Adding Celebrants

There will be times when you want to add a celebrant to the Sacramental lookup screens, if a visiting
priest or historic records are being added to your parish. Please follow the steps below for adding in a
new celebrant.

1) Loginto ParishSOFT, then click on the Administration tab, then the Lookup area seen in the blue
area indicated below:
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2) On the left side, in the Family Directory area, click on the Celebrants area seen below and you
will see a current listing of celebrants for your parish:
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Education
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Faith

Famnily Group
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A Starke Drischell

AJ. Goltzmann
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Suffix & AlBradley

Title @ Alfred Mitteneur

Religion @&  Aloysius Fellenz
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Archbishop John F. Donoghue
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3) Click the + sign on the right side of the screen, indicated below, to add in a new celebrant.
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Career Types

allc Description
Celebrants
Education
Ethnic Background 0 & &/-
Faith O (3@ A Starke Drischell
Family Group —

' 6 A.J. Goltzmann

Solicitation Group 0O = \5_0
| 2nmnana [0 [&@ Abbott Marcel Rooney, OSB

4) Please add in the celebrant in a similar format to those currently in the system.
Add "Celebrant” Record

Description | Deacon Peter 1. Lee\

| Cancel ‘

5) Your newly added celebrant will appear in the listing, as seen below:
Tables Celebrants

= Family Directory il 100records v/ & A % ¥ + 4E sortAtoz E Sortby #

Career Types allc e
Celebrants
Education
Ethnic Background [0 (3¢ Deacon David Hendrickson
Faith [0 [Z¢ Deacon Dennis Sutter
Family Group [0 2% Deacon Elis Crant
Salicitation Group B L‘:C;;; Deacon Gregory Gehred
Language =
dueg O [Z¢ Deacon Jamas Davis
Suffx o = 3
2 Deacon Jerome Buhman
Title = & b_;/
Religion [0 (A& Deaconlohn Feman
school [0 2@ Deacon John Gavin
Position Type O [Z@ Deacon John Houseman
Member Strengths [0 (2% Deacon John Kraus
©  Religious Ed. O & Deacon Joseph Stafford
Build —
uiengs [0 3% Deacon lawrence Tranel
Rooms O ~ 5
2 Deacon Norbert Brunner
Departments & b_;/
Grades O A& Deacon Patrick Jozefowicz
Leader Roles || O 2 DeaconPeterl. Lee
School Type 2 [0 (& Deacon Raymond P. Lukesic
[0 2@ Deacon Richard Fischer
[0 3¢ Deacon Richard Martin

6) If your screen lists the new celebrant as the first in the list, as seen below, then you will want to
reorganize your listing by the Sort buttons indicated on the right side as seen below. Click Sort Z
to Z to change the sort to being alphabetized.
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Celebrants
Education
Ethnic Background O 2@ Deacon Joseph Stafford
Faith O (2@ Most Rev. Robert C. Morlino
Farnily Group [0 [3¢ Rev.Llawrance M. Bakke
Solctation Group O &% Rev. Michael C. Richel
Language =
g-ag F Gbp Rev. Msgr. Donald J. Hefar, Ir.
Suffix =
Tt [0 i€ Rev. Msgr. Terrence L. Connors
e
Religion O 2@ Rev.Wilam A. Nolan
School [0 2@ Rev.WilamF. Vemon



7) You wjll now see the celebrants alphabetized and can click the Save List Order icon:
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Celebrants
Education
Ethnic Background [0 [2@ Deacon David Hendrickson
Faith O CZ@ Deacon Dennis Sutter
Famiy Group [0 (& Deacon Elis Crant
Solicitation Group O vj‘g'; Deacon Gregory Gehred
Language ~
duee [0 3¢ Deacon Jamas Davis
Suffix .
T [0 (3% Deacon Jerome Buhman
e
Religian O CZd Deacon John Fernan
school [0 C3@ Deacon John Gavin
Member Strengths O CZd Deacon John Houseman
2 Religious Ed. [0 (& Deacon John Kraus
Buidings [0 (3@ Deacon Joseph Stafford
R o
ooms [0 (2@ Deacon Lawrence Tranel
Departments o . 3
EL Deacon Norbert Brunner
Grades E%})
Leader Roles O (2@ Deacon Patrick Jozefowicz
school Tyoe [0 [Z¢ Deacon Peter]. Lee



