Printing off class lists for Registration day in Connect Now

1) First, log inb ConnectNowand you will be at your typical honsereen, similar
to the screen below:
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- CONTACT - HOME - 3IGN OUT
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connec OW Fam”y Suite Good Shepherd Parish, Lima
FOWERED BY PARISHEQFT Userl (Kimberly Spindler)
Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 9 Administration
Home Pictorial Directory Organization Directory Giving History
Home
Quick Links Suspense Activity
Hone Families With Suspense Activity (1) Show Details ¥
My Own Church
Member List

New Users In Suspense (1 Show Details ¥

2) Af t er setapuwduvaasses in the RE area, and the students in their classes,
whenyou click on theReligious Ed.tab and then go to ti&tudent Directory
you will see a screen similar to the one below: (you can note the number of
students in the classes on the left side)

HELP - CONTACT - HOME - SIGM OUT

—
connec OW Fam”y Suite Good Shepherd Parish, Lima
FOWERED BY FARISHEQFT Userl (Kimberly Spindler)

Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 1Q Administration

Dashboard Student Directory Classes Leaders Calendars Reports Tools v Configuration v

Student Directory Good Shepherd Parish. Lima
Class List ~ Calendar 2015/2016
Tarm: 2015/2016 - AZ A B CDETFGHTIIKLMNOGEPRQRSTUV W X Y 7
9 0 1 2 3 4 5 & 7 8 g CFiterCriteria: Filter Column: Student Name Clear Filter
View By: | Class ~ Ascending
+ AddStudents + B N ov Gic:@ S H List of Quick Reports v 25 records |+
2015/2016 Deselect All _ _
[ Student Name A Class Grade Birth Date Age M/F Family Last
Cl Students
ass uaen [ Altman, Lauren First Grade 1 09/19/2008 6 F Altman
1st Reconciliation 0
Parent/Student Mtg [0 Aschenbrenner, Brock  Kinder Class K 09/24/2009 5 M Aschenbrenner
First Grade 5 [ Aschenbrenner, Reese  Kinder Cass K 09/24/2009 5 F  Aschenbrenner
Kinder Class 3 O Bradiey, Barbara Fist Grade 1 03/11/2000 6 F  Bradey
Kindergarten o [] Flemming, Sloan Kinder dass K 06/03/2010 5 F  Flemming
Ministry Day - 2015 0
[0 Kube, Joel First Grade 1 08/22/2008 7 M Kube
Second Grade 0
[ sedlacek, Rile: First Grade 1 09/03/2008 6 F  Sedlacek
[ Wollet, Adyson First Grade 1 12/17/2008 6 F  Wollst

3) If you click on theReportsarea, under the main Religious E &t the top, you
will be taken to the following screen, where we will be printing off reports:



Connec‘ll@?v

HELP - CONTACT - HOME - SIGN OUT

Fami|y Suite Good Shepherd Parish, Lima
FOWERED BY PARISHEQFT Userl (Kimberly Spindler)
Home Family Directory Religious Ed. Offering Ministry Scheduler uition 1Q Administration
Dashboard Student Directory Classes Leaders Calendars Reports Tools v Configuration ¥

Religious Ed. Reports

Class Rosters & Schedules

Class Lists

Mailing Labels

Sacraments List

Class Attendance Sheets & Records

Good Shepherd Parish. Lima

Class Rosters & Schedules

Data Options:

Overview:

The overview shows general information about the dass.

Leaders: (@Standard

Mames Only (Door hanger)

Standard
Detailed (Standard + Parent Details)
Names Only (Door hanger)

Students:

(OHide

Schedules show the complete date and room schedule for the class.

Sorting Options:
Primary Sort: | Grade Name (Order defined in LookUp Management) v
Secondary Sort: Class Name (A to Z)

If classes have students in multiple grades, the classes will display under a heading titled *Multiple Grades"

Report Summary

The report summary provides the summary of the report selections as the first page of
the report.

Select Classes:
2015/2016 v

Term: Start f End: 09/20/2015 - 05/26/2016 Classes: 6

4) First, if we want a report that will show the Sacraments also, for when the

student s

side, indicated below:

register,
possibly get other details, we will click on ti8acrament Liston the upper left

so we can conf

rm

t hat



HELP - CONTACT - HOME - SIGN OUT

=
con“ecmow Fam”y Suite Good Shepherd Parish, Lima

POWERED BY PARISHSOFT Userl (Kimberly Spindler)

Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 1Q Administration

Dashboard Student Directory Classes Leaders Calendars Reports Tools v Configuration v

Religious Ed. Reports Good Shepherd Parish. Lima

Class Rosters & Schedules

Class Lists Ty

s Report Description
Mailing Labels B
- Sacraments List report shows the Student Name, DOB, Age, Grade, Primary Phone, Family Email and the status and

Sacraments List date for Baptism, Eucharist, Reconciliation, and Confirmation. You may optionally add rows of information with "Data
Class Attendance Sheets & Records Options™

Data Options:

e R Addds a row for each shudent with the home address.

Paenone Adds a row for each student with parent’s names, cell phone numbers and email

add =3

Sorting Options:
Primary Sort: | Grade Name (Order defined in LookUp Management) v
Secondary Sort: Class Name (A to Z)}

If classes have students in multiple grades, the classes will display under a heading titled "Multiple Grades"

Select Classes:
Term: 2015/2016 v Start / End: 09/20/2015 - 05/26/2016 Classes: &

Classes:  All Classes in Term v

Generate Report

5) The screen will now show a different set of options and it will also show that
youodr e wor Bacrangentwstds beert irhtlee circled area abov

6) For the differenData Optionsin the middle of the screen, select what you wish
to see. On the report we are printing, we want to see the home address and the
parentds information



— HELP - CONTACT - HOME - SIGM OUT
:\ . -
connec ow Fam”y SUIte Good Shepherd Parish, Lima
FOWERED BY RARISHEOET Userl (Kimberly Spindler)
Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 1Q Administration
Dashboard Student Directory Classes Leaders Calendars Reports Tools Configuration ¥

Religious Ed. Reports

Class Rosters & Schedules

Class Lists

Mailing Labels
Sacraments List
Class Attendance Shests & Records

Good Shepherd Parish. Lima
Sacraments List

Report Description
Sacraments List report shows the Student Name, DOB, Age, Grade, Primary Phone, Family Email and the status and
date for Baptism, Eucharist, Reconciliation, and Confirmation. You may optionally add rows of information with "Data
Options”.

Data Options:

Address Row:

Adds a row for each student with the home address.

b=t Rove Adds 2 row for each student with parent's names, cell phone numbers and email
addresses.

Sorting Options:

Primary Sort: | Students List Only v

If classes have students in multiple grades, the classes will display under a heading titled "Multiple: Grades"

Select Classes:

Term: 2015/2016 v Start / End: 09/20/2015 - 05/26/2016 Classes: 6

Classes: All Classes in Term v

Generate Report

7) Select your options fdBorting and specify the Term and ClasseseitieSelect
Classesarea. In our example, since we are only part way through registration,

and

selected the option under tidassesd r o p d o wn

weodr e

onl vy t he

nsel

registering
to

only selecting the classes right now with students in them:

Kindergard
ecto our c



Sorting Options:
Primary Sort: | Students List Only

If classes have students in multiple grades, the dasses will display under a heading titled "Multiple Grades"

Select Classes:
Term: 2015/2016

Classes: |Selected Classes

Classes

View By; | Classes

Class

1st Reconciliation
Parent/Student Mtg

First Grade

Kinder Class
Kindergarten
Ministry Day - 2015

60000 ¢

Second Grade

Total Students: 8

v

Start / End: 09/20/2015 - 05/26/2016 Classes: 6

Selected Classes
v Class Students
@ First Grade g
Students
@  Kinder Class 3
0
3
3
0
0
0
Total Selected Classes: 2 Total Students: &

Generate Report

8) Finally, click theGenerate Reportbutton and you will see a report similar to the

one seen below:



& Identified by DigiCert

Sacraments List

of

Page 1

o -

Term: 2015/2016 Sort: Students

‘ Sacraments List
| Good Shepherd Parish | Lima, OH
| Term: 2015/2016 Sort: Students

inder Class (Students: 3)

Kube, Joel

‘ O

Student DOB Age Grade Primary Ph. Family Email Baptism Eucharist Reconciliation  Confirmation
0912472009 | 5 | K ‘ 555-2222 |demn@parishsoﬂ com | - ‘ O ‘ O | O
A Brock Addi 4123 Kingsmoor Dr, Ann Arbor, M1, 43108
Parents: Brock Aschenbrenner (Father) Cell: 555-8090 Libby Aschenbrenner (Mother) Cell: 555-9090
09/24/2009 | 5 | K ‘ 555.2222 |dema@parishso1't.com | = ‘ O ‘ Il | Il
Reese Add 4123 Kingsmoor Or, Ann Arbor, M1, 48108
Parents: Brock Aschenbrenner (Father) Cell: 555-9080  Libby Aschenbrenner (Mother) Cell: 555-9090
Pl K | B E L E
Flemming, Sloan
Address: 969 Acapuko St, Laguna Beach, CA, 52651
irst Grade (Students: 3)
Student DOB Age Grade Primary Ph. Family Email Baptism Eucharist Reconciliation  Confirmation
08/19/2008 | & ‘ 1 555-2222 ‘ ‘ | ‘ | ‘ O ‘ O
Altman, Lauren
Address: 4740 Harvest Ln, Ann Arbor. M, 48108
03/11/2009 | 6 1 555-2222 demo@parishsoft.com ‘ D ‘ D ‘ D ‘ D
Bradley, Barbara
Address: 2840 N McCord Rd, Ann Arbor, MI, 45108
08222008 (7 1 555-2222

Address: 4133 Stannard Dr, Ann Arbor, M, 45103

Print Date: ©o8/26/2015

Good Shepherd Parish (Lima, OH)

Page 1 of 2

®100% ~

9) You can choose to print off this report via the standard print options in the upper
left side or you can choose to save this report to a Excel document (and adjust the
report from there) or to a PDF or a MS Word document (by selecting RFT)

Further Edits on the Class List

100l f you wish to

adj ust

and

i a dtd Bxcemo r e

Click the XLS in the upper right dropdown menu and then click on the Save icon

(seen below).

t




|| Sacraments List Term: 2015/2016 Sort: Smdents

- Export a report and save it
Sacraments List |
Good Shepherd Parish | Lima, OH |
| Term: 2015/2016 Sort: Students (l
Kinder Class (Students: 3)
Student DOB Age Grade Primary Ph. Family Email Baptism Eucharist Reconciliation  Confirmation
082412008 | 3 ‘ K | 555.2002 |demu@pafshsuﬂ com — | O | O | O
Aschenbrenner, Brock | Address: 4123 Kingsmoor D, Ann Arbor, M1, 48108
Parents: Brock Aschenbrenner (Father) Cell: 555-8050  Libby Aschenbrenner (Mother) Cell: 5556080
082412008 | 5 ‘ K | 5552272 |demu@pamhsnn,mm | = | O | O | O
Aschenbrenner, Reese | Address: 4123 Kingsmoor Br, Ann Arbor, M1, 48108
Parents: Brock Aschenbrenner (Father) Cell: 5559050 Libby Aschenbrenner (Mother) Cell: 5556080
moao [s |« | o o o o
Flemming, Sloan
Address: 969 Acapulco St, Laguna Beach, CA, 92651
rst Grade (Students: 5)
Student DoB Age Grade Primary Ph. Family Email Baptism Eucharist Reconciliation Confirmation
081972008 ‘ 1 5552222 | | O | O | O | O
Altman, Lauren
Address: 474D Harvest Ln, Ann Arbor, M1, 48108
031172008 | B ‘ 1 555.2222 demo@parishsoft com | O | O | O | O
Bradley, Barbara
Address: 2940 N McCord Rd, Ann Arbor, MI, 48108
0812212008 |7 ‘ 1 | 555-2222 | | O | O | O | O
Kube, Joel
Address: 4133 Stannard Br, Ann Arbor, M1, 48108
Print Date: 08/26/204: Good Shepherd Parish (Lima, OH) Page 1 of 2
Do you want to open or save Class_SacramentsList.xls (37.6 KB) from connectnow.parishsoft.com? Open Save |v| Cancel v
@ -

11)You will then be directed to open the document or save it. Clgdn and you

will see a document similar to the one listed below:
FA™ et T ncramen Lot TProtected Vicw e Wigronort Excal o] (e ) |

Home Insert Page Layout Formulas Data Review View AddIns

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details, 9 ‘

Al - |

B © E[FG 1 [KI[LM N ol _a R TI V. _WYi AA [ACH  AE  UAHAAKALAML AP AQ AR AS AT AJ
1 Isacraments List Term: 2015/2016 Sort: Studer
2 Sacraments List
3 Good Shepherd Parish | Lima, OH
/ Term: 2015/2016 Sort: Students
5
6 Kinder Class (Students: 3)
i
3 Student Do Age  Grade Primary Ph. Family Email Baptism Eucharist Reconciliation  Confirmation
10 097242009 ‘5 ‘ K |55sm ‘uemn@uarsnsun com ‘@ — ‘D ‘D ‘D

12 Aschenbrenner, Brock |Address: 4123 Kingsmoor Dr, Ann Arbor, M, 48108

13 Parents: Brock Aschenbrenner (Father) Cel: 555-9090  Libby Aschenbrenner (HMother) Cell 555-9080

15 0912412009 ‘5 ‘ K |55€»m ‘uem@wvshwﬂ com ‘ E - ‘ O ‘ O ‘ u]

17 Aschenbrenner, Reese |Address: 4123 Kingsmoor Dr, Ann Arbor, M, 48108

18 Parents: Brock Aschenbrenner (Father) Cel: 555-9090  Lisby Aschenbrenner (Mother) Celt 555-8090 =
20 080372010 |5 K | ‘ ‘ O ‘D ‘D ‘D
21 Fiemming, sican
Address: 969 Acapulco S1, Laguna Beach, CA, 92651
2
23
24 First Grade (Students: 5)
2
26 Student 0B Age  Grade Primary Ph. Family Email Baptism Eucharist Reconciliation  Confirmation
ﬁg 091912008 |6 ‘ 1 555-2222 ‘ ‘D ‘I:I ‘I:I ‘I:I

Altman, Lauren
Address: 4740 Harvest Ln, Ann Arbor, M, 48108

30
2 0311112008 |6 ‘ i |55£>m ‘d!mn@p-!nshmﬂ com ‘ O ‘D ‘D ‘D
3 ractey, Barbara
” [Address: 2940 N lcCord Rd, Ann Arbor, M, 45108
36 0812272008 ‘7 ‘ 1 5552222 ‘ ‘D ‘I:I ‘I:I ‘I:I T
I kube, Joet
- (Address: 4133 Stannard Dr, Ann Arbor, M, 43108
@ 0910312008 |6 ‘ 1 552022 ‘Uﬁm@wmhwﬂ com ‘ [} ‘D ‘D ‘D
Sedlacek Bilew ~
w ST St E
Ready |

12)Click theEnable Editing in the protected view area, so you can continue to edit
the document:



13)I n the example above, wedd |ike to add
$65 doll ars along with a box for Check
right side of where th€onfirmatonc ol umn i s, and add i n a
on thearea to the right of the Underline icon, and then selecting the option of
Outside Borders. Next , weol |l c¢click on the box to
box and type in our fst payment amount.

L1l — Ulass_SacramentsList.xis [Kead-Unly] [Lompatibility Mode] = MICrosoft Excel "™
Home | Insert  Pagelayout  Formulas  Data  Review  View  AddIns
" = — ' — ] == R FEFT
& Cut sl -0 A A (=] o | SiwmapTen General - }E ﬁjﬂ Normal Bad o= [ E Au
3 copy ~ £+ = @ Fin
- |[FER EPATE B . -9 <8 ;99 | Conditional Format Insert Delete Format
F Format painter B 7 U - A S | [ Merge & Center $ % v %G 5% Fnﬂrr"na't;::‘r;ﬂv asl};’mv Good Neutral || e eleieftonma 20
Clipboard Fc Borders lgnment . Number Styles Cells
| AP10 - £ | Bottom Border
B E E[F G| = TepBorder o Q R TI v MYi AA [Ac) KALAM AP AQ AR AS
1 |SacramentsList | [ LeftBorder Term s
s | Bight Border acraments List
Ho Bord : :
3 | HoBorder pherd Parish | Lima, OH
A &Nl Borders
4 [ Outside Borders 2015/2016 Sort: Students
5 [ Ihick Box Border
& Kinder Class
v L Bottom Double Border
g  Student Doe A 5 Thick Bottom Border Family Email Baptism Eucharist Reconciliation  Confirmation
10 0972412009 |5 T Top ang Battom Border |nemn@pmnsm com ‘ — ‘ O ‘ O ‘ O 530
12 Aschenbrenner, Brock |Address: 412 = 10p and Thick Bottom Border
13 Parents: Brock| = 0P and Double Bottom BOrder b ucchenbrenner (Mother) Cell S55-9080
15 terar00g |g Draw Borders |¢amn@uarsnsnﬂ com ‘ = ‘ 0 ‘ 0 ‘ 0
& DrawBorder
47 Aschenbrenner, Reese |Address: 412
F——— # DrawBorderGrid
18 Parcnls Brock e bby Aschenbrenner (Molher) Cell 555-3090
2 semar0t0 | <2 Line Color N | O ‘D ‘D ‘D
21 Flemming, Sioan ine Sty N
22 Address: 559
g3 & MoreBorders.,
24 First Grade (Students: 5)
P
26 Student DOB Age  Grade Primary Ph. Family Email Baptism Eucharist Reconciliation ~ Confirmation
28 09192008 |6 1 |55572222 | ‘ O ‘ ] ‘ ] ‘ ]
29 atman, Lauren
- Address: 4740 Harvest Ln, Ann Arbor, M, 43108
32 0311172009 ‘s | 1 |55&m |demn@parshsnﬁ com ‘ O ‘ O ‘ O ‘ O

14)Clicking off the boxes, we can see the information we added. If we want to align
the contents of the contents of a box, (as seen in the $30) below,

- _ S — —
Hd9-c-= - W ——— Y Class_SacramentsListads [Read-Only] [Compatibility Mode] = Microsoft Excel T

Home | Insert  Pagelayout  Formulas  Data  Review  View  Addns

& cut — ) T T S
Arial - 10 B = Wrap Text General - L ' Normal Bad ||
Past: el 0 .00 (Q:A\Fﬂ‘t d 1 = IJRD{ Fﬂ
aste o o B 3 o -y @ % | Condttional Forma nsert Delete Forn
e g omatpanter B 1 U Smergeacenr - | § - % » | Conamions) Format | Goo Neutral 7| Inse e m
Clipboard Font Alignment 3 Number = Styles cells
I AP15 - 5
B c E[FG | [ KI[LIM N 0 Q R TI v Myi asn [Ack  AE  aHalakalav] AP AQ AR
1 | Sacraments List Term: 2015/2016 Sort: Students
2 Sacraments List
3 Good Shepherd Parish | Lima, OH
4 Term: 2015/2016 Sort: Students
5
¢ Kinder Class (Students: 3)
i
g Student DOB Age  Grade Primary Ph. Family Email Baptism Eucharist Reconciliation ~ Confirmation
10 09/2472008 |5 ‘ K ‘demn@par\shsnncnm | - ‘ O ‘ O ‘ O 530
47 Aschenbrenner, Brock |Address: 4123 Kingsmoor Dr, Ann Arbol
13 Parents: Brock Aschenbrenner (Father) Cel: 555-9080  Libby Aschenbrenner (Mother) Cell:
15 0872412008 ‘5 ‘ K ‘sssm ‘demD@DErEhsDﬁ.cnm - ‘ O ‘ O ‘ O
17 Aschenbrenner, Reese | Address: 4123 Kingsmoor Dr, Ann Arbor, M, 48108
18 Parents: Brock Aschenbrenner (Father) Cel: §55-9090  Libby Aschenbrenner (Mother) Cell 555-9090
20 08/032010 |5 K D D D D
21 Flemming, Sloan

15 Then we 6l | sel ect t hainthdmerubaabonedo atignti c k o n
to the left side of the box. (séelow)



16)Fi nal ly, weol I Acopyo those cells to othe
to see:

17 Then adjust the contents of the cells to



