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Raiche Consultants
Church Census System
Owner’s Manual

Religious Education Menu

Overview

One of the most powerful modules of the Census Program, the Religious Education
module is designed to help you maintain a wealth of information regarding your students, assist
you in student registration, track the collection of fees, generate rosters on demand, track
attendance, supply you with a wide variety of reports, communicate with the families, and more.

The menu interface was redesigned in the spring of 2008 (version 16) using a tab feature
not previously available in Microsoft Access. The various menu and sub-menu entries were
reorganized into groups that are more logical and converted to buttons, with explanations added
to help you find what you need with a minimum of effort.

As always, any suggestions you have to improve the program or if you have new ideas,
please contact us. It is your suggestions that keep this program current and useful.

NOTE:
As in all sections of this manual,
all of the data shown is fictitious for demonstration purposes.

NOTE:
The color background shown in the documentation
may differ from your screen colors.
This is due to how each computer handles Windows colors.
We apologize for any inconvenience this may cause.
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Opening the Religious Education Menu:

Ghurch Census Sustem

Church Census

version 17.5

Microsoft Access
2000 | 2003 | 2007
=== Fall 2009 ---

Copyright € 1985 - 2009
Raiche Consultants, Inc.

Backup Data

Ver. 17.5

To access the Religious Education menu. From the main screen, press the Religious Education
button and the following screen opens:
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EEi Religious Education =1al=l
Religious Education

Title Page ICIass Lists | Labels | Catechists I Registration I Attendance | Student Reports | Fees I Sacraments | DRE Reportsltils | Petm Rec Cds. |

Select a tab for more options

e |

Version 16.5

Across the top the various categories are listed. All the options have been rearranged in, what we
feel, is a logical grouping. Simply click each tab to see where everything is located.

Title Page

When you open the tab page, this page will always be first. We placed a simple picture on the
page so you would not have to see a blank, boring page.
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Class Lists

E=| Religious Education g@@

Religious Education

| Titls Page |(Class Lists :.Labels | Catechists | Registration | Attendance | Student Reports | Fees | Sacraments | DRE ReportsiUtils | Perm Rec Cds. |

Report w/info on

fomeflasslisls Home Class students

Start Grade: | | End Grade:
List by Grade and Room
List by Grade and Room; Includes Special Needs
Lizt by Section Grade and Room; Includes Special Needs
iy i el i
By Grade only no Room

Ver. 16.5

Rosters

Enter values in the Start Grade — End Grade to show the grades you want to view.
Press Standard to view/print a regular class list (roster) for each class you selected.

Press Landscape to view/print a regular class list (roster) for each class you selected in a
landscape format. This report includes special needs information.

Press Section to view/print class list sorted by section and room including Special Needs
Press Attendance to view/print rosters with a place to record absence/tardy information.

Press No Page Break for a continuous listing without placing each grade on a separate
page.
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Home Class Lists

Press Home Class Lists to view/print a complete list of all home school students. The grade
boxes do not affect this function. The following report will appear:

Raiche Consultants, Inc.

St. Colmmnldlle Parish
1400 Saint Jude Ln.
Sonthbridge, MA 11544
-~ .
Home Class Information
Home Class Home Class Phone
13 Ceder Dy, 413-555-1212
Srudent Student name Family Emergency Name Second Contact Name
Grade 10 Numher Parent Name Number Emergency Phone  Second Contaci Phone
T earher Ba Pinetnan, Mlaeen b 1055 Jalm Snuth Jare Dice
Michasl Pireman 4153-555-1214
Siudent Stud ent name Family Emergency Name Second Contact MName
Grade 11 Number Parent Name Numher Emergency Phone  Second Coniact Phone
1 6d Finerman, Carolyn 4 1038 Jolm Snnth Jane Dioe
Michael Pineman 413-555-1212
Ver. 16
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Labels

This opens the Labels window. These labels are the ones commonly used within the Religious
Education program. Other labels can be found under the Labels button on the main screen.

Although there are explanations for each button, we will expand on them for you now.

o

Religious Education

_Title Page | Class Lists I Catechists | Registration | Atkendance | Student Reports | Fees | Sacraments | DRE Reports)Utils | Perm Rec Cds. |

Last Wame, &lphabetical,
with secondary name included

Selection screen allowing you to choose

R.E. Labels by Grade | which grade, and which type of labels to

best suit pour need.

Labelz to students who are

Home class: Students | :
attending home clazzes

Labels to parents of students who are
attending home clazses

Home clazs: Parents | I

Labelz to all students, . | Far all CCD students; Labels qddlessed
All students || e Salloc?a:sgs ol e, [reenialf [l a]] "Tothe Parent/guandian of [child's name]”
Catechists | I Mailing labels for all catechists Teacher's Aides | I Mailing labels for &l

catechist/teacher's aides

Mailing labels for all families with

sellie e Bl il | children in Catholic school.

Second Address | L_al;uels far al;lditional pErs0r
liwing at a different address

Mailing labels for all families with
childrer in CEDV T per farnily

One Per Family |

Mame badges for catechists
uzing label #5395

Mame Tags: catechists

Book Labels | I Labels for Student's textbooks

Labels for Student's textbooks wil

Book Labels by Grade |
prompt for grade

_ e |

Alpha w/Secondary

Home Class: Students

All Students

Catechists

Raiche Consultants, Inc.

Ver. 16
Label sheets sorted by last name, adding the Secondary name (if
used) from the Family page.
Mailing Labels with the home class students’ names and addresses.

Mailing Labels to all students, all classes, NOT addressed to the
parents.

Mailing Labels for all catechists.
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Catholic School Families

Mailing labels for all families with children in Catholic schools.

One Per Family This prevents families with more than one child in Rel. Ed. from
receiving multiple copies of the same mailing.

Book Labels Labels for students’ textbooks:
sample:

Student: Cody Mickel=on
rade: 5 Room: A
Teacher: Lynn King

Ver. 16

Book Labels by Grade Same as above, but will prompt for grade

R. E. Labels by Grade:

This opens the following window. You are given the option to select a grade and a room
within the grade, then choose the type of label you need. All choices will first appear on the
screen before printing.

E= Religious Education Labels - |EI|5|

Print Labels by Room { Grade

Erter Grade: H
Erter Room: I"

Note: Rooms MUST be
Prirt Grade / Room Combination | assigned for this to work
properly

Frint by Grade Only |

Parents by Grade |

"Parent of'' by grade |

il

Ver. 16

Print Grade/Room Combination:

Enter the grade and room then select this button. For example, if you want labels
for Grade 2 in room 102 enter these in the fields and press this button for the
labels. They appear first on the screen.
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Print by Grade Only:

Enter the grade and press this button. Labels have the students’ name and address.

Parents by Grade:

Enter the grade and press this button. Labels have the parents name and address.

“Parents of” by Grade:

Enter the grade and press this button.
Labels appear as “To the parents/guardian of (child’s name)” and address.

Home Class: Parents

R. E. Parent of (child)

Teacher’s Aides

Second Address

Labels to the parents of all home school students.

Labels appear as “To the parents/guardian of (child’s name)” and
address for the complete program.

Labels for those serving as classroom assistants.

This is actually for Second Contact labels. Found on the Rel. Ed. Page for each member,
the Second Contact is used when a member has designated another person, such as a divorced
parent, for contact. By checking the Send Mail checkbox, this person will receive appropriate

mailings.

Second Contact Send Maill: v

Mame:

Relationship:

[t argaret Simpson |

| -]

Street: |44 Ewvergreen St |

City: |Lawsu:un

| State: [ ] 2w

Phone: [1-555789.055 |

Raiche Consultants, Inc.

Ver. 16
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Name Tags: Catechists Creates a name badge with catechist’s name, grade and room #
using label number Avery label #5395 or equivalent (as shown):

Kristen Adams
Grade 4
Room 6C

Ver. 16

Catechists

This opens a window with reports and information related to your catechists, including
substitutes, and classroom aides.

_Ioix]

Religious Education

Title Page | Class Lists | Labels ECEltEChiStSJI Reqistration | Atbendance | Student Reports | Fees | Sacraments | DRE Reports)Litils | Perm Rec Cds. |

List of Catechistst I List of catechists, sorted alpha, last name

:Substitute Catechists

I List of substitute catechists

Classroom Aides

Catechists by Grade I List of catechists, by selected grade

catechists start/stop dates; information for Pius X award.

| I List of classroom aides
Catechists History |

EL{. |
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List of catechists  Simple report which includes name, address, phone, grade, and room #

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

Religious Education Teacher (Catechists) List

MName Address Phone  Unl Grade Room #
Sandra Baker 18 Comer Rd MyTown, 11023 413-555-1212 N 9 H1
Diane Forrester 15 Heverending Bd. MyTown, 11025 413-555-1212 N 0
Lymn King 30 Southern View ¥ our Town, 22022 413-555-1212 N 5 A
Amn Pilot 21 Comer Rd Your Town, 22022 413-555-1212 N 11 Hi
Maureen Pineman 19 Easydt MyTown 11025 413-555-1212 N 10

Ver. 16

Substitute Catechists  Similar to above, without the grade/room assignments
Classroom Aides Report same as Catechists
Catechists by Grade Similar to Catechists, but sorted by grade, ascending 0 — 12

Catechists History Designed to recap important information on each catechist.

EE catechist History Entry Screen - | Ellil

First Hame [m—
Laszt Name |Baker
Grade I—EI
Start Date Iw
End Date I—

Received Pius X ¥

Date received Pius X I 1141241993

Commentsz |Outztanding personality. Unparalled creativity,

Add Hew Person

=
Add Momber
Record: HI ) II 1 » IH IH*I af &

Ver. 16

Raiche Consultants, Inc. Religious Education Menu Rev 2/2015
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First, Last names: Select a member from the drop-down menu

Grade: Allows tracking of multiple grades
Start and End dates: Enter data as required.

Received Pius X,
Date received: Check box if award was received; enters date received.

Comments: Free style box to enter text as needed.
Add New Person: Click this button. The member screen goes blank.

Select the new member from the drop-down list.
Enter data as required.

Delete a member: Select a record using the VCR buttons at the bottom of the window.
Click on the trash can. Say YES at the prompt to select, NO to cancel.

Reports: Press Reports button to open the following window:

_loix

Catechist History Reports

Piis X Awaids) | Listing. Al |

From Date: I To Date: I

Catechist History by D ate |

Ver. 16
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Pius X Awards

Pius X Awards
Date of Award Nawmo
Lynn King
1099 Sandra Baker
2000 Namcy Adams

Recap report showing the name of each recipient, and the year of the award.
This report can be used on a bulletin board, or hung in your office.

Listing, All Listing of all currently active catechists, as shown below:
Does not include substitutes or aides.

5t. Columnkille Parish
1400 Saint Jude Ln.
Sounthbridge, MA 11544

Catechist History, carrently active

20-Jun-0F

Name Start Date End Date Grade PiusX  DatePius X Comments

Balker, Sandra /1990 9 bl 117121559 Cutstarding persomality. Tnparalked creativity.
Formster, Diane 81572004 u] O Lioves the Janderz arten children

King, Lypm 5 %] Hote

Filot, drm 11 O

Pinternan, Manreen 10 O

Raiche Consultants, Inc. Religious Education Menu Rev 2/2015 pg. 15



Catechist History by Date:

Enter a date range to produce a (sample) report:

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

Catechist History

Date Span: from Start Date:

11850 To: 145172008

26-Jem-08
Name Start Date End Date Grade Pius X Date Pius X Comments
Adams, Haney 211552 &1/1595 & O] Bezan at this level
Adank, Maney BI01935 &1/2000 5 %] 51252000 Laft for medical was ors . Flars on retaming in
the near fhare.
Eaker, Sandsa A1/19%90 9 ] 1AZ1999  Outstanding perscuality. Unparalld creativity,
Comghman, Eexmeth BILS157 af1/2001 11 O] Change inwork schednle.
Forester, Diane 2i155004 0 O Loves the kinderz arten children
Ver. 16
Registration

This section will assist you in organizing your registration process.

B Religious Education

=101x]

Religious Education

| Title Pags | lass Lists | Labels | Catechists [ Registration I.ﬂ.ttendance | Student Reports | Fees | Sacraments | DRE RepartsfUtils | Perm Rec cds. |

Registration Forms

| I Print Registration forms and labels

| I Blank Registration Form

Stark Up Letters

| I Dptions for printing a reminder of class start

e |

Raiche Consultants, Inc.

Ver. 16
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Registration Forms:

Gives you several options for creating and distributing registration form and labels.

Clicking this button opens the following window:

E= Registration Forms

EMTER RAMGE FOR LIST

Starting Murmber Ending Mumnber

Alpha by Number

Labels-Alpha Labels-Num

Merge Alpha

Ver. 16.5

NOTE: Starting/Ending Number not required for alpha selections.

Alpha:

Labels-Alpha:
By Number:

Labels-Num:

Merge Alpha:

Merge Num:

Raiche Consultants, Inc.

Gives you all registered families in alphabetical order.
Starting/ending number does not apply for alpha buttons.

Gives you the labels for these families.

Enter a number range, then click button.
Registration forms within that range are available to view and print

Enter a number range, then click button.
Labels within that range are available to view and print

Clicking Merge Alpha creates an Excel file which lists the families
in alphabetical order for use in Word as a merge file. See below:

Clicking Merge Num creates an Excel file which lists the families

in numerical order within the set range for use in Word as a merge
file. See below:
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To create an alpha merge, click Merge Alpha:

= Registration Forms [EJ

EMTER RAMGE FOR LIST
Starting Mumber Ending Mumber

Alpha by Number
Labels-Alpha Labels-Num

Merge Alpha

Ver. 16.5

This window will open: (SEE SPECIAL NOTE BELOW)

Merge File X

\i‘) Merge File Created ciicensus\REREG, xls

Ver. 16.5

To create a numeric merge set a number range then click Merge Num (below):

E= Registration Forms

EMTER RAMGE FOR LIST

Starting Murnber Ending Murnber
200 1500

Alpha by Number
Labels-Alpha Labels-Num
Verge Aipha] | [Merge Num |

Ver. 16.5
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This window will open: (SEE SPECIAL NOTE BELOW)

Merge File %]

\ir) Merge File Created cicensus\REREG, xls

Ver. 16.5

SPECIAL NOTE:

When you create the merge file for either alpha or numeric, the Census program uses
the same file name (as seen in the images above). You can delete the file before each
application, or Excel will put them in the same file, but create a “tab” as seen in this

example:
T2r s WYOOCS A Falrcl FAF & M, [ TTUED 1, Iy 10
=1 nn'.’_'l',-' I oton BHeoy | hoermac hAr A hArc ".J'.JII')') | Y o 1]
H \r qry_ccd_reg_forms_export_num “;.\qr',r_cl:l:l_reg_furms_expurt_alpha ﬂ

Ver. 16.5

It is recommended that you do not use a tabbed file. The Merge function in Word may not
respond in a favorable manner.

Using the Merge function in Microsoft Word is not discussed in this manual. For information
on this function, see the Help files for Word.

Blank Registration Form

Clicking on this button opens a window showing the blank registration form which you
can print out. Clicking the Printer icon will allow you to print this form. You can then photocopy
it as needed.

You cannot modify the form in the Census program. However, if you need more
information than we supply, you can use this as a guide and create your own form in Word.
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Start Up Letters

This option allows you to create a start-up letter to send to the families prior to the

beginning of classes. You create the letter in the Census program and can include billing of any

fees required by the parish. Labels are also available at the click of the mouse.

Religious Education

[ Registration Forms ] Print Reqgistration forms and labels

[ Blank Reg Form ] Blank Registration Form

Title Page | Class Lists | Labels | Catechists || Fegistration || Attendance || Student Reports | Fees | Sacram

] Options for printing a reminder of class start

Ver. 16.5

Click on Start Up Letters to open this window as shown:
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BS Start up Forms El

EMTER RAMGE FOR LIST

Starting Mumber EndingMumber
1000 1850

Clazs start Motice:
Religious Education Clagses [CCD] for 200242003 begin the week of September 22, 2002,

aradesz k-5 begin on Tuesday, September 21 at 340 pom. for ane kiour.

Gradez B-3 begin on Monday, September 20 at 330 pom. for one hour.

aradez 3-11 beqgin on Monday, September 20 with b asz in the church at 715 pom.
Parents are irvited, but nok required to attend. Dizmizzal at 830 pom.

Reqistration Fee iz required aof all families with children in the parish program and iz due
an or before the start of classes. Make check pavable to the religious education office.

| Alpha | | by Number | [ Number - with Billing |
|Labels-Alpha | | Labels-Num | [ Alpha - with Billing ] R+ |
Ver. 16.5

Within this window is an area which contains the letter you create/edit. Simply click in the
window to edit the text as you see fit. This window is also available from the Table Updates
button under the Census drop-down menu. Click on the Parish Info button to see the message
window.

When you click Alpha or by Number (after entering in a number range) your letter is added to
the parish letterhead ready for printing. It is sorted by the option you chose.

You can print the letters by clicking the printer icon at the top (or bottom) of the window.
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Below is a sample.

St. Cohunldlle Parish
1400 Saint Jude Ln.
Sonthbridee, VLA 11544

CLASS START NOTICE
Decambar 8 2005

Wi, & Mrs. James Adams 1171
2 Cluarch 3t

PO Box 1

Tou Towry, WA 22022

St. Columkille Parish
Religious Education

Classesfor the uproming school year will be as follows:
Feligious EducationClagses (CCD) for 20022003 begin the week of September 22, 2002,

Grades K.-5 begn on Tuesday, 5 eptember 21 at 3:40 pom. for one houe,

Grades 6-8 begin on Monday, Jeptember 20 at 3:30 pam . for one how.
Grades-11 begn onMonday, September 20 with Lass inthe charch at 7:15 pan.
Patrents are invited, bt not recuired to attend, Dismissal of 8:30 pom.

Fegistration F ee is requited of all families with children in the parishprogram and iz due
of1 o before the start of classes. Make check payable to the religious education office.

Ver. 16.5

If you choose Number — with billing or Alpha — with billing, the billing portion is added to the

bottom of the letter as shown:

Children registered in your family:

First name: Last name: Grade:
Ilichael Adams 12
Eristen Adams 11

Detach here and return with your payment.
Please note any changes on this form.

1171 M. & Mrs. James Adams Mumber of children attending
& Clurch 3t Regstration Fee:
PO Box 1

Touw Town WA 22022

Tueaday, December 09, 2008 Printed by Raiche Consultants Census System

Ver. 16.5
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The family can remove the bottom of the letter and return it to you with payment for processing.

Clicking Labels—Alpha or Labels-Num will give you a full set of labels for the letters you have
chosen.

Attendance

This section gives you the ability to track the attendance history of your students, give you
reports and includes a utility to clear (purge) the records at the end of the catechetical year.

E= Religious Education -0l x|
Religious Education

_Title Page | Class Lisks | Labels | Catechists | Registration | Attendance IStudent Reports | Fees | Sacraments | DRE Reports/Lkils | Perm Rec Cds, |

| I All Unexcused Absences, by Grade Edit Attendance |

Total attendance per student, alpha Screen for Attendance Entry

Enter Attendance |

All Absences Screen for Attendance Edit

Absent/Tardy by selected name

Report by Name | I
Utility to erase
Purge ALL
Attendance :
Report by Date | I Absent;/Tardy by selected date attendance entries

_ e |

Ver. 16.5

To use this section properly, you need the attendance rosters, which include the Student
Number for each student. See Class Lists for more information.
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Below is a sample to help you with this discussion.

For the Weekof: ! ! Chapter Covered:
Family numher Name Studeni No. Attend Absent Excused Tardy Phone/Unlisted
Grade 4 Room Mark "P", "A ", "E"

or "T" in Attend

1 1172 Adams Sam 1] ] 0
2 1081 House Steven o 1] 0
3 2451 Jewel Marc 0 0 0 413-555-1212 N
4 2451 Jewel Maithew 0 0 0 413-555-1212 N
5 1221  Superson Laura 0 0 0 413-555-1212 W

Ver. 16.5

Enter/Edit Attendance

Attendance | student Reports | Fees | Sacraments | DRE Reports/Utils | Perm Rec Cds,
br student, alpha [ Enter Attendance l Screen for Attendance Entry
nces, by Grade [ Edit Attendance l Screen for Attendance Edit

Ver. 16.5

Click on Enter Attendance to begin inputting the information for each student.
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EE CCD Attendance

":'Ft'e'ligi'ou's E'-:iucéti'dn hft-ehdﬁm':e T'facbtc-e'r

ot

Student |

| CCD Date | Absent |

£LA e e AT
T i T Lk i

1E2009 0

Ver. 16.5

First, enter the date for the classes you are entering. This can be done is two ways:

¢ In the box marked For Date, the default is today’s date, the date on your computer clock.
By entering the class date here all entries in this session will use this same date.

e [f you prefer, you can change the date of each entry by highlighting the date and
changing it.

Entering Data

® Begin by entering the STUDENT NUMBER (not the family number) as shown in the
sample report above.

e Press TAB or ENTER and the student’s name in automatically entered.

¢ Change the date, if desired.

e Press TAB or ENTER to bring you to which category you need: Absent/Tardy/Excused.
¢ Enter a I in the desired column.

Below is an example of a completed session for a single date. Notice there is an empty line at the
bottom for your next entry.
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B CCD Attendance

Reliéi.o.ué .Ed.l.:lcation A&endéﬁﬁé.Tr.a{cker

Student
Number |

15200008

| ccppate | Absent | Tardy |

Y=L ] TN A T T L e AT T A

278500 Adams, Sam

Fr T M,

r20/2009 ol

| 274100 House, Steven

/2072009 1]

156900 Jewel, Marc

1202008 0 0

570,00 - Jewel, Matthewy

1;20;2["]9 —

172002008

422.00 ' Superson, Laura

noo

1202008

Close the windows by clicking the

Raiche Consultants, Inc.

Ver. 16.5

R button.
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Editing data

If you need to correct an entry, press the Edit Attendance button to open the following screen:

[Student j. SEEA g
Number Name - CCD Date L
714.00 | Trainer, Kathizen 1052008
=T q‘. - R et s e :...::..... s e L TE e S
1158.00

%gugulﬁl'gahieiu 1;5;2009 — —

© 1569.00 | Jewsl, Marc 10202008

1/20i2009

157000 'Elewel, Matthewy

T Tt

274100 | House, Steven 1202009

B795.00 | Adams, Sam

1200008

Notice the entries are sorted sequentially by Student Number. You can edit the date or category
field by clicking in it and making the required change.

To delete an entire entry, click the Record Selector (at left) and press Delete on your keyboard.

This warning will appear. Click Yes and the record is deleted. Click No to keep the record.

-

Microsoft Office Access [‘5—<|

You are about to delete 1 record{s).

L.;

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

ues | [ Mo ]

Ver. 16.5
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Attendance Reports

Title Page | Class Lists | Labels | Catechists | Registration | Attendance | Studen

' s
l Total Attendance l Total attendance per student, alpha

l all Absences l All Unexcused Absences, by Grade

[ Report by Name l Absent/Tardy by selected name

Absent/Tardy by selected date

l Report by Date l

b, -

Ver. 16.5

Total Attendance: total attendance per student, sorted alphabetically.

Notice the attendance data i1s accumulated per student.

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

Religious Education: Total Attendance

Name Home Phone Ahsent Tardy Excused
Adany, Sam a 1 0
Angust, Dartal T 413-555-1212 a 1 0
Elast, Exic M 413-555-1212 @ 0 0
Haoase, Steven 1 u] u]
Jewrel, Matther 413-555-1212 1 0 0
Jewrel, Mar 413-555-1212 a 0 1
Superson, Laim E 415-555-1212 1] 1 u]
Superon, Khsten N 413-555-1212 a 1 1
Trairer, Kathleen E 413-555-1212 a 0 @

Ver. 16.5
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All Absences: All unexcused absences sorted by grade:

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

Student Unexcused Absentee Report

Grade: 3
Room: BE1
_ﬁﬁlil_en_t Il_lI;h;r:_ o 53?'_ o Etﬁ;n_ﬂ;g:_sﬁg E.vc_ ______________
Class D ate: Absent:
1052006 1
9/13,2005 1

Ver. 16.5

Report by Name: Absence/Excused or Tardy reports by individual name.

A=k

npsenice [N Tordy

Ver. 16.5

¢ Click Report by Name and this window opens.
¢ Using the drop-down window select a student’s name.
o Once a name is selected, choose which report you need.
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St. Columldlle Parish
1400 Saint Jude L.
Southbridge, MA 11544

Stucent Tardy Report

Student number: Student Name Grade: Room:
421 Superson, Kristen 3 iZ3
Class Date: Tardy:
89134005 1
Total Tardys: 1
Ver. 16.5

Notice on the Absentee Report that Excused classes are also reported.

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

Student Absentee Report

Total Classes Missed: 2

Student number: Student Name Grade:
567 Blast, Eric 3
Class Date: Absent Excused:
10452006 1 0
9132006 1 0

Room:
E1

Ver. 16.5

On both reports all dates for the selected student are listed.

Raiche Consultants, Inc.
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Report by Date: All absent/excused on a selected date.

EEl Select Date for Report |Z”E|E|

1/6/2009 «
1/20/2009 +
| Absences 1 Date M| Absences by Range |

Ver. 16.5

Click Report by Date to open this window.
e Use Date of Class for Absence 1 Date and Tardy 1 Date

¢ Use Date of Class and Until for Absence by Range

St. Colmmldlle Parish
1400 Saint Jade Ln.
Southbridge, WA 11544

All tardy by selected date

Date 1/6/200%
Student Name Stadent number Grade Room Tardy
Ayoust, Daniel 1158 0 1
Total 1

Ver. 16.5
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5t Colunkille Parish
1400 Saint Jude Ln.
Southbridge, MA 11544

All Absent by Selected Date
Date

Student Name Student number Grade Room (Ah sent} (E xen se-[l]
Blast. Eric 567 3 Bl | 1 | 0
superson, Kristen 421 2 23 0 If 1 \I
Trainer, Kathleen 714 11 0 1]

T otal Classes Missed 3

Ver. 16.5

St. Columlalle Parish
1400 Saint Jade Ln.
Southbridge, MA 11544

All Absent by Date Range

Date 2/1372006 To: 10f5f2006J

Student Name Student number Grade Room Absent Excused
(Date: 511312006
Elast, Eric 567 3 E1l 1 0
Trainer, Kathleen 714 11 0 1
Total for Date 1 1
(Date:  10/5/2006 )
Blast, Eric 567 3 Bl 1 0
Superson, Eristen 421 3 C3 0 1
Trainer, Eathleen 714 11 0 1
Total for Date 1 2
Ver. 16.5
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Purge Attendance

The Attendance feature will keep all your records until you clear them out. At the end of the
catechetical year, you may want to clear the records for the following year.

Before you purge the records, consider printing any of the reports described above. Unless you
have access to a copy of the database backup, your hard copies can be used to re-enter data if

accidently erased.

Once purged, the records cannot be restored.

Utility to erase
Attendance attendance entries

Ver. 16.5

Clicking Purge Attendance will open the following window:

Are wou sure ol wank ko purge all attendance records?

Yes Mo

Ver. 16.5

Clicking Yes will clear all the attendance records. They cannot be restored.

The only way to recover an accidental purge is by using a backup copy of the database or
manually re-entering the data.

Clicking No will abort the command, and the window closes.
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Student Reports

A variety of student-related reports are available from this screen. If the report you need is not on
this screen, look on the DRE Report/Utils tab for additional options.

Religious Education

E= Religious Education

=101 x|

Title Page | Class Lists | Labels | Catechists | Registration | attendance [ Student Reparts IFees | Sacraments | DRE Reparts/Utils | Perm Rec cds. |

I Student Make-up Work

By Grade |

Makeup Work by selected grade

Family

Family List | I

Due ||

Makeup work due

List of Rel. Ed. Parents

Students by Family |

List of students within their families

I Second

Report |

Contact: Address

Labels |

| Leaving Program

Report | Labels |

I Simple list of students and

assigned grade/room

e |

Student Make-up Work

Ver. 16.5

Student Make-up YWork

Makeup work due

By Grade Makeup Work by selected grade

Ver. 16.5

Make-up work is entered into the system from the (Members) Rel. Ed. Page.

Raiche Consultants, Inc.
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By Grade is sorted by grade, as shown.

St Colmaldlle Parish
1400 Saint de Ln.
Southbridee, WA 11544

Makeup Work: by grade

Grade Room  Negne Work Work Assigninent
Deate camplated
11

Acdams), Ericten
1002372005 O Meads to complete ezsay on Faith.
1om00006 Caomplete poster.

Cracolatr, James
QM 7r2o07 O Com plete assignment on sacraments,
10021 2007 1 Creste a draft for pogter for Thank sgiving.

Ver. 16.5

Due is sorted by grade and last name:

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

Makeup Work Due

NMNegrne Wark Dde Assiognment
Grade 11
Room
Addams, Kristen 10023052003 Meeds to complae essay on Faith.
Cracola, James SATA07  Complete assignment on sacraments.
Ver. 16.5
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Family

This area gives you reports of families and listing students within their families.

Family List l

[ Students by Family l List of students within their Families

Family

List of Rel. Ed. Parents

Family List

Here is a sample report:

Ver. 16.5

Families with children registered in the Rel. Ed. Program.

List of Religious Education Parents

Raiche Consultants, Inc.

24-Feb-03
Family Name Sireet Name Town Spouse Name
Mt & DlrsDavid Adans 100 TWlain 5t Yo Town
Lilr. & Mrs James Adams & Church3t. Yo Town
Mir. & Dlrs. William B aker 18 Corner Rd. MyT own
Iir. & Mrs Kemmeth Baker 199 Grove 3t Yo Town
Mir. & Ilrs. Richard Binder 19 Record 5t. My Town
Mirs Joo Blast 17 Alex Ave. Yo Town
Mr & MrsTerrence Browns 3% Second 3t My Town
Mr & MrsPad & Cardola T2 3t PeterLn My Town
Mr. & Mrs. Adam Cook 271 CranberryLn My Town
Mr. & Mrs. Eermeth & Copper Jr. 6 PermyLn My Town
Mir. & Mrs. Eermeth Coughman 33 Max Foad My Town
Ver. 16.5
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Students by Family gives a complete listing of the children within each family registered in
your program. Here is a sample report:

List Of All Students by Family

24-Fzb-09
1171 DMy & DLirs James Adams 415-444.2323 Unlisted? N
2 Clorchi3t.
Vour Town, MLA 22022

Kristen Adams Grade: 11 Room
Michael Adams Grade: 12 Room

1172 My & Mre Davd Adams Unlisted ?
100 MWiain 3t
Tour Town, WA 01111

Sam Adams Grade: 4 Room

1052 Mr. & Mrs. William Baker 413-555-1212 Unlisted? N
18 Corner B
MyTown, MIA 11025

Christop her Baker Grade: 10 Roeom

Ver. 16.5

Student Grade/Room

This gives you a very simple alphabetical listing of each student including their grade and room number.

Simple list of students and
assigned grade /room

Student grade,/room

Ver. 16.5
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All students by grade
Negne Grude  Hoom
Adams, Sam 4

Adams, Kristen 11

Adamz, Michael 12

Baker, Chrstopher 10

Baker, Jordan =

Baker, Andrew 11

Binder, Katelyn 3 B1
Blast, Enic 3 B1
Blast, Daniel G

Brownz, Shannon 0

Brownz, Alexander g

Cardola, Maring 3 B1

Ver. 16.5

Second Contact: Address

Many families have parents/guardians living at separate addresses. The information is entered on
the Rel. Ed. Screen of the Members page. The entry screen is shown below.

Sharon Brightwood

14 Grape &ve.

413-525-9944

Ver. 16.5
Notice the Send Mail checkbox. When this is checked, the information is available when you

click the Labels button.

Second Contact: Address

Ver. 16.5
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Second Contact Report:

St. Columlkdlle Parish
1400 Saint Jade Ln.
Sonthbridge, MA 11544

Second Contact Information

Stucdent Nene Contoct Relationship Phone
Adams !, Wrigen T Jane Doe i GO7-555-9044
14 Crankeny Drive

Weston, M A 05544

Adams | Katie Jane Doe Aunt
156 Apple DHve
Stusrt, ME 88779

Bookman | Ryan Sharon Brightwood P 4135258944
14 Grape Ave,
Placid, MA 05548

Superson | Laurs E Margaret Simpson At 1-555-789-055
44 Evergreen St
Laweon, b & 00554

Ver. 16.5
Sample Labels report:

Jane Doe Jane Doe Sharon Brightswood
14 Cranbety Drve 156 Apple Drive 14 Grape &ve,
Weston, WA 0554 Stuart, ME 85773 Placid, Ma 03545
Margaret Simpson
44 Evergreen St
Laweon, Ma 00554

Ver. 16.5

To print report or labels, click the printer icon:

! Close l

Ver. 16.5

This is standard on all report and label pages.
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Leaving Program

This utility allows you to obtain a listing of students who have completed Rel. Ed. classes or
Catholic school after Grade 12 and generate a set of labels. In many parishes, the pastor has
expressed the desire to send a letter to the students as they prepare to attend college, etc.

Leaving Program

[nepurt ] [Lahels ]

Ver. 16.5

Pressing the Report button generates the following report:

St. Colmmnlalle Parish
1400 Saint Jade Ln.
Sonthbridge, MA 11544

Students Leaving High School

IO difer- 9

Family CCD(Y)or

Numbh er Name Address School (C)
111 Ilichael &dams EChuweh 3t PO Box 1 ¥ our Town, WA 22022 by
2068 Christing Lawler 24 BerryPatch ¥our T own, WA 22022 Y
S0E9 B erjamin Mickerson 21 Deer Run Rd. Vo Town, DA 22022 ki

Ver. 16.5

Pressing the Labels button generates the following report:

Michae] Adams Clestna Lawrler Bermanun & Nickerson
2 Clhrch 5t 5 Benry Patch 21 DeerFunFd.
PO Box oy Torarm, LA 2205 Wonar Toarn, BLA 2202
Y oy Tovarn, DA 0025

Ver. 16.5
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Fees

This page has utilities to help you enter and track registration fees.

E= Religious Education

Religious Education

=101 x|

Title Page I Class Lists I Labels I Catechists I Reqistration I Attendance I Skudent Reports ISacraments I DRE Reports/Utils I Perm Rec Cds. |

Enter Fees |

Form to enter
registration fees

Fees Paid Reports

Alpha | By Grade |

Report |

Fees NOT Paid

Labels |

e |

Enter Fees

Ver. 16.5

Clicking this button opens the following page:

Fee Entry

Raiche Consultants, Inc.

Religious Education Menu Rev 2/2015

Family Number Family Name Street Name Rel Ed Num Children Fee Paid Reg No Fee Student Name CCD  Grade Home Class
1172] Adams, David 100 Main St o f0.00 | Sam Adams b 4 ko
1171 Adams, James & Church St. 1 goon | ¥l Michael Adams A 12 Mo
1171 Adams, James & Church St 1 F0.00 v Kristen Adams N M Mo
1186 Baker, Kenneth 198 Grove St 2 $0.00 | Jordan Baker A 3 Mo
1186 Baker, Kenneth 199 Grove St 2 f0.00 | Andrew Baker A 11 Mo
1052 Baker, WWiliam 15 Corner Rd. 1 $0.00 | Chriztopher Baker A 10 Mo
5013 Binder, Richard 19 Record St. 1] $0.00 | Katelyn Binder b 3 Mo
1295 Blast, Joi 17 Alex Ave. 1 goon | Eric: Bla=t s 3 Mo
Ver. 16.5
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NOTE: This information appears at the bottom of the above screen.

Hote: Use Reg Ho fee for students not requiring a fee,
EHTER FEE for one member only, others will show same
amount as paid - Fee on FAMILY bhasis, studemt names
for reference only.

Ver. 16.5

To clarify:

1. If, for any reason, the parish does not assess a fee to a particular family, place a
checkmark in the Reg. No Fee column. This family will not appear on the Fee
Not Paid reports. Also, they will not show on the billing section.

2. ENTER FEE for one member only:

a. Fees are entered on either the Family Page:

RELIGIOUS EDUCATION - Family Information
# Children in Program 0 Fee Paid: $0.00
Regiztered. no fee due []

Ver. 16.5

By using this page, the fee is recorded for the family and the Enter Fee page is
updated automatically.

b. Or directly into the Fee Entry page by entering the amount of the fee
ONCE in the Fee Paid column.

Description of fields:

Family Number: The number assigned to each family in your parish

Family Name: Listed alphabetically. Notice that the family is listed once for each
child in the program.

Street Name: Location of family

Rel. Ed Num Children: Number of children registered in the program

Fee Paid: Amount of fee PAID. There is no field for amt due.

This is the field you use to enter fee payments.
Reg. No Fee: Select this field if No Fee is due from this family.

Student Name: Name of each student within the family.
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CCD: A Y/N field with Y meaning child is registered in the program.

Grade: Rel. Ed grade the student is attending. In some cases, it is different
than the school grade.

Home Class: Default is No. Change to Yes if the student attends a home class
for Rel. Ed.

End of chapter on Fees
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Sacraments

This section is designed to help you record and maintain information on the two sacraments
conferred in your parish, plus a section on sacramental history for each student.

Records of Baptism, Confirmation and Matrimony must be maintained by individual parishes.
First communion (Eucharist) and Reconciliation do not have “official” record books, but first
communion creates the need for some record-keeping. This section will help you in this task.

i

Religious Education

Title Page | Class Lists | Labels | Catechists | Reqistration | Attendance | Student Reports | Fees [ Bacraments 1DRE Reports)Litils | Perm Rec Cds. |

I Confirmation | First Communion

I Current Year, Status Report Report Selection |

Select t by church or Alph
By Parish | I Current Year, all information I (AR (i AL (L TTE 0 017 LA
By Last Name | I Current Year, all information

Clear out last year's class
to start a new year All Grades select Grade

I Report of Students, with Sacramental Information

Clear Confirmation |

_ e |

Ver. 16.5

Report of Students, with Sacramental Information

Before Eucharist or Confirmation can be received, a record of Baptism must be verified. Some
parishes require a copy of the Baptismal record upon registering from an outside parish. If the
member is baptized in your (“home”) parish, their baptismal record is on file there.

Raiche Consultants, Inc. Religious Education Menu Rev 2/2015 pg. 44



I Report of Students, with Sacramental Information

Ver. 16.5

When you enter a member’s information on the Member Screen, the Sacramental page has fields
for date of sacraments. To see if your Rel. Ed. Students have their Baptismal date on record,

click on All Grades, or Select Grade to choose Grade 2 (first communion) or Grade 11 for

Confirmation. Any grade can be selected (see below).

Enter Parameter Value EE|

Enter Grade

I 04 ] [ Cancel ]

Ver. 16.5

This report is a sample from All Grades:

Sacramental History by Grade

FA2E2009
LawaE Superson Date of Birth: 5/2/1574
[Bapt'n:m: T 08 FO7 71994 at. George's Parish, Chicopee, I'u'Iass]
First Commmunion: 9 fi .
Confirmaton: ¥ £ i
GRADE: 5
Jordan B aker Date of Birth: 11/24/1993
Baptism: Y £ .
First Communion: ) rr .
Conformation: iy L .
Detek X Cardola Date of Birth: 7/22/1993
(Baptsm: ¥  10/03/1993  Holy Trinity, Westfield, Mass. |
First Communion: iy L .
Confirmation: Id) fr i

Raiche Consultants, Inc.

Ver. 16.5
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This report allows you to quickly see who has been verified and who still needs to submit a
baptismal record.

First Communion Report Selection

| First Communion

Report Selection

I Select report by church or Alpha

Ver. 16.5

Press Report Selection button and the following screen appears:

BS First Communion E][E|E|

Frrst Communion

[4 digit pear 13490 w ]

Ao ] [

Ver. 17.0

Select a year from the drop-down, and then press By Parish. This is a sample report.
Notice the students are grouped by parish. The red highlight shows how the record is organized.

Students Receiving First Eucharist this year 1990

Negne Dye af Birth Baptisim Dede Purents' Negnes Mother's Megden MNeme
Porish Where Baptized: ., Germapy
Stetfarie Gingers 2MTM982 0351451852 Rickard Gingers Cantar

E1 Walnut St. Yoo Town, M 22022

Parish Where Baptized: Haly Cross, Holyaks, Mass

P attick J Cream 114381 1202771981 Thom & Cream Masters
85 Walnut St Leeville, W& 0333

Michael & Alden 3£25M982 051651952 Wayne Aden Penny
93 Gail St Your Town, M A& 22022

Ver. 17.0
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B First Communion

First Cormmunion

(4 digit pear 1990

)

[ By Parish ]

Select a year from the drop-down, and then press Alpha. This is a sample report.
Notice the students are sorted alphabetically by last name. The red highlight shows how the

record is organized.

Students Recenving First Eucharist this year 1990

Negne Dege of Birth  Baptism Date Parents' Negnes Mother's Medden Neme
Michael & Alden 38250952 05167519582 Wiayne Aden Penrry
93 Gal St Your Town, WA 22022
Purish Where Baptized: Haly Cross, Halyoke, Mass
Patrick J Cream 1141951 12027711931 Thomas Cream i asters
5 Walnut St Leesdlle, A 15313
Purish Where Baptized: Haly Cross, Halyaoke, Mass
Stefanie Gingers 2HTNA52 0381401982 Fichard Gingers Cantar
B1 Walnut St wour Town, WA, 22022
Porish Where Saptized:  Germarry
Confirmation
Simple confirmation reports are available through this section.
Confirmation
[Ennﬁrmatiun List] Current Year, Status Report
’ By Parish ] Current Year, all information
I By Last Name ] Current Year, all information
I Clear Confirmation ] Clear out last year's class
ko start a new year
Ver. 17.0
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Confirmation List

This is a listing of your students for the current confirmation year. Included in this report
are the student’s name, their chosen sponsor(s), their Confirmation Name, and information
related to their service projects. All this information is entered through the Confirmation
screen in the Rel. Ed. Page (member screen).

Using this report you can see at a glance if all the requirements for each student have

been met.
Confirmation List
Neane Spansers Canf. Neane  Mother Modden name
Andrew Baker Peter Tefferson
Prajact{s) Description Supervisor Location  Started  Finished Final Report
1 Landscaping Mr. Johnson church propetty O Oa
Alevandra Lawder Jaan Hartison
Angela Rorigers Project{s})  Description Supervisor Lacation  Started  Finished Final Report
1 Child Carg Mrs. Stuart Church Hall O O
Ver. 17.0
By Parish
Students Confirmed this year
r L i . . :
Covgrrmtion Chnfering Erptism Confrm Mother's Meiden
e e Nawme Bishey Dag Dase Fovents' Names Mewe Sponsar
( Farish Where Bapived: | Blessed Saevamens, |[Folyoke, Ims.s.j
Aidrew Baker Peler i =-1 Eerie b Baker JETRrEoh

e A ~

190 Grove L
oy Town, A 22022

Ver. 17.0

This report is sorted by parish of Baptism. Information included here include student’s name,
Confirmation Name, name of conferring bishop, Baptism Date, Confirmation date, and

sponsor(s) names.

It is required that the parish of baptism be notified of the conferral of Confirmation. This

report was created to gather the data and be sent to the parish for their records.

By Last Name

This report is similar to the above report, but sorted by the student’s Last Name. Its purpose is to
help you review required information of each student.
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Students Confirmed this year

Clear Confirmation

Confirmation  Conferring Baptism Confirm Mother's Maiden
Negne Neane Bishap Date Dee Parents' Negnes Negre Spansar
Andrewe Baker P eter 111954 N2009 Kenneth and Baker Jefferson
Pegish Where Baptized: Bleszed Sacrament, Holyoke, Mass.
Alexandra Lawler Joan i 2009 Tina and Lawer Harrizon Angela Rodgers
Parish Where Baptized:
Ver. 17.0

CAUTION! Clicking this button will clear all the Confirmation information for the current
year. There is NO warning and no redo. Once clicked, all data is cleared from the system.
We recommend that you print out the reports before clearing the system.

DRE Reports/Utils

Religious Education

E= Religious Education

=101 x|

_Title Page | Class Lists | Labels | Catechists | Registration | Attendance | Student Reports | Fees | Sacraments | DRE Reparts{Utis |Perm Rec Cds. I

Physicially handicapped:

special Needs

All students

with handicap |

Out of Town

All students w,/special need {not
handicap)

student Fooks:

contain confidential information

Complete

By Room By Grade

Different Last Mame

Families not living within town of

parish I

Catholic School Report

Students w/last name different than
parents

Move Students Up

DRE Utilities

Move students to
next grade

Age Repork

Enrollment,
sorted by school,
w/no fund information.

Assign rooms for the new

year

Assign each student
a room

All Students listed by age

E|_¢ |

Raiche Consultants, Inc.
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This section is designed to give you, the catechetical leader, important and sometimes
confidential information regarding your students and their families.

Also included are utilities to assist you in the year-to-year transition within your program.

The left side of the screen contains reports as follows:

[ .. ] All students
fEhx&.i.-;.i.9.!!.!..!19.[!!!.%9295!15 with handicap

All students w/special need (not
Special Needs handicap)

Families not living within town of parish
Out of Town

Students w/last name different than

Different Last Name parents
Enrollment,
Catholic School Report sorted by school,

w,/no fund information.

All students listed by age

Age Report

Ver. 17.0

Physically handicapped

Handicapp ed Religious Education Students

28-Apr- (8 Does NOT include Special Needs, i.e. allgeries, etc.
Name Sireet Hand icap Phone/Unlisied
Grade 11 Room
Kristen Adams 2 Cloach 5t Hearing Imp. 413-444 2323 W
Ver. 17.0

This report is restricted to students in your Rel. Ed. Program. It shows ONLY physical handicaps
as listed in the Member’s records. This information shows you if specialized items are needed,
such as Braille books, ramps for the mobility impaired, amplifiers or sign language interpreters
for the hearing impaired. Students with Down syndrome would be listed here.

The next report is related to this one, but addresses a different type of issue.
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Special Needs

Special Needs - Religious Education
Name Hp ecial Need Section
Grade 3
Room El
Binder , Katelyn M Pearnt dlergies
Ver. 17.0

Special needs refer to topics such as food allergies, environmental issues (sensitive to
mold/mildew), seat cushions required, or any need that is not defining a handicap. As always, we
caution you on releasing any confidential information.

Out of Town

This report allows you to see your parishioners who are living in towns other than the parish
home town. Click on the Out of Town button to open this window:

Enter Parameter Yalue @EI

Exclude This Town

[ oK ][ Cancel ]

Ver. 17.0
Enter the city/town to be excluded from the report. The report would then include all other
families. If your parish was located in MyTown, by entering MyTown, only those living

elsewhere would be shown.

Notice the children are sorted by Grade, room number (if entered) and Town, but not by name.
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Religious Education - Out of Town
05 M- 0
Firetname  Nlid Init Last name  Suffix Town
Grade 1 Room
Eristen E Shagrmoat Leeville
Grade 2 Room
Dlatah I Spatn Vo Town
Emmily Lindertat Tow Town
Hicole Lindertat Tow Town
Lawra House Vo Town
Grade 3 Room
Allyzon Shawmt Leewille
Elristen H Super sof T ow Town
Eric M Elast Vo Town
Ver. 17.0

Different Last Name

This report is designed to help you locate a student whose last name is different from the parent’s
last name. This occurs with blended families or other circumstances where the family name will
change, but not the child’s name. Below is a sample report.

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

Religious Education --- Different Last Name

12-Map-02
Student'’s Name Family Name Address Telkephone
Grade 8 Room
Jobm Mages Crasher 44 3t Peter Lo, MyTown LA 11025 413-555-1212

Ver. 17.0

Catholic School Report

This report is designed to help you verify which children are in Catholic schools. Using this
report helps you determine which children should be registered in religious education classes.
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Catholic Schools

I hdge 0

Caftold Schutl  Thame Fanily Hane Siredt Hane Hone Flune — Unbabed Grale

Bessel 5aorarent
Biadey, Altisom Binder 19 RecardSt. 415-555-1212 6
Chok, Jomes Codk 271 Crrbary In 415-555-1212 5
Dy, Tbmold Damm 2 [l Ix. 413-555-1212 7
Lipdeymm, Anthony Linderman 15 Whnterbary Cir. 413-555-1212 7
Tinderm, Kole Liderman 15 Wnterbary Cir. 415-555-1212 f
Tnm-hests, huthew Leaw: Ifasters 415-555-1212 4
Mcherson, dbigail Hicherson 21 Deer Baru R 413-535.1212 2

Cevoral Cafh High
Ember, Kmahm Barkier 14 Comer Bd 413-555-1212 11
Dhmiiels, Jeffrey Diariels 19 Pie . 413-555-1212 ]
Downan, Ashiey D'amm 2 ClE Ix. 415-555-1212 ]
Gemeral, Fmderiy Crareral 93 Wb St 413-555-1212 v
Frmt Bnfiene it 21 Fith tame . 415-555-1212 10

Ver. 17.0
Age Report

This report will show you all the children in the parish sorted by age. This report includes

indicators showing who is registered in Rel. Ed. and those attending Catholic schools. When

used in conjunction with the Catholic school report, you create an accurate picture of where your

parish children are receiving religious education. You can contact any family where children are

not registered.
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Religious Education Report by Age
Childrer between ages af S and I7
Ceutholic
Age Nene R Ed Pl Guade Home Phone Unlistad
&
Cramid B Trainer b N 1 355312 N
i
Shannon Browns b N 0 355312 N
Bradley Dawn b O 0 13855112
Laura House by | 2
Timothy O Jesnel il | 0 41305331212 N
i2
Lautia M Coughman hd | 1 41359531212 N
Kaithyn E Jack=on il N 0 LA BRI Dy DY
Foket T Penn il O 0 1355512 N
kristen E Shawmut by | 1 413553122 N
Ver. 17.0
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DRE reports/Utils .. continued:

The right side of the screen contains a special set of student reports and useful utilities.

Ent Reports | Fees | Sacraments [ DRE Reports{Utils | perm Rec Cds

Student Books:
confam confidential information

Complete l [ By Room ] [ By Grade

DRE Utilities

Move students to

Move Students Up next grade

Assign rooms for the new Assign each student

year a room
List students by
History by Year grade completed

Ver. 17.0

Student Books

These reports are designed to give you, the Catechetical Leader, access to complete listings of
student information in one place. Set up in three formats, you can choose which report to use.

Since these reports contain confidential information, we suggest that you limit access to these

reports.

Two primary goals were addressed when creating these reports:

e To quickly locate a student’s classroom on opening day, if a student comes in late, or
if a parent comes early to pick up their child,

e  To have complete contact information in case of an emergency.

Complete

This report contains all the information you need to speak with a student’s family and emergency
contacts in the event of an emergency. This report is sorted alphabetically by last name.
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Religions Education Stuudent Book - complete

Farend's Nane Telephime Emg Hane Bemnd Cont hme Rocrn Hane
Staderd's Naxne Addwess Cdl 1ml? Eng Fhune demnd Cont Phene Grade o, OQaws?
Ldsme | Fricen T Iifr. & Difre. Tames Aodams 4154442323 H  TolnSmih 11
tud enve [lmb e 8 Chach Bt | Foor Tomn 413-555 1212 GOT-555-Q044 o action

dpous elTame Eahtionship:  Coxcdn ot
Aiwme | Swm T & Iiire Damid Adame 4
soud e Tinmb e 100 Mat 5t, Vourr Toam BT

dpous elTam e Eehtionship
Eaber , dadewr Lifr. & Difrs. Eerweth Baber 415-5551212 H  TolnmiSmih 11
Seud mit [Emb ar 199 Orome 5t Four Toan 413-5551212 S etion

SpouselTamea Eahcionship

Ver. 17.0

By Room

This report is sorted by Grade and Room Number, then by last name. This report contains a bit
less information, but will help you know who is supposed to be in each classroom. Also helpful

in an emergency.

Religious Education Student Book - by Room

Parent's Name Telephone Emg Name Home
Student’s Name Address Cell Unl? Emg Phone Section Class?
Grade 2
Room
Housze , Laura Mt & Mrs Jozeph House A Ma
163 Pine 3t, Tour Town
Spowse Name:
Kong, Aubrianne Mt & Mre. Michael Kong 413-555-1212 N John Smith B Mo
21 Bycamore 3t, MyTown 415-555-1212
Spouse Name:
Linderman , Emily Wr. & Mrs. David Linderman 413-555-1212 ¥ John Smmith b Mo
15 Winterberry Cir, Your Town 413-555-1212
Spouse Name:
Ver. 17.0
By Grade
This report lists all students in each grade, not by individual room. Containing the same
information as By Room, you can still reach the family in case of emergency.
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Religions Education Stirdent Book - by Grode
Farend's Hane Teephome Enng Thane Hane
Shnderd's Nare Addres s Ll Trl? Erg Fhune Bection Roan  Olas 7
GCrade 2
Hince Lo LE & Mire Joseph Honse & Ha
163 Pine &, Wour Towam
ipwuse Manme:
Eong , S iarme M. & Mirs. hofichae 1 Eongs 413-555-1212 B Jobn Smith E Hao
21 Sycanwre &, M Toan 413-555-1212
Spouse Mame:
Lidenhan , Eimity M. & Mirs. Dawid Lindennan 413-555-1312 ¥ Jobn Swmith o Hao
15 Wirderbemy Cf., Viour Towrn 413-555-1212
ipwuse Manme:

Ver. 17.0

Move Students Up

This utility is designed to move all children in the parish up one grade. Both Rel. Ed. and
Catholic school grades are advanced to keep everyone current. Also included is a utility to
reverse the action, but there are restrictions.

Click on Move Students Up button and the following screen appears:

E= CCD Grade Rollup

Move Students up

bove up action will:
Add one ta each Grade
Clear out the rooms
Clear out the CCD Fee
Remove Grade 12 from Program
Add Student ta Higtary List

R ollback Action will move grade back down, but cannot reverse the other actionz
Last Date Moved up: 5/5/2009

[ EL*' ] [ bove Up ] [ FollB ack

Ver. 17.0

This window allows you to either move up (one grade), or rollback (to previous grade).

We strongly recommend backing up your data before moving up. If you happen to Move Up
more than once, you could confuse your data, making it useless. A backup will be helpful to
restore your data.

To help prevent Moving Up twice, we have placed in the window Last Date Moved Up which
automatically enters the date when the Move Up button is pressed. Please check this line before
you begin.
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MOVE UP

To qualify for Moving Up, the member’s record must be coded for Religious Education (Y),
Teacher (T), or Aide (A). This is done on the member’s Religious Education Page. If the code is
(N), nothing happens.

Ver. 17.0

Once coded, the grade will advance. Initially you must enter a grade on the Member’s page. In
some parishes, -1 is used for a pre-school program, and zero (0) for Kindergarten. These will
automatically advance.

On the other end of the scale, once a student reaches grade 12, the Move Up will clear this field,
removing them from the program. The grade will not advance to 13.

Pressing Move Up opens this window:

. Enter, Parameter Yalue |E||X|:

Prior CCD Year wiywy

Enter in the CCD Year you are closing. Do NOT use a date span (2008-2009), just a single year
(2009).

This is for the History List (described in next chapter).
Then the following occurs:

Grade advances by (1)

Room fields clear, leaving them blank.

All Fee entries are cleared.

All Grade 12 students are removed from the program (code becomes N).

Raiche Consultants, Inc. Religious Education Menu Rev 2/2015 pg. 58



Each student is added to the History List, a special file that allows you to see a snapshot
of any given year (this will be described in the next chapter).

Additional note: the date on the screen will not change until you close the screen and reopen it.

Rollback

In the event that you accidently moved up the students, there is a way to reverse this action.
Pressing Rollback will return the grades to their previous value EXCEPT Grade 12.

Other restrictions are:
Room Number does not reverse — they remain blank.
Fee information is lost.
The history list will not delete the entry you created.

Use this utility with caution. There is no date reminder, and multiple hits on this button will
destroy the accuracy of your data. Once corrupted, only a recent backup file will help.

Assign Rooms and Sections

After rolling up the students, you will want to assign each student and catechist (teacher) to a
room. Pressing the Assign Room for the Year button opens this window.

Assign CCD Rooms; Seclions Home Fee ';';’e .
Family number First name  Last name Grade Room Section Status Class Paid Due Handicap/Special Needs
5027 |Shannan Browins 1 2 i | $0.00 | [] [N
1296 |Eradiey Dawn 1 2C i | $0.00 | [] N
5 2343| |Lauria Coughmar 0 B i O $0.00 N
7013 Diane Forrester 1] T | 000 | ] M
24800 |Kristen Shawrnut ] i | $000 [ ] M
1052 |Mary Anne WWeckstrom 0 T [] $0.00 | ] M
1082| |Laura House 1 4 N | $0.00 | [] [N
2039| |ubrianne | Kong 1 4 B | L] $0.00 | [] N
‘v
Record: [EE '73 [B[E of 73
Ver. 17.0

This window is sorted by grade, then by Last Name within each grade. You can change the
information in any field except the Family Number, First Name and Last Name fields. They are
locked and cannot be changed here. Any changes made here will automatically be made in the
individual member record.

Grade: Current grade for Rel. Ed. Does not reflect school grade.
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Room: enter the room you wish to assign. The field is alpha-numeric (see sample above).
Section: If your parish uses sections, enter them here. Otherwise leave them blank.
Status: Y for Yes (in the program), T for catechist, A for teacher’s Aide

Home Class: click checkbox if student is in a home-taught class.

Fee Paid: Enter here the amount due per family. If more than one child attends your program,
only enter the value once.

No Fee Due: Click the checkbox if, for any reason, this family is not required to pay a fee.
Again, only enter once per family.

Handicap/Special Needs: The small box is a Y/N field. Y if there is an entry, N if no entry is
needed. The other field is a description of the special need.

Once you have completed your entries, click the [ T I to close the window.

History by Year

This feature allows you to see all the students who attended classes during a particular year.

For this feature to work, you will have to enter the year when classes are rolled up. A history file
is then created for each year saved.

When the History by Year button is clicked, this window opens:

Enter Parameter Value EE|
For \What Year

a4 l [ Cancel

Ver. 17.0

Enter the year (year classes ended) you wish to see and click OK. Below is a sample report.
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Religious Education History

Last negne Flirst ricirree
Year 2008
Grigle Canmlicted 0
Brownz Shannon
Dzt Bradley
Gregle Conplated [
Coughiman Lavria
Shatwm ot Kristen
Grewle Camplated 2
House Lawra
Kong ALk anne
Lindenn an Micale
Linderm an Emily
Ver. 17.0

The report is very brief and simple. To conserve paper, only the names are given.
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Permanent Record Cards

Before computers were widely used, individual student records were maintained on special cards
designed to track the history of a student’s performance. Although some of the information kept
varied from parish to parish, the basic information remained the same. In the late 1990’s the
format of these cards was added to this program to automatically update data as it changed.

Use of these “cards” depends on each parish’s situation. Some will choose to use them, others
may not.

This page of utilities is created to give you a wide range of flexibility in use of the card system.

ioix

Religious Education

Title Page I Class Lisks I Labels I Catechists I Registration I Attendance I Student Reports I Fees I Sacraments | DRE Reports/Utils [ Perm Rec Cds, l

iyt Cards not Dlintedél Report of all Rel. Ed. students without a check in Perm Card Printed
Print All: 2/page | IPrints all cards without a check in Perm Card Printed - 2 per page
Print 1 Per Page | IPrinls all cards without a check in Perm Card Printed - 1 per page
Mark All Printed | IMarks all S5tudents as Card is Printed
Ligt Cards Printed | ILisls All cards printed by date or grade
RePrint Grade | IHeprinl a complete grade
Blank Card | IPrinls Blank Card

e |

Ver. 17.0

A review:

Each member’s record has a Rel. Ed. page. At the bottom is an entry (shown below) that
indicated if a record card was printed, and the date it was done. In some circumstances, the date
may not appear, but this will be explained as we go along.
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Record Card Printed: Date:

Ver. 17.0

List Cards Not Printed

If the checkbox is not clicked, the program assumes the card was not printed. Clicking the List
Cards button runs a utility that scans the records and produces a report to list those card “not
printed”.

Rel. Ed. Cards NOT printed
Fa-am-02
Family Numher Student's Name Grade Family Name
1432 Cardola, Derek Z 4 Cardola
Total 1
Ver. 17.0
Print All 2 /page

This utility will print records 2 per page to conserve paper.

Below is a sample report showing the record card with data automatically filled in. Those fields
left empty or blank, may be filled in by you as needed. This sample shows only a single report
on the page.
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Family numb ex:
Mame: Cardola, Derek Z

1432

| Parish Religious Education |

Address: 72 5t PeterLn

| Diocese of Fall River |

City:  MyTown

State: LIA  Zip: 11025

| Permanent Record Card |

Home Phone: 413-555-1212 Unlisted: ¥ Date of Birth:

THEEANDRS

Parent/Guardian: DNIr & Mrs Paul Cardola

Grade When Printed: 4 Daie Printed: 6/16/2009
Baptism First Communion Confirmation
Church Holy Triruty Church Church
City Westfield MMass. City City
Date  10/0371993 Date ! ! Date ! !
Emergency Information Change of Address Information
MName: John3mith Add ress:
Phone: 413-555-1212 Phone:
Members of p arish? School of religion last attended
Name of parish: Grade last comp keted
Sihlings: Comments:
Ver. 17.0
Print One per Page

Same format, same information, only one per page. The only difference is that the extra space is
filled with blank lines so you can manually fill in more information you may need for your

parish situation.

Mark All Printed

Clicking this button will mark each record as have been printed (fills the checkbox). There is no

report for this function.

List Cards Printed

Clicking this button opens the following window which allows you to see a listing of cards

printed either by a date range or a particular grade.
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==l Rel. Ed. Perm Rec Card: Date per card E]@
Enter the Starting and the Ending Date

Start Date

End Date

[arade

Frint By Grade l ’ Print By D ate ] [ Cloze Farm l

Ver. 17.0

This report shows all the cards printed for Grade 2 and includes students whose cards are not

printed:

St. Columldlle Parish
1400 Saint Jude Ln.
Southbridge, MLA 11544

Rel Ed. Record Cards By Grade

Superson, Kristen

Nerwe Dvte Cord Printed Cerd Printed
Grude 2

Baker, Marilyn Mo
Binder, Katelyn Yes
Blast, Eric 4255005 es
Cardala, Matina Yes
Cinnimon, Katherine Mo
Coughman, Jefirey Yes
Shavwmut, Alyson Yes

Yes

Ver. 17.0

This report shows all cards printed within a specific date range, which includes all grades:
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St Colmmkdlle Parish
1400 Saint Jade L.
Southbridge, MA 11544

Rel Ed Record Cards Printed

Nz Grode
FZEZO0N
Coaughman, Lauia 1]
Smithzon, Ryan 1
Blast, Eric 2
Ver. 17.0
RePrint Grade

Clicking this button opens a window asking you which grade to reprint:

rEnter Parameter Value

What grade da wou wank?

[ Ok l [ Cancel

Ver. 17.0

Once selected, you receive a window displaying the cards two-to-a-page for the entire grade.
You can click Print from the window.

Blank Card

This button opens a window displaying a blank card in a two-to-a-page format. All the fields are there,
but no data is entered. You can print the form from this window.

This completes the chapter on the
Religious Education Menu.
Please contact Raiche Consultants
if you have any questions or concerns.
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