Saving Grid Layout Preferences for Family Directory Screen

1. Log into ParishSOFT online and you should be at the main Home screen.

HELP - CONTACT - HOME - SIGNOUT

ParishsoFt Family Suite Good Shepherd Parih, Toledo

Userl (Kimberly Spindler)

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

Home Pictorial Directory Organization Directory Giving History Start Page Settings

Home
Quick Links Suspense Activity
Home
My Own Church Notifications
Family List o o P
Member List D.rgamzatlon Notifications IZ\
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All Saints Parish, Rossford 4
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2. Click on the Family Diréétblrr)'/ t'ab.' Your screen should appear similar to below:
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[C] Family A Envelope # E-Mail Address Primary Phone Primary Address City
[0 Aaland, Thomas Iwaterbury@parishsoft.com 1234578 555 Notta Street Ann Arbor
[0 Aaron-Jabberwocky, René bmealinden@parishsoft.com 123 N Main St Ann Arbor
[ Aasen, Kathy 987654321 555-2222 123 5 Main 5t Ann Arbor
[0 Aasen, Nancy 555-2222 - No Address-Text On File - Ann Arbor
[0 Abera, JudyAnn 555-2222 5739 Cayo Costa Park Ct Jacksonville

3. Next, click the Filter icon, which is indicated below.
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[] Family A Envelope # E-Mail Address Primary Phone Primary Address City
[0 aalend, Thomas Iwaterbury@parishsoft.com 1234578 555 Notta Street Ann Arbor
[0 Aaron-Jabberwocky, René bmcalinden@parishsoft.com 123 N Main St Ann Arbor
4. You will see the following filter popup, similar to below.
Filter
Membership: |Bath v Famity Work Groups
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5. To the right of the Membership and Family Group designations, there is a yellow
star. First, click the drop down arrow for Membership and select what you would like
the default to be. Then, after the default is selected, click the yellow star. You will
get a message similar to below:



Saved ‘Registerad’ as the default.

6. After you have set the default filter, whenever you go from one screen in ParishSOFT
BACK to the Family List, your default filter will apply. The screen shot below shows
the view of the Family List after going away and moving back to the Family List.
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[F] Family A Envelope # E-Mail Address Primary Phone Primary Address City
[0 Abler, Tracey 6491 Abler@demoemaileddress.com 555-2222 - Mo Address-Text On File - Detroit
[0 abt, Shidey 555-2222 - Mo Address-Text On File - Ann Arbor
[0 Achterberg, Dean and Marci 1125 555-2222 356 Lerner Ave Clawson
[0 Adam, Kevin 6367 555-2222 4006 Vermaas Ave Ann Arbor
[0 Adams, David and Jen 2545 Adams@demoemailaddress.con 555-2222 1910 Chalice Way Ann Arbor
[0 Adams, Mary 5541 555-2222 4254 Stannard Dr Ann Arbor
[0 Adams. Todd and Jane 1129 555-2222 6059 Needle Rock Ct Ann Arbor
[0 Adamski. Frank and MarvAnn 8914 Adamski@demoemaiaddress.cc 555-2222 2602 Isha Laye Way Ann Arbor
[ Ahles, Richard and Betty 957 555-2222 5141 Corey Rd Ann Arbor
[ Aland, Donald and Cynthia 5233 555-2222 2403 Lost Creek Dr Ann Arbor
< I r

In the example above, the “Registered/Active” families are shown as that is my
default that was set.

Note: Please be aware that if you frequently view those families that are NOT listed
in your default filter, you will need to clear the filter by clicking the filter icon with
the red x, which will bring you back to ALL the records, regardless of the pre-set
filter.



