
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) Log into ParishSOFT, then click on the Administration tab, then the Lookup area seen in the blue 
area indicated below:  

 
 
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:  

 



3) Click the + sign on the right side of the screen, indicated below,  to add in a new celebrant.   

 
4) Please add in the celebrant in a similar format to those currently in the system. 

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

  
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. 

 
 



7) You will now see the celebrants alphabetized and can click the Save List Order icon: 

 
 


