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Raiche Consultants
Church Census System
Owner’s Manual

Funds Menu

ChurchVCensus 2021
~ 5/9/2020

Overview

The Funds Menu is a password-secure utility package that allows you to enter in and
keep track of all the parish envelope contributions. Many reports and some analysis tools
are available to you.

Weekly, monthly and yearly reports help the pastor and his staff to monitor the financial
health of the parish and help to supply the diocese with required reports.

In addition, annual contribution statements for tax purposes are included.
This utility is not designed to be an accounting program, such as accounts receivable and

accounts payable, although some accounting principles are used. They will be explained
as needed.

Raiche Consultants, Inc. Funds Menu v2021 Page 4



Password Information

Your password is the key to opening this extremely sensitive and confidential area of the
Census program. Great care should be exercised when selecting who has access to this
data. Only one system password is used — this program does not support multiple
passwords.

Default Password

The Census program is set with “password” as the password. We recommend that you
change the password after installation and change it regularly.

Change Password

Should you need to change the password, this is done under System Tools. See the
System Tools manual for details. The password can combine alphabetical and numerical
characters. Maximum size of the password is 15 characters.

Forgotten Password

The only way to recover a forgotten password is to contact Raiche Consultants. We will
need to come to your location and retrieve the password.
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Opening the Funds Menu

Clicking the Funds icon opens the password screen. You must know the password to
enter this area. Enter the password and click OK.

| 3 chck passworD JOEd|
(Please Enter Pazsword - Press DK)
| BN

If you enter an incorrect password, this warning window opens. Click OK to close this
window. To enter another password, clear the password field and enter the correct
password.

| BAD PASSWORD X
a

Q Password Incorrect!

The correct password will open this window:

Fund Accounting Menu

Ol T —
Olocceen
® T
o

Colecton Dot 8|

Enter Reprint Enter by A Retur

This is the main Fund Accounting Menu. From here you select the type of fund you are
recording and the calendar week.
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Fund Types

Regular: Normal weekly collections from all the Masses and used by the parish.

Diocesan: All collections taken by that are handled by the diocese. Some of these
include collections for Latin America, Black and Indian Missions, and
Peter’s pence.

Special: These collections include holy days, additional collections kept within
the parish programs such as, flowers, etc.

Maintenance: This collection is for costs related to the physical plant of the parish,
such as roof, sidewalks, rectory repairs, etc.

These are the four BASIC categories of funds collected in the parish. You now can enter
the names of each collection in each category and track them separately. Notice (above)
that each fund has a drop-down button on the right.

This can be done in advance, and new names can be added in as needed. However, once
you begin to enter funds under a specific name, you cannot change the name. If you do
you will lose all the data prior to the name change.

Please note: To set the BASIC categories: From the Main Screen, go to Manage
Census > Family >Table Update > Parish Info (see below). Click in
the desired field and enter the name. Once entered and funds are being
entered, do not change them. You will lose all entered data.

Fund Information

Curmrent Accounting Month: ~ bay

Fund 2:  Dioceszan
Fund 3: © Special

Fund 4: = Maintenance

AnnualDrive:

Current Accounting Month: When you begin using the Census program for fund input
for the first time, you need to set the month where you are beginning. Enter the month
here. Once you enter it in, the system will change it each time you close the month.

Annual Drive: We will discuss this in another chapter.

Collection Week

When you input your data, you must select which calendar week you are using. Using
Sunday as your indicator, choose the required week, 1-5.
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Setting up Collection Names

Setting Up

Overview

The Fund Entry screen (shown below) gives each parish as much flexibility as you wish.
e Expanding the names of the funds you can track,
e Record the date of each collection (required),
® Ability to enter funds using Name of the contributor,
e Optional abilities to identify Mass times, and
¢ How the money was given.

Fund Accounting Menu

‘Week

O L3N
="
=

O TR
Olcceeen

© TR
o

[ J\week 4
(_J\Week 5

Collection Date:

Mass Time ~
Default Check & Envelope ~

Enter Reprint Enter by " Retur
Funds HEps Date/Fund Name Hiizl

Fund Names

Originally you were able to track only four categories of funds: Regular, Diocesan,
Special and Maintenance. Now you can create specific names for these funds and track
them separately. Notice (above) that each fund has a drop-down button on the right.
Note: This can be done in advance, but new names can be added in as needed.

Enter Reprint Enter by " Retur

From the Fund Accounting Menu, select Processing to open this screen:
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=2| Funds - O =
E

Title Page Reports Children MonthEnd  Year End Exports Pledge Setup  Pledge Input  Pledge Process  Pledge Reports  Setup

Processing

v

=

Select a tab for more options

[ & ]

Select the Setup tab:

Fund Processing

orts  Pledge Setup Pledge Input  Pledge Process  Pledge Reports  Setup

To open this screen:

Title Page Reports  Ch

| Mass Times |

and select Fund Names which gives you this screen:
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2] Fund Names — O X
Fund Name Fund Category ~ OSV Fund Number |
4 Fegular Parish Donations 1 1) 0
[Diocesan Donations 2 ] o
|Special Parish Danations | 3 [ o
-I_.ialmenance fund | L 4' i K
‘_(':r-li'is_tma.s 3 [ ]
FomFuna. I L
(e 1L 3]
Ems IER
‘}.scens\nn 3
Lawn/Snow 3
*|[ 0|
N I
| Retur)
b
Record: M« [10f10 | » M b: | % Search

The first fund names (BASIC) are the same as before but notice the Fund Category to the
right. Each of these four funds is numbered 1-4. These are the MAIN category headings.
As you add more fund names, you are to assign a number to them to fall into the main
category.

For example, Christmas is a Special collection and is assigned the number 3.
Fuel falls under Maintenance and is assigned the number 4.

To add more funds, just click in the empty field at the bottom and enter a name,
then assign a number.

NOTE: be sure to spell the name correctly. Once you add funds to this name, changing
the spelling will result in the loss of data for that fund.

Notice also in the above example a field named OSV Fund Number on the right. This is
for the Our Sunday Visitor option which will be discussed later in this manual.

Fund Accounting

Fund Accounting Menu

Fund Type Week
Fiegular o] ) weck 1
Diocesan [+ Week 2
) 5 peci v ek 3
Special Parish Dionations oy
Christrnas
Ascension ek B
Lawvmn/Snow
Collection Date: /62020
Mass Time: =
Default Check #: Envelope =
Enter Reprint Enter by 5 Retur
Funds Eenuis Date/Fund Name bcessliy el

As shown above when you click on Special, other funds that you designate will also
appear.
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Mass Times

This option gives you the ability to mark each collection by the time of the Mass when it

was collected.
This feature is optional, and not required to operate this module.

To enter the Mass times for your parish, select Mass Times from the main screen of the
AltFunds menu.

This window opens. Simply enter the times of the Masses you wish to track. To add a
time, enter it in the empty field at the bottom of the list. You do NOT enter the day of the
week. This is handled later.

NOTE: Once you enter the times and you use them for fund entry, changing the time
could result in loss of data. If your Mass times change, add them to the list without
deleting the old times.

= Mass Times - 0O %

Mass Time

P {[a:00 1]

9:00 AN

10:30 AN

Record: M 1of3 LI Search

Close the window when you are finished.
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Set Current Accounting Month

Before you use this module for the first time, you need to be sure that the Census
program is set-up for your current accounting month.
e If you are currently entering funds with the original system, then you should do this only
to be sure you are on-track.
e |f you are new to the Census system, please be sure to follow these instructions before
entering any funds.

NOTE: If you are not sure about the following information, please contact us for
assistance.
From the main screen of the Census program, select System Tools:

Church Census 2016
10/28/2015

Close App.

In this window, select Table Updates:

System Tools

Change Password | Change the Accounting Password- You must know current Password
Move to Cert Move all Saamental information to the Certificate Program

Convert Data Used when a new database version is released in the FALL update.

Merge 2 Parishes | Merge 2parishes who have census databases

Table Update Used to set up an manage the supporting tables of standard information (such as
activities, marriage stats etc.)

|
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In this window, select Parish Info:

Table Update Menu
PARISH INFO MARRIAGE MASS ATTEND SPECIAL NEEDS
ACTIVITY RELIGION RELATIONSHIPS CATHOLIC SCHOOLS

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

Check the Current Accounting Month.
e If you are currently using the system, just verify this field.
e |f you are NEW to the Census system, this month should be changed to the month you
are using for your first entry of envelopes. This is only done ONCE and will be
maintained within the program.

Parish Information

Information Envelope Breakdown
Parish Name: 5t Columkille Parish Start End
Street: 1400 Saint Jude L. Regular 1000 7999
PO Box: S chook —_—
City: * Southhiidge EiE 7000 7399
Phone: | 4135557578 Inactive Mail 5000 8339
Zip: 11544 Inactive No Mail:
oved/Deceased: 10000 333533
Diocese Mame: Diocese of Fall River
Home Minister Code:  EMH
Home Parish Sacred Heart Church - Fund Information
Faith Formation
Cumrent Accounting Month: ~ October
Class Start Memo: Fund 1:  Reqular
Religious Education Classes ([CCD) for 2002/2003 begin the week. of Fund 2= Diocesan
September 22, 2002
Fund 3 Special
Grades K-3 begin on Tuesday, September 21 at 3:40 p.m. far one hour. Fund 4 Maint
Grades 6-8 begin on Monday, September 20 at 3:30 p.m. far one hour, und £ aintenance
Grades 311 begin on Monday, September 20 with Mass in the church at 715 AnnualDrive: | test fund

Close this window.

Password

Set/Change Password

As in the Census System, the Funds area is password-protected. The SAME password is
used in all Fund-related areas in both programs. Caution is required to keep your
password secret. We DO recommend that at least one other person knows the password,
or that it is kept in a location where a TRUSTED individual can access it. Do NOT place
itin a file on your computer.
* Inthe event you forget or lose your password, you need to contact us for assistance.
There are NO provisions within the program for password recovery.

Setting and changing the password is done within the main Census program. Passwords

are NOT case-sensitive. The original password shipped with the program is “password”.
You NEED to know your password in order to change it.
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From the main Census program screen, select System Tools.

Church Census 2016
~ 10/28/2015

Main Version

From this window, select Change Password.

System Tools

Change the Accounting Password- You must know current Password
Move to Cert Move all Sacramental information to the Certificate Program
Used when a new database version is released in the FALL update.

Merge 2 parishes who have census databases
Used to setup an manage the supporting tables of standard information (such as
activi

ties, marriage stats etc.)

In this window, enter the OLD password, then enter the NEW password. Press OK.

Gl EMTER PASSWORD b 4

Fleaze Enter Old Paszword Mew Pazsword - Press 0K

- O
E> Wew Pazsword

CANCEL

Once you have changed your password, you are ready to begin.
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Error messages

You CANNOT leave the new password blank or you will receive this error message.
Press OK and try again.

@3 New Password Cannot be Blank

If you enter the wrong “old” password, you will receive this error message.
Press OK and try again.

(@j Old Password Incorrect!
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Input Data

Once you have selected the type of fund and the calendar week, click Enter funds

Fund Accounting

Fund Accounting Menu

——
Delouk Check B fEmveipe v

Enter Reprint Enter by | Retur
S —

to open this input screen:

Enter Amounts

1171 $26.00 | |Adams, James - Church St
2093 $10.00 | August, Donald - Sunrize Dr.

3005 $6.00 | Addition, Jozephine - Cranberny Ln.
- ew

[ Process | [ CANCELINPUT | [Report Only |

Record: EE' 4 |I|EIEI of 4

Before you begin, see that the Fund and Week you chose are displayed at the top of the
screen. If they are incorrect, click CANCEL INPUT to return to the previous screen.
Otherwise you are ready to begin.

Enter in the Envelope Number and press Tab or Enter. Your cursor will appear in the
Amount field and the name of the family and their address will automatically appear to
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the right. Enter the amount of the contribution (dollar sign is automatic) but use of the
decimal point is optional. This is designed for quick data entry from the numeric keypad
on the right side of your keyboard.

When you press Enter or Tab the cursor goes to the Envelope Number field for the next
entry.

As you enter funds, the total is automatically entered in the “Total This Run” field.

Invalid Envelope Number

In the event you enter an incorrect envelope number, this error message will appear:

Bad Humber

! S IMVALID ENVELOPE NUMBER.
.

Once you click OK to clear the box, you will return to the entry screen. Notice the
envelope number has no family listed.

=l Enter Amounts
Fund Feaular -
SHEE A
Week 1
Env Number Amount Family Hame and Address
17 $25.00 | Adarns, James - Church St
2093 $10.00 | August. Donald - Suririze Dr.
3005 $5.00 | Addition, Josephine - Cranbemy Ln,
[ 1656 $4.00 J
g o $0.00
Total This Run $44.00
| Process | | CANCELINPUT | [ReportOnly
-
Record: [E]E] 5 @ of 5

Click in the Envelope number box and clear the invalid number. Reenter a valid number
to continue. If you should leave the incorrect number, the amount entered will not be
included in the financial reports and the number will be listed on a separate report
generated during Processing:
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Fund Entry Edit list - by Envelope Number

Date: 1482010 Fund: Regilar Week: 1  Posiing Month: May
Emv Number Amount Family Name, Address
1171 $2500 Adams, James;, Chorch 5t
[1666 $4.00 i ]
2093 $1o0.00 August, Donald; Sunrise Dr.
3005 $5.00 Addition, ] osephine; Cranberry Lo
4 $44.00

Numb er Hash Total: 7935

Invalid Envelope Numbers - No Update
Date: i3-Ja-I0

Emv Number Amount
[ 1666 $4.00 ]
Total 1 $#4.00

Excessive amount input

When keying in funds, it is easy to hit an extra key making your fund amount over $100.
Should this happen, this error window will appear:

= $100

? WARNING AMOUNT OVER $100
=

This will stop the program and allow you to verify the amount. If it is correct, click OK
and continue. If the amount is wrong, click OK and change the amount and then continue.

Processing your input

A common question is “How many envelopes should we enter at one time?” This is
something to consider. If you have a small parish you could enter in all your envelopes at
one time without a problem. However, in a larger parish you could have hundreds of
envelopes per session to input.
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One recommendation is to enter in about 50 envelopes at one time (referred to as a
Batch), then click Process which will update your census records and produce a report
for that session.

Other situations that occur include: an interruption (telephone call, or a visitor), or the
envelopes fall on the floor and now you have lost your place. What to do?

Click Cancel Input: deletes all data entry and closes the window. All input is lost.
OR:

Click Report Only to produce a printout of all the envelopes you have just entered in
without processing them:

==l Enter Amounts
1 Fund FReqular i
I=TET M OIS St
week 1
En¥ Humber Amount Family Name and Address
1171 $25.00 | Adamz, James - Chuch 5t
2093 $10.00 | August, Donald - Sunrise Dr.
3005 $5.00 | Addition, Josephine - Cranbery Ln.
g o $0.00
Total This Run £40.00
| Process | | CANCELINPUT | ([ Report Only |
=
Record: EE 4 @ of 4

Clicking Report Only produces this report:

Fund Entry Edit list - by Envelope Number
Date: [A220]0 Fund: FRegular Weel: 1  Posting Month: Iay
Emv Number Amount Family Name, Address

1171 $25.00 Adam g, JTames;, Clurch 3t

2093 $10.00 August, Donald, Sunrise Dy

3005 $5.00 Addition, I nsephine; Cranberty Lo

3 $40.00

Number Hash Totak 6269

You can review your input to be sure which envelopes are entered. You can then either
process the batch or continuing data entry.

Once you have completed you batch click Process. This will update the census fund
records and create two reports:
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Fund Entry Edit list - by Envelope Number

Date: [A220]0 Fund: FRegular Weel: 1  Posting Month: Iay
Emv Number Amount Family Name, Address

1171 $25.00 Adam g, JTames;, Clurch 3t

2093 $10.00 August, Donald, Sunrise Dy

3005 $5.00 Addition, Josephine, Cranberty L.

3 $40.00

Number Hash Total: 6269

This is the same report you would receive from Report Only. Notice the Date, Fund,
Week and Posting Month in the header of the report.

The second report is an Invalid Envelope Number report. In the event that a bad number
escapes the input operator this will trap it and bring it to your attention.

Invalid Envelope Numbers - No Update
Date: J#-Jan-i0

Emv Numbher Amount

Total [ #Error #’Emr]

If there are NO bad numbers, the report will look like this. The “#Error” message means
no data is present.

Correcting Incorrect Input

It happens. You entered in the wrong amount, put a batch under the wrong fund type or
the wrong week, or even entered the batch twice. Now what? Relax, all is not lost.

Open the Fund Input screen and open the same Fund and Week as before. Carefully enter
in all the incorrect envelope numbers and enter the Funds as NEGATIVE numbers, and

then Process.

The Census program will deduct the funds from the family’s records and correct the
problem. Use this option carefully.

Alternate Access to Fund Information

Before we go on, there is another way to view a family’s fund history.
Sometimes a family will call to verify if a check was given on a certain week, or to verify
the amount. Instead of dragging out reports, this option is available.
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On the Family Membership Page there is a button bar at the bottom of the screen.

By clicking Funds, you enter the password and open this screen:

Funds by Family
Fonald Cazcade Family Number: 1025
Regular Special Diocese M aint. Attendance

Week 1 $10.00 $0.00 $0.00 $0.00 1
Week 2 $25.00 $0.00 $0.00 $0.00 1
Week 3 $10.00 $0.00 $26.00 $0.00 1
Week 4 $0.00 $50.00 $0.00 $0.00 0
Week b $0.00 $0.00 $0.00 $0.00 0

[YTD $25.00 $2.00 $0.00 $0.00 2

This screen shows the current activity for this family. The weekly contributions are
shown including an attendance counter. This counter advances by 1 each time a regular
envelope is recorded. The YTD line shows totals for closed months only.

WARNING: DO NOT alter the information on this screen. Although it can be done, the
checks and balances used to track the funds will be bypassed and the database can be
corrupted. See Correcting Incorrect Input for the proper procedures.

Other Options

Date of Last

Contribution

Prior month:
1424200

When an envelope is recorded, this portion of the Family Membership Screen is updated.
When a family record is opened, this option shows whether a family is an active
contributor and the date of their last recorded contribution.
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Fund Processing

Once you have fund data in your census system you will want to use the reports and
utilities available to you.

Fund Accounting

Fund Accounting Menu

ook
OFrm— | | oIZ3N
o EEmm—— | | =X
CCREmm— | | =X
o ErTT— | | SIEXE

(vees |

Colecton Dt |
[——.
Defauk Check 1

Enter Reprint Enter by .

From the Fund Accounting Menu click Processing to open this window:

E2 Funds - o X
Fund Processing
Tile Page Reports Chidren MonthEnd YearEnd Exports Pledge Setup Pledge Input Pledge Process Pledge Reports  Setup

lo. g
Tunc

rocessing

Select a tab for more options

Click Reports to open this window:
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Reports Tab

=2l Labels

][=15]

Title Page

Kon-Cantributors

Giving Report

Catholic School

WTD Stakement

Year Comparison

Monthly Range

‘early Range

Children | Month End | ear End | Exports

Ron-Contributor Labels

Fund Processing

Fledge Setup | Fledge Input | Pledge Process | Pledge Reports

Prints a report showing the amount entered for each fund for each
weeek in the manth

Prints all Families that have not contributed in this calendar year, MNote- January MUST
be dosed before printing this report:

Prints Labels For all Families that have not conkributed in this calendar year, Mote-
January MUST be closed before printing this report
Prints 2-3 year prior year giving reports

Prints all students attending the Catholic schools

Prints a fund statement For the current calendar yvear, This will print totals For all closed
months

Compares £ selected years

Shows the number of families for each contribution amount in a month

Shows the number of families For each contribution amount in a month

Ver. 17.5

A variety of reports are available to help you analyze your parish’s financial status.

Balancing Report

Prints a report showing the amount entered For each fund For each
week in the month

Balancing Report
24Jan 10

‘WEEK #1 Regular $13600 Dioccesan $0.00
Special 4000 Mairtenance $0.00

Atterd ance week 1: 11
WEEK #2  Regular $25.00 Diecesan $0.00
Special $0.00  Maintensnce $0.00

Attend ance week 2: 1
WEEK #2  Reguar $10.00 Diocesan $0.00
Special $2500 Maintenance $0.00

Attend ance Week 3: 1

WEEK #4  Regdar $0.00  Diocesan $50.00
Special $000  Maintenance $0.00

Attendance Weekd: 0
WEEK #5  Regdar $000  Diocesan 3000
Spesial $0.00  Maintenance $0.00

Attendance Weel §: 0

TOTALS Regular $439.00 Diocesan. $272.00
Special $2500  Maintenance $0.00

Attendance YTD: 29
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Non-Contributors

[ Mon-Cantributors

Prinks all Families that have not contributed in this calendar vear. Mote- January MUJST
be closed before printing this report

Non Contributors Report

20 Jan-i0
Phone Date of Last Contrib ution

1025 MMy & MraRonald F Cascade

45 Slave 3t Suite 4 Hungary, MAQD1195 5559000202 W 3BF2005
1020 My & Mrs. Richard Gingers

61 Whalmat 3t ¥ owr Town, A 22022 413-555-1212 N
1036 Dir & MrsMichael ] Fineman

19 Eagy 3t MyTown, WA 110235 413-555-1212 W 3EF2005
1037 Armn I Blink

230 Slider L MIyT own, A 11025 413-555-1212 N 30543005
1050 DMy & Mrs. Mark Sropper

A0 Brickwrood Ct. Vour T owry, MA 22022 413-555-1212 N
1052 Dir. & Mirs. William Baker

18 Corner Rd. MyTown, MA 11025 413-555-1212 N 402752003

Non-Contributor Labels

[ Mon-Caonkribukor Labels

Prints Labels For all Families that have not contributed in this calendar vear, Maoke-
January MUST be closed before printing this report

Labels are standard format and not shown here.

Giving Report

l Giving Repork

Prinkts 2-3 vear prior vear giving reporks

This utility allows you to compare contributions received in a variety of formats.
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1- 2- and 3-year Comparisons

=2] Fund Prior Years - O X
Giving Reports
2009 v 2010 v 2013 v

$10.00 $25.00
Calc for 1 year Calc for 2 years Calc for 3 years

Report Labels
YTD Giving Report
Date of Last Contribution Report Labels by date

Export Last Contribution Export Non Contributors

e

Select from the drop-down lists the years you wish to compare.
You do not need to select from all three lists.

Enter the dollar values you wish to see.

Choose 1- 2- or 3- year comparisons.

This or a similar window will appear:

Calc Done B

j)[ 1 year Calculation Complete]

Then choose Report or Labels as needed.

Prior Year Funds Given
Year(s): 2006 1998 1997
Armeunits: T 25
Famnily Home Dtz Joined
Number Feanily Negna Strazt Name Phane  Undistad  Spousz Neme parish
2093 Mr. & Mrs Donald J August 51 Sunrize Dr. 41355541212 N
Armount by yeur: #1.00 $0.00 3000 Date af Last Contribution 1/2412010
1037 Ann M Blink 239 Slicer Ln 4135551212 N
Armount by year: $a.00 $0.00 5000 Dete of Last Contribution 552005
3009 Mr. & hrs Wayne Alden 93 Gail St 4135551212 Y
Arriount by year: $10.00 §0.00 3000 Dege of Last Contribution 112312010
1186 Mr. & Mrs. Kerneth Baker 199 Grove St 4135551212 M
A.mountby)mr $10.00 $0.00 $000  Dege ofLmt Contribution 552005
Grand Total 26“ o|| o\
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This is a sample of a 1-year comparison.
Labels are standard format and not shown here.

YTD Giving Report

j Fund Prior Years . O X
Giving Reports

2009 v 2010 v 2013 v

[ 1000 [ $2500

Calc for 1 year Calc for 2 years Calc for 3 years

Report Labels

YTD Giving Report

—

Date of Last Contribution Report Labels by date

Export Last Contribution Export Non Contributors

e

Record: Year To Date
Sart an Regrlar, Date of Last
descending vedue Regular:  Special: Diocesan: Momtenance:  Coutribution:

500 M & W Wichasl Cave 430,00 $0.00 f0.00 000 1/24/2010
83 Redwood Bd. MyToern, Mi 11025

235 Mr & My Kenmeth Coiglma $57.00 $2m.m f0.00 000 1/24/2010
3 Max Boad MyTown, Ma 11025

1432 Mr& Mrs Pald Candola $50.00 $2.00 f0.00 000 1/24/2010
72 5t Peter Lnn MyToam, MA 11025

3793 Mr James CooperIr. 400 $0.m $0.00 4000 Liz24r010
248 Hampden 5t Your Tosm, M4 22002

2063 Mr & Mr . Donald T dugnst $35.00 $50.00 $15.00 000 1/24/2010
51 Samise D, MyTown, MA 11025

1358 Mr & Mr . Tinothy Bepine $30.00 $1.m f0.00 000 1/24/2010
8] Easy 5t MyTown, Ma 11025

1171 Mr & M. James ddams $25.00 $0.00 f0.00 000 111242010
8 Cloarch 5t PO Box | ¥Four Towrn, B4 22022

1258 Mn. Jo Blst $25.00 $5.00 f0.00 000 1/24/2010
17 Alex dve. 3 flocy Your Toarn, MA 220202

1063 Mr. & Mr . Patick Bookman $25.00 $2.00 f0.00 000 1/24/2010
92 Alex Ave. MyToam, M4 11025

1025 BMr & Mrs Ronald F Cascads $25.00 $2.00 f0.00 000 1/24/2010
45 Slave 5t Suite 4 Hungary, M4 01195

3358 Mr & M. James & Comstract 250 $0.m $0.00 4000 Liz24r010
7 Herparay L. My Toarn, M4 11025

2261 Mr & My Eemeth & Copper 7.0 $10.00 f0.00 000 1/24/2010
& PermyLn MyTown, M4 11025

3005 M. Josephine Additon $5.m $0.00 f0.00 000 111242010
552 Cramberzy Ln. Apt. 57 MyToarn, B4 11025
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Date of Last Contribution

This will tell you the date of the last contribution of each family beginning with today

and going back as far as the Date From field.

EI Fund Prior Years

2009 v 2010

Giving Reports

2013 v

$10.00

Report Labels

Calc for 1 year Calc for 2 years

$25.00

Calc for 3 years

Date of Last Contribution Report

YTD Giving Report

Labels by date

Export Last Contribution Export Non Contributors

e

Date of Last Contribution
Date of Name Address City, State
Last Contrdb ution
14872010
1171 Mr &M James Adans EChuchit PO Boxl Yoy Town, MA 22022
3005 Ms. Jsephive Additon 582 Cranbeny L Apt. 5T MyToan M4 11025
3008 Mrd&Ms. Wame Alden 3 Gailit Four Town, MA 22022
2093 Mr.dMxs. Donald T Angust 51 Surise Dr. MyToan M4 11025
13%8  Mr & M. Timothy Bepine &1 Easv 5t MyToan M4 11025
1298 Mx. Jo Blst 17 Alex ove, 3ad flocr Fonr Town, MA 22022
1095 Mr & Ms Patick Boolonan 92 Alex e MyToan, M4 11025
1432 Mr& Mrs Paild Cadcla 725t PaterLn. MyToarn M4 11025
1025 Mr& Mrs Ronald F Cascade 455 1lave 5. Suite 4 Hungary, M4 01125
3310 Mr& Me Michael Cave &9 Fedwood Fd. MyToarn M4 11025
338 Mr & My James & Cormstuct 7 Harway Ln MyToan, M4 11025
3793 MrJames Cooperlr. 248 Hampden 5t. Four Town, MA 22022
2261 Mr.d: M. Kenneth 4 Copper Jr. & Pernrr Lin. MyToan, M4 11025
235 Mr & Ms Kenreth Cougloman 33 Max Froad MyToarn M4 11025
94520064
G402 Mr & My Hawcld Badd 188 Cranbenry Ln. MyToan M4 11025
55020035
1185  Mr & M EKenneth Baker 198 Grove 5t Yoy Town, MA 22022
1037 Ann M Blinke 239 Shider Ln. MyToan M4 11025
402812005
5099 Mr James ] Grant Jr. 21 Fifth fure, MyToan M4 11025
02 M. Joan M Jackson 138 Laser Lane MyToan M4 11025
3R20035
1035 Mr& Mrs Michael J Pineman 12 Easv 5t MyToarn, M4 11025
[—
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Labels by Date

Click in Date From field. Using the calendar icon select your starting date.
Click on Labels by date and your report will appear:

M & M= Danvid Adams
100 Man St
Your Town, MA 01111

M. & Mz Wanyne Alden
S3Gal S
Your Town, MA 22022

M. & Mz Timofty Bepine
61Easy St
MyTown, MA 11025

M & M= Mdad J Pnemn

19Exsy SL
MyTown, MA 11025

M. & Mrs. James RAdams U

Church SL PO Box 1
Your Toan, MA 22022

M. & Mrs. Dondd J Augu=
51 Suwize Dr.
MyTown, MA 11025

M. & Mrs. Patack Bodoman

92 Nex Ave
MyTown, MA 11025

M. Joseghine Addson
582 Carbery Ln. Act. &)
MyTown, MA 11025

Me. & M. Kometh Baer
199 Gowe SU
You Town, MA 22022

Me. & M. Richad W Ginger
61 Wahut St AotR
Your Town, MA 22022

Export Last Contribution

OK

G File Created c:\census\LastContribution.xls

Clicking this button will create an Excel file in this directory.
Open the file and you will have an Excel worksheet like this example:

Date of Last Contribution  Family Number FullName FAddress FCity Family Name
10/5/2020 1172 Mr & Mrs David Adams 100 Main St Your Town, MA 01111 Adams
10/5/2020 1171 Mr. & Mrs. James R Adams Jr. 8 Church St. PO Box 1 Your Town, MA 22022 Adams
10/5/2020 3005 Mrs. Josephine Addition 582 Cranbery Ln. Apt. 5J MyTown, MA 11025  Addition
10/5/2020 3009 Mr. & Mrs. Wayne Alden 93 Gail St. Your Town, MA 22022 Alden
10/5/2020 2093 Mr. & Mrs. Donald J August 51 Sunrise Dr. MyTown, MA 11025 August
542872020 1186 Mr. & Mrs. Kenneth Baker 199 Grove St. Your Town, MA 22022 Baker
5/28/2020 1398 Mr. & Mrs. Timothy Bepine 61 Easy St. MyTown, MA 11025  Bepine
572872020 1093 Mr. & Mrs. Patrick Bookman 92 Alex Ave. MyTown, MA 11025  Bookman
91172018 1030 Mr. & Mrs. Richard W Ginger 61 Walnut St. AptR Your Town, MA 22022 Ginger
9/11/2018 1036 Mr & Mrs Michael J Pineman 19 Easy St. MyTown, MA 11025  Pineman

You will then be able to use this file as needed.
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Export Non-Contributors

a File Created c:\census\NoContribution.xls

OK

Clicking this button will create an Excel file in this directory.
Open the file and you will have an Excel worksheet like this example:

Family Number Salutation Head Of House Fname Middle Init Family Name Name Suffix Street Nun Street Name P.0.Box Town State Zip
1037 Ann M Blink 239 SliderLn My Town MA 7 11025
1050 Mr. & Mrs. Mark Snipper 40 Brichwood Ct Your Town MA 7 22022
1052 Mr. & Mrs. William Baker 18 Comer Rd. My Town MA 7 11028
1054 Mr. & Mrs. Charles Manitor 24 Black St. My Town MA 7 11025
1057 Christine Grover 38 Bunny Dr. Your Town MA 7 22022
1061 Mrs. Janet Elmerson 10 Coffee Rd. My Town MA 7 11025
1067 Mr. & Mrs. Robert Erichson 10 Penny Ln. ‘Your Town MA 7 22022
1081 Mr&Mrs Joseph House 18 Maple Lane ‘Your Town Ma 7 22022
1082 Mr & Mrs  Joseph House 163 Pine St ‘Your Town MA 7 22022
1086 Mrs. Edwin Black 66 Cranberry Ln. Your Town MA 7 22022
1182 Mr. & Mrs. Patrick Master 29 ‘Woods Ave. My Town MA 7 11025
1203 Mrs. Jayne Lighter 55 Snowy Rd. My Town MA 7 11028
1221 Mr&Mrs  Alan E Superson 1407  Maple St. Your Town Ma 7 22022
1254 Mrs. Lucy Driver 74 Global Dr. My Town MA 7 11025
1271 Mr David C Liner 20 North St. Your Town MA 7 22022

You will then be able to use this file as needed.

Catholic School

atholic School Prints all students attending the Catholic schools

This report is sorted by school, and then alphabetically by family. Also shows the amount
of money contributed by each family. Catholic school reports found in other Census
menus do NOT include financial information.
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Catholic Schools

2EJan 10
Catholic School Name Sireet Name Home Phone Unlisted Grade
Blessed Sacrament
Family Name: Binder Giving: $0.00
Binder, Allisan 19 Record 3t 4135551212 é
Family Name: Codk Giving: $0.00
Cock, Jfames 271 Cranbersy Lo, 413.5355-1212 3
Family Name: Deman Giving: $0.00
Dorman, Dovald 2 Cliff Dr. 413-553-1212 7
Family Name: Lisderman Giving: $0.00
Linderman, Anthovy 15 Winterherry Cir. 413-555-1212 7
Linderman, Karlee 15 Winterberry Cir, 413-5535-1212 &
Family Name: Lymn-Masters Giving: $0.00
Lynn-Masters, Matthew 413-5535-1212 kd 4
Family Name: Hickerson Giving: $0.00
Wickersom, Abigail 21 DeerRunRd 413.555-1212 8
Ceniral Cath High
Family Name: Banker Giving: $0.00
Banker, Raralyn 14 CornerRd. 413-5535-1212 11
Family Name: Draniels Giving: $0.00
Dawiels, Jeffrey 19 Pine 3t 413.555-1212 9

YTD Statement

[ ¥TD Statement
monkhs

Prints a fund skatement for the current calendar yvear, This will prink totals For all closed

This utility will produce a statement for YTD giving for each family within the selected
range of envelope numbers. It is designed for families needing a partial giving report.
This is NOT intended to be used for the annual year-end statements. Those are found in

the Year End menu tab.

== SELECT FAMILY

=]

CONTRIBUTION STATEMENT YTD

Farnily Mumber: 1000

For the vear of: |1/24/2010
Ta Farnily Humber: 2500

i dd gy
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§t. Cohunkille Paish
1400 Saint Jude Ln.
Southbridge, MA 11544
CONTRIBUTION 3TATEMENT As of 1242010

W & Mrs Ronald Cascade
45 Slave Bt

Suite 4

Hungary, MA 01195

Family Number: 1025

Regular $70.00
Mairtenance $0.00

Diacesan $52.00

Special $25.00

Totdl Conlribnations for the T eer $147.00

Tharnk you for your suppart and contributions. If there are any questions regarding this statement, please call the Rectory Office,
during scheduled hours, as soon as possible

Year Comparison

e Compares 2 selected vears

Prior Year to Current year

= Fund Year Selection g@
Fund History Selection

Prior Yr
2006 v Vs Current
Prior Yr 1 Prior Yt 2

v | [ Preview Roport |
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Funds Compare prior to current
Current 2006

Fam Num Family Name 5p ouse Name Att $ amt Att & amt
1171 Adams, Mr. & Mrs James 1 2500 1 $50.00
30035 Addition, Mrs Josephine 1 $5.00 1 $30.00
3009 Alden, Mr. & Mrs Wayme 0 $10.00 1 $10.00
2093 Augast, Mr. & Mrs. Donald ] 3 $100.00 1 $1.00
0402 Badd DMt & Mirs. Harold ] $0.00 1 $3500
1186 Baker, Lir. & Mrs Kenneth a 30.00 a $10.00
1052 Baker, Ir. & Mrs William ] $0.00 o $0.00
5244 Banker, Iir & Mirs Kevin 0 $0.00 0 $0.00
1398 Bepine, Mr. & Mrs, Timothy 2 $31.00 0 $0.00
5013 Binder, M. & Mirs. Richard ] $0.00 o $0.00
1086 Black, Mrs. Edwin ] $0.00 o $0.00
1298 Blast, Mrs. Joi 2 $30.00 a $0.00
1037 Blink, Annhi ] $0.00 o $a00
1093 Bookman, Mr. & Mrs. Patrick 2 $27.00 o $0.00

Comparing 2 Prior Years

(:_EI Fund Year Selection

M=

Fund History Selection

Prior Yr
Jooows Current
Prior Yr 1 Prior YTt 2
2006 " Vs 2004 v

Funds Compare prior vs prior
Fam Num Family Name Spouse Name 2006 2004
Att § amt At famt
1171 Adams, Mr. & Mrs James 1 $50.00 11 77972000
3005 Addition, Mrs. Josephine 1 $50.00 a $0.00
3009 Alden, My & Mrs Wayne 1 $10.00 i} $0.00
2093 August, Mr. & Mrs Donadd] 1 $1.00 a $0.00
2402 Badd Mr. & Mrs Harold 1 $35.00 a $0.00
1136 EBaker, Mr. & Mrs Kenneth o $10.00 18 $502.00
1052 Baker, Mr. & Mrs William a f0.00 16 §1,154.00
5244 Banker, Mr. & Mrs Kevin a f0.00 4 $2,780.00
1398 Eepine, Iir. & Mrs Timothy i} $0.00 1 $325.00
5013 Binder, Mr. & Mrs. Richard a f0.00 a $0.00
1086 Black, Mrs. Edwin a f0.00 16 $20.00
1298 Elast, Mrs Joi o $0.00 o $0.00
1037 Blink, Ann a $5.00 1 $55.00
1093 Bookman, M. & Mrs. Patrick a f0.00 16 $20.00
95064 Eookman, Mirs William H o $0.00 o $0.00
31E0 Brenden, My & Llrs James o $0.00 o $0.00
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Monthly Range

[ Mankhly FLange ] Shows the number of Families For each contribution amount in a month

This report shows the number of families who contributed at all monetary levels for the

current month:

Fund Breakdown by Monthly Contribution
Monihly Contrib ution Count Of Families
000 79
3100 1
3500 3
$1000 2
$2000 3
$3000 1
$4500 1

Yearly Range

Shows the number of families for each contribution amaount in & maonth

[ ‘Yearly Range

This report shows the number of families who contributed at all monetary levels for Year

to Date:
Fund Breakdown by YTD Contribution
YTD Contrdh ution Count Of Families
{000 7
$500 1
$1700 1
32500 5
$30.00 1
$35.00 1
$40.00 1
$30.00 1
45700 1
8000 1
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Children tab

In some parishes children’s envelopes are issued and their contributions are tracked. This
utility page makes the process easier.

Also included are utilities for tracking parental contributions for Catholic school subsidy
payments.

=H Labels E]@

Fund Processing

Title Page | Reports | Children || Month End | Year End | Expotts | Pledge Setup | Pledge Input | Pledge Process | Pledge Reports

Menu ko manage Child contributions

atholic Schools Prints all shudents attending the Catholic schools
Schoal Subsidy Opens a form to manage school subsidy

This will open a Farm that allows you ta select and print individual members instead of Families.
Selected Catholic Schools

Child Contributions

Some parishes use children’s envelopes to encourage voluntary giving for their young
people. Many envelope companies are able to supply the parishes with envelopes for this
purpose. They come pre-numbered, but with no names on them. This utility will help you
set up and maintain a record system for Child Contributions.

Menu ko manage Child conkributions

Clicking this button will open the window shown below:
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=3l Child Contributions

X

Detail Report Summary by month
Report by Name | (]

Clear Year

Assign Numbers

The first step in setting up the Child Contributions is to assign the envelope numbers to
each child.

=2] Child Contributions X

Enter Contributions
[ [

Detail Report Summary by month

Report by Name "4

Clear Year Waming! This will remove all current Child Envelope numbers

(ML CXT@N i Remove ALL Child Contributions - NO history is kept.

Clicking Assign Numbers will open the following window:
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=3l Assign fund numbers g@

Hame Child Envelope| Grade

3 Adams, Sam 3
Adams Kristen 1 10
Baker, Ancrewy 3 10
Baker, Jorcan 4 4
Baker, Christopher 2 El
Binder, Katelyn 2
Blast, Eric: 2
Blast, Daniel 5] 4
Brovwns, Shannon 1
Browns, Alexancer 7
Cardols, Derek 7 4
Cardola, Marina 2
Cook, Brittany g 8
Copper, Thomas 10 5
Coughman, Jeffrey 2
Coughman, Lauria a
Cracola, Christopher a

v
Record: [E] [ 1 [I][E] of 67

All the children in the parish are shown with their grade. Just click in the Child Envelope
field and enter the number. Be careful not to duplicate any number. Pressing Tab or Enter
will move the cursor down one line remaining in the Child Envelope field.

Enter Contributions

= Child Contributions

[ Enter Contributions ]

Entering contributions works much like the regular fund entry. All you need is the
envelope number and the amount contributed. You may want to consider entering the
envelopes in batches as described in the Input Data section above.

Click Enter Contributions to open the following window:
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== Enter Amounts

= tar A Week |1/25/2010
EnferAmotnts SNy

Eny Number Amount Date

&

1 $1.00 1/25/2010 Adarns, Kristen

2 $0.50 1/25/2010, Baker, Christopher

4 $2.00 1/25/2010, Baker, Jordan

5 $1.00 1/25/2010, Bepine, Michas!

7 $1.25 1/28/2010 | Cardola, Derek

Total This Run $5.75

Record: @E ,—6 E]@ of &

When you open the window the week field contains the date from your computer’s clock.
You may change it, but you must also change the date in the first Date entry field only.
Once it is changed, it will automatically appear as each line opens.

Enter the envelope number in the Env Number field and press Tab or Enter. The Name
will appear to the right, and the cursor moves to Amount.

Enter the amount. Dollar sign will be automatic, but use the decimal point. Press Tab or

Enter. Cursor moves to the Date field. The date will be filled in, and can be changed if
needed. Press Tab or Enter to move to the next envelope number.

Invalid Envelope Number

As described in the previous section, if you enter an invalid envelope number, this error
message will appear:

Bad Mumber

1 '1 IMYALID ENVELOPE MUMBER.
L]

Simply click OK to clear the box, remove the bad number and proceed.
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== Enter Amounts

Spiir ;-"mmunl m
Eny Number Amount D ate

1 $1.00 1742542010 Adams, Kristen

2 $0.50 1/25/2010] Baker, Christopher

4 $2.00 1/25/2010 Baker, Jordan

5 $1.00 1/25/2010 Bepine, Michael

7 $1.25 1/258/2010 Cardola, Derek |

. Total This Run $5.75

Record: EE I—E. E]@ of B

When you finish inputting the envelopes, click OK to close the window. There are no
automatic reports upon closing.

Reports

A limited number of reports are available for this utility.

Detail Report

=l Chitd Contributions l
P
1/1/2009 212010
Summary by month
Report by Name i

Enter a start date and an end date and click Detail Report. The following report will be
produced:
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Child contribution report

Child Envelape Negme Grode
1 Adams, Kristen 10
Contribution Date Contribution Amaint
1242002009 $1.00
11052010 $1.00
1/2562010 $1.00
Sum $3.00
2 Baker, Christopher 9
Contribution Date Coantribution Amount
1242002009 $1.00
11052010 $0.50
112502010 $0.50
Sum $2.00
3 Baker, Andrew 10
Contribution Date Contribution Amoust
1202002009 $2.50
Sum $2.50

This report is sorted by envelope number and displays the child’s name and grade, date
and amount of each contribution, plus a running total.

Summary by Month

Clicking this button will produce the following report:

Child Contributions Summary

Contribution by Month

Contribution Amount

Crtaber 2003
Sum
Nevember 2003
Sum

Dacen ber 2003
Sum

March 2004
Sum

My 2004

Sum
Saptamber 2004
Sum

Dacen ber 2004
Sum

December 2009
Sum

Jariary 2010

Sum
Grand Total

$5.50
£7.00
$2.75
£5.75
£6.50
$a.00
$16.75
$6.25

$12.35

J72.85

This report gives a total amount of children’s contributions per month sorted by year. If a
month goes by with no contributions, it will not appear on the report. A grand total
appears on the bottom of the last page.
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Report by Name

This report gives a summary of all contributions received from a single child.

= Child Contributions l
Assign Numbers Enter Contributions
14172003 2/1/2m0
Detail Report Summary by month ]
[ Report by Name Baker, Jordan V]

Clear Year | [y

Select a name from the drop-down list and then click the Report by Name button to
produce the following report:

Child Contribution Report by Name
Childd Envelope MNeme Grole
4 Baker, Jordan 4
Contributian fkite Contribution Arwaunt

1242042009 $2.00

1i2502010 $2.00

Sum 84.00

Grand Toial 34 00

Clear Year

WARNING: Use this option only when you want to completely remove all child
contribution data. Once removed, it cannot be recovered except by using a backup

copy of the database. There is NO history file.
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5l Child Contributions ]

Assign Numbers Enter Contributions
14142009 24142010

Detail Report Summary by month

Baker, Jordan | |

Clear Year

Click on Clear Year. The following warning will appear:

Remove Child Envelope Mumbers

‘.:J This will remaove all Child Envelope Mumbers and Clear Funds, Continue?

-

Cancel |

Click OK to complete the command. No other window will appear.

Catholic Schools

This is a duplicate report found also on the Report Tab on this menu. Included here as a
convenience.

catholic Schaools Prints all students attending the Cathalic schools

Clicking this button opens the following report:
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Catholic Schools
26 Jan 10

Catholic School  Name Street Name Home Phone Unlisted  Grade
Blessed Sacrament
Family Name: Binder Giving: $0.00
Binder, Allisom 19 Record 5t. 413-555-1212 é
Family Name: Clook Giving: $0.00
Cook, James 271 CranberryLn 413-555-1212 3
Family Name: Dorsman Giving: $0.00
Dorman, Donald 2 CLfFDr. 413-555-1212 7
Family Name: Lindstman Giving: $0.00
Linderman, Anthowy 13 Wintetherry Cir 413-355-1212 7
Linderman, Eariee 153 Winterberry Cir 413-555-1212 é
Family Name: Lymn-Iasters Giving: $0.00
Lynn-didasters, Matthew 413-555-1212 ¥ 4
Family Mame:  MNickerson Giving: $0.00
Nicherson, Abigail 21 DeestRunRd 413-555-1212 g
Central Cath High
Family Name:  Barker Giving: $0.00
Eanir, Karalyn 14 Coner Rd. 413.555.1212 11

Entering information for the Catholic School & School Subsidy

reports.

In the main database, open View/Edit. From the Family Membership Record page,
select the family you need, choose the members button at the bottom. Select the member

you need. Go to the Religious Education button (shown).

In the box indicated below, enter in the information you have for this person.
Once entered, you will find the data on the School Subsidy report.

Education Information

Currently in Religious Education
: (Yes)
e #:;;,,,,,

R. E. Grade:

R.E. Room:
HE Seehnn:

- Needs extra lighting

 MEMBER | SACRAMENTS Religious Education

Record Card

(NSt Thomas ]
l:alinicSchool Subsidy

Year Catholic School
2013 |[St. Thomas ™|

Home Class Phone:

Subsidy Amount

$250.00 |

[2020 |/St. Thomas

$275.00

Raiche Consultants, Inc.

Funds Menu v2021

Page 42



School Subsidy

School Subsidy

Cpens a farm ko manage school subsidy

=2] Select Subsidy Years

Start Year

Report Close Form

End Year:

Enter the start year ad end year you desire. For this example, we chose 2018 and 2020.

You will see the following report:

Catholic School Subsidy Report

Year Cantholic School Lastname Firstname Subsidy Amount
2018
St. Joim's Collad
Addition Roger $12500
St. John's Collab - Total $125.00
2018-Total $12500
2019
St. John's Coliab
Addition Roger $210.00
St. John's Collab - Total $210.00
St. Thomas
Adams Kasten $250.00
St. Thomas - Total $250.00
2019-Total $460.00
2020
St. John's Coliad
Addition Roge $275.00
St. John's Collab - Total $275.00
St. Thomas
Adams Kazien $275.00
St. Thomas - Total $275.00
2020-Total $550.00
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Selected Catholic Schools

This will allow you to print out the names of the students attending the school selected

from a drop-down list.

l Selecked Catholic Schools

l This will open a Form that alloves you to select and print individual members instead of Families,

Clicking this button opens the following window:

=5l Select Catholic School

Select Catholic School

Blessed Sacrament v

-

Choose a school from the drop-down list and click OK to open the following report:

Lyons, Stephen

Tetak 3

Catholic Schools
Catholic S5cheel Name Street Name Home Phone Unlisted Grade
St. Mary
Family Name King Giving $0.00
King Maximilian 27 Wevetending Rd. 413.555-1212 \'s 5
King, Riavea 27 Meverending Rd. 413-555-1212 ' [
Family Name Lyons Giving $0.00
30 SunsetLn. 413-555-1212 3
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Month End

This page contains reports and utilities necessary to close each month and produce
monthly reports.

=8| Funds = O X
=
Fund Processi g

Tile Page Reports Chidren MonthEnd YearEnd Exports Pledge Setup Pledge Input Pledge Process Pledge Reports  Setup

Month End report, shows each family and amount given this month and year to date

Month End report, shows each family and amount given this month and year to date, Same as option 2, but only

Moot FndPed. families with a contributions > 0
Month End By Parish Month End report, grouped by the "prior Parish™ Field
Summary Page Prints 1 page summary only
Close Month This dears all amounts from current month adding them to the year to date amounts.
3

Month End Report

l Month End repart, shiows each Family and amount given this month and year to dake

Clicking this button produces the following report:

MONTHLY CONTRIBUTION REPORT
May
1172 Mr &Mrs David Adams Telephone: Unlisted ? TTD
100 Main 3t
Y our Town, WA 01111 Tot 50,00
Regular $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Maintenance $ooo $o.on $0.00 $0.00 $0.00 $0.00
Diocesan $0.00 Specia $0.00
1171 Mr. & Mrs. James Adams Telephomne: 413-444.2323 Unlisted? N YTD
8 Church 3t
¥ our Town, MA 22023 ToT $23.00
Regular $ooo $0.00 $0.00 $oon $0.00 $25.00
IMaintenance $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Diocesan $0.00 Bpecid $0.00
3005 Mrs. Josephine Addition Telephome:  413-355-1212 Unlisted? M ITD
582 CranberryLn
MIyT own, MA 11025 Tor $5.00
Fegular $0.00 $0.00 $0.00 $0.00 $0.00 $5.00
Maintenance $ooo $o.on $0.00 $0.00 $0.00 $0.00
Diocesan $0.00 Specia $0.00
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Print Summary Report (optional)

Some of the reports produced in this section will ask you if you wish to print a summary
report. Regardless which report you are creating, the Summary Report is the same if the
data has not changed.

==l frm fund print sumary? : Form E]@

Print Summary Report?

o |

Click YES will produce the following report:

MONTHLY TOTALS
May
Total Contributio ns by Week: Regular Maintenance
Week
1 $136.00 $0.00
2 $25.00 $0.00
3 $10.00 $0.00
4 0.00 $0.00
5 $0.00 $0.00
Toitals: $171.00 $0.00
Diocesan $50.00 Special $25.00
Regular Maintenance Diocesan Sp ecial
Year to Date Totals: Totals:
Last Month End YTD: $439.00 $0.00 $272.00 $25.00 $736.00
Totals This Month: $171.00 $0.00 $50.00 $2500 4246 00
New YTD: $610.00 $0.00 $322.00 $50.00 $982.00
Total Unique Envelopes used for month: 11
Total coniributons for month: $246.00
Average Amountper family p er month: $22.36

Month End > 0

This report is the same as the one above but with all zero contributors removed.

Month End repart, shows each Family and amount given this month and year to date, Same as option 2, but anly

[ Month End > 0 Families with a contributions = 0

Clicking this button produces the following report:
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Monthly Fund Report Amounts = 0 ONLY
May
Number Name Regular Special Attendance
Diocesan Iaintenance
1171 James Adame $0.00 $0.00 $0.00 $000  Sun. Attend. i
YTD Total $25.00 $25.00 $0.00 $0.00 $000  YTD Attend. 1
3005 Josephine Addition $0.00 $0.00 $0.00 $000  Sun. Attend. i}
YTD Total $500 $5.00 4000 $0.00 4000 YTD Attemd. |
3000 Wayne Alden $0.00 $0.00 $0.00 $000  Sun. Attend. i
YTD Total $10.00 $0.00 $0.00 $10.00 3000 YTD Attend. ]
2003 Donald August $1.00 $0.00 $0.00 $000  Sun. Attend. 1
YTD Total $101.00 $35.00 $50.00 $15.00 $0.00 YTD Antend. 4
1398  Timothy Bepine $10.00 $0.00 $0.00 $000  Sun. Attend. 1
YTD Total $41.00 $30.00 $1.00 $0.00 $000  YTD Attend. 3
1208 Joi Blast $20.00 $0.00 $0.00 $000  Sun. Attend. 1
YTD Total $30.00 $25.00 $3.00 $0.00 3000  YTD Attend. 3
Month End by Parish
= Month End report, grouped by the “prior Parish” Field
[ Monith End By Parish ] port, grouped by the "p
Clicking this button opens the following report:
Numher Name Regular Bpecial Attendance
Dincesarn hlaintenance
Blessed Sacrament
2093 Donald August $1.00 $0.00 $0.00 $000  Sun. Atend. 1
YTD Total $101.00 $35.00 $50.00 $15.00 $000  YTD Aitend. 4
1398 Timothy Bepine $10.00 $0.00 $0.00 $000  Sun. Atend. 1
YTD Total $41.00 $30.00 $1.00 $0.00 $000  YTD Aitend. 3
Blessed 3 acrament $142.00

Summary Page

This produces the same summary page that was optional in previous descriptions.

Summary Page Prinks | page summary onby

Clicking this button opens the following report:
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MONTHLY TOTALS
Iday
Total Contributions by Week: Regular Maintenance
Week
1 $136.00 $0.00
2 $25.00 $0.00
3 $10.00 $0.00
4 $0.00 $0.00
5 $0.00 $0.00
Totals: $171.00 $0.00
Diocesan $50.00 Special $25.00
Regular Mainienance Diocesan Special
Yeario Daie Totals: Totals:
Last Month End YTD: $4392.00 $0.00 $272.00 $25.00 $736.00
Totals This Menth: $171.00 $0.00 $50.00 $25.00 $246.00
New YTD: $610.00 $0.00 $322.00 $50.00 $982.00
Total Unigue Envelopes used for month: 11
Total coniribwions for month: $246.00
Average Amouniper family p er month: $22.36

Close Month

This function clears all the amounts for the current month, updates the database to year-
to-date and allows you to change the accounting month from a drop-down list.

[ Closs Month | This clears all amounts from current month adding them ko the vear bo date amounts,

Clicking this button opens this window:

-

CLEAR

? This will clear all records, Continue?
S

Cancel |

Clicking Cancel closes the window and no action is taken.
Clicking OK will update the database, close the month and open this window:

“= ACCOUNTING MONTH M=)
ENTER NEW ACOUNTING MONTH

[.fi‘t.c:ct Month:  [May [v J

EXIT
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The existing accounting month appears in the drop-down window. You must change the
month from this list, and click EXxit.

Year End

This closes all records for the calendar year. All final records are moved to a year-end file
and the current year is cleared out to make room for the new year.

Important note: before closing the year, the final month must also be cleared. Should
you close the year first, December will be missing from the totals.

=2 Funds - [m] X

Fund Processing

TitePage Reports Chidren MonthEnd YearEnd Exports Pledge Setup Pledge Input Pledge Process  Pledge Reports  Setup

Closes the year by moving all final records to a year end file and dearing out the current year so a new year
can be started. MUST by done before printing statements.

Options for printing year end statements

Statements

This allows you to edit amounts after

after a year end dose. This will affect only statements produced from this
screen. Choose a famihy and year to edit.

Fund Year prd

Family Name v

Edit Statement

e

Close Year

Closes the yvear by moving all final records to a wear end file and dearing out the current vear so a new year
can be started, MUST by done before printing statements.

We highly suggest that you do a backup of your database
before closing the year.
Use caution. Be sure the final month is closed.
Do NOT close the year twice.
Once the year is closed, it cannot be reopened.
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==l Year Close E]@

Close Year

Thiz will:
Mave all funds to the Histary File
Zero out all curent vear records

This must be done prior ta running 'ear end Statements
This must be done OMLY OMCE for the year

The Year pou are CLOSING: | 2009

IS B A

The closed year is saved to a history file to be recalled by some of the financial
utilities including tax statements.

Statements

This utility allows you to print year-end tax statements for your parishioners. There are
multiple options to make this task easy to control since your time is valuable.

Important: Before you begin printing statements, you MUST have closed the final
month (December) and close the year. You may have to delay closing the year until all
Christmas and last Sunday of the calendar year envelopes are collected and recorded.
Once you close the year, it cannot be reopened.

l Statemerkts Ciptions For printing year end stakements

Clicking this button opens the following window:

= SELECT CONTRIBUTION =JoJ&d
CONTRIBUTION STATEMENTS
) Orly Prirt %ith a
Far the year of: Balance greater than:
Starting Murnber: Starting Letter: i}

Ending Mumber:
Statement Camment:

Thank you for pour support and contributions.  If there are any questions regarding this statement,
please call the Rectory Office, during scheduled hours, as soon as possible,

[F‘rint by Numher] [ Print by Letter ] [ 3 to Page by Number ]
[ Mo Contributions for Range ] [ Select Families ]
’ [+ ] [ 3 to Page Selected ]
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Preparing the Statements

"5 SELECT CONTRIBUTION (==
CONTRIBUTION STATEMENTS
Only Print \With a

For the year of. | 2008 B alance greater thar:
Starting Mumber: 1000 Starting Letter: i]

Ending Mumber. 1200

Statement Comment:

Thank you for your support and contributions. [F there are any questions regarding this statement,
pleaze call the Rectory Office, during scheduled hours, as soon as possible.

[Print by Numher] [ Print by Letter ] [ 3 to Page by Number ]
[ Mo Contributions for Range ]
[ e ] [ 3 to Page Selected ]

Statement Comment

Click in this box to edit the message that will appear on all single page statements.

Entering the data

Begin by entering in the tax year for the statements. Remember the year closed is the
previous year, so in 2010, you will be entering in 2009.

To help you run statements in small manageable batches:

Enter in a range of envelope numbers and press Print by Number
This option prints all statements within the selected range

OR

Enter in a first letter and Print by Letter
This option prints only statements with the family name beginning with this

This is a sample report produced by all options except 3/page.
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St. Columkille Parish
1400 Saint Jude Ln.
Southbridge, MA 11544

CONTRIBUTION BTATEMENT for the year of 17172009 to 1251/2009

Mt & Mrs Ronald Cascade
45 Slave St

Suite 4

Hungaty, MA 01193

Family Humber: 1025

Regular $70.00

Ilaintenance $0.00

Diocesan $52.00

Special $25.00

Tota Contributions for the ¥ ear: $147.00

Thank you for you support and contributions. [f thete are aty questions regarding this statement, please call the Rectory
Office, during scheduled hows, as soon as possible

Only Print with a Balance Greater Than

This is a data limiter. It allows you to print reports with a balance greater than a stated
value. It applies to all options on this function screen. The default is zero which
eliminates all non-contributors. They will not print. Some parishes desire to print only
those who contribute $100 or more. Simply change the value to 100 and choose your
option.

= SELECT CONTRIBUTION (=)<

CONTRIBUTION STATEMENTS

Far the year of: |2009

Starting Mumber: 1200 Startitg Letter: C i}
Ending Mumber: 1800

Only Print ‘ith a
Balance greater thar:

Staternent Comment:

Thank you for your support and contributions. [F there are any questions regarding this statement,
please call the Rectory Office, during scheduled hours, as soon as possible.

[Print by Numher] [ Print by Letter ] [ 3 to Page by Number ]
[ No Contributions for Range ] [ Select Families ]
[ e ] [ 3 to Page Selected ]

Raiche Consultants, Inc. Funds Menu v2021 Page 52



#Error

CONTRIBUTION STATEMENT for the year of 1/1/2009 10 12/31/2009

F amily Mumber:

If you have a report that shows this condition, it indicates that there is no data for the
given criteria. Just close the window and alter your options to continue.

No Contributions for Range

This produces a report showing all zero contributors for the year within the number range
you select.

Clicking this button produces this report:

No Contributions on File
ForYeur 2009
Nurnber Neerne Straszt Nerne Town
1203 Mrz. Jayne Ligkter 55 Snovw Rd. Wy Town, 11025
1221 Mr & Mr= Alan E Superson 1407 Maple St our Town, 22022
1254 Mrs. Lucy Driver 74 Global Dr. by Townn, 11025
1271 Mr David C Liner 20 Morth St. Your Toven, 22022
1296 Mr & MrzWilliam J Dawn 1781 Eastemn Ln. Wy Towmn, 11025
1325 Mr & Mrs Denis M LaRoche Sr. 28 Bunrvy Dr. by Townn, 11025
1392 Mr & M= John M Trainer 94 Wialnut St Wy Town, 11025
1410 Mr & Mz Thomaz F Mickelzon 42 Cotton R o Wour Taown, 22022
3 to a Page

These options allow you to save paper and print three families to a single page. Once
printed they can be cut and places in a #10 window envelope, or placed in a standard
envelope and addressed by hand or by label.
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Here is a sample report:

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

M. & Mrs. Jaes Adans
8 Chuchst

FOBaxl

Your Tovm, MA 22022

CONTRIBUTION STATEMENT for the yearof V172008 1o 123142009
Fanily Hunber: 1171
Year-to-Nate Totals

Regular Dincesan
$25.00 ]
Special Mainerance
ki) $om
Total Contributions: 2500

Thank you fov yeur support and coveributions. [ there are @y questions
regardng itis satemsn, plagse ool th Rectory (fice, during scheduled
Jows, as som as possible.

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

M. & M. Dawald Augast
51 Suweise Dr.

MyTowm, MA 11025

CONTRIBUTION STATEMENT for the earof. U1/3008 1o 12/31/3008
Farily Hunber: 2083
Yoar-to-Date Totals

Fepular Diocesan
$38.00 $m0.0
Special Mainterance
$1500 000
Total Contribnrtions $101.00

Thank you for yeur support and contributions. [ftheve ave ap questions
vegarding this statamsnt, ploass oall the Rectony (fica during scheduled
Jows, s soom as posibie.

St. Cohmidlle Parish
1400 Saint Jude Ln.
Southhridge, MA 11544

Mhs. Josephine Addition
82 Crarberryln
Apt.SI

MyTom, MA 11025

CONTRIEUTION STATEMENT for the yearof 1/2009 0 12/31/2008
Fanily Hunber: 3005
Year-to-Date Tetals

Femlar Driocesan
$5.m0 0w
Special Mlaivderance
4000 000
Total Covbibutions: $300

Thank: you for your support and contributions. [f theve are @ questions
vegarding this statamsnt, ploass oall the Rectony (fica during scheduled
Fows, as soom as possible

Select Families/3 to a Page Selected

This option open a window where you can select just the families you want to print.

[Print by Numher]

[ Print by Letter ]

[ Mo Contributions for Range ]

[ 3 to Page by Number ]

| Select Famili

L &

[ 3 to Page Selected

l
1\

Clicking the Select Families button opens the following window:
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==l Select Statements E]@“
Family Mame Family Murmber (" Print | ad
Adarnz James 17
Adams David 172 | O
Addition Josephine 3005
Alden Wapne g | O

£ August Dionald 2093
Badd Harold az | O
Baker illiam 1052 | O
Baker Kenneth 1186
Banker Kevin h244 O
Bepine Timothy 1358 | O
Binder Richard so13 | O
Black Edwin 108 | O
Blast Jai 1298 | O
Blirk. Ann 1037
Bookman Patrick. 1033 \D_/

Recard: E[I] ,—5 @@ of 89

Click in the Print column the names you wish to print, close the window, and click the

Print Selected button to print the reports.

3 to Page by Number

== SELECT CONTRIBUTION

BEX]

CONTRIBUTION STATEMENTS

Eor the year of (2003

Starting Mumber: 1200
Ending Mumber: 1800

Starting Letter: C

Staternent Comment:

Only Print *w/ith a

B alance greater than:

1]

Thank. pou for your support and contributions. |F there are any questions regarding this statement,
please call the Rectory Office, during scheduled hours, az soon as possible.

[Print by Numher] [ Print by Letter ]

[ Mo Contributions for Range ] [

select Families

J

L & |

[ 3 to Page Selected ]

Enter in the number range you need and click the 3 to Page by Number button to

produce the reports.
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Exports

This function will produce an .xlIs (Excel) file and a printed report for Fund Raising.

j Funds . - ] X
Fund Processing

Tite Page Reports Children MonthEnd Year End | Exports Ipledge Setup Pledge Input Pledge Process Pledge Reports  Setup

Export Funds Export Family information with contribution information to C\census\Fund Raising.xis:

Clicking brings up this important warning:

COMFIDEMTIALITIN s

Click OK to continue. These windows will appear:

Enter Parameter Value

Enter Starting Mumber

1o0o]

[ Ok ] [ Cancel

Enter the starting envelope number and click OK

Enter Parameter Value

Enter Ending Mumber

2000

l oK J [ Cancel ]

Enter the ending envelope number and click OK and this window will appear.

Done Y

\i‘) File Created ci\censusiFund Raising. xls
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Also, the following report will appear which can be printed.

Please remember this is confidential information.

Fund Raising List

Amaunt Neme Strast PROY Bax Home Phone
FO.00  Mr. & Mrs. Roland Smithson 44Roherts Rd. My T o Ma - 11025 413-555-1212
$0.00  Mr. & Mrs. Richand Gingers B1Walnut 5t Wour Town WM& 22022 443-5551212
F0.00  Mr& MreMichael J Pineman 19Eazy 5t T o ma 11025 4135-555-1212
$0.00  Ann b Blink 2395 licker Ln. MyTown  M& 11025 413-5531212
FO.00  Mr. & ks Mark Snipper 40Bnchraood Ct. “our Town kA 22022 413-555-1212
FO.00  Mr & MrsWillisn Baker 18Carner Rd. My T o Ma - 11025 413-555-1212
F000 Mr. & brs. Chades Monitor 24Black St. My Town M 1025 413-555-1212
Fo00  Chrstine Grover F5Bunny Dr. “our Town kA 22022 413-555-1212
FO.00  Mrs. Janet Elmerson 10Coffee Rd. My Tawn MA 11025 413-5535-1212
F0.00  Mr. & hrs. Robert Erichson 10Penny Ln. “our Town kA 22022 413-555-1212

This completes the chapter on the

Funds Menu.

Please contact Raiche Consultants, Inc.
if you have any questions or concerns.
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