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Handling of Sacramental Registers (Hand Written)

e Sacramental registers document the rights and privileges of the faithful.

e They also illustrate the lived faith and Catholic heritage of families that has passed from
one generation to another.

e Sacramental records are a mixed nature: private and public.

e In accordance with Canon 535, each parish is to have baptism, marriage and death
registers as well as those prescribed by the conference of bishops of the diocesan bishop.

e These registers are to be accurately inscribed and carefully preserved.

e There are several reasons for moving sacramental registers to the diocesan archives, (i.e.
suppression of a parish, damaged records, or for the protection of older registers.

e Access to these registers is governed by the passage of time and local custom.

¢ Label each register on the inside of the first page with: Name of parish, city, date span
(ex. January 1, 1950 — December 31, 1965), sacrament and book number (ex. Baptism
Book #3).

e Make all entries in permanent ink. Do not use gel pens, pencils, sharpies, or marks-a-

lot. Test your pens. Using a test piece of paper (not register), write on page and wet for 5

minutes to determine if pen is permanent.

Clearly write notations.

Do not leave papers stuck in the books.

Do not tape envelopes to the back of the book.

Do not staple, clip, paste, or tape anything to the pages of the book.

Do not use Post-it notes for notations.

Notify the Archives if the book needs repairing.

Keep up to date with entries.

Do not decorate the book with colored markers or sharpies.

e Hand Written Registers should be in the parish!! Any records over 50 years may be sent
to archives, but it is recommended that the registers are kept in the parish.

In the event of a hurricane/natural disaster or evacuation:

¢ Evacuate Sacramental Registers — All sacramental registers must be evacuated from the
parish.

e Protect Vital Records — Place vital records (i.e., marriage preparation files, current finance
records, architectural plans, inventories of parish holdings, school records and data, etc.) in sealed

storage containers and move vital records to a high place in your parish office or school office.

e Backup your computers and take the backup device with you.
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Family and Member Information

Assigning Registration Status to Family and Member

Title: Recording family and member status

Description: This standard procedure outlines the process that should be followed
when a parish is adding a new family and must specify the family’s
status as well as the member’s status. There are several

scenarios that could occur within a parish that must be identified.
A proper family status and member status combination will describe
an individual’s unique standing within the parish.

Details: The following process should be followed:
The following example scenarios list how a person may be
represented in the Parish.

M
Currently
Scenario Family Group Registered Member Status
1. Standard active registered family Active Yes Active
2. Non-member, not registered,
contributor Contributor No Inactive
3. Non-member, not registered,
contributor Contributor No Active
Clergy /
4. Clergy, religious, not registered religious No Active
5. Staff that is a registered
parishioner Active Yes Active
6. Staff, unregistered parishioner Staff No Active
7. Non Catholic - Member of
registered Family Active Yes ActOther
Family Inactive/Child
8. School only School Only No Active
9. Inactive registered family Inactive Yes Inactive
10. Registered family that has moved | Moved No Inactive
Sacrament
11. Sacrament Only Family Only Yes/No Inactive
12. Religious Ed family that is not | Religious Ed Family Inactive/ Child
registered Only No or Member Active
Clergy /
13. Clergy, religious, registered religious Yes Active

To ensure that the proper family and member status is used, look up the scenario in which
the family or person applies in the table above and complete the family, registered, and
member status fields in the manner in which it is described in the table. For example, if a
person is being added to the parish database that is a member of the clergy or has a
religious role and is registered and active within the parish, then clergy/religious would be
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selected for their family group status, the registered box would be selected, and the member
status would be active.

e Note: if you are unsure about entering in the status, contact the diocese
office for guidance.

e Forintended purposes, registered does not necessarily mean
active/inactive. Registered refers to the way we keep track of an
individual family. No family should be registered in multiple
parishes!!
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Adding a New Family

Title: Adding a New Family

Description: This standard procedure outlines the process that should be followed when
a parish is attempting to add a new family. When a new family is added
into a parish’s database, the system performs an automatic look-up in the
master diocesan directory to determine if that family is already registered
at another parish.

Details: The following process should be followed:

When adding a family into the Parish database, a search is performed to

see if that family appears in another parish’s database. It is possible at this

point to find the family being added in the list of search results.

If the family is marked as registered:

1. For a genuine change of parish, send a courtesy email notification to
the parish of registration listing reasons the family is leaving parish.

2. If a courtesy email is not received, you can assume that the record is
being pulled for sacramental record changes.

Only the Parish of registration is able to modify contact information for
the family. A parish may pull a family into their database that is
registered at another parish, but will not be able to modify basic contact
and family detail information, until listed as registered in the new parish.

If the family being added is listed but spelled incorrectly, edit the
misspelling and edit the family information as necessary to reflect the
proper registration. Again, if the family is registered at another Parish,
then the Parish of registration should be contacted to decide the proper
registration status.

Adding a family to your parish is not necessary when they make a one-
time contribution, for example, a donation of $20. However, if it is a large
contribution, over the $250 threshold, they do need to be added because of
end-of-year procedures and tax reporting purposes. When a family makes
contributions to your parish, but is registered at another parish, you would
pull the family in, but mark them: “Not Registered; Contributor Only”.
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Using Data Entry Standards when Adding a New Family

Title:

Description:

Details:

Data Entry standards for adding a new family

This standard procedure outlines the process that should be followed
when a parish is attempting to add a new family to the family directory.
Data entry standards should be used to ensure the proper formatting of
mailing lists, letters, and emails. Correct spelling of a family’s name will
also help in the reduction of duplicate entries. When adding a new family,
the system performs an automatic look-up to see if that family is already
within a database.

The following process should be followed:

When adding a new family, proper spelling and punctuation should be
used at all times. After entering the family name that is to be added to the
database, always check to see if the family is already listed or may be
listed incorrectly. If the family is listed, but spelled incorrectly, go into
the family details page and correct any misspellings.

When adding a family that is not present in the database, be sure to
capitalize the first letter of each first name as well as the first letter of the
last name. Failure to adhere will cause problems when sending mail
merge letters or other communications to that family. Several fields are
available for use in formal and informal communication. It is at the
discretion of individual parishes how to utilize these options, ex. Spelling
out and or using & in a title.

When adding a family with a Jr., Sr., II1, etc., the last name field does not
contain the suffix. If suffix is entered in the last name field, the records do
not alphabetize correctly. See example below for proper entry:

% Family Details

— Famiy DiolD: 411914 Notes
‘ LestNeame  [Abadie ‘ Notes | P2

FustNamels)  |Thomas, Jr. and Crystal
o2} MaingName  |Mr, and Mrs. Thomas Abadie, Jr.
— | Informal Maiing Name  [Thomas and Ciystal Abadie i

= Formal Salutation |Mr. and Mrs. Abadie Auto
= Informal S alutation

Thomas arid Crystal

Priman &edrece [ Lamn wl ™ Nanct Condbdad
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Adding Member Records:

Member fields:
Gender: obtained from census record

Title: templates shouldn’t have titles on the sacraments, i.e. baptism
certificate.

Last name: should be the person’s current last name.

Middle: retain middle name if you have it and add maiden name to field.
If no middle name enter maiden name here.

Role: every member needs to have a defined role. **Married couples
should have role husband and wife. The role head is only for single
households.

General Info: required field—ethnicity must be entered. (In order to see

this, your screen settings have to be set to show ethnicity. If need help,
contact diocese office.)

Help

Famifies ] Membels]

Family: {ID -14) Mrs. Aucoin on 116 Emest Moise Lane Highway 308 -—-- Phone #:
E&n&ain_‘_ l

| MemberID: -14

Gender Title First NickName Middle Last Suffix Maiden Name
| [F=1] | |Antomette [Anicinette | JAucoin =

Role BirthD ate Age Member Status  Religion Date of Death
| ]HF.- ad ;} l r-_ ],q.r_‘!h'e LI ICathoIic _:I 1

Email Addiess | I~ Special Meeds?

General Info ] Siclameﬂs ] Time and Talent ] Shident Aecord 7
Cartact Information Firs! Language

Home Phane | EMal this ' |U“km“" .:]'
Wok Phone | Member [~=-| | [ Phelo
Cell Phone UzeiName ______“Emd’_____JPholu

Pages I | | |5 b |
Fax | Change User
Password ’ __Bemove |

Vendor Integration 1D: |
E ducation and Careset Additional Info and Notes

Care=r Tvoe ils ‘ SocSec Num:
Lookups | Aux 1D: |

Grad Yea Grade  Schaool Education ‘ {
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Selecting Proper Faith Type

Title: Selecting the proper faith type

Description: This standard procedure outlines the process that should be followed when
a parish is attempting to add sacramental details about a family member
within the family directory in ParishSoft. Within the member information
tab, a person’s religion type is recorded. If the person is active, it is
assumed that the person is Catholic. If the person is actOther/Inactive, a
menu appears so that you may select which religion the member is. The
sacramental details tab for each member shows information concerning the
baptism of that individual as well as the faith under which that person was
baptized.

Details: The following process should be followed:
If the individual is not active in the Catholic Church but is active in
another church, then the person should be listed as ActOther/Inactive. By
choosing this option when you tab, a dropdown menu will appear that will
allow you to choose the specific religion that the individual practices and

enter the denomination.

Note: It is acceptable to be listed under the Catholic religion, but have baptism
information listed as a different religion.

The correct faith of Baptism in our diocese is Catholic.
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Entering Sacramental Details

Title: Entering Sacramental Records

Description: This standard procedure outlines the process that should be followed when a parish
is adding sacramental details about a family member within the family directory.

Important Notes: Anyone, employees or volunteers, with access to the sacramental details
needs to recognize the seriousness of the confidential nature of this information. Any
changes being made to sacramental information must be supported by the proper legal
documentation.

Details: The following procedure should be followed:

Parishes are required to maintain complete and accurate sacramental details performed in the
parish in the hard copy (hand written) sacramental register and to keep the register current based
on changes as they occur. Entries should always be made in a timely manner in the register.

As sacramental details are being captured, it is important to note the faith of the baptism. Within
the sacraments tab there is a sacramental details button that show specifics about the member’s
baptism. Under the baptism tab, the faith must be selected. If the person was baptized in a
Catholic Church, the proper faith of baptism is Catholic; however, if the person was baptized in
another faith, the recognized faith type by the Catholic Church would need to be changed to
reflect that baptism. Some baptisms in other faiths are considered valid by the Catholic Church.

Sacramental details:

Baptism: Check completed when a canonical baptism is done in your parish. Date is the actual
date of baptism. Prep year is just the four-digit year of the baptismal preparation seminar. Parish
and celebrant can be populated by searching the menu to the right of the box.

Baptismal name should include the full name of the child at baptism. Faith of baptism should
indicate the faith in which the child was baptized. For the Diocese of Houma-Thibodaux
recording purposes, we record Catholic for a canonical baptism.

Sponsors should be confirmed Catholics, at least 16 years of age and in good standing with the
Church. Each child being baptized must have at least one sponsor, according to Cannon law.

Note: Those who qualify as sponsors are: Catholics, who have been confirmed, are at
least 16 years old and are leading “a life in harmony with the faith and the role to be undertaken’
(Canon 874).

2

Witnesses are for Christian witnesses of other denominations.

Note: A person who belongs to a non-Catholic ecclesial community may not be a
sponsor at the baptism of a Catholic, but may be recorded as a witness together with a Catholic
sponsor (Canon 874)
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Sponsors/Witnesses can never be changed once the child is baptized, unless written permission is
obtained from the Bishop.

The hard copy (hand written) sacramental register is for parishes to document sacraments
performed at that parish. For easy cross referencing in ParishSoft always complete the Registry
volume, record and record number fields.

Registry volume is the year of the record and must be four digits, i.e. 2012.

Record is the assigned number from the series of records and must be a three-digit number, i.e.
001.

Record number is the registry number and record combined, i.e. 2012001.

General remarks should only contain information on proxy, marriage notations, annulments or
RCIA information. This information is retained and placed on the baptismal register.

General remarks do not print on the certificate, but do print on the registers.

= = T T )

.r-\’;ﬁ;,_ Det i . L_ T
Screens Create Certificates  Send Notifications Help
Antoinette Aucoin

Member ID: 14  Member DUID: 12585
Baptism =,
r Baplism ] Reconciiation ] First Eucharist 1 Confirmation _
[1ate ' Frep Ve | B Highway 308
§ ‘ i i _] Baphsnial Namel |
P atish
e | _I | F aith of an"sm]_ :_J u —
| Reconciistion Prep. Seorears| o] i Sulfi
[T Completed l _J [—
o=l Frep est W l ;'_]
Dantk I ‘__J I ;] | i
Gareral Bemar.s | e oot
: First Eucharist - - — Fieqistiy Valurne I T
P—' ™ Completed Feacty Page l— : —
Liate I Erap Y ea Feg:stiy Mumtier I = Sacramenal
P | _, - | F—
’ Celehrart l __I —
L Confmmalion |
T [” Completed Genesal | RClA | Matrimony |
Date | Frep Vest
Holy Orders | Relkgious Prof. J Funeral I E
| Pach | __’
I | elebiars I __’ e m_‘ x
Update Close Cancel
Sl Vesion: 37.34 Unknown i
- R
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Reconciliation: The date of reconciliation should never be recorded and a certificate should
never be issued with a date of reconciliation. We can never verify if the reconciliation actually
took place. For Religious Education and 1% Communion Preparation purposes, you may check
off the box, enter the prep year and the parish. Certificates can only state that they completed
the preparation for the sacrament.

First Eucharist and Confirmation: These fields should be recorded to have a completed
historical record. This information can be recorded in the general remarks field, per parish
discretion, i.e., child was baptized in a different parish out of state/out of parish and they have
been granted eligibility to receive the sacrament of confirmation by a pastor.

Each sacrament contains an individual tab with information to be completed. For example,
confirmation requires saint name and sponsor name.

Also, for each sacrament, this is where the register number, record and register volume are
recorded. Follow number requirements on previous page.

Recording adoptions after baptism: When recording an adoption of an already baptized
person, the original record history must not be lost. Do not delete or change any information in
the existing record, rather, build a new member record in that family. The old member record is
marked inactive and a note is made in the remarks field referencing the adoption, i.e. Adopted by
Mr. & Mrs. John S. Doe 12/02/1991 — see active record. Parentheses are placed around the last
name in the member name field. Parentheses area also placed around the parent’s names in the
General Tab screen and the last name in the Name at baptism field.

A new member record is created and marked active. The name is recorded using the new
surname along with the original date, place and minister of baptism. The adoptive parents are
entered in the General Tab information using the same date and place of birth. The names of the
sponsors are not added. No mention of the adoption will be made on the certificate. In the
remarks field, a notation is recorded referencing the adoption, i.e. Adopted 12/02/1991- original
name was John Samuel Doe — see inactive record.

Adoptions: Should be entered as a new member in the family and cross referenced in the notes
section in Sacramental Details. The old member record is set as an inactive member sacramental
record only. NEVER DELETE THE OLD SACRAMENTAL RECORD. Also, be sure to include
any information about adoption within the sacramental details page on both records. The
adoption information shall be placed in the General remarks field within the general tab in
sacramental details.

When recording sacraments in an adopted record, the birth/natural record should contain the
baptismal information. The adopted record will contain all the other sacraments.

Recording should stop in the birth/natural record and all new or future sacraments should be
recorded in the new, adoptive record.

Version 2 Revised September, 2016 12



7 0, Eamily Detaik
7. Sacramenal Dgtails

David Wayne (Acosta)
Member ID: 8955  Member DUID: 185888
Baptitm

ion | FistEuchaiet |  Corfmation

¥ Completed Baptism | Recondh

B

] ‘IV.ui:r( 36.26 { Unknown

HoyOrders | Peigious Prol | Funesl |
x

F AR IS

| |
Date | Prep Year '
£ vt ' Baptismal Name | David Wayne (Acosia) l
st [GlFiancs De Saiss Cathedial. .. |
i o Fath of gt |Catholic ~|
e Soncasion P e —— Sponsors [Edgac ). Malrough e |
[Mrs. Edga R. Malbrough |
Ve General Member lfo Wlnesse:l -'-I
Bith Date [T1:271957  Age [BEE Gende (M ~] I ] |
General Remarks
- HD .o ‘
Brth Place [HOUMA, LOUISIANA ] gty Vokme [T [A0omtodby M Wi John V. Jones |
Father {[HaroldJ. Acosta) | ) on 12/02/199) see acive tecord |
Regittry Page [35 |
Mother |(Daryne M. Robichaws) ] JFegsty Humber [1957038 |
Mother's Maiden | ‘
_Genetdﬁemuks
Il General l ROA | Matrimony I

Familv Dataile

Sacramental Details

Ceeate CerlifE Alns Saped Mot abiore

David Wayne Jones
Membes ID; 8355  Member DUID: 1868688
| Baptism

P Completad ([ Beptism | Reconclsion | FistEucharisl | Confimation

|
I Date [32031957 PrepYesr [~ o

Baptismal Name [David Wayne Jones

| posn FASRORSENCET .

Conon. MBI _. | ||| "t onlea —
Reconciation Prep. - Sponsors | e
I~ Comploted [ |
o General Member o erve:sesl_ _l
| | el
BithDate [01-271857  Age [BBI] Gende [M <] A
enel emat|
' HOUMA, LOUIS . =
Bt P | i =4 | egayvoume [ (v T Ol
Father WohnV. Jones ] Registiy Page [3g 1ee nactive tecord
Mother [Theclais Made Ockmand ] | Rty Number [19570%
Mother's Maiden [
_Gene(elRemmkt
Goneral ROA | Matsimory |
HobOrders | Reigious Prot. | Funersl |
w | e | x uw| e | x |
Updste| Close | Cancel | Update] Clote | Cancel|

: T
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Tabs in Sacramental Details Screen:

creens Create Ccats Scnd Notifications Help
sy Antoinette Aucoin
Member [D: -14  Member DUID: 12585

Baptism

 [ogieied “Baptism | Reconciistion | FistEucharist |  Confimation |
e | e [ | Highway 308
i = e =]
: | Fasth of Baptivm 4
o | ~ —
Reconciiation Prep. - Sponsonz | =] Suffi
[T Completed | i __.I ,—
(12 l—_—_ Prep e [_ ! e | _] u
e [ ,;l ! ;]
Gereral Feshak |' e Fioood
| First Eucharist Fielhic Vel l-—
; [ Completed Hagishy Poas I'—
Dave T____' Fegitiy tuster [—-— nffswmm
Pt I :
; etsbuar I -

+ =il - Confimation

—
el
==
=
ez

™ Completed General | RClA J Matimony [
pui | Holy Orders | Reigious Prof. [ Fued |
| s
l il =hebren I o EL‘ x
Update Close Cancel
Version: 37.34 Unknown

< |

General Tab: Enter birth date and gender. Birth place should be the city and state of birth. Enter
Father’s full name (first, middle, last). Mother’s name should contain the mother’s full maiden
name, ex. Jane Smith Doe. (Note: for our diocese, we do not use the maiden name field)

RCIA tab: please do not enter any information in the registry fields. Date/prep year and parish
information only. Only check completed if program was completed. There is a query in the query
library to pull RCIA information by date.

Matrimony: only valid, Catholic marriages should be recorded in the sacramental detail
fields. A workgroup should be established for civil marriages.

Tip: Record in the female record then link to the male record. It saves steps for inputting data in
fields.

1. Click Add

2. Check completed (makes it True).

3. Status should reflect married.

4. Find and select spouse.
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Make an assessment of family/member before entering. When first entering a marriage, the
family being worked on should be established prior to recording the marriage (in your parish). If
out of diocese, a new family will have to be created.

General remarks: if three witnesses are required, the third one should be recorded in remarks.
Canonical MUST be checked.

Registry volume is the year of the record and must be four digits, i.e. 2012.

Record is the assigned number from the series of records (from hand written records) and must be
a three-digit number, i.e. 001.

Record number is the registry number and record combined, i.e. 2012001.

Disparity of Cult: is a marriage of a Catholic and unbaptized person.
Dispensation notes should be recorded in the general remarks field.

Con-validation is a marriage outside of church, but blessed, Canonical must be checked when
blessed and the date of blessing recorded in the date field. The civil marriage date should be
recorded in the general remarks. The civil marriage must then be removed from the civil
marriage workgroup.

If out-of-state or out-of-parish marriage and parish of baptism is yours, marriage notation has to
be put in baptism general remarks and the marriage general remarks.

Annulments: are recorded in the marriage tab. The status is changed to annulled, and the
annulment record ID is recorded. Details of the annulment are entered in the “General
Remarks” of the marriage tab (such as: date of annulment; PN #; any restrictions). If
another marriage takes place, a second marriage record is created.

Holy Orders & Religious Prof.: for religious only.

Funeral: enter date of death on member field and it populates in the tab.

Place of funeral must be the recording parish. If the actual funeral is held elsewhere (such
as funeral homes), it must be recorded in the general remarks so it will print on the register.

General remarks: burial information. i.e. plot number. These notes will print on register.

Notifications: Notifications should be sent when a person receives a sacrament (Confirmation and
Marriage) in your parish but was baptized in another parish.
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Legal rights of Church for disclosure of sacraments:

~ Sacramental history and records are not to be shared with anyone other than the person who
received the sacrament, the priest, the guardian (if involving children under 18), or a
parish/diocesan representative. If your parish has any questions about documenting
sacraments, canonical questions or the hard copy of the sacramental register, contact the
diocese.

Important information about certificates:

Unlike other certificates, the certificate of baptism is a canonical document that indicates the
person’s canonical status in the Church. When completed, it must be verified against the
sacramental register and include the full and accurate notations on the reverse side.

Parishes should not delete any sacramental history from individual records in the sacramental
register or ParishSoft without proper legal documentation.

In general, reporting of sacraments takes place by the parish where the sacrament was conferred
(an exception is possible for confirmation). The parish must create a record for all sacraments
conferred, regardless whether the person is a member (also see information on adoption).
Electronic reporting from ParishSoft has not yet been approved, but may occur in the future.
Until then, all reporting of sacraments must be done from the sacramental register (hand
written).

Baptism certificates should only be printed by the baptizing parish. Each time a certificate is
requested, the register (hand written) should be pulled and information in ParishSoft verified. If
corrections are necessary, make according to register (hand written).

Genealogy Research:

This should never take place in the parish. Anyone requesting genealogy records or research
should be referred to the Archives Department in Thibodaux.
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Setting Up and Maintaining Staff Directory Information

Title: Setting up and maintaining staff directory

This standard procedure describes the process that should be followed

Description:
when a parish is setting up the staff directory within the family directory.
This procedure also applies to when new staff members join and when
staff members leave. It is necessary to keep information within the staff
directory as current as possible.

Details: The following process should be followed:

Please contact the diocese for help with the staff directory.
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Collecting Information for Kenedy Directory Updates

Title: Collecting information for the Kenedy Family Directory

Description: This standard procedure outlines the process that should be followed when
a parish is required to submit information for the Kenedy Directory
updates. The current process will be altered due to the functionality and
capabilities of the ParishSOFT Diocesan system. The Parish must comply
with any data requests for the purpose of updating the Kenedy Directory.

Details: There is a report available in ParishSoft Reports under the Census Menu to
run the Kenedy Report with all the necessary information. Please select
the correct year to obtain this information.
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Offertory and contribution entry

Title: Entering batches, posting to a fund, recording one time gifts

Description: This standard procedure outlines that process that should be followed
when a parish is entering offertory or one-time gift information into the
ParishSOFT system. This process details the processes that may affect
reporting if not completed correctly.

Details: The following process should be followed:

Refer to the ParishSoft manual (online) for offertory and contribution
entries.
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ParishSOFT Query Library

A variety of pre-set queries are available online for retrieval from the ParishSoft website, in the
ParishSoft Query Library.

Implementa Query from the ParishSOFT Query Library

WN =

ONGSS

9.
10.
11.

Select the query you need from the query library (click the link above to view the library).
Verify that it is compatible with your version of ParishSOFT software.

Highlight the query text and press <Ctrl> + <C> or right click on the highlighted text and
select Copy from the menu option.

Open any ParishSOFT module and select Reports > ParishSOFT Reports.

From the Main Reports Menu, select Utilities > Build Custom Queries.

Ensure the Query Name and the Query fields are blank. If they are not blank, select the
blank query name from the drop-down list and then clear the contents of the Query window.
Paste the query (press <Ctrl> + <V>, or click Edit > Paste from your Access menu.
Type a name for the query in the Query Name field. If the query has a dependency on
another query, your query name must be identical to the name used in the original
ParishSOFT Query Library.

Select Save Query.

Select Display Query. If prompted, enter the requested information to execute the query.
Your results will be displayed on the screen in query format.

Note: If the query results you need are based on additional subqueries or are dependent on another query, ensure
that you follow these steps naming the first query exactly as it appears in the ParishSOFT Query Library.

View Your Query Data in Excel
Once you have displayed a query, you can analyze it in Excel using the following procedure:

1.
2.
3.

Select Tools - Office Links - Analyze it with Microsoft Excel from the main Access menu.
The data collected from your query will open on an Excel spreadsheet.

Manipulate the query data in Excel as needed, or do Mail Merges with the query results by
using this spreadsheet as your source for the Mail Merge.

Reuse Your Saved Query

Once you have run and saved a query from ParishSOFT's Query Library, you
can use it again and again. Just click Utilities > Build Custom Queries in
ParishSOFT Reports, choose the name of the query from the drop-down list,
and click Display Query.
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Synchronizing Database and Data Backup

Title: Data Back-up and Synchronization

Description: This standard procedure outlines that process that should be followed
when a parish is backing up the system or the data.

Details: The following processes should be

followed: Data Backup

Each Systems Administrator is responsible for the backup of the
ParishSOFT database on a regularly scheduled basis. The database
backup scheduler should be utilized so that automatic backups will
occur as specified in the scheduler. It is expected that all parishes
backup at least once a week, with the ability to do so seven days a week.

An alternative for the Parishes is to backup by FTP to ParishSOFT
where they will store the information. It is up to the Parish if they
would like to utilize this FTP service or use their own means of backup.

If unsure on how to schedule a backup, please contact the

diocese. Synchronization

Parish databases must be setup to synchronize to the diocesan database
at regular intervals. The synchronization should be set to synchronize
every

10 minutes. Only one computer in the parish is considered the master
unit and it should be synced at all times. For help setting this up, please
contact the diocese.
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