Creating and Posting Offertory Batchesi Quick Entry Method

Entering contributions by batches in Connect Newasier ifyou organize your
contributions by fund par to entering them in. It doesquireyou to have an overall

At ot at o0t h evhidh hoa eéxpelatdo post. Witthese pieces of information, please
follow the stepdelowto enter in a batch with tH@uick Entry method below:

1) First, log inb ParishSOFT and you will be at your typicdlome screen

HELP - OONTACT - HOME - SIGN OUT
-Edrish S F | g F F Good Shepherd Parish, Toledo
O Fam”y SUIte Userl (Kimberly Spindler)
Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration
Home Pictorial Directory Organization Directory Giving History Start Page Settings
Home
Quick Links Suspense Activity
H
Notifications 127
Organization Notifications
i 2 10
9
2
1+

2) Next, click onOffering and then oBatchesin the upper tabs. Your screen will
be similar to below:

HELP - CONTACT - HOME - SIGN OUT

QrishSOFT  Family Suite oo et parc Tote

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 10 Administration

Funds Batches Pladges Posting v Contribution List Giving History Import Reports Seftings

Batch Ma nagement Good Shepherd Parish, Toledo
10 records |w| e + AddBaich [ Delete Batch(s) Close Batch(s) Quick Reports v
Status Batch Cash Pledge Count Fund Batch ID
Open A4
O G2 Open 06-05-2016 $2,000.00 7 Sunday Offering 64459
O G2 Open 06-12-2016 $500.00 0 Sunday Offering 64460
O G2 Open 06282017 $1,500.00 0 Offertory 2017 64935
O G2 Open 07-09-17 Sun Sat 10 am $226.13 0 Offertory 64967
O G2 Open 08-09-15 (3110.00) 1 Offertory 2019 65199
O CG& Open 08-10-15 $605.00 11 Sunday Offering 64227
O CG& Open 08-14-15 $700.00 3 Respect Human Life 64229
O CG& Open 08-16-15 $1,050.00 7 64238
O CG& Open 08-30-15 $725.00 21 Sunday Offering 64226
O CG& Open 1-8-2018dema $500.21 2 Envelope collection 65152
13
Page 1 of 11 (104 Records) 12 3 456 7 9 10 11 [3]

3) Next click theAdd Batch area listed below the Batch Management title seen in
the screen shot below:



HELP - CONTACT - HOME - SIGN OUT

'E Cll'iSh SD Fr' Fam”y Su |te Good _:;P:er’: Parish, Toledo

Userl (Kimberly Spindler)

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration

Funds Batches Pledges Posting v Confribution List Giving History Import Reports Settings

Batch Ma nagement Good Shepherd Parish, Toledo

10records |v| m 4 AddBatch il Delet= Batch(s) Close Batch(s) Quick Reports v

S Batch Cash Pledge Count Fund Batch ID
Open ~
O & Open 06-05-2016 $0.00 7 Sunday Offering 64459
O & Open 06-12-2016 $0.00 0 Sunday Offering 64460
O & Open 06282017 $1,500.00 $0.00 0 Offertory 2017 64935
O [& Open 07-09-17 Sun Sat 10 am $226.13 $0.00 0 Offertory 64967
O [& Open 08-09-15 ($110.00) $0.00 1 Offertory 2019 65199

4) TheCreate New Batchscreen will appear similar to the screen below:

Create new batch
Batch Descriptiof: Fund” | 2016 Tuition 40100 | Status: Open
Cash Total* [5.0.00 Date Opzned? | 12/7/2016 & Date Closed:
Cash Balance: |§0.00 Pledge Total: |$0.00 Transaction Count: 0
Batch Type? v Pledge Balance: |§0.00 Batch Owner: Spindler, Kimberly
Comment:
Add Batch

In the screemboveyou will enter in the details of your batch. Required fields are
indicated by the red asterisk.
5) In theBatch Descriptionfield enter a name that will help yaund others easily
identify thesecontributions. We suggest using a date in this fieldanvey when
the contributions were collected. E201612-04 Offertory( t o convey 20160 s
year, December is the month and this is the posting for'tieé the month)
6) In theFund field, select thenainfundwe 6 | | use f oemdofityos bat ch
the contributions). You can have multiple funds in the batch, this is just a listing
of one of them in the batch.
7) The date opened field is the date you created the batch.
8) In theCash Totalfield enter in the total dollar amount of the contributibsied
on your cash counting sheet or thati added up earli@nd expect to enter into
the system (As you enter in each contribution in thesting areathe Cash
Balance amount will dzease to indicate the total contributign® u éntered
into thebatch.)
9) In theBatch Type,select theQuick Entry Posting optionas seen below:

Create new batch
Batch Descriptior:| 2016-12-04 Fund® Offertory 2016 v Status: Open
Cash Total? | 1020.00 Date Opened® 12/7/2016 ] Date Closed:
Cash Balance: |$0.00 Pledge Total: |%0.00 Transaction Count: 0
Batch Type? Quick Entry Posting w Pledge Balance: |%0.00 Batch Owner: Spindler, Kimberly
Comment:
Add Batch

10)Click Add Batch whenall is correct. You will get a confirmation screen that
your batch is created, as seen belGlick Closeto close the window and move



to the next stem the contribution posting procegblote: DO NOTclick Close
Batch, as that button is for after all your postirage complets.
2016-12-04 (64604) .

Batch has been created successfully.

Batch ID: 64604

Batch Description: 2016-12-04 Fund: Offertory 2016 Status: Open
Cash Total: $1020.00 Date Opened: Wed Dec 07 2016 Date Closed:
4. Cash Balance: $0.00 Pledge Total: $0.00 Transaction Count: 0 LS
Batch Type: Quick Entry Posting Pledge Balance: $0.00 Batch Owner: Spindler, Kimberly
Comment:

Close Batch m Close

11)You will be back at thBatch Managementscreen, click the drop down arrow to
the right of theDpen area, underneath ti8tatuscolumn, as seen below:

HELP - CONTACT - HOME - SIGN OUT

-EGI'iSh SOFF’ Fam”y Suite Good Shepherd Parish, Toledo

User1 (Kimberly Spindler)

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration

Funds Batches Pladges Posting v Contribution List Giving History Import Reporis Settings

Batch Management Good Shepherd Parish, Toledo
10records |v| # 4 AddBatch T Delete Batch(s) Close Batch(s) Quick Reports v
Status Batch Cash Pledge Count  Fund Batch ID
= 2 . e—
O o3 |oeen 5 $2,000.00 $0.00 7 Sunday Offering 64439
0 @ C‘osjéd . r13-2016 $500.00 50.00 0 Sunday Offering 64460
O & S:I:;IE'L; 06282017 $1,500.00 $0.00 0 Offertory 2017 64935
O GEan 07-09-17 Sun Sat 10 am $226.13 $0.00 0 Offertory 64967
O G3 Open 08-09-15 ($110.00) $0.00 1 Offertory 2019 65199
O C3 Open 08-10-15 $605.00 $0.00 11 Sunday Offering 64227

12)You will now see your newlgntered batch in the list of batches:

HELP - CONTACT - HOME - SIGN OUT

-EGriSh SO l—_'-' Fam”y Suite Good Shepherd Parish, Toledo

Userl (Kimberly Spindler)

Home Family Diractory Religious Education Offering Ministry Scheduler Tuition 1Q Administration

Funds Batches Pledges Posting * Contribution List Giving History Import Reports Settings

Batch Ma nagement Good Shepherd Parish, Toledo v

10 records |w| # | 4 AddBatch i Delete Batch(s) Close Batch(s) = Quick Reports v
Status Batch Cash Pledge Count Fund Batch ID

Quick Entry |v| 2016

L: Quick Enftry 2016-12-04 $1,020.00 $0.00 0 Offertory 64840
»
Page 1 of 1 (1 Records) 1

13)To post contributions to this batch, click on #astingarea below th©ffertory
tab, then select th@uick Entry Postingoption in the dropdown.



HELP - CONTACT - HOME - 5IGNOUT

-ECII'iSh Sol—_r‘ Fam”y Suite Good Shepherd Parish, Toleda

User1 {Kimberly Spindlar)

Home Family Directory Re&o-.s Education Offering Ministry Scheduler Tuition IQ Administration
Funds Batches Pladges Posting ¥ Contribution List Giving History Import Reports Settings

B
Batch Management %= P

Good Shepherd Parish, Toledo v
Quick Entry Posting| €———
10records |v| # =k Add Batch T Delete Batch(s) Close Batch(s) Quick Reports v
allc Status Batch Cash Pledge Count Fund Batch ID
Quick Entry |~ | | 2014
O & Quick Entry 2016-12-04 $1,020.00 $0.00 0 Offertory 64840

Page 1 of 1 (1 Records) 1l

14)TheQuick Entry Postingscreen will show similar to the one below:

Home Family Directory Faith Formation Offering Ministry Scheduler Tuition 10 Administration

Funds Batches Pledges Posting v Contribution List Giving History Import Reports

QUiCk Entry Posting Good Shepherd Parish, Lima v

Quick Entry Batch Details

o Clear Batch  p# Launch Quick Entry Contribution Posting Page Quick Reports
Batch Total Entered Balance Count Updated
O 2016-12-04 $0.00 £1,020.00 0 12/7/2016

The Total Entered and Count include only transactions entered in the Quick Entry posting page, for batches that are not yet committed.
Transactions entered in the Standard posting page are not represented in these totals.

15)Select your batch by clicking the radial button next to it, then clicktée that
says:Launch Quick Entry Contribution Posting Page button,asseen below:

Home Family Directory Faith Formation Offering Ministry Scheduler Tuition IQ Administration

Funds Batches Pledges Posting v Contribution List Giving History Import Reports

QUiCk Entry Posting Good Shepherd Parish, Lima v

Quick Entry Batch Details /

o Clear Batch | # Launch Quick Entry Contribution Pesting Page Quick Reports v

Batch Total Entered Balance Count Updated
P ® 2065120 $0.00 $1,020.00 0 12/7/2016

The Total Entered and Count include only transactions entered in the Quick Entry posting page, for batches that are not yet committed.
Transactions entered in the Standard posting page are not represented in these totals.

16)You may get a warng about the redesign of the screghich is a reminder that
you can close out of this screen at any time.
® Welcome to the Quick Entry Contribution Posting page!

We've redesigned the posting process to make entry faster and reconciliation easier.

If you get interrupted before you've finished, you can leave this page and your entries
will still be here when you return.

Use the X in the top right corner or the Close button at the bottom to leave this page.

Hide this tip once  Hide this tip forever

Click theHide thistiponceu nt i | youdre comfortabl
want to hide it forever.

17)The Quick Entry Posting screerwill show, similar tothe screetelow:

e
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t h



Quick Entry Contribution Posting \ X

Batch Information 2016-12-04 (64604) v

Total Balance Transactions
$1020.00 $1020.00 0 transaction(s) - « Ovalid - X Oinvalid - 448 0 family - L 0 member

Default Posting Data £# Options and Filters
Fund ' Offertory 2016 v Date 12/7/2016 ™ Type Check v
Posting
Env # Amount  Status
o, @
&, @

©® You can Commit when your batch is balanced. | Close

18)Make sure your batch is selected, in the uppet agmer andrerify your
Default Posting data. Whatever default fund, date and type is what will apply to
the postings as you enter them into the area below.

19)Pleasecheck and changée Default Posting Dateto correctlyreflect the date
which is on the description of your batch. (circled below) In the example above,

since our batch was for the past Sunday4-”20 16, weo6l |l adjust the
default posting datarea to reflect 1:2-16 instead of the™, whi ch is when w
entering the information into our system.

Default POStiﬂg Data £¢ Options and Filters

Fund Offertory 2016 Yype Check v

Postina

20)Next, please note that there is a section on the right thathis@ptions and
Filters. This is where you can set and change yoeferencesdr posting
batches. (seen below)

Quick Entry Contribution Posting X
Batch Information 2016-12-04 (64604) M
Total Balance Transactions

$1020.00 $1020.00 0 transaction(s) - « Ovalid - X 0invalid - 2f& 0 family - & 0 member

Default Posting Data & Options and Filters
Fund ' Offertory 2016 v Date 12/7/2016 B Type Check v

Posting

21)Under theOptions and Filters screenyou can select additional fields to add into
your quick posting screeheck, or Memo, if you use these often. It will also



allow you to specify ifyou wish to see more than teevelope number when

posting. The settings below are common for quick entry. (posting just envelope

number and amount)

LULUT LTy

| Options and Filters

Family / Member Lookup

Select which lookup fields will be visible on each line item

Lookup By | Envelope Number v

Additional Fields

Removing additional fields that have datz entered does not remove the field from the posting page.
The field is only removed from the tabhing sequence.

] Check Number
] Memo

Posting Filters
Family Reg. Status  Both v

Family Group  All Groups v

B3 G-

22) After checkingyour Options and Filters, back on the main screen, enter in your

first envelope number, then hit tB@ater key, ente in the amount and repeat the

process for the donations in front of ygu.

(Please note that family name will appear after entering in the amount of the

line. Likewise, a family must already haveemvelope numben the Family

Directoryin order forthem to show up via the envelope number. You can always
switch your Lookup method to family last name and enter in a family via their last

name i f they donét)have an envel ope

23)After posting a number of entries, your scresy appear similar tdelow:

numbe

QUiCk Eﬂtry Contribution Posting All transactions autosaved 2:15:25 PM X
Batch Information 2016-12-04 (64604) v
Total Balance Transactions

$1020.00 $770.00 7 transaction(s) - « 6valid - X 1invalid - 48 6 family - L 0 member

Posting

Env # Amount  Status

« 2% Reilly, James (123 Main St)

v 2 Abney, Greg and Barb (4632 Wyndwood Dr)
v M Wigglesworth, Muffy (123 Happyland)
IZl « 24 Perez, Ricky and Pilar (1234 Anywhere)
,3—| ’20—| v 2 Duncan, Rick and Jane (Ap2 413)

o,
i,
o,
&,
&,

24)If you make a posting in error, you will see a ve@ning;similar to what is seen

below. Go back to that line, correct the envelope numéned, therkeep going.

B B B B

B




Quick Entry Contribution Posting

Batch Information

2016-12-04 (64604)

Total Balance Transactions
$1020.00 $770.00 7 transaction(s) - « 6valid - X 1invalid - 18 6 family - & 0 member

Posting

Env # Amount  Status

v a4t Reilly, James (123 Main St)

« & Abney, Greg and Barb (4632 Wyndwood Dr)
« 2. Wigglesworth, Muffy (123 Happyland)

IZl 4 Perez, Ricky and Pilar (1234 Anywhere)

+ 28 Duncan, Rick and Jane (Ap2 413)
® Env # 1004 does not exist or is not assigned.

D « 24 Perez, Ricky and Pilar (1234 Anywhere)

All transactions autosaved 2:15:25 PM

v
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Quick Entry Contribution Posting

Batch Information

2016-12-04 (64604)

Total Balance Transactions
$1020.00 $770.00 7 transaction(s) - « 7 valid - % Oinvalid - & 7 family - & 0 member

Posting

Env # Amount  Status

v 43¢ Reilly, James (123 Main St)
+ A Abney, Greg and Barb (4632 Wyndwood Dr)

1. Wigglesworth, Muffy (123 Happyland)

lZI A4 Perez, Ricky and Pilar (1234 Anywhere)

+ 2 Duncan, Rick and Jane (Ap2 413)
T s | v s Aaron, Ay (1234 Fake Si)

6 | + & Perez, Ricky and Pilar (1234 Anywhere)

@ You can Commit when your batch is balanced.

251 f you wish to change the fAdef aul
entering in the donations, you can do ssbrpllingback up to th®efault

Posting Areaand under th&und click the dropdown area selectthe new fund
name. All the donationsenteredafter this pointin the entry lines below, i be

posted to tk newfund.

All transactions autosaved 2:17:50 PM
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Quick Entry Contribution Posting

Batch Information

Total Balance Transactions

Al transactions autosaved 2:20:51 PM X

2016-12-04 (64604)

$1020.00 $700.00 9 transaction(s) - « 9 valid - X 0invalid - g8 9 family - & 0 member

Default Posting Data

Fund ' Respect Human Life v Date 12/7/2016 =

/ Posting

Env # Amount  Status

v At Reilly, James (123 Main St)
+ 24t Abney, Greg and Barb (4632 Wyndwood Dr)

v 13 Wigglesworth, Muffy (123 Happyland)
6 | v 2 Perez, Ricky and Pilar (1234 Anywhere)
« 418 Duncan, Rick and Jane (Ap2 413)

[+ ] v 2. Aaron, Ay (1234 Fake St)

6 ] v i Perez, Ricky and Pilar (1234 Anywhere)

Type  Check v

v

£ Options and Filters

2,
o
£,
o,
£,
£,
&,
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26)If you wish to double check that a line is posted correctly, then click on the whe

t o

the right of the

Env # Amount  Status

v At Reilly, James (123 Main St)

famil yods

27)1t will show you the default for the posting line.

Default Posting Data for Line Item

Fund  Respect Human Life v
Date | 12/7/2016 ==}
Type | Check v

28)If you ac

(; Select current defaults

name

posting line analick theTrash can icon to delete the lingseen below)

« M. Yang, Bob and Sue (9561 Arbor Mist Cf]
5020 * Env # 5020 does not exist or is not assigned.

29)When you have finished entering in all the total donations, you will seeean
similar to the one below. Note that thu have completed the Batch. Click
here tocommit link is now in showing in green in the area on the boti{gour
batchBalanceis also now listed at $0, meaning what you anticipated and what
you posted matches)

£,

cidentally enter in apgting that you do NOT wangoto the right of the

=
3,
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Batch Information

Total Balance Transactions

2016-12-04 (64604)

$1020.00 $0.00 13 transaction(s) - « 13 valid - X 0invalid - & 13 family - & 0 member

v# Amount Status

B « 22t Duncan, Rick and Jane (Ap2 413)
4| v A Aaron, Ay (1234 Fake St)
6 ] v s Perez, Ricky and Pilar (1234 Anywhere)
v s Abney, Greg and Barb (4632 Wyndwood Dr)
v 22 Wigglesworth, Muffy (123 Happyland)
v 2t Watford, Thomas and Margie (3722 Stannard Dr)
v s Reily, James (123 Main S

A Kretzschmer, Chad and Shelly (4822 Cedarhurst Rd)
+ 2t Yang, Bob and Sue (9561 Arbor Mist Ct)

/ @ You have completed the batch. Click here to Commit. | Close

Note: t is good to double check dwerify that most of the people you are posting
to are families inhe system. The area to the rigthe Balancewill show what

type of amilies/membergou posted to and how many, as seen

below.
Batch Information

Total Balance Transactions

2016-12-04 (64604)

$1020.00 $0.00 13 transaction(s) - « 13 valid - X 0invalid - 4% 13 family - & 0 member

30)Click the link that saysYou have completed the bate. Click here to commit.

| f the batch doesnot

screenwithout committingthe batch(by clicking the grey X at the top of the
screen)Please note, you mustommit the batch,in order to post the

contributions to the families.

bal

ance

©@ You have completed the batch. Click here to Commit. | Close

31)You will seea Commit Batch screen and on that screen you will then click

Commit Batch button to finalize the batch.
Commit Batch

Your batch has been balanced and is ready to be committed.

Press the Commit Batch button below if you are ready to commit the batch.

or
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32)Ne x t |, you wi || receive a confirmation
the Closebutton.(seen below)

Commit Batch
n

| @ Your batch has been committed

Your batch is committed and ready to be closed.

. If you do not wish to close the batch now, you can do
e so at a later time from the Batch Management page.

To view the report for this batch, go to Reports > Batches > List

Close

When first learning the systeryou will want to hold off of from using th€lose
Batch button, till you are used to posting, the funds and the dates. After clicking
the Close Batchthere can be no edits to a batch or any of its postingkegs you
post a negative to reverse each posting.)

Printing Reports-

1) To print a report of your batdby the date of your contributions that were posted,
grouped by the fund, pleaskck the Contribution List option in the area below
the Offering tab.(seen below)

HELP - CONTACT - HOME - SIGNOUT

arishSOFT  Family Suite s i

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration

Funds Batches Pledges Posting ¥ Contribution List Giving History Import Reports Settings

Contri butior‘l List Good Shepherd Parish, Toledo
Contribution List Filters
Start Date End Date ParishSOFT Giving Only
07/27/2017 B 07/27/2018 ] Lt St T
10records |~ M S A& @ S Quick Reports ¥
Posting Date v Env # Name Amount Fund Batch
O o7/27/2018 Cash, Loose $50.00 Loose collection ¥
[ 07/27/2018 5561 Simpsen, Charles and Miranda $50.00 Envelope collection ¥
[ 07/27/2018 4249 Spindler, Raymond and Kimberly $50.00 Envelope collection ¥
[ 07/27/2018 4249 Spindler, Raymond and Kimberly $50.00 Envelope collection ¥
[ 07/27/2018 884 Mueller, Eric and Rebecca $50.00 Building Fund ¥
[ 07/27/2018 884 Mueller, Eric and Rebecca $50.00 Envelope collection ¥
[ 07/27/2018 3330 Flatoff, John and Tracy $50.00 Building Fund ¥
O 07/27/2018 1299 Hopp, Michael and Stacy $50.00 Envelope collection ¥
[0 07/27/2018 1368 Graf, Al and Eileen $50.00 Envelope collection ¥
[0 07/27/2018 5317 Rigden, Cathleen $50.00 Envelope collection ¥
»
Page 1 of 42 (420 Records) 12 3 4567 40 41 42 5]

2) Enter in the date range for your postings, then click/ibar Contributions
button.

h a



ParishsoFT

Home Family Directory

Family Suite

Religious Education Offering

HEP -

Ministry Schaduler Tuition 1Q Administration

Funds Batches Pledges Posting ¥ Contribution List Giving History Import Reports Settings
Contribution List Good Shepherd Parish, Toledo
Contribution List Filters
Start Date End Date ParishSOFT Giving Only
07/27/2017 B |07/27/2018 B View Contributions
records |v| B S A @ £
Posting Date v Env # Name Amount Fund

CONTACT - HOME - SIGN OUT

Good Shepherd Parish, Toledo
Userl (Kimberly Spindler)

Quick Reports ¥
Batch

3) The screen will refresh will all the donations wiitlhat posting date:

ParishsofFt:

Home Family Directory

Family Suite

Religious Education Offering

HELP -

Ministry Schaduler Tuition 1Q Administration

Funds Batches Pledges Posting ¥ Contribution List Giving History Import Reports Settings
Contribution List Good Shepherd Parish, Toledo
Contribution List Filters
Start Date End Date ParishSOFT Giving Only
07/27/2017 8 07/27/2018 B Vicw Contributions
0records || M S A& W S
Posting Date v Env # Name Amount Fund
O o7/27/2018 Cash, Loose $50.00 Loose collection
O o7/27/2018 5561 Simpsen, Charles and Miranda $50.00 Envelope collection
O o7/27/2018 4249 Spindler, Raymond and Kimberly $50.00 Envelope collection
O o7/27/2018 4249 Spindler, Raymond and Kimberly $50.00 Envelope collection
O o7/27/2018 864 Musller, Eric and Rebecca $50.00 Building Fund
O o7/27/2018 864 Musller, Eric and Rebecca $50.00 Envelope collection
O o7/27/2018 3330 Flatoff, John and Tracy $50.00 Building Fund
O o7/27/2018 1299 Hopp, Michael and Stacy $50.00 Envelope collection
O 07/27/2018 1368 Graf, Al and Eileen $50.00 Envelope collection
O 07/27/2018 5317 Rigden, Cathleen $50.00 Envelope collection
Page 1 of 42 (420 Records) 1234567 40 41 42 5]

4) Pl ease doubl e

check

t hat

CONTACT - HOME - SIGNOUT

Good Shepherd Parish, Toledo
Userl (Kimberly Spindler)

2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory
2018-07-27 Offertory

2018-07-27 Offertory
»

the réeort

header where it say¢ameas seen below. You should see an arrow pointing up
that indicates that the screen is now organized alphabetically A to Z via the
donors names. (the donor report will still group everything per the funds)

ParishsoFT

Home Family Directory

Family Suite

Religious Education Offering

Ministry Scheduler Tuition IQ

Giving History Import Reports

HELP -

Administration

Settings

Good Shepherd Parish, Toledo

Funds Batches Pledges Posting v Contribution List
Contribution List
Contribution List Filters
Start Date End Date ParishSOFT Giving Only
07/27/2017 B |07/27/2018 =]

10 records |+

B o+ i s /
Posting Date Env # Name,

[0 o02/o6/2018 34 Aaland-Smith, Thomas
[0 03/11/2018 34 Aaland-Smith, Thomas
[0 o04/23/2018 34 Aaland-Smith, Thomas
[0 o04/19/2018 34 Aaland-Smith, Thomas
[0 o04/19/2018 34 Aaland-Smith, Thomas

View Contributions

A Amount Fund

$0.00 Building Fund
$34.00 Offertory
$340.00 Offertory
$200.00 Easter
$50.00 Envelope

CONTACT

Good Shepherd Parish, Toledo
Userl (Kimberly Spindler)

- HOME - SIGN OUT

Offertory
Offertory

S

or



5) Likewise, one dditional area to note, if there is more than one batch on this date,
AND you only want to print a specific batch, you will want to enter in the batch
name in the white box, as seen below, undeBtteh header, to add another
filter/restriction to our rport.

In theexample below, there is only 11 postings in our batcherAsntering in the
batch name (exactly howattyped in), we see this restricted information, as seen
below.

ParishsoFt:

HELP - CONTACT - HOME - SIGN OUT

Good Shepherd Parish, Toledo
Userl (Kimberly Spindler)

Family Suite

Home Family Directory Religious Education Offering Ministry Scheduler Tuition 1Q Administration
Funds Batches Pledges Posting v Contribution List Giving History Import Reports Settings
Contribution List Good Shepherd Parish, Toledo \
Contribution List Filters
Start Date End Data ParishSOFT Giving Only
07/27/2017 & |07/27/2018 =] View Contributions
1W0records v H S A W 4 Quick Reports ¥
Posting Date Env # Name & Amount Fund Batch
2018-07-27
[ o07/27/2018 1129 Adams, Todd and Jane $50.00 Envelope collection 2018-07-27 Offertory
Fl Cash, Loose $50.00 Loose collection
O o7 1 3330 Flatoff, John and Tracy $50.00 Building Fund
[ o07/27/2018 1368 Graf, Al and Eileen $50.00 Envelope collection
[ o07/27/2018 1299 Hopp, Michael and Stacy $50.00 Envelope collection
O o7 884 Mugller, Eric and Rebecca $50.00 Building Fund
Fl 884 Mugller, Eric and Rebecca $50.00 Envelope collection
Fl 5317 Rigden, Cathlesn $50.00 Envelope collection
[ o07/27/201 5561 Simpson, Charles and Miranda $50.00 Envelope collection ¥
[ o07/27/2018 4249  Spindler, Raymond and Kimberly $50.00 Envelope collection y
3

Page 1 of 2 (11 Records) 123

6) Click on theQuick Reports < View Date Range Postingyou should see a
report with a total for our batch for this date

Diocese of Madison @ ParishSOFT Login P PS.CNSupport [J FastraxOnline % VIRTUS® Online " ParishSOFT Status @9 WoridClient

ParishsoFT

Home:

Imparted From [E

HELP - CONTACT - HOME - SIGNOUT

Good Shepherd Parish, Toledo
Userl (Kimberly Spindler)

Family Suite

Family Directory Religious Education Ministry Scheduler Tuition 1Q Administration

Reports

Offering

Funds | Batches | Pledges | Posting v | Contribution List | Giving History | Import Settings

Contribution List

Good Shepherd Parish, Toledo

Confribution List Filters

Start Date End Date ParishSOFT Giving Only
07/27/2017 B 07/27/2018 [ ] SR
Wreods v B S 4 @ 4
Posting Date Env # Name A Amount Fund
1129 Adams, Todd and Jane $50.00 Envelope collection
Cash, Loose $50.00 Loose collaction
3330 Flatoff, John and Tracy $50.00 Building Fund
1368 Graf, Al and Eileen $50.00 Envelope collection
1299 Hopp, Michasl and Stacy $50.00 Envelope collection
884 Mueller, Eric and Rebecca $50.00 Building Fund e
884 Mueller, Eric and Rebecca $50.00 Envelope collection fe
[ o7/27/2018 5317 Rigden, Cathleen $50.00 Envelope collection 2018-07-27 Offertory

7) You will see areport(a popupwindow, please checthat these are OK to show
for this website}hat will group all te donationgisted first via their fungdthen
alphabetically by family last name, for ease of reference in the fuRlease also



note that the totals for each fund along with the fund name are shown at the
bottom of each section. (seen highlighted ilo

& httpsi ; ilysuite.com/ReportViewers/ViewOfferingReport.aspx - Google Chrome [ s |

@ Secure | https://sandbox parishsoftfamilysuite.com/ g
& @ 85 Page 1 of 2 [ =] = PDF

Good Shepherd Parish
550 Clark Ave
Toledo, OH 43601

Date Range Postings
0712712017 - 0712712018

Fund : Building Fund

Family Envelope # Amount  Fund Pledge ID Check # Batch Date
Flatof,, John and Tracy 2330 350.00  Building Fund 1210886 2018-07-27 Offertory 07272018 I
Mueller, Eric and Rebecca 284 350.00  Building Fund 1210399 378 2018-07-27 Offertory 07272018

Summary : Building Fund 07/27/2015 - 07/27/2018

2 Contributions Total Given : $100.00 Average Contribution : $50.00
2 Families Average Family Total : $50.00

Fund : Envelope collection

Family Envelope # Amount  Fund Pledge ID Check # Batch Date

Adams, Todd and Jane 129 $50.00 Envelope collection 2018-07-27 Offertory 0712772018
Graf, Al and Eileen 1368 $50.00 Envelope collection 2018-07-27 Offertory 0712772018
Hopp. Michasl and Stacy 1298 $5000 Envelope collsction 2018-07-27 Offertory 0712712018
Mueller, Eric and Rebecca 884 $5000 Envelope collsction 3578 2018-07-27 Offertory 0712712018
Rigden, Cathlesn 5317 $5000 Envelope collsction 2018-07-27 Offertory 0712712018
Simpson, Charles and Miranda 5561 $5000 Envelope collsction 136 2018-07-27 Offertory 0712712018
Spindler, Raymond and Kimberly 4248 $5000 Envelope collsction 241 2018-07-27 Offertory 0712712018
Spindler, Raymond and Kimberly 4249 $50.00 Envelope collection Er2)) 2018-07-27 Offertory 0712772018

Summary : Envelope collection 07/27/2018 - 07/27/2018
8 Contributions Total Given : $400.00 Average Contribution : $50.00
7 Families Average Family Total : $57.14

Please note, that if you have multiple batches on that date randejo NOT
restrict the report by the batch name, you will see any/all postings on the date
range vy o u wteeinsagelaleouet tleey were trying to find all donations
across all batches on that posting date

8) Click the icon in the upper left corner to print the docaome

& =] % Page of 2 B A = PDF

Good Shepherd Parish
550 Clark Ave
Toledo, OH 43601

Date Range Postings
07/27/2017 - 07/27/2018

Fund : Building Fund b
Family Envelope # Amount  Fund Pledge ID Check# Batch |
Flatoff. John and Tracy 3330 $50.00 Building Fund 12103588 2018-07-27 Offertory

Mueller, Eric and Rebecca 854 $50.00 Building Fund 12103595 3575 2018-07-27 Offertory

Summary : Building Fund 07/27/2018 - 07/27/2018 [
2 Contributions Total Given : $100.00 Average Contribution : $50.00

2 Families Average Family Total : $50.00

9) To save the document as a PDF, click onShaeeicon indicated below to the left
of the document type that you are saving:



10)Depending on your internet browser, you should get a popup or document
notification asking you what to do with the PDFefi Click Open. If given the
options, as seen below, open the document in Adobe Acrobat reader then save it

into a permanent location on your computer.

Printing Batch reports before Committing:

After working on your batch in Quick Entry, if you d@figure out an error, you may
want to print a paper report to double check your work. Please follow the steps below to

print off that report.

1) If you close out of the Quick Entry screen and neegbartef your current listing
of postings, in order to find an error, you will see the batches in order on the main

Quick Entry posting batch detail area seen below:



