
ParishSOFT Accounting 

Pastors User Guide 

1

Parish and School Financial Operations    September 2018 



2

Table of Contents

• Statement of Financial Position                        4-5
What is our cash balance?  What bills are unpaid?

• Statement of Activities 6-12
What are our actual expenses vs. budget?  Vs last year?

• Account Audit Report                                       13-17
What detail is recorded in this account?

• Vendor Audit Report                                         18-22
How much did we pay this vendor?

• Export a vendor list in dollar order                   23-33
How much do we spend on vendors, sorted high to low?

• Bank Reconciliation Report                               34-39
Are all banking transactions correctly recorded in our records?

Parish financial reports are produced on a monthly basis by the parish 
bookkeeper. 

This guide is designed to help Pastors run their own reports, as needed, to 
help answer key questions about the parish financial condition.  



System Access

 The ParishSOFT Accounting system resides in the cloud at
https://washington.parishsoftaccounting.com

 Each Pastor (and Administrator) has a user log-on which generally follows the 
pattern:  LastnameFirstInitial123 (where 123 is the parish number). Passwords are 
assigned to each user by ADW IT.

 At the first log-in, the system will require the user to change the password.

 Forgotten passwords can be re-set, upon request, by emailing WilsonR@adw.org. 
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https://washington.parishsoftaccounting.com/


1. Select the Ledger and Payables tab then click  2. Click Statements  

Statement of Financial Position

This report shows the assets of the parish (cash, investments, fixed assets, 
etc.) and the liabilities (unpaid bills to vendors, etc.)  

The report also shows Restricted and Endowment Fund balances.
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5.     Click the Down Arrow to display a list of options. 
Then, select the information you want   
to display in that columns of the report. 6.   Click                               to view the report in the 

Report Viewer.
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4.    Select an entity.  (By default, all entities are 
selected.) 

3.   Select Statement of Financial Position 



Statement of Activities

 Statement of Activities is also known as the Income Statement or the Profit & 
Loss.

 The two main sections to a statement of activities are revenue and expenses.

 Statement of activities summarizes what happened during a month, quarter, 
or complete year. 

 It also shows the net profit or loss that the parish incurred over a specific 
period.
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1.   Select the Ledger and Payables tab.

7

How to run Statement of Activities 
Report?



1.   Click                to display the report menus
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2. Click Statements 



3.  Click Statement of Activities 

9



4.   Select fiscal month and year you want to report on.

5.   Select an entity.  (By default, all entities are selected.) 

6.  Select an account. (By default, all accounts are included.)
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7.    Click the Down Arrow to display a list of options. Then, select the information you want   
to display in that columns of the report.
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Hint:  these custom column 
choices allow for a comparison of 
various time periods as well as 
actual to budget.



8.    Select the desired option for Report Format.

9.   Select those that you want to apply
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11.   Click                         to view the report in the Report Viewer.

The report can then be printed and/or saved.



Account Audit Report 

 Shows all of the detailed entries to a selected general ledger account.

 Answers the question – what is recorded in this account?

 Helps spot out-of-control spending so curtailments can be made to improve the parish 
financial health.

 Can prove whether a revenue account is made up of actual cash deposits or just 
journal entries.
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How to run Account Audit Report?

1. Select the Ledger and Payables tab.



2. Click

3. Click Accounts
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4.   Select Account Audit  

16



5.   Select one of the Date Range options.

6.  Click the Down Arrow button to select Account Code 

7.   Click                         to view the report in the Report Viewer.
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Vendor Audit Report

 Shows the dollar amounts that have been paid to the vendor in the specified 
time period. 

 Shows the date a vendor or service provider invoice is entered and the date 
the invoice is paid.

 Shows what has already been paid and what remains open for payment for the 
month.
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1. Select the Ledger and Payables tab.

How to run Vendor Audit Report?



2.  Click 
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3. Click Vendors
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4.   Select Vendor Audit  
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6.  Select a vendor. (By default, all vendors are included.)

5.   Select one of the Date Range options.

7.   Click                         to view the report in the Report Viewer.



Vendor List Report 

 Shows all vendor records that have been entered into the database.

 Sort by Vendor Name, Vendor Balance and Vendor phone number.

 Answers the question – to which of our vendors do we pay the most money?
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1. Select the Ledger and Payables tab.

How to export vendor list and sort by 
dollar amount?
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2.  Click 

3. Click Vendors
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4.   Select Basic List. 
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5.  Select a vendor. (By default, all vendors are included.)

6. Click                         to view the report in the Report Viewer.

7. Click the Down Arrow to display a list of options. Then, select Csv.
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8.  Click Save

9.  Write the name of the File.  
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10. Click Save File. Then, select OK
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11. Click the search windows icon  

12. Enter the name of the file. Then, select your file name.    
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13. Select the range of cells. 
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14. Select the Data tab, then click the sort command

15. From the Sort by dropdown, select 
column F.

16. From the Sort on dropdown, select Values.
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17. From the Order dropdown, select Largest to Smallest. Then click OK

18. The data in the spreadsheet will be organized in dollar order from high to low.



Bank Reconciliation

 Shows the amount of cash per the bank statement less checks written before 
month end that did not clear before month end and plus deposits in transit at 
month end.

 Shows how much cash you actually have available to spend (bank balance less 
uncleared checks and deposits).

 Shows whether the reconciliation was completed on a timely basis each 
month (should be completed within several weeks after month end)
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1. Select the Ledger and Payables tab.
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How to run Bank Reconciliation Report?



2. Click

3. Click Transactions
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4. Click Bank Reconciliation Report 
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5.   Select the name of the statement you want to view. 
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6.    Click                         to display the report in the Report Viewer



7.    If desired, print the report.
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Hint:  Uncleared checks 
and deposits should be 
dated within the last 
few weeks of the 
month.  

Older items should be 
researched and 
explained by the 
bookkeeper.


	ParishSOFT Accounting ��Pastors User Guide 
	Slide Number 2
	System Access
	Select the Ledger and Payables tab then click  
	Slide Number 5
	Statement of Activities
	1.   Select the Ledger and Payables tab.
	1.   Click                to display the report menus�
	3.  Click Statement of Activities 
	4.   Select fiscal month and year you want to report on.�
	7.    Click the Down Arrow to display a list of options. Then, select the information you want   �        to display in that columns of the report.�
	  8.    Select the desired option for Report Format.
	Account Audit Report 
	Select the Ledger and Payables tab.
	Slide Number 15
	Slide Number 16
	 5.   Select one of the Date Range options.
	Vendor Audit Report
	Select the Ledger and Payables tab.
	2.  Click 
	Slide Number 21
	 5.   Select one of the Date Range options.
	Vendor List Report 
	Select the Ledger and Payables tab.
	2.  Click 
	4.   Select Basic List. 
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Bank Reconciliation
	Select the Ledger and Payables tab.
	Slide Number 36
	4. Click Bank Reconciliation Report 
	Slide Number 38
	Slide Number 39

