
FamilySuite User Guide
For Parish Bookkeepers
Parishes can increase offertory 
income by using FamilySuite 
data to analyze:

• Who/how many are the parish’s biggest 
donors?

• How many parishioners give above or below 
the average contribution?

• Which parishioners have made no 
contributions?  Why not?

• What variations in specific parishioner giving 
explains the overall change in offertory 
income?
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A. Overview

• Offertory is the biggest source of funds for most parishes
• Understanding trends in offertory giving is key to the sustainability of the

parish
• FamilySuite enables the parish to understand offertory giving at the

individual contributor level
• All contributions and donations should be entered into donor accounts in

FamilySuite
• The bookkeeper should routinely produce and analyze offertory trend

reports from FamilySuite for review by the pastor and the Finance Council
• The pastor should use the reporting to plan his interactions with

parishioners to encourage offertory giving and express gratitude
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B. Key internal controls

• No individual should have responsibility for both cash handling and
recordkeeping. For example,

• Offertory counter who handles cash should not enter donations into FamilySuite
• Individual who enters donations into FamilySuite should use empty envelopes or other

documents, not actual undeposited checks
• Individual with FamilySuite responsibility should not participate in the offertory count or the

handling of donations/contributions delivered or mailed to the parish office
• The Pastor or bookkeeper should periodically review the FamilySuite contribution record of

the individual who enters contribution data into the system to verify the contributions are
bona fide

• Volunteers and employees who have access to parishioner donations and
donation records should sign the archdiocese confidentiality agreement

• Offertory donations in FamilySuite should be reconciled to offertory income in
ParishSoft Accounting
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https://adw.org/wp-content/uploads/sites/2/2019/02/Confidentiality-agreements-for-employees-and-volunteers.pdf


1.  In Administration Tab, Click Manage Staff to display the Staff List page

2.  In the toolbar, click +

3.  Type your search criteria. Then, click Search

Note: If you see the name of the individual you want to add, it means 
that the software located a member record for the individual in the 
database 

4. Select the member by marking the radio bullet to the left of the name

5.  Click Accept.

C.1.  Parish administrator for FamilySuite adds the bookkeeper
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6.  Click OK to dismiss the message

Note: If the software added the member to 
your staff, the new Staff Record is displayed 

Helpful links 

PSFS Administration - Manage Staff: How to add positions to and remove 
positions from a staff member's record

What the different staff permissions mean
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C.1.  Parish administrator for FamilySuite adds the bookkeeper

7.  Click Edit Details to switch to edit mode and add the 
required information for this staff

https://support.parishsoft.com/hc/en-us/related/click?data=BAh7CjobZGVzdGluYXRpb25fYXJ0aWNsZV9pZGwrCMASnsYaADoYcmVmZXJyZXJfYXJ0aWNsZV9pZGwrCKfBncYaADoLbG9jYWxlSSIKZW4tdXMGOgZFVDoIdXJsSSIBii9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDEzOTc5NTItUFNGUy1BZG1pbmlzdHJhdGlvbi1NYW5hZ2UtU3RhZmYtSG93LXRvLWFkZC1wb3NpdGlvbnMtdG8tYW5kLXJlbW92ZS1wb3NpdGlvbnMtZnJvbS1hLXN0YWZmLW1lbWJlci1zLXJlY29yZAY7CFQ6CXJhbmtpCA%3D%3D--39253de824e918b30befd1a30db1b3450c4a7df2
https://support.parishsoft.com/hc/en-us/related/click?data=BAh7CjobZGVzdGluYXRpb25fYXJ0aWNsZV9pZGwrCMASnsYaADoYcmVmZXJyZXJfYXJ0aWNsZV9pZGwrCKfBncYaADoLbG9jYWxlSSIKZW4tdXMGOgZFVDoIdXJsSSIBii9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDEzOTc5NTItUFNGUy1BZG1pbmlzdHJhdGlvbi1NYW5hZ2UtU3RhZmYtSG93LXRvLWFkZC1wb3NpdGlvbnMtdG8tYW5kLXJlbW92ZS1wb3NpdGlvbnMtZnJvbS1hLXN0YWZmLW1lbWJlci1zLXJlY29yZAY7CFQ6CXJhbmtpCA%3D%3D--39253de824e918b30befd1a30db1b3450c4a7df2
https://support.parishsoft.com/hc/en-us/articles/115003678211


D.2. Dollar Range Report

7

How many donors and 
what percentage of 
total donors give at 
each of the pre-set 
dollar levels?

Publish the Dollar Range Report to parishioners 
once each year to encourage an increase in giving



D.2. Dollar Range Report
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•Go to the Analysis Reports page.Using
the Navigator Bar, select Reports →
Analysis.
-or-
•Using the Reports Card, select Analysis.

Select the Dollar Range report.

Select the fund or funds on which you wish to report. Then, 
click Analysis Filters in the center top of the screen or click Next 
in the lower-left corner of the page to display the Analysis 
Filters page.



D.2. Dollar Range Report
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On the Analysis Filters screen: select from each of the 
filters then click Report Filters in the upper right or 
Next.
Select the Family Registration status: Both, Yes, No
Select the Family Workgroup if this applies, or leave it 
blank to select all.
Select one or more Family Groups.

•On the Report Filters page, fill out each field to 
narrow down the results to the records that you 
would like to analyze.When ready, click the Run 
Report link at the bottom left.

D.2. Dollar Range Report
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Select between PDF and Excel for the report output.

Example of the Excel Report

Example of the PDF report
D.2. Dollar Range Report

https://support.parishsoft.com/hc/en-us/articles/360054379791-PSFS-Offering-Reports-Analysis-Reports-How-to-run-a-Dollar-Range-Report#E1


D.2. Dollar Range Report
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75% of donors believe
they give more or the
same as others, but 72%
of donors give less than
the average

Blackbaud Institute, 2018

Children love to ask their parents “which step are we on?”

Take the Next Step poster created by ADW Development using the Dollar Range Report 



D.3. Three Year Summary Report

Who are the largest donors?
How have their donations 
varied over the last three 
years?
How does the Pastor interact 
with donors to encourage 
giving?

Publish the Three Year Summary Report every year to help the 
pastor plan his interaction with donors to encourage giving
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D.3. Three Year Summary Report
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1. Go to the Analysis Reports page.
• Using the Navigator Bar, select Reports → Analysis.

2. Select the Contribution History by Donor report.

3. Select the fund or funds on which you wish to report. 
Then, click Analysis Filters in the center top of the screen or 
click Next in the lower-left corner of the page to display the 

Analysis Filters page.



D.3. Three Year Summary Report
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4. On the Analysis Filters screen: select from each of the filters then click Report Filters in the upper 
right or Next.

Select the Family Registration status: Both, Yes, No

Select the Family Workgroup if this applies, or leave it blank to select all.

Select one or more Family Groups.

5. On the Report Filters page, fill out each field to 
narrow down the results to the records that you would 
like to analyze.
•When ready, click the Run Report link at the bottom 
left.
Image of report filters

6. Select between PDF and Excel for the report 
output.



D.4. Contribution query for a custom date range
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How to view a report that 
will provides a list of the 
top givers during a specify 
date range.

The report displays Families 
Envelope Number, Name 
and the total contribution, 
and sorts the results 
alphabetically or by 
contribution amount.



1.  Click the IQ Tab 

2.  My Queries

3.  Click the Query Tags twice to display all of the tags in ascending   
order  

4.  Select the query, then click Open

7.  Click Query Results export the results to a .csv file, 
then

select the Export to CSV option.

5.  Edit the date range

6.  Click Execute Query to run the query.

8. Save the .csv file to your local hard drive

9. Open the file in Excel and make changes, if necessary
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D.4. Contribution query for a custom date range
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