.Pq rish SO |__|'® | Administration

Menus in the module
Suspense, Lookups, System Setup, Organizations, Manage Staff, Module Settings, Utilities, Notifications
e Suspense allows you to review, approve and deny My Own Church user changes

e Lookups allows for customizing tables and tracked data fields (i.e. celebrants and buildings/rooms)
e Manage Staff allows you to set up and edit staff logins
e Module Settings allows you to edit functionality of the modules themselves
¢ Notifications alerts you to changes made to family records in your organizations and allow you to
approve or deny changes
Lookup Management
l Tables Lookup tables l
= Family Directory
Suspense ¥ Lookups [ —
Celebrants
User Registrations Education

Ethnic Background
Faith
Family Group

Family Directory Updates

Suspense History

Solicitation Group
Language

Suffix

Title

Religion

School

Member Strengths

| Notifications l

Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition IQ Administration

Suspense v Lookups System Setup v Organizations Manage Staff Module Settings Utilities v Notifications

NOtificatiOI‘]S Cathedral of San Demo, Ann Arbor v
10records |~ M Mark as Read [l Mark as Unread Quick Reports ¥
Created On From Organization Subject Read
[ | v Al v
e Address change The Diocese updated the address record for family Training User 15,
[ 7/8/2010 Arbor) notification from ParishSOFT Date changed: 7/8/2010 Changed by: Diocesan Admin N
Diocese Home Address

Address change

Diocese of Demo (Ann A The Diocese updated the address record for family Training User 14, ParishSOFT
O 7g/2010 Arbor) B?;g::::m (e Date changed: 7/8/2010 Changed by: Diocesan Admin Home Address v
Diocese of Demo (Ann Address change The Diocese updated the address record for family Training User 13,
O 7/8/2010 Arbor) notification from ParishSOFT Date changed: 7/8/2010 Changed by: Diocesan Admin N
Diocese Home Address
e Address change The Diocese updated the address record for family Training User 12,
[ 7/8/2010 Arbor) notification from ParishSOFT Date changed: 7/8/2010 Changed by: Diocesan Admin N
Diocese Home Address
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Adding a staff member

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration -, 1
\‘\-\_r' r
Suspense ¥ Lookups System Setup v Organizations Manage Staff | 2 lle Settings Utilities v Notifications
L
Staff List Sample Parish, Ann Arbor v
A7 A B C D E F G H I ] K L M N Lo B Q 24 5 T u v W X Y Z
-3 0 1 2 3 4 3 [ 7 8 9 Filter Criteria: Mone  Filter Column: Name Ascending Clear Filter
0records v M © m Y 4 + . 3 Posiion v
2,
Name A Title Suffix Nick Name Primary Position Date of Birth  Organization Organiz:
[0 & Scott, Lisa Ms Administrative Assistant 5/9/1971 Sample Parish 305
[0 [Z Soindler. Kimberiy Mrs. Administrator 2/20{1973 Sample Parish 305
O & TIrainer, Jos Mr. Bookkeeper 9/13/1981 Sample Parish 305
4 3
Page 1 of 1 (3 Records) 1
Member Search VT T T T T T
4 1 . . |
S —~ Note: If. your member is already :
st Names: — : created, click on the Accept Selected
1
Member Name First Name Last Name EmailAddress Address City : Member bUtton |f nOt' you Can use :
1
O  Abler, Jason Jason Abler abler@demoemaila 2351 Ellsworth Rd  Ypsil : the Add NeW Staﬁ button to enter :
. ; . |
8 Abler, Tracey Tracey Abler cmann@parishsoft. 2351 Ellsworth Rd  Ypsil : them IntO the database’ but be Sure :
Abler, Griffin Griffin Abler 2351 Ellsworth Rd  Ypsil 1 . . " \
O Abler, Parker Parker Abler 2351 Ellsworth Rd  Ypsil : to Save & Edlt’ then C“Ck on AUtOflll :
O Abler, Spencer Spencer Abler 2351 Ellsworth Rd  Ypsil i Fam'ly Names to properly Save them :
; . |
() Abler, Parker Parker Abler 2351 Ellsworth Rd Ypsil : |nt0 the System- .
O Abler, Griffin Griffin Abler 2351 Ellsworth Rd Ypsil 1 :
(O Abler, Tracey Tracey Abler cmann@parishsoft. 2351 Ellsworth Rd  Ypsil : :
(O Abler, Jason Jason Abler abler@demoemaila 2351 Ellsworth Rd  Ypsil !- ————————————————————————————————— !
(O Abler, Spencer Spencer 2351 Ellsworth Rd  Ypsil

1

Page 1 of 16 (160 Records)
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Bradley, Linda (405638)

Assignments Positions

Additional Information

Usermname®

SS Num:

Email Address” | BradleyLinda @demoem:

Email Username:
Email Password:

Qutgoing Mail
Server:

Reset Password

Add Assignment

Add Additional Assignment |

Cathedral off

Access Rights Notes

Assignments Details
Organization City
s Cathedral of San Demo  Ann Al

Pri. Assignment

1 of 1 (1 Assignmenits) 1

(e

2 |Page

User name and Email address are the only
items that need to be filled out on this page.

Username is usually: Lastname_Firsthame
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Bradley, Linda (405638)

Assignments Positions Access Rights MNotes

Edit Position

Youth Minister v

Org Directory Order
Update Position

Position Motes

To remove “Unknown” as a position, you must click
and drag it below the position you added, and then it
can be deleted by unchecking the box.

A person can have multiple positions in
whichever order you choose.

Cathedral of San Demo, Youth Minister

Position Details
Position listed at the top of the list is Primary

Youth Minister

Administrative Assistant
Administrator
Adult Education

Altar & Rosary

________________________________________________

Assignments Positions Access Rights

Start Date: B End Date: -]

ParishSOFT Modules

Organization Admin

Assignment Deleted

All Saints Parish, Ann Arbor: Administrator W

Primary Assignment

Grant Login Privileges

The two boxes labeled
vid Grant Login Privileges and

ParishSOFT Access both need to be
marked for a staff member
to login properly.

Family Directory Offering Ministry Scheduler ReligicLi
View View View 3
Add/Edit Add/Edit Add/Edit !
Delete Close Batch Delete !
Print Delete Print !
Import Giving History Tuﬂ
Import !
Print
Tuition 10 ParishSOFT
View View ParishSOFT Access
Add/Edit Add/Edit Suspense Reviewer
Delete Delete
Print Import/Export
Import

Add New Staff Assignment exercise

Click on + to add Staff

Type in the last name and Click Search
Click on the radio button next to your name
Choose Accept

Click on OK

oo~

Assignments
1. Click Edit Details

2. Type in username, your name as: firstname_lastname
3. Type in email address: note if it's already in the member record, it will be pre-populated

4. Click Save
3 |Page
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Positions
1. Click on the checkbox next to Administrator
2. Click on the checkbox next to unknown (note results)
3. Click and Drag Administrator above Unknown
4. Uncheck check box next to Unknown (note results)

Access Rights
1. Primary Assignment must be checked
2. Grant Login Privileges must be checked
3. Connect now Access under Suspense Review must be checked.

Organization Admin
1. Checking this box will mark all boxes below
2. The Organization Admin is the only one who can
a. Give Staff Assignments
b. Has Fund Permissions
c. Has the Administration Tab

How to add a parish not in the United States

wﬂ Religious Ed. | | Offering | | Ministry Scheduler | | Tution | | 19 | | Administration |
Home | |Eh-ganhlin-ﬂ’-murr%)| _

‘Organization Group: City: | i 3,
orgmiion s [ | L4 s | T~
Organiztion Name: | I

5 [sme e

A-Z A B C D E F !m K L M N o F Q -3 s T u L) w x ¥ Z
08 o i 2 zJ - a 9 Filter Criteria: Mane=  Filter Column: Parish Name= Clemar Filter

W [ (G2 O

Parish Name Address City State/Region  Postal Code  Count
DEOW Thibodas LA 70201 usA
0oOZ 0 Szint Joseph MO 4506 Usa
il N - Kok Ahheilla 18 0511 [T

QUESTIONS FROM CLASS TIPS & TRICKS
. When adding a new staff member, why do | Remember to drag the “Unknown” staff position
never click on the Add New Staff button? down in the list before unchecking to remove it
To add a celebrant, | go to the tab The Organization Directory on the Home tab
To add a parish, | go to the tab allows you to “star” organizations as favorites
To see a change of parish registration, | go to Staff username setup is up to you, but may be

the tab regulated by your diocese

ANSWER KEY

1. The Add New Staff button creates an orphan record. Use the Accept button instead. 2. Lookups
3. Home, then Organization Directory 4. Notifications
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