The size takes into account the printable area the selected printer is capable of printing in. To insert a new
style or modify or delete an existing style, click Edit Style.
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Calculator

B 0o-09xnDy )

EL_E RO

1l

Fig. 14-10.

You can use this feature to total amounts without going to your desktop calculator. You can also use it as
a means to insert a total from the tape into any Amount field. It also provides an easy way to enter
numbers with the mouse. You can also click the calculator icon that displays after you click in an Amount

field.

Tape

Clear Tape

AppEyOR, Cancel

Calculatar Made =)

Fig. 14-11.

Click an amount field to display the calculator icon. Click the calculator icon, then click numbers and
function buttons to “key” them in. You can also use the keyboard to enter amounts.

Click Apply/OK or Enter to place the total in an Amount field. Click Cancel to close the calculator.

Click Tape to use the following options:

e Visible — Select to switch between displaying and not displaying the tape.

e Clear — Select to erase all calculations and commands. You can also click Clear Tape, which is

visible when the tape is visible.

e  Print — Select to print a report of what is on the tape.

e Copy to the Clipboard — Select to send what is on the tape to the clipboard.
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Calendar

To view a year-at-a-glance calendar, on the Quick Access toolbar, click the Calendar icon or press Ctrl +Y.

B 0-0wxbnyuAEBRLR i« -

Fig. 14-12.

This is similar to the calendar icon that displays when you click in a date field, but it is not associated with
any field in the program. The year-at-a-glance calendar displays in a new window. Below is a sample
calendar.

Year at a Glance @
+ 2013 *
January Febriary Mareh April
Su | Mo| Tu[We| Th| Fr| 3a] 5 Mo| Ta|We Th| Fr| Sal |Sa| Mo Tu|We| T| Fr[ 3a |3d Mo Tu|Wel Th| Fr|Sa
1[2]3[a]s 12 1|2 1(2]2[4][5]&8
g rial(oa(10[1113)] | 3|a|s|e|[7|a(a)|F|4[S5[6|T[E]D Tlal a[10/11012/13
13141516 1T{ 18 (15| 1001912/ 1314715 160 [10]17[12/12]14/ 15/ 16 (14! 15[ 16/ 17|18 19 20
2021|2223 24|25 26| 7|18 1920 21|22 (23] 71819830 | 8| [] 2 B M B BT
27| 26|29 30 31 2425 26|27(25 24|25 |26|27|25(28/30 25 28 W0
M
Moy June Juby Aungust
S| Mo Tu[Wel Thi Fr|5a| [Sa o] Ta[We] T Fr[5a] |Sul Mo Tu|We| Th Fr[5a] |SulWol Tul e Th FriSa
11234 1 1/2/3[4|5]8 11203
5 |7 (8|90 (2|3 [a|5[8][7 B 7B 9[10[11[12[13) (45| 6| 7| &[ Q[0
1213 {14[15[16{1T| 16| 9 | 10[11[12{13[14[ 15 14|15 16[17[15[18[20) |11 12] 1314|1516 17
1820 21(22 2324 |25 1617 18[19(20[21|22] 21|22 | 23[24(25(26( 27 |15 19 20(21|22/25 24
262728 2] 30| 23242502627 20 29]1 (28] 29/ 30[ 3] FOFIFIFEIE IR
30
Seplember October Havember Decamber
S| Mo| Tu|We| Th| Fr| Sa| |Sa|Me| Te|We| Th| Fr| Saj| |Sa| Mo/ Tu|We| o] Fr| 82 |5« Mo Tu|We| Th| Fr| Sa
133 4|5HENT 12345 1T 23 4| 5| &1 T
&9 [10[11[12[13(14) (6|7 | a[w[10{11[12} |3|4|5[6|[7[E]D & 8 10/11/12[13]14
151161 1T 18{ 19 [ 20 [ 24 {0 [13] 141516 1T 18190 [10[ 111212314/ 15] 16 |15/ 16 17| 18] 1920 21
Zz| 2324|2528 27 28| 20|21 Z=| 23|43 2] R BN N2 [ BN S BT R
29| 30 | 27| 28| 20| 30| 3 24|25 36(27(25(20/300 (29 30
[] Weakend
Close
Fig. 14-13.

e Weekends are shaded light green.

e Navigation arrows are on each side of the year.
e  Click the right arrow to move ahead one year.
e  Click the left pointing arrow to go back a year.
e  Each click moves ahead or back one year.

e Click Close to exit the calendar.

@ Useful Information

Click the calendar icon when in a date field, then double-click the date you want to insert in the date
field.
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Program Information

Screen Information

In the Screen Information dialog box, you can adjust the settings for screen colors and resolution. On the
Quick Access toolbar, click the Screen Configuration icon.

B 0-0ouxhOyunE®

Fig. 14-14.
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Screen Information ==
Spesial Efess
Fade Text an Soeens thal s Nl Adive [¥]
Animate Howver Ower Tabs and Buttons: Ed}
L& Hew Method b do Soeen Maximize [¥]
Sound when Messsges Pop Up Defaull Beep - Test

Color / Badgeound

Color Scham: Powded Blus - Adjust Coloes
Soreen Sie

Current Width and Heighl 800 x 800 @ Default Fort

Maximum Width and Haight: 1024 x 737 10% Larger Font

Minkmum Width and Height &40 x 810 20% Langer Font

Adjust Tee Nan-standerd DFI
St to Minimum Size Set to Maximum Size
Sel 1o 600 x 500 Setlo 1024 x 7O

Configumn Home Soeen
Picture File Mame: Mature10482 jpg =
/] Show the Getling Slaned Cheddist Buticn

Default Values | Albaw Maving and resizing on the Homs Soeen
[dick+drag to move, SHIFT 1o resize)

Progeom Mame: PDS Church Otfioe

Close

Fig. 14-15.

Special Effects

e Fade Text on Screens that are Not Active — When selected, inactive windows located behind
active windows appear faded.

e Animate Hover Over Tabs and Buttons — When selected, if you hover over a tab or button, a
description displays.

e Use New Method to do Screen Maximize — If you are an OnDemand user, select this option to
maximize your screen and still view OnDemand messages.

e Sound When Messages Pop Up — Pop-up messages display for specific activities such as
entering a duplicate ID, selecting the Inactive check box, or displaying error messages. To select a
sound, click the Sound when Messages Pop Up drop-down list. Next, select an option in the list.
To preview the sound, click Test.

Color/Background

Select the Color Scheme. There are several predefined colors to choose from, or you can click Adjust
Colors to create your own color scheme.
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Screen Size
Set the Screen Size depending on your Windows screen resolution settings.

Configure Home Screen

The Home window displays each time you start the program. From here, you can use the ribbon, tabs,
navigation panes, and Quick Access toolbar to navigate through the program.

!
From any program window, you can access the Home window by clicking & on the Quick Access toolbar.

B O-00xDTv M E ML D g = ParishDa@ System - Church Office - & x
m Information Perzannel Raparts Sacramental Registas A dministration &
i & & &
Dashboand Families Members Contributions
Dats Scresns

s

“Thiz program is for the exclusive use of:

b e eE T o T e e — FariEh Dala Sysiem
mll l]P-I.D-ﬂ! « BT !ﬂ.ZiDNZSmA\'s, Sulke 230
-. T - - - Phoenic, A7 i

Fig. 14-16.

You can customize your Home window by:

e Adding a photo background
e Displaying or hiding the Getting Started Checklist button
e  Moving and resizing items in the window

e Change the Name of the Program. For example, instead of "PDS Church Office," you can display
"Parish Management" or "Mary's Church Office."

To customize your Home window

1. Onthe Quick Access toolbar, click @ . The Screen Information dialog box displays.
2. Under the Configure Home Screen section, make your selections.

V Useful Information

You may want to change the program name to customize your program or to indicate which
organization you are working with if you have multiple locations.

3. Click Save/OK.
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General Information

The dashboard is a customizable, statistics-at-a-glance feature that lets you readily track the data that

most interests you.

On the Information tab, click Dashboard. The General Information section always displays in the upper
left corner of this window. This data is continually updated. The dates in the General Information section
update when you first run the program or when you run a fix or backup.

General
Information

7.0 B Enkamesd
DB232013
OBOGZ013
OBOB2013

Progiam Vesion
First Run:

Last Badoup:
Last Dada Fix

Church Information:
Familiesx 238
Mambars 595

Farmity Count

250

IHI'15|;2IJ13- U?J'Im-
06121 07126

4 m

OB/24-
D&

Satislics Last Updated:

Update Statistics Tima i i Drdete:

City Breakdown

Winéstry Breakd

I 535 - Phoenix, AZ
I 24 - Scoltsdale, 82
11 =Mesa, AZ

9 - Peoria, A2

& =Tempe, &Z

8 - Glendale, AZ
& = Chandlar, AZ
T - Sun City West, AZ |
6 = Apache Junclion, AZ
5 - Gibert, AZ

5 = Surprise, A

02032013 12:04 FM
1 seconds

- Chor

-\Visi the Sick
= Altar Server
- Lector

= Ewcharistic Minater
- Finance Commities
- Seouting

- Tezn Group

- LEurgy

- Music

- Hospilality

e e e e =] 00 G0 AD WD LD O3

Cligk &n fem to expand it

Fig. 14-17.

View Log of User Activity

The User Log records the date, time, user name, and activity performed. To view the User Log, on the
Administration tab, click View User Log.

B O-0uxhOVENH
m Infermation

Fumd
Setup

Perzonnel Rep

Uses B View User
Faszwarnds Leg

Sabup:

Fig. 14-18.
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|8 View Log of User activity

@ Logged tems _I Changed kems _I Deleted kems
Date & Tima Usernama Buctivity Performed Pragram Hame Sub-Group -
082772013 5:113:41 P PDE User | Exited PDS PDS Church Office PDS Church Office 1
022372013 5:30:20 A PDS Usar | Enterad PDS Church Offica. POS Church Office 1
08M3E2013 8:31:30 AN POS Usar | Exited PDS POS Church Office POS Church Office 1
0282013 8:31:45AM  PDS User  Update to 7.0 B - Complated. Farmation Offics 1
08282013 &:32:0B AW PDS User | Enbered PDS Formation Office PDS Formation Office 1
032872013 5:3312AM  PDS User  Enterad PDS Church Difica. POS Church Office 1
08f38/2013 8:33:22 A POS Usar | Exited PDS POS Church Office POS Church Office 1
08282013 5:33:35 AWM PDS User  Enterad PDS Church Office. POXS Church Office 1
0872872013 12-35:40 P PDS User | Exited PDS Formation Office PDS Formation Office 1
022872013 1250017 PM POS Usar | Exited PDS POS Church Office. POS Church Office 1
OE/28/2013 2:58:42 P PDS User | Enbéred PDS Church Office POS Church Offace 1
08282013 42237 PM PDS User  Exited PDS PDS Church Office. POXS Church Office 1
082972013 &:47:52 AW PDS User | Enbered PDS Church Office PDS Church Office 1
022972013 3:29:07 PM PDS Usar | Exited PDS POS Church Office. POS Church Office 1
00372013 120459 P POS User Automatic Backup data completed. CAPDE_Chu.,, | Church Office 1
0032013 12:05:01 P PDS Ussr | Enterad PDS Church Offica. POXS Church Office 1
OWOZ013 2:02:58 P POS User | Exited PDS POS Church Office POS Church Office 1
0WD32013 24527 PM PDS User | Enterad PDS Church Oifice. POS Church Office 1
0032013 2:49:28 PM POS User  Exited PDS POS Church Office POS Church Office 1
0042013 7:30:00 AW PDS User  Enterad PDS Church Offica. POXS Church Office 1
00472013 £52:11 PM PDE User | Exited PDS PDS Church Office PDS Church Office 1
0052013 3:58:55AM  POS User | Enterad PDS Church Difice. POS Church Office 1
0052013 4:20:0B PM PDS User  Exited PDS POS Church Office POS Church Office 1 =
OWOG2013 5:25:25 AWM PDS Usar Backup data CAPDS_Chu..| Church Offica 1
F| 0UDEZ013 8:25:25 A PDS User Entered PDS Church Office PDS Church Office i -
Orderty: Lagged - Log Repait
Close
] - [Delste Log Entries
Fig. 14-19.

Each entry displays the following:

e The Date & Time of the activity.

e The User Name who performed the activity. If user names are not required to use the program,
“PDS User” displays here.

e The Activity Performed and if it was completed or cancelled.

e The Program Name and Sub-Group columns are helpful in situations where you have multiple
programs connected to the same database. Depending on your resolution, you may have to scroll
to the right to view these columns.

To select a viewing order, click Order by. By default, Logged is selected. This is the order that users enter
the program. It is different from Date & Time if you are on a network and clock settings on all computers
do not match. You can also order by Date & Time, User Name, and Activity Performed.

On the Initial Setup dialog box (found on the File menu under Setup), there is an option to Ask for Reason
of Significant Changes. If this option is selected, when you make a change, the program will keep a log of
those important changes.

With this option being enabled on the View User Log of Activity dialog box, you can filter the list to:

e View all Logged Items

e View only Changed Items

e View only Deleted Items

To print the entire log, click Log Report. The report will be sorted by the Order by selection and only print

the items based on your filtered selection.

PDS Church Office Training Manual

Additional Features e 14 - 11



List of Users Currently in Program

The List of Users Currently in Program displays who is in the program. To access this list, on the Quick
Access toolbar, click the Who is Running icon. This list is helpful if you are attempting to do a process such
as a backup. It tells you who needs to exit the program. Names are recorded only if they are required to
enter the program.

B 0-0wxnnyunEB@R i« -

Fig. 14-20.

[ List of Users Currently in Program 1

Wou, an the computer named ‘MCABEB-MNE' in the PDE Church Qffice program
Another user gn the computer named ‘"WCABEB-NB' in the Formation Office program

Close

Fig. 14-21.

Home

To return to the Home window, on the Quick Access toolbar, click the Home icon @,

Favorites

Access a list of your favorite locations in the program. On the Quick Access toolbar, click the Favorites
icon. Click any entry to jump straight to the specified window. Click Add Favorite to add the current
program location to your list of favorite places. If you have set up users and passwords, the program
maintains a separate list of favorite locations for each user.

B Oo-0uxD Y RA T W& F i« = |ParshData System - Church Office

—

Shorteut lec Information - Membars . Sacramenls
Shortcut to: Infarmatien - Contributions - Recap/Totals

Shorteut 1a: Infarmation - Coalributiang - Reporls - Oae Line Pasting Report by Batch Number - Overview

|- Add Faverie Clase

Fig. 14-22.

Within the Favorites list, you can right-click favorite items to organize this list:

e Delete This Item — Remove the selected item from the list.
e Move This Item Up — Move the selected item up in the list.
e Move This Item Down — Move the selected item down in the list.

e Rename This Item — Rename the selected item.

14 - 12 ¢ Additional Features PDS Church Office Training Manual



Help

Display the help file for the program. On the far right of the Ribbon, click the Help icon L2}

Users & Passwords

Requiring a user name or both a user name and password to access the program is an optional feature.
However, PDS strongly recommends you use this feature.

When the program is not set up to ask for a name or a name and password, anyone can enter the
program, look at your data, and make changes to it.

There are several key advantages of requiring user names:

e  Restricting who can enter your program.

e Allowing the logging of the user name with the processes performed so you can determine which
changes each user made.

e Allowing each user to define preferences for entering names in the program.

e Allowing the administrator to see who is currently using the program by viewing the list of users

currently in the program. To access this list, click & on the toolbar.

Along with the advantages of requiring a user name, passwords:

e  Further restrict who can access your program data. A user name may not provide enough
security to prevent someone from entering the program.

e Allow you to set which users have access to performing specific processes.

On the Administration tab, click Users & Passwords.

m Information Parzannel Raports Sacramental Regiches Administration &
Taxt for User Nama Search, | = ¥, save €D Add
Order by: User N k]
Fund UsersB  View User —oo i CsETiame o £ Delete
Setup  Passwords Log Lo I L B User
Setup Mavigaton Tasks
Usars Q w» Security Method . Require Name & Password
.,J Data Enzy Useer Mame: Bab | Inmotive
[ Rl S S}
Access and Privileges Fasramed WK
Individual Fund Acosss 3 tyAdm.:
Lsas Prefersnces e G m.. Yas @ Mo
Phone Humber |7 | unatsted
Other Tasics 3
Copy Exisfing Liser A"‘-" Wiew Only HNI Progianm Area =
Siet Sacurity Method
Print Wodshest 4 ¥ ] r Dashbogsd
r2 ] [ Familyhember Statistic
it Progeam ¥ r r Contribution Statistic
ra r T Dashboaed Setup
W ‘ml 2 Familias
[ r g Family Windows
. r ¥ Dwlete Families
I r = Confidential Fam Remadks
ra o r Family Documanis
™ r c3 Family Reparts
I I r3 Family S=lzctions
¥ r I Family Pasling
r | r Area Fosting -
Mark All Mark All Iark All
Mo Access  View Only  All Access
Soesn Changed: DE/26/Z005
Fig. 14-23.
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Adding a User

In order to create a new user, click Add User. Fill in the information about the user as described below.

User Name — Enter the name of the user. This is what they type in when entering the program. This does
not have to be the user’s full name or real name. For example, Suzanne might want her user name to be
“Susie Q” or “Sue”. The user name is not case-sensitive.

Password — If you require users to have a password to enter the program, enter it here. The program
never displays the real password, but displays X’s instead. Passwords are case-sensitive.

Security Adm — At least one person must be the Security Administrator. This person must have all access
to all parts of the program, including the User/Password information. This person is responsible for
creating/maintaining all user accounts and changing or resetting other users’ forgotten passwords. For
this reason, you should also have a second or backup administrator.

Phone Number — Enter a telephone number where this user can be reached outside of the office. Select
Unlisted if this number should not be shared with others.

Copying Existing Users

If you have several users with similar roles, you can use the Copy Existing User command in the left
navigation pane. Select the user with the most similar role and click Copy User. This creates a "Copy of
<User Name>" record for you to rename. The Access and Privileges settings are initially the same as the
selected user, but can be modified without affecting the original record.

Copy an Existing User @
User Name: Bob |v
Copy User Cancel
Fig. 14-24.

About User Preferences

Each user can select a preferred method for entering names in the program. Remember, when set to All
Access or View Only Access, a user can change user preferences. Otherwise, the security administrator
must set up and maintain user preferences.

Enter the name parts on separate lines — This is the default option when the program is installed. When
you begin entering a name, this option automatically displays the name breakdown window so you can
enter the parts of the name: Last Name, First Name, Title, and Suffix. As parts of a name are entered on
separate lines, the name formats for the Name, Mailing Name, Formal Salutation, and Informal
Salutation are built.

Enter entire name on a single line - automatically display dialog — When you begin entering a name, this
option automatically displays the name breakdown window. In the Name field, enter the last name, first
name, title, and suffix. As you enter the entire name on the single line, the Mailing Name, Salutation, and
the parts of the name (Last Name, First Name, Title, and Suffix), are filled in automatically. You can edit
the name fields at any time.

Enter entire name on a single line - do not automatically display dialog — This option does not
automatically display the dialog box. Names are entered in the appropriate window. To verify the Name,
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Mailing Name, Formal Salutation, and Informal Salutation formats are correct, click £*] after the Name
field to go to the name breakdown window.

About Access and Privileges

In this window, indicate which parts of the program the user has access to. There are three levels of
access: No Access, View Only Access, and All Access.

Security Administrators must have All Access to at least the User Names section. Other users can have

any combination of access that the Security Administrator sees fit.

You cannot have higher access to a detail category than you have to a general category. For example, you
cannot have All Access to the Confidential Family Remarks option if you have View Only access to the

Families section.

[ undisted

Crashbgaed

Security Method - Require Name & Password

Program Area

FamilyTiember Staligtic

Contribution Statistic

Cashboard Setup

Familizs

Family Windeas

Calata Families

Confidential Fam Remaris

Family Docurmeants

Family Reparts

Family Selediong

Familly Pasting

Area Posting

User Mame: Bab

Passwoed: A

Securty Adm.: Yes @ Mo

Phone Numbser.
Ha Wiew Dinly Al

Aoross Acness Apoess
» ® r L
v r C
[ r B
¥ r I
r r [+
r r =
r r o
r r [
v r I
r r =
r r ¥
v r r
I¥ I [
Mark a0 Mark: 401 Mark 211
Mo Access Wiew Only All Access

[GTI= 0

Fig. 14-25.

Individual Fund Access

In the left navigation pane of the Users & Passwords window, click Individual Fund Access to set the
user's access to funds. Security administrators should have All Access to all funds.

Select which funds this user will have access to:
e Wiew Onlly Al Fund a
ACTEE Aoras Arrnas Husmisgr FIaEh

|_ I- F i Chunch Contibutions
C r 15 2 Scheol TuilionBus
|'_ I_ F 3 Foemation
I [ 173 4 Pledga Driva
N [} 17 [ Stewardship

13 B I W 8 Exira Contributions

Fig. 14-26.
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Selecting a Security Method

You can select the security method option you prefer for what users are asked for before entering the
program. The first time you access the Users and Passwords window, you must select a security method.
To do so, in the navigation pane, click Set Security Method, then select one of the following methods:

[ security Method ==

The Securiy Methed defines what the user will be asked fior before
they are alowed into the program. There are 4 levels:

None, The user & nol asked for anything
The user is asked for a name
2 The user is asked for both a name and a passwond

The user nams is. detecled by Windiows authenlication

Close

Fig. 14-27.

(i)
(‘--) Useful Information

Changes to the security method do not take effect until you exit the program and re-enter it.

None. The user is not asked for anything — Users do not enter a user name or password to access the
program.

The user is asked for a name — Users must enter a name but not a password. The name must be set up
under Users & Passwords.

The user is asked for both a name and a password — Users must enter a name and a password. If the
security method is set for both a name and password, then each user is required to have a user name set
up under Users & Passwords.

The user name is detected by Windows authentication — The PDS user name must match that used to log
into Windows®. On startup, if an active PDS user name matches somebody who is logged into Windows®,
then the user can access PDS without additional prompting.

‘“}’ Useful Information

Only select this option if your network is secure, you trust the Windows® login process, the computers
are in reasonably secure locations, and you don't share passwords with others.

The user name is detected by OnDemand authentication — The PDS user name must match that used to
log into OnDemand. On startup, if an active PDS user name matches somebody who is logged into
OnDemand, then the user can access PDS without additional prompting.

('0/, Useful Information

This option only displays for clients using the PDS OnDemand service.
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About Setup Options

There are additional configuration options that you should set up before using the program. These
configuration options are located on the File menu, under Setup.

ID and Envelope Number Options

You can assign family IDs manually or automatically. To change the settings, on the File menu, under

Setup, click ID Number Options.

[ 1D Mumber/Envelope Number Options

Family informasion

AutomaticAssignment

| Autematically assign seoond 1D numbess.

2 Display secead D aumBens in the Families window
| Da HOT display second |0 numbens in the Families window

o | Ausiemadti cally assign famidly 1Bfervelope numbsers.

Do Mot Allsw Changes

Siar with ID: 100

Siar with ID

‘Whan you add & ne lamlily, the program can sutomabtically ssign the nexdt svallable 1D or ansslooe
numiber Mote: Snly numesiovalues can be assigned this way

Close

Fig. 14-28.

The Initial Setup Window

In the Initial Setup window, you can specify various program options and preferences, such as the default
picture location, the church's Federal ID for end-of-year tax statements, etc.

Initial Setup
Sharing Data
Default Picture Subdirectory:
Federal |D # for Statements:
Chedk in 1 week

Automatically Update:
Default Documents Subdirectony:

Program Options | Family / Member | Personnel |

Program Opticns

D Weekly is Weekly on Sunday

I:‘ Warn if Change ID or Name

D Save Order when Exit Program

Processes Should Affect Family Date Changed
I:‘ Ask for Reason on Significant Changes

D Default Synchronize with Diccese to True

Sharing Data Options
["] Share Chureh Inactive Flags

["] share Church Family Keywords

Fund Recap Defaults
@) Fund Recap Defaults to Totals to Date

Browse
{Optional)
|-

Browse

D Disable Add Head/Spouse when Add Family
I:‘ Disable Family/Member MName Change Help
D Default to Show Totals for All Funds

F Should Affect
I:‘ Rates can be Charges or Payments
D Default Envelope User to True

["] share Church Date Registered
D Share Church Family Remarks

_) Fund Recap Defaults to Grand Totals

Date Changed

==

Close

Fig. 14-29.
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To specify program options and set the default picture directory

1. On the File menu, under Setup, click Initial Setup.

2. If you plan to attach digital images of families or members, you need to specify the Default
Picture Subdirectory. In order for the images to be included in automatic data backups, set the
default location to the Pictures folder inside the PDS Church data folder. For example,
X:\PDSChurch\Data\Pictures. This increases the size of your backup. If you set the default
location outside the PDS Data folder, you must remember to manually back up the digital images.
To specify the default location, click Browse. Navigate to the picture subdirectory and click OK.

Enter the Federal ID# for Statements. This field is optional.

Use the drop down list to specify when the program should automatically check for updates.
Enter the path where you store documents that are associated with families and members.
Under Program Options, select one or more of the options.

Under Sharing Data Options, select one or more of the options.

© N o vk~ w

Under Fund Recap Defaults, select one of the options to specify how fund totals are reported in
the Recap section of the Contributions window.

9. Under Family Information, enter the appropriate text.

10. For Sacrament Sponsor Format select how you want the sponsor name to print on sacrament
certificates.

11. Click Save/OK > Close.

Program Options

In this section, make your selections for the following program options:

Weekly is Weekly on Sunday — When selected, the program will calculate recurring terms and rates
based on the number of Sundays in the recurring period. In the Contributions window, when you set up a
recurring charge and select the Terms, by default, the Weekly option looks at the selected starting date
and calculates the amount based on the number of times that day of the week falls within the recurring
period. If the starting date is on a Wednesday and you select Weekly, the recurring charge will apply every

week on Wednesday, which may affect how the amount is calculated. For example, there can be 53
Wednesdays in a year, but only 52 Sundays.

Warn if Change ID or Name — When selected, you will receive a warning when you change a family or
member name or ID number.

Save Order when Exit Program — When selected, users can save the navigation order set in the main
data entry windows.

Processes Should Affect Family Date Changed — When selected, this option alters the Screen Changed
date on the family record every time a process is run.

Ask for Reason on Significant Changes — When selected, the program will automatically log occurrences
of important changes to family information and the reasons for the changes. Changes to the following
family information apply:

e  Family Name

e Street Address

e  City/State

e  Zip/Postal

o Deleting email address

e Information to be synched with the diocese

e  Family status (active or inactive)
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e Deleting a family
e Deleting a member

If changes are made in another PDS program that is synched with the current PDS program, those
changes display in red. When you make a change to specified family information and click Save, a dialog
box displays the change.

o
Reason far Change to 1 - Van Loan Jeff{leane), M/ @1'
Type of Change: Street Address Changed
General Resscn for Changs: | E
More |nfo. for the Change: Tyeegraphical Emar
’ : ’ Call from Padsishicnes
Original Wislwe: Cegus Updats =nix, AZ BEOZI-HTOT
Spouse Died
Hew Value: Deorased =nin, AZ BEQZI-HTOT
Divaras [ Separalion
Mewed LagiOH, Gancel
Mowed 1o Anather Parish

Mlowed 1o Assisted Living
USRS Request
Cghae

Fig. 14-30.

General Reason for Change — Select a general reason for change from the drop-down list.

More Info. for the Change — Enter more information about the change.

Original Value — This field contains the information as it appeared in the program before the
change.

New Value — This field contains the information as it appears in the program after the change.

You can view logged changes and reasons from three separate locations within the program:

e The Reason for Changes link on the navigation pane of the Families window.
e The View Log of User Activity dialog box.

e The Synchronize with Diocese process.

Default Synchronize with Diocese to True — When selected, this option causes the Synchronize
w/Diocese check box to default to True when adding a new family.

Disable Add Head/Spouse when Add Family — Normally, the program defaults to adding the head or
spouse record when adding a family record. When this option is selected, the program will not
automatically add a head or spouse.

Disable Family/Member Name Change Help — Normally, the program asks several questions if the user
changes family or member names. When this option is selected, the question dialog box is disabled.

Default to Show Totals for All Funds — When selected, the display default for fund totals is show totals
for all funds.

Processes Should Affect Member Date Changed — When selected, this option alters the Screen Changed
date on the member record every time a process is run.

Rates can be Charges or Payments — When selected, this option sets a recurring activity as either a
charge or a payment. If not selected, it will only allow you to have a recurring activity as a charge.

Default Envelope User to True — When selected, this option causes the Envelope User check box to
default to True when adding a new family.
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Sharing Data Options

In this section, you can control settings that are used when you share the database with other PDS Office
programs. In Church Office, you must enable the selected field you want to share, then in the Initial Setup
window of the other program, you must select to use the shared field.

Share Inactive Flags with Other Office Programs — When selected, you have the option of sharing the
Inactive status with other PDS programs.

Share Family Keywords with Other Office Programs — When selected, you have the option of sharing the
family keywords list with other PDS programs.

Share Date Registered with Other Office Programs — When selected, you have the option of sharing the
registration date with other PDS programs.

Share Family Remarks with Other Office Programs — When selected, you have the option of sharing the
remarks entered in the Families window with other PDS programs.

Fund Recap Defaults

Select if you want the totals in the Recap/Totals section of the Contributions window to default to totals
to date or the grand total.

Family/Member

Sacrament Sponsor Format — Select how you want the sponsor name to print on sacrament certificates.

1st Name in Family Name — Enter a description for the first name entered in the Family Name dialog box,
such as “Head of Household”.

2nd Name in Family Name — Enter a description for the second name entered in the Family Name dialog
box, such as “Spouse”.

Personnel tab
Other Benefits Names — You can set up to four custom benefit names to display in the personnel's
Health/Insurance window.

Sharing Personnel Data Options — Select whether or not to share certain personnel data from Church
Office with the Formation or School Office programs.
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Changing Title Definitions

To change title definitions, on the File menu, under Setup, click Title Definitions. This dialog box displays
the different available family and member title abbreviations and operates similarly to a keyword list. You
can add new titles or delete titles you no longer use. This dialog box also contains a full list of military

titles.
Title Definitions =5

Changing Title Definitions:
The tilles below s used when sdding new names Modifying this list 8Rer 8 name hes been sdded doss nal sutamatically
changa thad name:

Mbbreviation Mailing Title Salutation Title Desaription -
F o 13 X1 Civilian

Pt M. hts. ‘Ciwillian

Mirs. Mirs. hirs. Ciwillian

iz Miss Relizz Civilian

C. Cr Cr. Civilian

Ft. Faihar Father Ciillign

Ktegr. lzgr. hisgr. Ciwilian

Sr. Sister Sister Civilian

Rev. Rev. Rev. Civilian -
£l 3
Insen Abbreviations Rearder Abbreviations Erint List o

o5&

Drelete Abbreviations

Restore Default WValwas

Fig. 14-31.

To edit a title

On the File Menu, under Setup, click Title Definitions.

PN

To add a new title

Click the title to make changes to that row.
Use Insert, Delete, and Reorder to maintain title definitions.
Click Save/OK, then Close.

1. On the Title Definitions dialog box, click Insert Abbreviations.

2. The program inserts a blank line at the end of the list on which you can add an abbreviation and
titles.

3. Use Reorder Abbreviations to move items in the list.

Click Save/OK, then Close.

To delete abbreviations

If there are abbreviations you will not use, you can delete them from the list. For example, you may want
to delete Military or Spanish titles if you live in an area where they are not used.

1. On the Title Definitions dialog box, click Delete Abbreviations.

2. On the Delete Title Definitions dialog box, select the check box next to the item you want to

delete.

3. Click Delete/OK, then Close.

PDS Church Office Training Manual

Additional Features o 14 - 21



To reorder abbreviations

To save time, consider reordering abbreviations. Move more frequently used titles to the beginning of the
list to quickly find the ones you use most often.

1.

vk e

On the Title Definitions dialog box, click Reorder Abbreviations.

To reorder the list numerically, then alphabetically, click Sort.

To move a single title to a new location, click the title.

Click the up or down arrow to move the title, or click a title and drag and drop it.
Click Save/OK, then Close.

To restore Default Values

To return to the original list of abbreviations and titles installed with the program.

1.

On the Title Definitions dialog box, click Restore Default Values. This option removes changes or
additions made to the list. Existing family or individual (member, student, teacher, catechist, or
parent/guardian) formats are not changed. The name formats affected by restoring the default
values are marked with an * to denote that they no longer update automatically.

Click Close.

To print a list of titles

PDS suggests you provide a copy of this list to all those entering data to be used as a quick reference.

vk W

On the Title Definitions dialog box, click Print List.

Select the Printer, Paper Size, Source, Margin Style, and Page Style.

To preview before printing, click Preview.

To print, click Print.

Select the Page Range, Copies, or if you want to Print to File, then click OK.
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Address Abbreviations

The Address Abbreviations can be used in a process to modify your addresses and when printing reports.

To add or edit address abbreviations, on the File menu, under Setup, click Address Abbreviations.

Address Abbreviations
Changing Address Abbreviations:
The abbeviations below cain be wied in & procsss to modify your sddressss and
whan printing reporis Modifying this list afer ihe peocess ik run does not
suiomatically change any acdresses
Abbrevigtion Full Nama
| Mumbed =
AFT Agariment i
AFT. Apartmant
AVE Awenue
AVE Arenue
BLWD Eaudevard
BLVD Baulevasd
BOUL Bawlevard
BOULY Baoulevand
causway Caiseway
CIR Circle *
insert Reorder Print List
- = = Close
Detete Resiore Defautt Values
Fig. 14-32.

@ Useful Information

Modifying this list of Address Abbreviations after the Change Address process has been run does not
automatically change any addresses.

Unit Name Definition

If you track attendance, you use a unit of time, such as hour or day. This window displays the term used
when tracking attendance.

Unit Mame Definition
Church Infermation

The bzlbowing tedm b used whon Packing ohurch atiendanss b desdibe the mumber of
hours, days, etc. for which the member is absent or present. You may change this term
1o whatever you feel s most approprinie.

Mmm for Athendonoe Uniss: Units

Close

Fig. 14-33.

To specify a term for describing units

1. Onthe File menu, under Setup, click Unit Name Definition.
2. In Name for Attendance Units, enter a unit name up to ten characters.
3. Click Save/OK > Close.
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Setting Up Email

In this window, you can configure the bulk e-mail capabilities of the program. You can also adjust these
parameters when you choose to send a letter via email. On the File menu, under Setup, click Email.

Email Setup

Email Senver (SMTP)

Email Senver For 25

Sanvor Requinns Authantlcation

Sedver Limit Emails

" If an Emor Ciceus, Delay 30 Seconds and Retry Dnce

Dissannes and Recanned Afles Every Email

QK Cancal

Fig. 14-34.

Email Server (SMTP) — SMTP stands for Simple Mail Transfer Protocol. Obtain these settings from your
Internet provider’s website or system administrator.

Email Server Port — The default setting is 25. However, you can obtain this setting from your Internet
provider or system administrator.

(‘9’ Useful Information

The settings you enter in the Email Server and Email Server Port fields are typically the same as what is
entered in your email client software.

Server Requires Authentication — If your server requires authentication, select this check box. Enter your
email account name and password. Select either Use TLS (GMail) or Use SSL (AT&T) according to which is
your email server.

Server Limits Emails — Some servers restrict the number or size of incoming and outgoing email
messages. If your server does this, select this option and enter the Maximum Emails in a Batch and the
Time Delay Between Batches in seconds.

If an Error Occurs, Delay 30 Seconds and Retry Once — If your email server experiences an error, you can
request that the PDS program try to resend after a 30 second delay.

Disconnect and Reconnect After Every Email — If you would like your server to disconnect and reconnect
after each sent email, select this option.
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Batch Number and Tax Limits

Batch numbers are automatically assigned during financial Quick Posting processes. The batch numbers

on this window are updated as they are used.

The IRS requires substantiation for tax deductible cash contributions and for Quid Pro Quo contributions
above a specified amount. Tax Limits refer to the IRS donation substantiation regulations, and this
information can be obtained from the IRS. Enter the amounts in this window, and update amounts as IRS

regulations change.

Batch Numbar

Tha batch mumber i automatically inseried during guick posting of finandal
indoomartion

Next batch number to use: 814

Tax Limils
The Ezlbawing informalian mefen 1o IRS subslantialion regulaticns

The IRS requires subsiandialion for lax dedudible cash sze0.00 | @
pontributions of of abave the Tellowing smaenk

The IRS reguires substartiation for Quid Pre Que contributicns —
abave ke ballowing amasun 7500 |

For purposes of meeting the subsianlislion requiremants above.

shauld tax dedudible cash camlribulions mades |8 &68 of Mo Yoz =
Tunds on the same day ba combined?

Close

Batch Numnber and Tax: Limit Information

Fig. 14-35.

To set up Batch Numbers and Tax Limit Information

1. Onthe File menu, under Setup, click Batch Number and Tax Limit Information.

2. Enter the Next batch number to use for the quick posting of financial information.

3. Inthe field labeled The IRS requires substantiation for tax-deductible cash contributions of
what amount (or more), enter the beginning amount at which the IRS requires substantiation.

4. Inthe field labeled The IRS requires substantiation for Quid Pro Quo contributions above what
amount, enter the amount above which the IRS requires substantiation for Quid Pro Quo

contributions.

5. In Should tax deductible cash contributions made to one or more funds on the same day be
combined, select Yes or No. For example, should a $150 contribution to the church and a $150
contribution to the Building Fund Drive made on the same day be combined as a $300

contribution and then require substantiation?
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Setting Up Your Electronic Fund Transfer Provider

A company such as Vanco, in collaboration with PDS, can process one-time or recurring collections to
major credit cards, checking, and savings accounts electronically. Use this feature for weekly, monthly, or
periodic contributions, pledge drive payments, or tuition and fee payments.

Electronic Fund Transfer Setup [
Warnmg:  This information is sensitive. To avoid unauthorized access to your bank
account this window will automatically close when not in use.
| Cheok for balsnos duse whan asigning EFT charges.
| Ui Vanes Bor ALL EFT Transsctions
| Use Vanco for Credit Cards bul not for AGH
| e QuanComen for ALL EFT Transactions
| Use GuanComm for Credii Casds but not forCH
@ | Crgale ACH Files for EFT Tennsastion (no oedil caads)
| Use nather Sompany for EFT Transacions or Do Mot use EFT

ACH | AgH offset|

The fallowing information ks used io cesie an Automated Cleanng House [ACH) file for the elecionic imnsfer
af coniributions and payments. Please ask your bark for this information.

Herk Name
Aczaunl 1D Humber
Bark Rauting Numse
Imem. Qrigin Nams:
Immediate Crigin

(Entar tha Immediate Origin if 1 is diMerent than the Accownt 1D Numbsr
Cemphny Hame
Enfry Desripticn. ik Pest
Criginating DFI 0

Farish Data Syst

[Enter tha Onginating OF1 1D if It ks ifferent than the iImmadiste Orginj

Close

Fig. 14-36.

Setting Up and Using the EFT Feature

You must complete several steps prior to using the Electronic Fund Transfers (EFT) feature with your PDS

Office program.

To set up the EFT feature

1. Contact a clearing house company such as Vanco to obtain a company ID and password.

2. Onthe File menu, under Setup, click Electronic Fund Transfer.

3. If you want to stop a family's regularly scheduled EFT deductions if their PDS account balance is
zero or if they've made a fund overpayment, select Check for balance due when assigning EFT

charges.

@ Useful Information

If you don't select this option, the scheduled deduction will occur regardless.

Select what you use for EFT transactions, and enter your information.

g

When you're finished, click Save/OK > Close.

The family’s terms and rates for payment must be entered before you can obtain the family’s bank

account or credit card information.
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Setting the Default Font for Reports

You can change the default font used for all reports.

q)) Useful Information

Reports are designed using Arial font. Prior to printing, the font is changed to the default font for reports.

On the File menu, under Setup, click Default Font for Reports. Click Set Font to select a font and size.

Click Reset Default to change it back to size 10 Arial font.

You can also change the base font for a single report in the report layout window.

Setting Up Special Days and Holidays

With this option, you can set up important dates in the current year. These special days will display on the
Home window upon entry of the program, and anytime you revisit the home window. On the File menu,
under Setup, click Special Days & Holidays.

Cats
11042012
110e012
MH1Z012
1222012
12082012
12242012
12202012
b 1231012

Date

Special Dais Hams:

Special Days & Holidays
Spacial Days & Holdays |
Specinl Days and Mohdays:

Special Dals Hams

Daylight Eavings Time Ends
Election Day

Welsaang Day

Thanksglwing Day
Immacusiate Conoxption
Chistmas Eve

Chistmas

Nevw Yoars Eva

N Tears Eve

12azmz g

Caleulalicn for Heat Yaar Maw Years Eve - Dae 31

Automatic Setup fafa New Year Inzest Date

Remave Dates from & Prior viear Dielete Date

Print List

[etae]

Use thess
butions to
PRIt ilems
on tha sama
dade

Close

Fig. 14-37.

Special Date Name

If the Automatic Setup for a New Year button was used to add a list of Special Dates, a name displays
here for each date that is set up. When adding your own special dates, you also enter your own date

name.
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Calculation for Next Year

Determines when your special day or holiday appears in your Home window. These predefined
calculations cannot be deleted or modified.

Automatic Setup for a New Year

Set up a list of predefined dates. You can replicate dates from a prior year or set up predefined secular,
Canadian, Catholic, Jewish, or Eastern Orthodox dates.
e Add new dates for — Enter a date range to set up dates.

o Repeat dates already in the list — Set up dates for the new year based on dates that were
previously set up.

Select predefined dates — Select to set up dates recognized as holidays and Holy Days. Click View Dates
to see which dates are already included in the list.Remove Dates from a Prior Year

Click to remove old entries for a date range that you specify.

Backup & Restore

The most valuable component of your computer system is its stored data. Guarding it against loss due to a
natural disaster or a database corruption is important, especially when you must access your data as
quickly as possible. PDS recommends that you back up your data each day and also store it in a secure,
off-site location. The following topics can help you protect your data.

Everyone knows you need to back up your data to prevent data loss. However, not everyone knows how
to implement a successful backup strategy.

We recommend backing up your data each day and storing it in a secure, off-site location.

Planning a Backup Strategy
To help you plan a backup strategy, we recommend the following:

e Commit to a plan that includes a schedule for making daily or weekly backups.
e Test your backup process and restore your data monthly or quarterly.
e Store at least one month's worth of data on multiple sets of backup media for extra protection.

e Keep alog to record dates and details about your backups. Include when the backup happened,
who made the backup, and which backup set was used.

e Each month, run the Test the Program and the Fix Data Discrepancies processes to identify and
repair small problems.

About PDS Backups

You can create backups of your data both automatically and manually. With the Automatic Backup
feature, your current data is backed up on the days you select. You can also create a manual backup of
your data at any time.
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About Internal Archive Folders

You can manage the number of automatic and manual backup files stored in internal archive folders on
your hard drive. Your hard drive contains the following internal archive folders: Weekly, Monthly,
Quarterly, and Yearly.

When a backup file is created, it's stored in the Weekly folder. Depending on your automatic backup
setting, the old backup files are automatically moved or deleted when a backup is complete.

The files are moved from one folder to another in the following ways:

e Weekly to Monthly
e  Monthly to Quarterly
e Quarterly to Yearly

About Data Compression

The backup process compresses your data files into a compact archive. Compression reduces the file size
and the amount of time required to copy the files to a disk. Backup files have a .pds extension. Although
standard compression programs can read the backup files, we recommend using the integrated restore
feature of the PDS program to restore lost or damaged data.

Rotating Backup Sets

We don't recommend using the same set of disks each time you create a backup. To reduce or eliminate
the chance of data discrepancies and corrupt data, use different sets of disks every time you back up your
data.

For example, if you back up your data each Friday, use at least four backup sets in order to provide better
protection. Label these disks Friday 1, Friday 2, Friday 3, and Friday 4. If you reuse tape backup media, be
sure to replace them regularly to guarantee performance.

Backing Up Data Manually

A backup is essentially a snapshot copy of your data (not your program or computer) at the time the
backup is created. When that backup is restored, or copied back, into the program, it will erase whatever
data is there and replace it with that snapshot.

Back Up Current Data [

Warning: This will back up data for all programs sharing the same data file.
Last Backup: Fri. Sep 8, 2013 ot 8:25 AM Artomatic Badwp - Periodic

“fou should back up your cument dats perodicelly. This process oeates a file that is an exact copy of your
daia which you can resbore from lxiee The program alss sutematically saves 8 copy of the bacoup fils in
an srchlve on your hard driva.

Badoup Reason: liser Requested Backup

Baoioup Mathod: @) Bosk up 1o 0 salected drive.  Erssa priod backups on that driva.
Back up 1o a spedfic folder Cid badosps in that folder ars served
Baook up 1o an Ireinst FTF Sarvar

Badup Drive: E = jes] -

Stari Backup Close

Fig. 14-38.
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Before you back up your data, make sure:

You have enough storage media to complete the backup. PDS backup files require at least 0.5 MB
of free space.

You disable your computer's Hibernate, Sleep, or Stand By options.
All PDS users are logged out.
Your backup media is preformatted.

When backing up your data:

Do not shut down or turn off the power to your computer.

Do not log off of the computer at any time during the backup process.

To back up your data manually

On the File menu, click Backup/Restore > Backup Data.

Enter a Backup Reason for each backup that you make. This reason prints on the backup report
and displays when it is time to restore the data.

Select a Backup Method.
0 Back up to a selected drive — Select when backing up to a floppy disk.

0 Back up to a specific folder — Select when backing up to the hard drive, CD-ROM, Zip or
Jaz drive, or any other large-media drive.

0 Back up to an Internet FTP Server — Select to back up the data to an Internet website.

Select a Backup Folder. This can be any drive/folder on your computer or network. If you
selected to backup to an FTP Server enter the FTP Server information.

Click Start Backup.

Backing Up Data Automatically

With the Automatic Backup feature, you can set your PDS program to automatically perform backups on
selected days.

@ OnDemand Customers

If you use OnDemand, your backups are automatically made each night and stored on the OnDemand
server, so you do not need to schedule automatic backups.

Before you set up automatic backups, you must:

Install PDS on the computer or server that stores the data.

Make sure that the computer or server is powered on at the time when the automatic backup is
scheduled to run.

Close all PDS programs installed on other computers.

Enter your email address in the License Information window. If the program can't complete the
automatic backup process, you receive an email notification.
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(‘9/’ Useful Information

The Automatic Backup feature is not a substitute for manual backups. We recommend creating manual
backup files of your data regularly.

Scheduling Automatic Backups for Off-Hours Using Windows

If you want to run your backups after midnight on the scheduled backup day, you can set up a Windows®
scheduled task. This isn't required, but otherwise the PDS Automatic Backup feature can only run when
you open your program on the scheduled backup day.

If you create backup files for multiple PDS programs, you must schedule a task for each program. Make
sure that the start time for each program is at least 15 minutes apart from any other previously scheduled
task start time. If your PDS program is installed on a network, you must use the shared network name.

("}) Useful Information

The following procedure is for Microsoft® Windows 8® users. For information on creating a scheduled
task in an earlier version of Windows, see the help documentation for your version.

To create a scheduled task

1. Locate the Windows Task Scheduler on your computer.

2. Inthe Task Scheduler window, click Create Basic Task. The Create Basic Task Wizard displays.

3. Enter a name for the scheduled task, and click Next.

4. Inthe Task Trigger window, select how frequently you want to create automatic backups, and
click Next.

5. If necessary, select the time, day, or month when you want the update to occur, and click Next.

In the Action window, select Start a program, and click Next.

In the Start a Program window, click Browse, select the PDS program application you want to
create a scheduled task for, and click Open. The program path appears in the Program/script
field, and should have an .exe extension.

L (1)
) Useful Information

If the information does not display in the Program/script field, right-click on the PDS desktop
icon, and click Properties. Copy the information that displays in the Target field and paste it in
the Program/script field of Windows Scheduler. At the end of the text, enter "BACKUP".
In the Add arguments field, enter "BACKUP". Click Next.

Review the information, and click Finish.
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Scheduling an Automatic Backup in Your PDS Program

Once you create a scheduled task in Windows, you must set an automatic backup schedule in your PDS
program. You can also set up the Automatic Backup process to run without scheduling a Windows

scheduled task.

Sslec Bacwp Dayls)
{Sunday
v Monday
Tussday
Vwiednessay
Thursday
Friday
Ssturdsy

Internal Archive Folcer:

("Set Up Automatic Backup Options

AUIOMBlic DECLPs Bre parformed &4 &0 exirs precaution Seledt the dayl(s)
you want tha program to parform the automatic badwp. The program will
back up data when it is started on the scheduled day(s). The program also

badks up data if it has been longer than one week since your last badup.

Browse

=

Note: All users must have Read, Virte, Create. and Delata privileges for tha folder saleced.

Intérnal Archive Files

Minimam The lowest lewel of protedtion Data ks saved for one year This oplion uses the

least amount of hard drive spaoce.
Q@ Moderate Recommended level of protection. Data s saved for three years This option

UbEs & MOderale BMount of hard drive SDBoE

Maximum The highest leve! of peotection. Data is saved for seven yeans. This opticn
uses the most amount of hard drive space

Close
Fig. 14-39.

To schedule an automatic backup

1. On the File menu, click Backup/Restore > Backup Options.

2. Select the day(s) of the week that you want an automatic backup to run.

3. To select the internal archive folder where you store the automatic backup, click Browse. To use
the default backup folder, leave this field blank.

4. If your internal archive folder is on another computer, enter the UNC reference to the folder.

@ Useful Information

This prevents problems for multiple workstations using different drive letters to access the
shared folder. For example, enter "\\ServerName\ShareName" instead of "F:\Backup".

5. Select a level of protection for your internal archive files. See more information about these
option below.

6. Click Close.

About the Minimum Option

If you select the Minimum option, one backup file is stored in each internal archive folder.

Folder Minimum Number of Backup Filesin | Amount of Time Before Backup is Discarded or
Name Each Folder Moved

Weekly 1 backup file 7 days

Monthly 1 backup file 30 days

Quarterly | 1 backup file 90 days

Yearly 1 backup file 365 days
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About the Moderate Option

If you select the Moderate option, several backup files are stored in each internal archive folder.

Folder Minimum Number of Backup Filesin | Amount of Time Before Backup is Discarded or
Name Each Folder Moved
Weekly 5 backup files 21 days
Monthly 2 backup files 60 days
Quarterly | 3 backup files 270 days
Yearly 3 backup files 1095 days
About the Maximum Option

If you select the Maximum option, the maximum number of backup files are stored in each internal

archive folder.

Folder Minimum Number of Backup Files in Amount of Time Before Backup is Discarded or
Name Each Folder Moved

Weekly 10 backup files 28 days

Monthly 4 backup files 90 days

Quarterly | 6 backup files 360 days

Yearly 7 backup files 2555 days

Restoring Data from a Previous Backup

This is the reverse of a backup. A backup is essentially a snapshot copy of your data (not your program or
computer) at the time the backup is created. When that backup is restored, or copied back, into the
program, it erases whatever data is there and replaces it with that snapshot.

@ OnDemand Customers

If you use OnDemand and need to restore a previous backup, contact Support at 1-877-737-4457.

With this process, you can:

e Restore data from a backup file. For example, if you enter a large amount of incorrect data, you
can restore a previous version of the data and enter the correct information.

e Move data to a newly purchased computer.

e Replace files lost due to hard drive failure or file damage.

0
(\/) Useful Information

You cannot restore backup data from read-only media such as CD-ROM disks. To restore data included
on read-only media, copy the file to a rewritable drive, and then clear the Read-only option in the
Microsoft Windows file properties dialog box.

VAN
Be Careful

When you restore data from a backup, you overwrite data entered after the backup was created.

PDS Church Office Training Manual

Additional Features o 14 - 33




To restore data from a prior backup

1.

On the File menu, click Backup/Restore > Restore Data.

Restore Data from a Prior Backup Wizard
Viarning: This will restore data for all programs sharing the same data file.
Seles Location of Badup = =
Folded = Browese
@ Drive i fos] -

Date of Badwp Reason for Badup

Spedific Folder

Irteenal Archive Folder

Intesnet FTP Senver
Setlp FTP

Delete this FTP B

Wext = Cancel

Fig. 14-40.

Select where to restore the data from, select which backup to restore, then click Next. You can
restore data from all of the same places to which you can back up the data: Drive, Specific
Folder, and Internet FTP Server. To restore data from the automatic backups done by the
computer, select Internal Archive Folder.

If you want to restore specific parts of the data, click Advanced Restore Options. For example, if
you created a custom user report and someone deleted it, you can restore just this report using
the Advanced Restore Options. Select a backup containing the report you want to restore, then
simply select the check boxes of the files associated with this report, then click Apply/OK.

@ Warning

Do not use Advanced Restore Options unless you understand the database. If you restore an
incorrect set of files, the program will not function properly. If this happens, use the PDS Rescue
program to restore all your files.

Advanced Restore Options -R
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» bt auslype. Db

» g auslyps. P

» Bcistatusiype gl
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Mark All Clear All Mark All Clear All
Apply 0 Cancel
Fig. 14-41.
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4. Click Start Restore to begin restoring data.

Moving Archived Files to Another Computer

With this process, you can move the active data file and the internal archive data from your hard drive to
another computer.

Maowe Data to Another Computer ﬂ

Warning: This will affect data for all programs sharing the same data file.
Ll the bwd Bullond Belcr wihen you wan! b3 Mo your programs and a1l of your Sala b3 Snother Sompulter,

1) In this dialog bex, o idc Save Archive Files to Bk to copy the sschive files o a disic

2} In22all the program on & new comprier. Run the program to display the Regisraton Wizard.
2} In the Regeradion Wizssd, selest Creabe an Emgly Dala File

4) On Ehe nes’ computer, rebum lo this dialog box and dick Load Aschive Files From Dl

Archive Mathod: @ Save/Load Archive Files io 8 sslecied drive.
Save'Load Archive Files 12 tha folhosing Tolder

Apchive Drive: =l = [os] -
This prooess will copy the archive files.

SaveArchive Flles ta Disk On the old compates, back up the oument data and save all of
= the archive files (o the bacoup drive,

Laad ArchiveFilas From Disk On the new computes, resione the archive files and curent
- diata.

Clase

Fig. 14-42.

First, you must save archive files from your old computer.

To save archive files

On the File menu, click Backup/Restore > Move to Another Computer.

2. Select an archive method.
3. Select or enter the drive or folder where you want to save your archive files.
4. Click Save Archive Files to Disk.

Before loading archive files to a new computer, you must set up the computer.

First, install the PDS program. When you run PDS for the first time, the Registration/System Information
Wizard displays. Select New User to create an empty data file.

To load archive files

1. On the File menu, click Backup/Restore > Move to Another Computer.

2. Select an archive method.

3. Select or enter the drive or folder where you want to load your archive files from.
4

Click Load Archive Files From Disk. All of the internal archive files from the backup drive are
decompressed, and the current data is restored.
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Testing, Fixing, & Rescue

Use the Test and Fix utilities to examine the stability of the program and data, and report any data
inconsistencies. PDS recommends running these utilities once a month.

Testing the Program

With this process, you can verify that data files are in good shape. The program and data files can develop
discrepancies as a result of improper system shutdown, operating system failure, hard drive failure,
computer virus infection, network failure, or other computer complications. To minimize this risk, back up
your data regularly.

We recommend periodically running this process to test for data discrepancies, missing files, or
configuration issues. To access this process, on the File menu, click Test/Fix > Test the Program. A dialog
box displays stating what parts of the program were tested.

Test the Program @

Testing Completed.

Tesd Program Checksum: Pasged
Tesi DEP flag neadad for reparts: Pasged
Test Access ta the Intemet: Passed
Test BDE configuration: Passed

Mo probbem was found with the program fie.
Click on 8 glatus line abave for morne information.

(Version 6.4 A)
Close

Fig. 14-43.

Once the Test the Program process passes without errors, run the Fix Data Discrepancies process to verify
that your data is correct.

Fixing Data Discrepancies

With this process, you can verify that the program does not contain data discrepancies. The program and
data files can develop discrepancies as a result of improper system shutdown, operating system failure,
hard drive failure, computer virus infection, network failure, or other computer complications. To
minimize this risk, back up your data regularly.

@ Warning

This process can repair some small problems with the data. If severe discrepancies exist, you can restore
data from a recent backup. If this happens, however, all information entered since the last backup is lost.

To fix data discrepancies

1. On the File menu, click Test/Fix > Fix Data Discrepancies.

2. If the "index out of date" error displays, select Reindex Tables. To remove empty space in the
data tables, select Pack Tables.

3. Click Fix Data. After the process is finished, a summary report displays.

When you're finished, click Close.
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Using the Rescue Program

The Rescue program is located on the program CD. If you downloaded your PDS program, the Rescue
program is in the setup program, and its icon is a red cross. Use this to back up, restore, and run the Test
and Fix utilities when you cannot open the program in the usual way. You can also use the Rescue
program to erase data files and disable passwords.

Rescue FDS Office [

Dizable Passwords E"_[gq g

Data Foider; Browse

Click on the Disable Passwords button to burn off the use of

Ditable Passwnrde Uzer Names and Security Passwaords in the PDS OTfice program.
When User Names and Securiy Passwords are turmned off,
anyone Can access the program

| Clase

Fig. 14-44.

& Be Careful

Use the Rescue program as a last resort for password information. If there are other security
administrators, ask them to set up another password for you.

When you installed the program from the CD or downloaded it from our website, if you selected to Save
Full Setup in Update Folder, then you can access the Rescue program using the setup installed on the
computer in the program's Update folder.

(5] samup - PDS Church Office =T s

Select Destination Folders !
\Where should Church Office be instalied* +

Seldup will insdall tha progiam Files bo the Tollowng folder.
Program Foder:  ENTEEMERTEN [ erowse |

Setup will install the data filex to the following Folder
[ista Folder; LW DSChurch Ergrmtn

[ Sanym Full Sefup in Updats folder [recommended for nebwork users).
" Gresh: Drthodon Install.

Chck Maxt to bagn mstaling fle=s to your computer, or Cancal to maf Sahup,

+ [ <Bak |[ x> | [ cancd

Fig. 14-45.
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Before using the Rescue program, exit all open programs on your computer. All other users must exit the
PDS program before you continue.

To use the rescue program

1. From either your PDS program CD or your local installation directory, double-click and run the
ChurchOffice7Setup.exe file.

To access the Rescue program, click the red cross in the bottom left of the Setup window.
When you're ready to run the Rescue program, click Next.

Select your program, and click OK.

Disable Passwords

You can disable all passwords if, for example, the security administrator has forgotten his or her password
or an error prevents the program from starting correctly.

The Disable Passwords process doesn't delete user settings or passwords, but it disables the requirement
of providing a name or password when entering the program.

To disable passwords

1. Inthe Rescue Program dialog box, click the Disable Passwords tab.
2. Verify or enter the path for the data folder.
3. Click Disable Passwords.

Erase Data Files

You can set up an empty data file, convert data from an old data file, or restore from a prior backup.

& Be Careful

Use this command only as a last resort.

To erase data files

1. Inthe Rescue Program dialog box, click the Erase Data Files tab.

2. Verify or enter the path for the data folder.

3. Make your selections. For more on these options, see the Additional Field Information below.
4. Click Erase Data Files.

Additional Field Information

Keep License
Keep your program license information after erasing data files. If you don't select this option, you must re-
enter the license information when the program opens.

Erase Files From Clipart

Erase clipart files from the Clipart folder located inside the Data folder. These files must be erased before
reconverting from the old data file and should be erased if you have data discrepancies.
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Erase Files from Reports

Erase report files from the Reports folders, including easy and custom reports. These files must be erased
before reconverting from the old data file and should be erased if you have data discrepancies.

sQL

@ Warning

PDS is not responsible for any data changes made when you use this utility. It's provided solely for
individuals who are familiar with database manipulation with SQL and need to correct an error in their
data or run a specific query.

Structured Query Language (SQL) is commonly used in database programs to access the raw data files.
To structure query language

1. Inthe Rescue Program dialog box, click the SQL tab.

2. Verify or enter the path for the data folder.

3. Enter the SQL statement, and click Exec to execute the changes made to the data fields.

4. Click Open to process the query and display the results.

5. Click Save Results to save the results in a Comma-Separated Value (.csv) file.
Exercises

Exercise #1 — Change the program name to "<Your Name>'s Favorite Program."

Exercise #2 — Set up yourself as a Security Administrator. Assign a password of “PDS”. Give yourself full
access to the entire program.

Exercise #3 — Set the Security Method to ask for both a user name and password. Restart the program.

Exercise #4 — Add HRH ("Her Royal Highness") to the Title Definitions dialog box.

Questions

Q: Where do you change the term used for tracking attendance units/hours/days?

A:

Q: The security administrator forgot their password. Where can you disable all passwords?

A:

Q: Where do you specify the format to use for sacrament sponsors names?

A:
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15: About Sacramental Registers

The Sacramental Registers feature is used to locate, view, manage, and print member sacrament records
all from one window. This feature is purchased separately. For more information, visit
www.parishdata.com/sacramentaltracking.

The sacramental registers are operated from the Sacramental Register tab after you briefly define some
keyword associations through the File menu under Sacrament Setup. Changes made to the Sacramental
Registers tabs are reflected in the Sacraments section of the individual's record and vice-versa.

Preparing to Use Sacramental Register

First, while not required, you should update your list of sacrament place names to get rid of duplicate
entries. Whenever a place is entered manually instead of being chosen from the drop-down selections, it
is added to the list of available places, even if the item is already in the list. Furthermore, a place might
have been entered with one or more spellings. “St. Mary’s,” for instance, might exist alongside “St.
Marys” and “Saint Mary’s.”

- .
Combine Sacrament Places ==
Select a sacrament place to change: Change it to this sacrament place:
All Saints-8122 E. Clark Ave. [Alron, OHE43294 A | | All Saints8122 E. Clark Ave (Alron, OH|:43294 -
Cental Baptist Community.321 Washington{Mamghis, TN Cantral Baptist Community-321 Washington{Memphis, TN
Communily Bible Baptist Church-13 E, Meadow Ln (Little | Community Bible Baptist Church-13 E. Meadow Ln (Little
Epiphany-14 W Broadway(El Monte, CA) 90 Epiphany-14 W BeoadwaylEl Monie, CAXS07,
Faith Lutheran Church-283 E. Main(Eimhurst, IL) 80282 Faith Lutheran Church-2983 E. Main{Eimhurst, IL100282
Faith Lutharan Church-28 N, Contral Ave (Newark, ) t heran Church-25 N. Cantral Ave. (Newar, NJ027
First Methodist Church-5482 S Western(Peoria, IL) 81294 ~ | | Fint Mathodist Church-5482 5. Western(Peoria, IL) 81234 ~
List of changes to be made:
Close
Fig. 15-1.

To combine duplicate sacrament place names

1. On the File menu, click Sacrament Setup > Sacrament Place Names and Addresses.

2. Click Combine.

3. Inthe first pane, select the place names you no longer want to use. Hold down the Ctrl key while
clicking to select more than one name.

4. Inthe second pane, select the place name that should replace them after combined.

5. Click Add to List of Changes Below.

6. Review the list of changes now in the third pane.

7. Click Combine/OK.

Next, select the sacrament keywords to be used. Some PDS users specify sacrament keywords other than
those built into the program. Because of this, the Sacramental Registers system process is not pre-
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programmed to search for data associated with any specific sacrament keywords. So, defining which
keywords you use to denote the various sacraments is a necessary step before using the sacramental

register.

Sacrament Tab Names

reports.
Name for Baptism Baptism
Nama for Confirmation Confirm
MName for First Communion First Comm
Name for Mamage: Marmage
Name for Death Deceased

continuing.

Define which Keywords You Use for Each Sacrament:

The sacament names you select below are used for the sagamental registens and for various

Sscrament Names  Sacrament Cefntens | Sacramental Register Options |

I-r

Note: If you have duplicate entries in your keyword list for any of the names selected for
the Sacramental Registers, your registors will be Incomplete. If you have duplicates, use
the Combine Keyword function in the Keyword list to remove duplicates before

=)

Close

Fig. 15-2.

To set up keyword definitions for the sacramental registers

1. Onthe File menu, click Sacrament Setup > Sacrament Tab Names. The Sacrament Tab Names

dialog opens.

2. On the Sacrament Definitions tab, select the keywords your organization uses to denote
baptism, confirmation, first communion, marriage, and death. Typically, Name for Baptism will
be Baptism, and so on. If necessary, click the Sacrament Names tab to see which keywords are
being used in your program; these associations are reflected as the sacrament tab names in the

Members window.

3. Click Save/OK, then Close.
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Finally, define sacrament register options. This is only necessary if you need to track the sacrament
records of other churches in a multi-church situation. Suppose, for instance, your church maintains
sacrament data for smaller churches in the same cluster or for missions. Follow this procedure to specify
those churches.

Sacrament Tab Names
Sacrament liames | Sacrament Defintions Sacramental Register Optons

@ Our Data Contains Information for One Set of Sscamentsl Reguters

QOur Data Containg Saaamental Register Information for More than One Church

Select Churches Only if Using More than One:

Rebuild Sacramental Registers

Close

Fig. 15-3.

To set up sacramental data for more than one church

1. Onthe File menu, click Sacrament Setup > Sacrament Tab Names.

2. On the Sacramental Register Options tab, select Our Data Contains Sacramental Register
Information for More than One Church.

Select up to five churches whose sacramental records are included in your database.

Click Rebuild Sacramental Registers.

4,
—
@ Caution
When you select Rebuild Sacramental Registers, it removes all existing member information and rebuilds
it. Non-member information is not affected. If you click Cancel before the process is completed, all
sacramental register information for existing parishioners is lost and you will have to run the process
again.
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About Creating Sacramental Registers

Create your sacramental registers by opening the Sacramental Registers.

Sacramental Registers ==
BaptismRegister | Confirm Register | Frst Comm Register | Mamiage Regaster | Deceased Register |
lote: Additional Fields Can be Found on the Field View
Volume Page  Enty Name Gencer  Baptism Date  Prolession of Faith  Bagtism Namg »
» Alvarez Disna M Female 11/07/1589 C Disns Marie
Andersen Carcline{T}Miss  Female 07/12/1390 I E
Anderzen Michael(R . Me Male | 082171989 L
Babbettosephflomesihe. Male  0503/1853 r
Bateny Brad(l ) Me Male | 08/12:2000 r
[l ) 307 Bakers, Julie]M | Miss Female 07031999 r
L 4 188 BaxterDanielle Miss Female 08/122004 I_
] 4 158 BaxtecMatthew(Matt)Me Male  08:30/1994 N
'] 2 57 | BaxtetMalanie Miss Femsle 07/14/1952 r
8 ] 303 BaxtecSpenceihl Male 03181998 r
4 1 € Bortini BettyfLou)Mrs Female 08/12/1951 r
) 3 109 Bourbeau,Beandon, Mr. Male  09/152003 I
L) 8 380 Bowbesu,Dana Misn Female 101272008 O
£l e 202 Bourbasy, JasminelJazzy)Miss Famala 12122000 N
8 1 8 Campdell Esther(Essie)Docket .. Famale 08/20/1981 r
4 7 308 Campbell RoberiBob) Me Male 083011957 N
9 3 103 Cavensugh.CondiceiCandy).  Femasle 03282003 C -
a ]
Insert Line Line Celete Printindex  PrintRegister  Order: Name »  FieldView/Quick Posting
Register Search |
Ciose |
Print Certificate Print Notification Refresh Member Info . i
Fig. 15-4.

To create your sacramental register

1. Onthe Sacramental Registers tab, click Sacramental Registers.

2. The first time you use Sacramental Registers, the program compiles a list of records associated
with sacrament keywords.

3. Edit and update the records, as needed, in the grid. Click Save/OK after making changes. Changes
made to a record here are reflected also in the Sacraments section of the Members window.

4. Click Close.

@ Useful Information

If you track sacraments for multiple churches (a cluster or missions, for example), a drop-down list field is
displayed in the lower-right corner of the Sacramental Registers window. Use this to filter the entries

displayed.
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Additional Field Information

Print Certificate Back — Click to display the Certificate Back Page dialog box. If you select Mark as Invalid
for Marriage, then the statement "Not Valid for Marriage" displays on the back page of the certificate.
Information entered in the Notations text box displays in the Notations section.

Certificate Back Page @
ok as invalid for Mariage
Hedaticns:
Apply FOK Cancel
Fig. 15-5.

Print Index — Click to print an index view (single-line entries) of the register for the open sacrament tab.
Enter the volume you want to print. You are also asked whether to sort the entries alphabetically or by
page number.

Print Register — Click to print a detailed report of the register for the sacrament on the open tab. Enter
the volume you want to print.

Order — Select how you want to sort the entries in the grid: by volume, name, or date.

Field View/Quick Posting — Use this view to see and edit the details of each individual record. For more
on editing records using the field view, see About Editing Sacramental Records.

Register Search — Click to search the Sacramental Registers for a record.
Print Certificate — Click to print certificates for a record.

Print Notification — Click to print a notification letter for Confirmation, First Eucharist, or Marriage. Print
notification is not available for the Baptism or Deceased registers.

Refresh Member Info — Click to refresh information within the member record. Refresh Member Info
compares the sacramental register and member record, then it updates the sacramental register with the
member record information all according to your selection within the Confirm dialog box.

/1
Q Be Careful

The Refresh Member Info button is different from the Rebuild Sacramental Registers button located on
the Sacramental Register Options tab on the File menu under Sacrament Setup > Sacrament Tab
Names.
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About Adding Sacramental Records

You can add sacramental records for members as needed.

Sacramental Registers ==
Bastsm Register | Confirm Register | Frst Comm Register | Marmioge Register | Deceased Register |
Cument Vol 9 Cument Entry w
Blmll'l R:gister Enlry: Current Page 8 Number per Page 0
[7] Start Every Page with Entry Number 1
Name: » b Volume 9@ Page t|@ Enty w8
Bagtism Date & Profession of Faith
Bagtismal Nama: Adoption
Perfoemed By: |» Ceremony Supplied
Sponsers | Birth fo | Confirm  Frst Comm |w| Prev Marrisges | Holy Orders | Rel Prof | Ceremoay Sup | Notes |
Fiest Communion Date: (=3
Perfcemed By -
First Communion Placs v
Address:
City | State:
JP | Postsl Code
Country:
M« Add Next Entry Delete Entry Print Certificate Back List View
Register Search Save/OK
Print Certificate Print Nofification Refresh Member Info Cancel
Fig. 15-6.

To add a record

On the Sacramental Registers tab, click Sacramental Registers.
Click the appropriate sacrament tab.

Click Field View/Quick Posting.

Click Add Next Entry. The fields on the tab clear.

Enter the new sacrament record information, or click the double arrows in front of the Name
field to open the Get Existing Member dialog box for entering existing member information. If
entering sacrament information for an existing member, select the member, then click Use/OK.

vk W

6. Once all information has been entered for the sacrament, click Save/OK.
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About Deleting Sacramental Records

You can delete sacramental records when needed.

To delete a record

1.

o vk wbn

On the Sacramental Registers tab, click Sacramental Registers.

Click Register Search and enter the information for the record you want to delete.
Click Search.

Double-click the record to be deleted on the Search Results grid.

Click Delete Entry.

Click Yes to confirm the deletion.

(0) Useful Information

When you delete a member’s record, the Sacramental Register retains any sacramental information
associated with the member, unless deleted as described above.

About Locating Sacramental Records

If you know the type of sacrament and the name associated with a record, you can probably scroll
through the list view to locate it. For a more advanced search, however, use the Register Search,
described below.

To search for records in the Sacramental Registers

vk v

On the Sacramental Registers tab, click Sacramental Registers.

Click Register Search.

Select the check boxes to indicate which type(s) of sacraments to search.
Enter as much or little information as you want to in the remaining fields.

Click Search. A Search Results grid opens to display the results.

About Editing Sacramental Records

The Sacramental Registers contain more detailed information about individual sacramental records than
the Sacraments section of the individual's record. Once you have populated the tabs with existing records
from your database, you might want make edits or add more information.

To edit records in the Sacramental Registers

1.
2.

On the Sacramental Registers tab, click Sacramental Registers.

Locate the record you want to edit either by scrolling through the grid or by using the Register
Search.

Double-click the name in the grid. The Register Entry view opens.
Edit the fields as needed.
Click Save/OK.
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16: Appendix

Predefined Fund Setups

The program contains several predefined fund setups that you can use as models for your funds.

Church Contributions

Group Activity
Donation to Church
Offering
Holy Days
Easter Donations
Christmas Donations
Total Donations
Misc. Activities
Non-Cash Donation
Fall Dinner/Dance $20
Flower Donation

Homeless Shelter

Function

Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible

Group Total

Non-Cash Contribution-Deductible

Quid Pro Quo
Payment-Deductible

Payment-Deductible

ISF Check Ignore
Church Contributions with Extra Contributions
Group Activity Function

Donation to Church
Offering
Holy Days
Easter Donations
Christmas Donations
Total Donations
Extra Contributions
Missions
Charity & Development
Rice Bowl
Bishop’s Relief
Special Needs
Communication
Home Missions

Propagation of Faith

Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible

Group Total

Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible

Payment-Deductible
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Misc. Activities

Retirement Fund
Emergency Fund

Total Extra

Non-Cash Donation
Fall Dinner/Dance $20
Flower Donation

Homeless Shelter

Payment-Deductible
Payment-Deductible

Group Total

Non-Cash Contribution-Deductible
Quid Pro Quo
Payment-Deductible

Payment-Deductible

ISF Check Ignore
Stewardship
Group Activity Function
Donations to Church
Pledged Payment Due Charge

Misc. Activities

Pmt/Pledge

Holy Days

Easter Donation
Christmas Donation

Pledge Balance

Non-Cash Donation
Fall Dinner/Dance $20
Flower Donation

Homeless Shelter

Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible

Balance

Non-Cash Contribution — Deductible
Quid Pro Quo
Payment-Deductible

Payment-Deductible

ISF Check Ignore
Formation
Group Activity Function
Formation Tuition
Formation Tuition Due Charge

Next Year’s Tuition

Pmt/Formation Tuition
Pmt/Formation Tuition From Last Yr
Catechist Tuition Credits
Refund/Formation Tuition

Formation Tuition Balance

Next Year Formation Tuition Due
Pmt/Next Year Formation Tuition

Next Year Formation Tuition Bal

Payment-Non-Deductible
Payment-Non-Deductible
Credits-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible

Balance
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Registration Fee

Next Year’s Registration

Book Fees

Sacrament Preparation

Prior Year

Late Charges

Volunteer/Service Hours

Misc. Activities

Reg Fee Due

Pmt/Reg Fee

Pmt/Reg Fee from Last Yr

Refund/Reg Fee

Reg Fee Balance

Next Year Reg Fee Due

Pmt/Next Year Reg Fee

Next Year Reg Fee Bal

Book Fees Due
Pmt/Book Fees
Refund/Book Fees

Book Fee Balance

Sac Prep Fee Due
Pmt/Sac Prep Fee
Refund/Sac Prep Fee

Sac Prep Fee Balance

Prior Year Tuition Due
Prior Year Fees Due
Pmt/Prior Year

Prior Year Balance

Late Charge Due
Pmt/Late Charge

Late Charge Balance
Hours Pledged
Completed Hours

Hours Remaining

ISF Check

Charge

Payment-Non-Deductible

Payment from Last Year-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible

Balance

Charge
Payment-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Charge
Payment-Non-Deductible

Balance

Charge
Payment-Non-Deductible

Balance

Hours Pledged

Hours Completed

Hours Remaining

Ignore
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School Tuition

Group

School Tuition

Next Year’s Tuition

Registration Fee

Next Year’s Registration

Book Fees

Graduation Fee

Special Activities

Bus Fee

Activity

Tuition Due

Pmt/Tuition

Pmt/Tuition From Last Yr
Tuition Credits
Scholarship Credits
Refund/Tuition

Tuition Balance

Next Year Tuition Due
Pmt/Next Year Tuition

Next Year Tuition Bal

Reg Fee Due

Pmt/Reg Fee

Pmt/Reg Fee from Last Yr
Refund/Reg Fee

Reg Fee Balance

Next Year Reg Fee Due
Pmt/Next Year Reg Fee

Next Year Reg Fee Bal

Book Fees Due
Pmt/Book Fees
Refund/Book Fees

Book Fee Balance

Graduation Fee Due
Pmt/ Graduation Fee
Refund/ Graduation Fee

Graduation Fee Balance

Science Fee Due
Pmt/Science Fee
Refund/Science Fee

Science Fee Balance

Function

Charge
Payment-Non-Deductible
Payment-Non-Deductible
Credits-Non-Deductible
Credits-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible

Balance

Charge

Payment-Non-Deductible

Payment from Last Year-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible

Balance

Charge
Payment-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Payment-Non-Deductible
Refund-Non-Deductible

Balance
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Prior Year

Late Charges

Volunteer/Service Hours

Misc. Activities

Bus Fee Due
Pmt/Bus Fee
Refund/Bus Fee

Bus Fee Balance

Prior Year Tuition Due
Prior Year Fees Due
Pmt/Prior Year

Prior Year Balance

Late Charge Due
Pmt/Late Charge

Late Charge Balance

Hours Pledged
Completed Hours

Hours Remaining

Gift — Sports Equipment

Gift — Donation to Library

Charge
Payment-Non-Deductible
Refund-Non-Deductible

Balance

Charge
Charge
Payment-Non-Deductible

Balance

Charge
Payment-Non-Deductible

Balance

Hours Pledged
Hours Completed

Hours Remaining

Additional Gift — Deductible

Additional Gift — Deductible

ISF Check Ignore
Pledge Drives
Group Activity Function
Pledge Payments
Pledge Payment Due Charge

Volunteer/Service Hours

Misc. Activities

Pmt/Pledge
Initial Payment

Deposit

Payment to Reduce Rate

Non-Cash Donation

Volunteer Credits

Fall Dinner/Dance $20

Auction & Dinner $25

Pledge Balance

Hours Pledged
Completed Hours

Hours Remaining

Payment-Deductible
Payment-Deductible
Payment-Deductible

Pay Down-Deductible

Non-Cash Contribution-Deductible
Credits-Non-Deductible

Quid Pro Quo

Quid Pro Quo

Balance

Hours Pledged
Hours Completed

Hours Remaining
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Church Furnishings Additional Gift-Deductible
Stained Glass Additional Gift-Deductible

ISF Check Ignore

Extra Contributions

Group

Extra Contributions

Activity

Missions

Charity & Development

Rice Bowl

Bishop's Relief
Special Needs
Communication
Home Missions
Propagation of Faith
Retirement Fund

Emergency Fund

Function

Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible
Payment-Deductible

Payment-Deductible

Total Extra Group Total
Misc. Activities

ISF Check Ignore

Keyboard Shortcuts

Listed below are a variety of keyboard shortcuts you can use in place of your mouse.
Tab or Enter — Press to move to the next field.

Shift + Tab — Press to move to the previous field.

Esc — Press to select the "cancel" command or negative choice in a dialog box.

Alt + S — Press to save the current item.

Alt + down arrow — Press to select the button at the end of a data field. e =
Spacebar — Press to select or clear a check box (when the focus is on that field).

Alt — Press and release to display other keyboard shortcuts.
Alt + N — Press to advance to the next record. This is the same as clicking * inthe Navigation tools.

Alt + P — Press to move to the previous record. This is the same as clicking * linthe Navigation tools.
Ctrl + Z — Press to undo the last edit.

Ctrl + X — Press to cut the selected text to the Windows clipboard.

Ctrl + C — Press to copy the selected text to the Windows clipboard.

Ctrl + V — Press to paste the selected text from the Windows clipboard.
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Status Icons

These icons are used in the program to indicate certain characteristics of individuals. Below are figures
that show these icons as they would display in the Families and Members windows.

Family: Wan Locn, JefflJeans),MiM  1D: 1 ‘e INaCtive Add Documents

Mame: ‘an Loon,Jeane[Hayes) & P

Mem ID/Env: Avail? Show Name Formats Also Visible In: 1 a )
Fig. 16-1.

Family: @bbﬂﬁ. Harcld{Connig), MM 1D: 41 Inadive Add Documents

Mame: Marguis, Gabriella{Gabe) :I

Mem ID/Env: Avail? Show MName Formats Also Visible In: i [
Fig. 16-2.

Family: Adles,Patricia,Mis. ID: 7 fee] INactive Add Documents

Mame: Adler Fatricia[Rosen], Mrs. % E]

Mem ID/Env: Avail? Show Name Formats Also Visible In: ol
Fig. 16-3.

Icon Descriptions

o

This icon indicates the individual has a different last name than the family It displays in the
Members window beside the family's name.

This icon indicates the family or individual has confidential remarks. It displays in the Families and
Members windows beside the name.

Y| [

This icon indicates the individual has special circumstances. It displays in the Members window
beside the individual's name.

This icon indicates the family or individual is also in School Office. It displays in the Also Visible In
section of the Families and Members windows.

&

This icon indicates the family or individual is also in Formation Office. It displays in the Also Visible
In section of the Families and Members windows.

B3
H

This icon indicates the individual is a student in School Office. It displays in the Also Visible In
section of the Members window.

This icon indicates the individual is a teacher in School Office. It displays in the Also Visible In
section of the Members window.

)
7

This icon indicates the individual is a catechist in Formation Office. It displays in the Also Visible In
section of the Members window.

]

This icon indicates the individual is a student in Formation Office. It displays in the Also Visible In
section of the Members window.
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17: Answers

Chapter 1: About Families

Exercise Instructions
Exercise #1 — Add your own family. Include the following information:

e Your name, using the Family Name dialog box.

e  Your address.

e  Your work phone and home phone. Indicate that the home phone is unlisted.
e Your email.

e A family keyword, such as "Receives Newsletter".

To do this
1. Ontheribbon, click Information > Families.
In the Tasks group, click Add Family.
In the Add Family dialog box, click Add New Family.

In the Family Name field, start typing your last name. In the Family Name dialog box, enter the
different parts of your name, then click Apply/OK.

ol

5. Enter your address, city, state, and ZIP code. If your city is not in the keyword list, click Add to the
List.

6. Enter your phone number and a description. If the description is not in the keyword list, click Add
to the List.

Enter your email address.

Under Family Keywords, click Insert, and enter an appropriate keyword, such as "Receives
Newsletter". If the keyword is not in the list, click Add to the List.

Answers to Questions

Q: What two things should not be used in ID numbers?

A: Leading zeros and letters of the alphabet

Q: What is the proper format for Family Names?

A: Last, First (Spouse), Title, Suffix

Q: How many phone numbers can a family have?

A: A family can have an unlimited number of phone numbers.
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Q: How many keywords can a family have?

A: A family can have an unlimited number of family keywords.

Q: Where can you record confidential remarks about a family?

A: In the Primary Information section of the Families window, under Remarks, select Confidential, then
enter your remarks.

Q: How can you send a letter addressed directly to the family?

A: In the left navigation pane of the Families window, click Individual Letter, Label.

Chapter 2: About Members

Exercise Instructions
Exercise #1 — Add a member to your family. Use the following information:

e Name — Miss Elizabeth Williams "Betsy"
e  Birth date — 12/10/2005
e Grade—3

To do this

1. Ontheribbon, click Information > Members.

2. Inthe Tasks group, click Add Member.

3. Inthe dialog box, select your family from the drop-down list, then click Add to This Family.

4. Inthe Name field, start typing the member's name. In the dialog box, enter the different parts of
the member name, then click Apply/OK.

5. In the Birth Date field, enter 12/10/2005.

In the Grade/Degree drop-down list, select 3.

Exercise #2 — Add the following sacrament information for Betsy.

e She was baptized on 12/15/2005 at this parish.
e The baptism was performed by Fr. Robert Zello.
e Sheis sponsored by Melissa Brown, a family friend.
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To do this
1. In Betsy's member record, in the left navigation pane, click Sacraments.
On the Baptism tab, in the Date field, enter 12/15/2005.
In the Status drop-down list, select Yes, then in the Addl drop-down list, select Perf. Here.

In the Performed by field, enter Fr. Robert Zello.

vk v

Under Sponsors/Witnesses, enter Melissa Brown. In the Type field, enter Family Friend. If this
type is not in the list, click Add to the List.

Exercise #3 — Print the Baptismal Certificate for Betsy.

1. From the Baptism sacrament tab, click on Print Certificate.

2. Choose the Baptism certificate. Click Next three times. Click on Preview.

Answers to Questions

Q: What symbol in the Personal window indicates that the member has a different last name?

A: A yellow flower

Q: What information can you add to the Communications window?

A: You can add member phone numbers, email addresses, and social media information. You cannot
modify the other information because it displays information from the Families window. To change that
information, you must go to the Families window.

Q: How many sacraments can display at once in the Sacraments window?

A: Eight, but you can display an unlimited number of sacraments on the Date List tab.

Q: Where would you change the order of the sacrament tabs?

A: On the File menu, click Sacraments Setup > Sacrament Tab Names.

Q: Where would you maintain the actual Sacrament Date names?

A: On the File menu, click Keywords > Sacrament Date Names.

Q: How would you print a Confirmation certificate from the sacrament tab?

A: In the left navigation pane of the member's record, click Sacraments, then on the Confirmation tab,
click Print Certificate and select one of the confirmation reports.
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Chapter 4: Funds

Exercise Instructions

Exercise #1 — Set up a fund, then add the fund to all families.

On the Administration tab, click Fund Setup.

O Fund Identifier: PC

0 Fund Name: Parish Center

0 Fund Period: PC-13, from July 2013 to June 2016

Click in the grid, and when the program asks if you want to use predefined fund activities, click

In the grid, enter the following Groups/Activities:

PC Pledge Due - Charge
Pmt/PC Pledge - Payment Deductible

Stock and Non-Cash - Non-Cash Contribution - Deductible

Kitchen Equipment - Additional Gift
ISF Check - Ignore
Bal/PC Pledge - Balance

Late Fee Due - Charge
Pmt/Late Fee - Payment Deductible
Late Fee Bal - Balance

ISF Fee Due - Charge
Pmt/ISF Fee - Payment Deductible

ISF Fee Bal - Balance

To do this
1.
2. Click Add Fund.
3. Enter the following values:
0 Goal: $240,000
4,
Make Group.
5.
O Pledges
-
O Late Fee
-
O ISF Check Fee
6. Click Save.
7. Click Add to Fams.
8.

Click Yes, then Yes again to add the fund to all inactive families, too.

Exercise #2 — Set up a family to pledge $10 a week for the entire fund period.

To do this
1.
2.
3. Click Add Rate.

On the Information tab, click Contributions.

If you followed all steps in exercise #1, PC-13 should be set up for all family records. Click Funds
Used and select the PC-13 fund. If you did not complete the last step in exercise #1 and PC-13 is
not in the list, click Add Fund, then select PC-13.
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4. Select the following values:
O Recurring Act — Pledge Payment Due
0 Terms — Weekly
0 Billing Period — 7/1/2013 to 6/30/2016
O Rate — 10.00
5. Click Save. The total is calculated based on the rate, terms, and billing period.

Exercise #3 — Set up a family to pledge $50 each quarter from August 2013 to April 2014. When is their
first payment due?

To do this

On the ribbon, click Information > Contributions.

2. Select a different family than the one you used in exercise #2.
3. Click Add Rate.
4. Select the following values:

0 Recurring Act — Pledge Payment Due

0 Terms — Quarterly

O Billing Period — 8/1/2013 to 4/30/2014
O Rate —50.00

5. Inthe left navigation pane, click Recap/Totals. Because the due date is based on the fund period
(which starts in July), the first payment is due on October 1.

Exercise #4 — Set up a family to pledge $50 a month for a total of $2,000. What special conditions must
be made?

To do this
1. On Information tab, click Contributions.
2. Select the same family that you used in exercise #2.
3. Inthe Rates/History/Keywds window, click Add Rate.
4. Select the following values:
0 Recurring Act — Pledge Payment Due
0 Terms — Monthly
0 Billing Period — 7/1/2013 to 06/30/2016
O Rate — 50.00
Click Save. The total is $1800.

Change the total to $2,000, then click Save again. Click Leave Same Rate. The family now has a
$50 a month pledge with a final payment of $250. This final payment displays in parentheses
next to the Rate.
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Exercise #5 — Set up one member of the family to pledge $20 a week and another member to pledge
$100 a month for the entire fund period. Which member's total pledge is higher?

To do this

1.

2
3.
4

7.

On the Information tab, click Contributions.
Select the same family that you used in exercise #3.
In the Rates/History/Keywds window, click Add Rate.
Select the following values:
0 Recurring Act — Pledge Payment Due
0 Terms — Weekly
O Billing Period — 7/1/2013 to 06/30/2016.5
O Rate — 20.00
Click Add Rate again.
For the second member, select the following values:
0 Recurring Act — Pledge Payment Due
0 Terms — Monthly
0 Billing Period — 7/1/2013 to 06/30/2016
0 Rate — 100.00
Click Save.

The member pledging monthly pays more.

Exercise #6 — Set up a family to pledge $100 a month with a pay-down of $360.

To do this

1. Inorder to post a pay down payment, you must first add a pay down activity to this fund in the
Fund Setup window.

2. Onthe Administration tab, click Fund Setup.

3. Use the search utility in the Navigation section to locate your PC fund.

4. Click the line item for Stock and Non-Cash, this is where we will insert the Pay Down activity.

5. Enter an activity name of Payment to Reduce Rate, then us the drop-down list to select Pay
Down - Deductible as the function.

6. Click Save.

7. On Information tab, click Contributions.

8. Locate a new family record (one not used in any of the previous exercises).

9. If you followed all steps in exercise #1, PC-13 should be set up for all family records. Click Funds

Used and select the PC-13 fund. If you did not complete the last step in exercise #1 and PC-13 is
not in the list, click Add Fund, then select PC-13.

10. Click Add Rate.

11. Select the following values:

O Recurring Act — Pledge Payment Due

0 Terms — Monthly

O Billing Period — 7/1/2013 to 06/30/2016
O Rate — 100.00
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12. Click Insert and enter the following:
O Date — 07/01/2013
O Activity — Payment to Reduce Rate
0 Amount — 360.00

13. Click Save.

14. In the left navigation pane, click Recap/Totals. The rate is now $90 a month ($100 x 36 months =
$3,600. $3,600-5360 divided by 36 = $90). The new rate also displays in the
Rates/History/Keywds window next to the Rate.

Answers to Questions

Q: What three activity types would you need to track a Late Fee?
A: Charge, Payment, and Balance

Q: Can you post to fund 1-09 after fund 1-10 has been created? Why or why not?
A: Yes, because the prior fund periods are not locked or deleted when a new period is created.

Q: What is the difference between "Weekly" and "Weekly on Tuesday?" How is this distinction useful?
A: "Weekly" means every seventh day starting with the billing start date. "Weekly on Tuesday" means
every Tuesday within the billing period. Use this to make sure you have 52 weeks in a year.

Q: What is the difference between Fund Period, Billing Period, and Calendar Year?
A: The Fund Period is the name of the time frame in the Fund Setup window, the Billing Period is the time
period the family is pledging, and the Calendar Year is January to December.

Q: What are the four rules for fund periods?
A: 1) They cannot overlap.
2) They should not be less than one year.
3) They can cover more than one year.
4) They do not have to begin in January.

Q: What is special about Quid Pro activities?
A: The activity name must include the value of the item received.

Q: What activity type would you use to post a payment that reduces the rate but not the total pledge?
A: Pay Down Deductible or Pay Down Non-Deductible

Q: What activity type would you use to post stock?
A: Non-Cash Contribution

Q: What section of the Contributions window would you access to see the family’s fund status through
today?
A: Recap/Totals
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Chapter 5: Quick Posting Processes

Exercise Instructions

Exercise #1 — Post geographic area "1A" to all families who live in Phoenix.

To do this

On the Information tab, click Families.

In the left navigation pane, click Quick Posting.

In the list of processes, select Area Posting.

Select the automatic updating method, then click Next.

On the Additional Selections tab, select "Fam. City is equal to Phoenix, AZ", then click Next.
Select Assign the same area to selected families, enter 1A, then click Next.

After the program builds the list, click Next, then Finish.

Exercise #2 — Post grade "3" to all members who are eight years old.

To do this

1.

No vk wbN

On the Information tab, click Members.

In the left navigation pane, click Quick Posting.

In the list of processes, select Grades and Degrees.

Select the automatic updating method, then click Next.

On the Additional Selections tab, select "Mem.Age is equal to 8", then click Next.
Select Assign the same grade/degree to all selected members, select 3, then click Next.
After the program builds the list, click Next, then Finish.

Exercise #3 — Post a $10 late fee to all families who are behind on their pledge in fund PC-13.

To do this

1.

vk v

On the Information tab, click Contributions.

In the left navigation pane, click Quick Posting.

In the list of processes, click Post Family Fees.

Select the automatic updating method, then click Next.

On the Additional Selections tab, select "Fund Totals.Recap Balance is greater than 0", then
click Next.

Select Assign the same fee information to all selected families, then enter the following:
0 Date Posted to — Today's date
0 Fund Identifier — PC-13
O Fee Name — Late Fee Due
0 Amount — 10.00
Click Next.
After the program builds the list, click Next, then Finish.
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Answers to Questions

Q: Are quick posting processes used to update existing information or add new information?

A: Add new information

Q: What must be set up before you can post a late fee to individual families?

A: A Late Fee group with a Late Fee activity (Charge), a Payment of Late Fee activity (Payment Deductible),
and a Balance of Late Fee activity (Balance).

Q: Which quick posting process would you use to assign high school seniors to a job fair?

A: You could use either the Talents, Ministries, or Member Keywords process. To access these processes,
in the left navigation pane of the Members window, click Quick Posting.

Q: Which quick posting process would you use to assess a $25 fee to all members with the keyword of
"Sports Activities?"

A: First, you would use the Member Keywords process to assign the keyword to the appropriate
members. To access this process, in the left navigation pane of the Members window, click Quick Posting.
Once you have assigned the keyword to the appropriate members, you would use the Member Fees
process to post the fees. To access this process, in the left navigation pane of the Contributions window,

click Quick Posting.

Chapter 6: About Processes

Exercise Instructions

Exercise #1 — Make all of the families from ID #1-100 inactive.

To do this

On the Information tab, click Families.

=

In the left navigation pane, click Processes.

In the list of processes, click Activate/Inactivate Families.

Select the automatic updating method, then click Next.

Select Make Families Inactive, then click Next.

Enter "Fam.ID/Env Number is between 1 and 100", then click Next.
After the program builds the list, click Next.

Select the reason for the change, then click Log/OK.

W Nk WD

Finally, to post the information, click Finish.
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Exercise #2 — Promote the children in grades 1-12 and make those in 12th grade "Young Adults."

To do this

1. On the Information tab, click Members.

2. Inthe left navigation pane, click Processes.
3. Inthe list of processes, click Grade Promotion.
4

In the Begin Promotion with Grade drop-down list, select 1, and in the End Promotion with
Grade drop-down list, select 12.

5. Select Change the type for those currently in the last grade listed below from Child to Young
Adult, then click Next.

6. After the program builds the list, click Next, then Promote Members.

Exercise #3 — For all members with the "Ministry of Lector," change their status to "Actively Involved."

To do this

1. Onthe Information tab, click Members.

2. Inthe left navigation pane, click Processes.
3. Inthe list of processes, click Change Ministries.
4

Select Only include members with this specific ministry, then in the Ministry drop-down list,
select Lector.

Click Next.
Make sure Post Changes for All Members is selected, then click Next.

v

Select Assign the same changes to all selected members, then in the New Status for All drop-
down list, select Actively Involved.

Click Next.
After the program builds the list, click Next, then Finish.

Answers to Questions

Q: Which process would you use to take balances from one fund period and make them new charges in
a new fund period?

A: Carry Forward Balances and Prepayments. To access this process, in the left navigation pane of the
Contributions window, click Processes > Carry Forward Balances and Prepayments.

Q: If you accidentally added a duplicate record for the Robert Jones family to your database that had
slightly different information than the original record, what process would you use to combine the two
family records into one?

A: Combine Families process. To access this process, on the File menu, click System Processes > Combine
Families.
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Chapter 9: Reports

Answers to Questions
Q: What are the six steps to running a report?
A: (1) Select the report, (2) review the report overview, (3) select the printer, (4) select how to print, (5)

select the families or members you want to print and the order in which you want to print them, and (6)
preview and print the report.

Q: What are the six forms of reports?

A: List, Letter, Label, Envelope, Form, and Export

Q: How do you access reports?

A: You can access reports from different locations in the program. On the ribbon, click Information. In the
left navigation pane of the Families, Members, or Contributions windows, there is a link to Reports or
access all reports on the Reports tab.

The program displays the available reports for the area of the program you are currently in. To see all
available reports, select All Reports.

Q: Your neighbor church has created a wonderful family listing report. How would they save the report?
How would you install it?

A: To save it, in the Select Report window, select the report, then click Save as Custom Report. To install
it, in the Select Report window, click Add > Custom Report.

Q: What is a style? How many styles can you create?

A: A style is a named collection of related formatting elements. Examples of styles are page style and
margin style. You can create an unlimited number of styles for each style type.

Q: What are Smallest Margins?

A: Smallest Margins is a special margin style that utilizes the largest possible print area.

Q: What is Simple Selection - Never Saved?

A: Simple Selection - Never Saved is a special selection type for one-time selections. When you select this
selection, your report settings are not saved.
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Chapter 10: Setting Up Keywords

Exercise Instructions

Exercise #1 — Make a new user keyword list. Use the following information to complete this exercise:

1.

2
3.
4

Create an Ice Cream keyword list, with entries of Chocolate, Strawberry, and Vanilla.
In a member's record, select Strawberry as the member's Ice Cream preference.
Return to the keyword maintenance dialog box, and change Strawberry to Cherry.

View the change in the member's record.

To do this

=
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On the File menu, click Keywords > Member Keywords > User Keywords > User KW 6.
In the Keyword Name field, enter Ice Cream, and select Church.

Click Insert and enter each of the descriptions (Chocolate, Strawberry, and Vanilla).
Click Save/OK, then Close.

On the ribbon, click Information > Members.

In any member's record, in the Ice Cream drop-down list, select Strawberry.

Click the drop-down list again and click Manage.

Change Strawberry to Cherry, then click Save/OK, then Close.

View the change in the member's record.

Exercise #2 — Combine two keyword entries. Use the following information to complete this exercise:

1. Inthe Ice Cream keyword list, add an entry of Black Cherry.

2. Ina member's record, select Black Cherry as the member's Ice Cream preference.

3. Combine Black Cherry with Cherry, keeping the Cherry keyword.

4. View the change in the member's record.

To do this

On the File menu, click Keywords > Member Keywords > User Keywords > Ice Cream.

2. Click Insert and enter Black Cherry, then click Save/OK, then Close.

3. Onthe ribbon, click Information > Members.

4. In another member's record, in the Ice Cream drop-down list, select Black Cherry.

5. Click the drop-down list again and click Manage.

6. Click Combine.

7. Inthelist on the left, select Black Cherry, and in the list on the right, select Cherry, then click Add
to List of Changes Below.

8. Click Combine/OK, then Close.

View the change in the member's record.
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Exercise #3 — Delete the Cherry keyword.

To do this

1.

2.
3.
4

On the File menu, click Keywords > Member Keywords > User Keywords > Ice Cream.
Click Delete.

Click Yes to confirm, then select the check box beside Cherry.

Click Delete/OK, then Close.

Answers to Questions

Q: How many user keyword lists can you create? In what window do these user-defined keywords

display?

A: You can create up to 11 user-defined keyword lists. These lists display in the Members

Personal window.

Q: How many entries can you have in each keyword list?

A: You can have an unlimited number of entries in a keyword list.

Q: What are the four commands available in every keyword list?

A: Insert, Delete, Combine, and Print

Q: What is the extra command in the Grades and Degrees keyword list?

A: Reorder

Chapter 11: Listing Screens

Exercise Instructions

Exercise #1 — Put together a list of children and young adults who have different last names than their
parents. Customize the view to show their grade and address.

To do this

1.

No vk wbN

On the ribbon, click Information > Members.

In the left navigation pane, click Easy Lists.

Select Different Last Names List.

Select Only Include Members with the Following Types, then select Young Adult and Child.
Click Apply/OK.

Click Customize View.

Click and drag all fields except Mem Name from the list on the right to the list on the left.
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8.

9.

Then, in the list on the left, click and drag Mem Grade and Family Address Block to the list on
the right.

Click Save/OK.

Exercise #2 — Put together a list of single female parents with children. Send a letter to these women
regarding a new "Mommy and Me" group.

To do this

1.

vk v

On the ribbon, click Information > Members.
In the left navigation pane, click Easy Lists.
Select List of Parents.

In the Gender drop-down list, select Female.

Select Only Include Parents with the Following Marital Statuses, then select Single, Separated,
Divorced, and Widowed.

Select Only Include Parents with Children, then click Apply/OK.
Click Easy Letter. Refer to the Reports chapter for more information on creating the letter.

Exercise #3 — Put together a list of members who were baptized at your church between September and
February.

To do this

1.
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On the ribbon, click Information > Members.

In the left navigation pane, click Easy Lists.

Select Sacrament Information List.

In the Date Name drop-down list, select Baptism.

Select Only Members with the Following Statuses, then select Performed Here.
Select Only Dates within the Following Date Range, then enter 9/1/2010 to 2/1/2011.
Click Apply/OK.

Exercise #4 — Put together a list of members who babysit. Customize the view to display their "Other
Requirements."

To do this

=

L PN wWwN

On the ribbon, click Information > Members.

In the left navigation pane, click Easy Lists.

Select Ministry List.

In the Ministry drop-down list, select Baby Sitter.

Select Only Include Members with the Following Statuses, then select Actively Involved.
Click Apply/OK.

Click Customize View.

In the list on the left, click and drag Other Req Description to the list on the right.

Click Save/OK.

17 - 14 ¢« Answers PDS Church Office Training Manual



Answers to Questions

Q: Which program area includes financial fields in its customizable listing screen options?

A: Contributions

Q: The width of a column cannot be smaller than its heading. How do you resize column widths?

A: One way to resize a column header is to enter a shorter version of the heading name. To do this, click
Customize View and edit the Heading. To manually resize the column, in the listing screen, position your
mouse pointer on the divider line to the right of the column header you want to resize. When the mouse
pointer changes to a two-headed arrow, drag the divider line to the left or right.

Q: What button do you click to restore original columns in an easy list?

A: Default Columns. This button is located in the Select a List window.

Chapter 12: About Data Synchronization

Exercise Instructions

Exercise #1 — Verify that the latest version of the program is installed.

To do this
1. On the File menu, click Check for Program Updates.
2. Make sure your E-mail Address is correct, then click Check.

To have the program automatically check for program updates
1. Onthe File menu, click Setup > Initial Setup.

2. Use the drop-down list to select the method for Automatically Update (Next Login, 1 Week, 1
Month, 3 Months).

3. Click Save/OK, then Close. At the scheduled time, if an update is available, a notice displays in
the Home window. You must enter an email address in the License Information window before
using this feature.

Exercise #2 — For all active families, select the Synchronize w/Dio check box.

To do this
1. Onthe ribbon, click Information > Families.
In the left navigation pane, click Quick Posting.
In the list of processes, click Synchronize With Diocese.
Select the automatic updating method, then click Next.

Click Next again.

o vk wbn

In the What do you Want to Post? window, select Assign the same Synchronize with Diocese
check box value to all selected families, then select Synchronize with Diocese.
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Click Next.
After the program builds a list of families, click Next.
. Select the reason for the change, then click Log/OK.
10. Finally, click Finish.

Exercise #3 — For the "Van Loon, Jeff(Jeane),M/M” family, clear the Synchronize w/Dio check box.

To do this
1. Ontheribbon, click Information > Families.
2. Using the Navigation tools, locate the Van Loon family record.
3. Clear the Synchronize w/Dio check box.
4. Click Save.

Exercise #4 — Change the Web Service Organization ID to 333333-999.

To do this
1. On the File menu, click Data Synchronization > Synchronize with Diocese.
2. On the Internet Connection tab, in the Organization ID field, enter 333333-999.

Answers to Questions

Q: How often should | synchronize with the diocese?

A: Normally, you should synchronize with the diocese every month, but contact your diocesan contact for
the exact schedule. The more frequently you synchronize, the fewer items you will have to deal with.

Q: Where do | get the Web Service settings to synchronize with the diocese?

A: These are set up in the diocesan program, so you must contact your diocese to get the correct settings
for your church.

Q: If you previously synchronized a family with the diocese and then do something to their record that
causes them to not display in the synchronization (such as clearing the Synchronize w/Diocese check
box), what category will the family display under when you synchronize?

A: Families Removed by the Church
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Chapter 13: About CASS Certification and PDS EZ-Mail

Exercise Instructions

Exercise #1 — In step 1 of the EZ-Mail window, enter the following mailing specifications:

To do this
1. On the File menu, under Bulk Mail/CASS, click EZ-Mail.
2. Click the Step 1: Mailing Specifications tab.
3. Enter the following information in the fields:

0 ZIP code of the post office receiving the bulk mailing — Enter the ZIP code of your post
office. If you are unsure of your post office's ZIP code, enter your ZIP code.

Mailing Class — Standard Class - Non Profit

Your Permit Number for this Class — 1234

Date of the Mailing — 1 week from today

Try to Use Carrier Route Trays — Yes

Merge SCF into One Tray — Yes

Number of Mail Pieces That Fit in a 2-inch Package — 60
Weight of a Single Piece — .401

Postage Payment Method — Permit Imprint

O O O OO0 O o o

Postage Already on Each Piece — $0.00
0 Type of Discount — DSCF
4. When you have entered everything, click Save/OK, then Close.

Exercise #2 — Build an EZ-Mail list of member addresses. Then, in the Select Report window, under
Label/Envelope Reports in Upper Case, run the Member Mailing Label - Barcode at Bottom report. Make
sure you change the sort order to EZ-Mail.

To do this
1. Build the EZ-Mail list of member addresses.

2. Ontheribbon, click Reports > Member Reports. Or from the Information tab, click Members,
then in the left navigation pane, click Reports.

3. Expand the Label/Envelope Reports in Upper Case section, select Member Mailing Label -
Barcode at Bottom, then click Next.

4. Continue through the report wizard until you reach the Select Members window. In this window,
change the Sort Order to EZ-Mail.

5. Preview and print the report.
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Chapter 14: Additional Features

Exercise Instructions

Exercise #1 — Change the program name to "<Your Name>'s Favorite Program."

To do this
1. Onthe Quick Access toolbar, click Screen Configuration.
2. Inthe Configure Home Screen section, for Program Name, enter <Your Name>'s Favorite
Program.
3. Click Save/OK, then Close.

Exercise #2 — Set up yourself as a Security Administrator. Assign a password of “PDS”. Give yourself full
access to the entire program.

To do this

1.
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On the ribbon, click Administration > Users & Passwords.
In the Tasks group, click Add User.
In the User Name field, enter your name.

In the Password field, enter PDS. Passwords are case-sensitive, so if you type the password in all
upper-case, you must enter it that way when logging in to the program.

For Security Adm., select Yes.

Click Mark All All Access.

In the navigation pane, click Individual Fund Access.
Click Mark All All Access.

Click Save.

Exercise #3 — Set the Security Method to ask for both a user name and password. Restart the program.

To do this

o vk wbN

On the ribbon, click Administration > Users & Passwords.
In the navigation pane, click Set Security Method.

Select The user is asked for both a name and a password.
Click Save/OK, then Close.

In the navigation pane, click Exit Program.

Restart the program by double-clicking the desktop icon.

Exercise #4 — Add HRH ("Her Royal Highness") to the Title Definitions dialog box.

To do this

PN

On the File menu, under Setup, click Title Definitions.
Click Insert Abbreviations.

Enter "HRH" and "Her Royal Highness" in the fields.
Click Save/OK, then Close.
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Answers to Questions

Q: Where do you change the term used for tracking attendance units/hours/days?

A: On the File menu, under Setup, click Unit Name Definition.

Q: The security administrator forgot their password. Where can you disable all passwords?

A: To disable passwords, on the program CD, click Rescue > Disable Passwords. If you installed the
program from a CD or website and saved the full setup file to the Update folder, you can access the
Rescue program from your Update folder.

Q: Where do you specify the format to use for sacrament sponsor names?

A: On the File menu, under Setup, click Initial Setup. In the Sacrament Sponsor Format field, select the
name format preferred.
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