This recorded training session provides the foundation for Connect Now 1Q.

FamilySuite User Guide
For Parish Bookkeepers

Parishes can increase offertory
income by using FamilySuite INTELLIGENT QUERY

ParishgOFT | Family suite

Intelligent Query
data to analyze: R ik e s P
* Who/how many are the parish’s biggest -
donors?
* How many parishioners give above or below s
the average contribution? Famy DU [Add new cobumn)
. . . Fand DUIL L3 = % Page |1 of 1 Csvi
* Which parishioners have made no  Down Payment Holy Trinity
contributions? Why not? 123 Main St. -
Matching Gift Compary 1L . MHT
* What variations in specific parishioner giving o Eﬁ“_’:‘f 051“:]“1";:‘;“1?;"201? Text
explains the overall change in offertory PSR- All Famiies -
. —., | Total Given Range : $0.01 - (no max) -
Income? \X | All Groups
11 Funds Selected
Env # Name(s) Address Home Phone Total
1234 Aazland Thomas 2516 Aldringham Rd Ypsilanti, MI 43197 5551111 51,100.00
Parish and School Financial Operaﬂons February 2020 gaat Abler Jason and Tracey 5048 Rudgate Bivd Ann Arbor, MI 48108 §55-2222 51.470.00
2801 Abney Greg and Barb 4632 Wyndwood Dr Ann Arbor, Ml 43105 555-2222 5150.00
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A. Overview

e 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

e 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



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

e Offertory donations in FamilySuite should be reconciled to offertory income in
ParishSoft Accounting



https://adw.org/wp-content/uploads/sites/2/2019/02/Confidentiality-agreements-for-employees-and-volunteers.pdf

C.1. Parish administrator for FamilySuite adds the bookkeeper

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

i = . = St. Mary, G Foint
ParishsOoFi Family Suite User10 (Kimberly Spindler)

Home Family Directory Religious Education Offering Ministry Scheduler Tuition i8]
Suspense v Lookups System Setup w QOrganizations Manage Staff Module Settinags Utilitias w Merge Motifications

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

2. In the toolbar, click +

Staﬁ |-|St SE. Mary, Grosse Ponte r database
E R TR R S e S 4. Select the member by marking the radio bullet to the left of the name
4 0 1 7 3 4 5 & 7 8 % FiterCriteria:None Fiter Column: Name Ascending Clear Fiter
10records v H 4] Ty *@i e v Member SE'EIFCh
Last Mame® | gmith
. . . First Mame: |5 [ h
3. Type your search criteria. Then, click Search Jemes
Member Hame First Hame Last Hame EmailAddress Address City
Find Member @Smith,:lames i James Smith James@demoemailz 123 Main 5t Hous
Organization: - () smith, James James Smith 10105 Westake Cir Belle
1 Smith. Tames lames Srmith 1723 Main Strest Rock

Last Name? |mith .
First Name: | Tames 5. Click Accept.

City: @ Page 1 of 1 (4 Records) 1
Add New Staff k accept Selected Member) Cancel
e ———— e —



C.1. Parish administrator for FamilySuite adds the bookkeeper

6. Click OK to dismiss the message

Staff has been added successfully

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

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

Smith, James (1055877)

Assignments Positions Access Rights Motes
Additional Information Assignments Details
Username® Pri. Assignment Organization City
SS Num: St. Mary Grosse Poil
Emzil Address? | James@demoermailaddre 1 of 1 {1 Assigonments) 1
Ermail Username:

Ermail Password:

Outgoing Mail
Server:

Add Assignment

Add Aaddrional Assignment

Helpful links

What the different staff permissions mean

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



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

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

Contribution By Dollar Range

Period : 01/01/2019 - 12/31/2018
Fund(s): Sunday Collection

St. Mary
123 Main St

(Grosse Pointe, M| 48224

Dollar Amounts Count Percent Amount
Between $0.00 and $50.00 1 %7 $20.00
Between $50.00 and $100.00 5 %% 92.9 $260.00
Between $100.00 and $150.00 0 %% 50.00
Between $150.00 and $200.00 0 % £0.00
Between $200.00 and $500.00 0 % £0.00
Between $500.00 and $1,000.00 0 % £0.00
Between $1,000.00 and §5,000.00 0 %% 50.00
Between $5,000.00 and $999,998.00 0 % 50.00

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




D.2. Dollar Range Report
PAnsNSOFT  Family suite e
Home Family Directory Religious Education Ministry Scheduler Tuition IQ Administration

Funds Batches Pledges Posting Contribution List Giving Histony Import Reports

Offering > Analysis Reports

*Go to the Analysis Reports page.Using fooretherns
the Navigator Bar, select Reports — 2
Ana IySis. Contribution History by Fund

‘Using the Reports Card, select Analysis.

Dollar Range

Revenue Projection

File  Integration G Open  Closed Al

otoFunds

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
Select the Dollar Range report. in the lower-left corner of the page to display the Analysis
Filters page.



D.2. Dollar Range Report

Select Fund(s) ° Analysis Filtegmy e Report Filters
B R o Select Fund(s) Analysis Filters 9 ReporkEilters
- | |
Select One or more Family Groups
20 D Fi Both h
- Name
2020 Missions Fund Use the check box to the =
left of Fund Name to Fa
o . - Use the checkbox to the left of Name to
2020 Tithe select all funds or click - |:| i X
select all Family Groups or click each one
each one you want to
ige . i
Pledge Fund 202 include. - you want to include.
O Abigail Mi
0  Advent O Inactive
O saint: 2 O staff
O | Soul
[ scheol Only
O Appeal
Back Nexiny
Nexth
R

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

3 > Analysis Reports

Analysis Reports

Dollar Range -~

@ seiect Fund(s) @& ~nalysis Filters
‘ 1172020 = | See the report examples below to
see how the Amount Ranges are
= used to populate the report.
‘ 12/31/2020 [cn) | Ppep P
Amou anges Reset to Defﬁu\t—[
Sres: nor Eual To
| 20 = | < Click @ to remove a
dollar amount from
the Amount Range.
| 200 L |
| 2000 - |
+ - Click + to add a new
dollar amount to the
Back Amount Range.

Report Filters

Select between PDF and Excel for the report output.

Back

Example of the PDF report

Contribution By Dollar Range
No Dates Selected

Funds: Multiple Funds

St. Isidore Church

87922 North

St

Macomb, MI 48042

Dollar Amounts Count Percent Amount

Less than $20.00 29,514 12.51% $209,223.01

Between $20.00 and $200.00 22,162 46.68% $780,710.95

Between $200.00 and $2,000.00 962 30.35% $507,525.01

Greater than $2,000.00 50 10.47% $175,050.28
Example of the Excel Report

A B E

1 EME 5t isidare Church
2 BTECED Nowth 51
3 Blaceents M1 L8047
—
6 Contributicn By Dodlar Range
T Mo Dates Selected
B |Funds: MuRiple Funds
5 Dodlar Ao nts Count Perceny Armouen
10 |Lese mEn 520,00 20514 12.51% 52092731
11 |Batagen 520 00 and 520000 2152 26 68% 5700, 710,55
12 Batecsen 1200 00 and 52 000,00 B62 I0.25% E507 52501
1? Creaber than 53, 0 50 10475 SITS 05055
(L=}
1T

DellarRangeExparRapont

iy

10



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

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

WILL YOU TAKE THE NEXT STEP?

&
FAMILIES

e (255 75% of donors believe:
t&;‘?\fa RS they give more or the:

FAMILIES

131 $1-$9.99
FAMILIES PER WEEK

of donors give less than;
the average

PER WEEK

'same as others, but 72%

9 Households

232 Households Of the 300 registered parishioners - 232 (77%) contribute :
$0 - £9.99 per wesk; 47 {16%) contribute $10 - $29.99 per BlOCkbOUd lnSTITUTe' 20]8

week; 12 (4%) contribute $30 - 549.99 per wsek and 9 (3%
contribute $50 or more per week

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



D.3. Three Year Summary Report

Who are the largest donors?

St. Mary

How have their donations

Contribution 3 Year Summary

varied over the last three

Env# Name(s) 2018 2019 2020
Agland, Thomas $631.00 $286.22 $255.00
ears ? 5491 Abler, Jason and Tracey $0.00 50.00 $0.00
y L 2977 Abney, Greg and Barb $1,920.00 $1,860.00 $2.,400.00
49595 Abramovicz, Tom and Jane $0.00 $0.00 $0.00
. 125 Achterberg, Dean $259.00 $20.00 $140.00
How does the Pastor interact
2545 Adams, David and Jen $838.00 $677.00 $422.00
. s34 Adams, Mary $0.00 $0.00 $0.00
1129 Adams, Todd and Jane $319.00 $238.00 $60.00
with donors to encourage
957 Ahles, Richard and Betty $0.00 30.00 $0.00
d e ? 5233 Alland, Donald and Cynthia $50.00 $0.00 $0.00
gl VI n g . 5552 Allen, Jim and Cheryl $0.00 $0.00 $0.00
5631 Allen, Mary $0.00 $0.00 $0.00
5577 Allen, Michael and Randi $120.00 $0.00 $0.00
5549 Allen, Veronica $0.00 $0.00 $0.00

Publish the Three Year Summary Report every year to help the
pastor plan his interaction with donors to encourage giving




D.3. Three Year Summary Report
‘PG ri Sh qO FF Fam I Iy S u |tE LISESr?DM[E:{riVn;bGETh?S:p?nnnzill-letr?

Home Family Directory Religious Education (m Ministry Scheduler Tuition 10 Administration

Funds Batches Pledges Posting Contribution List Giving History Import Reports

1. Go to the Analysis Reports page. 2. Select the Contribution History by Donor report.
e Using the Navigator Bar, select Reports - Analysis.

Home > Offerimga > Analysis Reports
i 3 CHTEFIRG

A HomME

AnNnalysis Reports

=lect a Report -"lr
h ! T

Contribution Details

Contribution History by Donor

Contributiomn History byw Fund
Flodge

Draras Analyrit il InEEgration Contribution SurmmMmanry by Donor

Appdit
Pledoge Aupdit

Impoits -
Pledges Contributions l

Contribution SuMmmMmanry by Fund

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

13



D.3. Three Year Summary Report

Select Fundis) a Analysis Filtegm e -

d

8
T
T

Use the check box to the
left of Fund Name to

<
1

= e select all funds or click
each one you want to
[+ = e -
= include.
igail =
all
all 5
Nen{'ﬁ;

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.

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.

Sample Parish
3767 Ranchero Drive Suite 100
Ann Arbor, Ml 48108

o Select Fund(s Analysis Filters o ReporgEilters
l’\u
D Fz r
Both -
= Use the checkbox to the left of Name to
= : select all Family Groups or click each one
o you want to include.
Active

0,00

Back MNex*—.

Contribution History by Donor

** Year columns will appear based on if

contributions exist for that year.

2017 - 2020

Fund(s): Multiple Funds

Env#  Name(s) 2017 2018 2019 2020
1004 Smith, Steven and Rebecca §510.00 §15000 $330.00 $390.00
1000 Allen, Paul and Andrea $1,130.00 $540.00 5000 $0.00
1002 De La Cruz, Leo and Maria $905.00 280.00 $545.00 §7000
1007 Bloom, Alan and Kathy $325.00 $375.00 $200.00 $0.00
1006 Balk, Michael and Sharon $350.00 $0.00 $0.00 $0.00
491 Abler, Jason and Tracey $146.00 $29.00 5000 $0.00
1011 Braun, Steven and Julie §541.00 $564.00 $1,035.00 $1811.00
1012 Fisher, Christopher and Janeen $2.205.00 $1,03500 $1,300.00 $720.00
1015 Smith, John $46.00 $0.00 5000 $0.00

14



D.4. Contribution query for a custom date range

Contributions Payment

Families Envelope Number  Families Family DUID  Famnilies First Mames Famnilies Lazt Name  Ameunt Sum

L 1608 992 Dawn Abbatt 130

How to view a report that = = 3
213 25258 Marie Abell E

1858 48713 Mancy Abell Sr. 10

8307 51040 Shisey Abogadie 50

1861 53126 Virginia Achacnzo 23

L d o 5408 55489 A Jeffand Deirdre Ache 24
20052 66609 & Marian Acasta a0

1 73115 A Curtis and Paula Adaba 75

S08E 73119 Azron and Claire Agamsz azo

1053 73124 Abaand Lia Acfamz Sr. 225

1923 73129 Adewsle Adia 150

L L g 3526 73130 Adoifo and Mancy Afambo 330

1753 73131 Adrian & Catherine Azer 280

top givers during a speci :
24 73136 Agnes Biella 785

3891 73140 Alzn and Caraling Albaresi B

29 73142 Albert and Hedy Alezsandrini a0

33 73143 Albert and Juanitz Alho 240

2524 73148 Albert and Lor Alicea 80

a7 73152 Alexander and Lorehyn Allen 380

o 1831 73153 Alfred Aharez 120

20000 73154 Alfred and Matida Ahvey 20

4355 73159 Alice Amachres 430

5831 73161 Alicia Amanyeiwe 345

3894 73163 Allizon 405

SB 73165 Amanda 321

1407 73168 Amelia 50

3ga7 73173 Ammon and Eleanar 250

2264 73176 Amy 20

4 4 4 70 73177 Amy 25

31s0 73178 Amy 200

e report displays Families 2
77 73184 125

3538 73189 15

asg7 73191 Ancrew vanw, 1290

87 73192 Ancrew & Hayley i FEN

nveiope Nnumaoper, Nname = T =
o1 73195 Ancrew and Mary Anne Aravjo 280

, 73201 ; Arizty 300

4263 73202 Arizumi 145

13 73208 Arnold a0

hd g 1367 73215 Arviza 25

1412 73216 Ash 240

and the total contribution :
J 1417 73z29 Asiinz 50

3162 73233 Askins 100

910 73234 Atieku 85

1418 73238 Atceyinky 430

and sorts the results
151 73252 Ausgustine a0

1433 73258 Baer 350

156 73259 Bagilea 165

150 73262 i Bagnall 250

hd 1845 73263 i Baker 125

152 73264 Baker 5485

553 73265 Amtoineste Biakke B0

2564 73266 Anton & Melanie Balaban 285

1098 73268 Antonio and Sandra Balarabe 50

1436 73269 Amtonio and Wilma Bald 150

1165 73273 Apoclonioc and Lourdes Balcwin 160

contribution amount.



D.4. Contribution query for a custom date range

1. Click the 1Q Tab

2. My Queries

Home Family Directory Religious Education Offering Ministry Scheduler Tuition Adrministration

Query Builder

Intelligent Query

+ New Query H Save Query H Save Query As (B My Queries ) [ Recent Queries Wb Query Tags

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

order
My Queries
Fitter by Query Tags v

Query Name Query Tags Date Created  Date Modified Owner Global

Edft Delete  **Zip Test 7/10/2019 7/10/2019 Spindler, Kimberly 0
Edit Delete  *Parish-Giving 3/14/2016 2/28/2018 Admin, Diocesan
Edit Delete 0000 Life Events for OLL 8979 1/27/2020 1/27/2020 Spindler, Kimberly
Edit Delete  11Example 12/2/2015 12/4/2015 Adrrin, Diocesan
4. Select the query, then click Open
Edit Delete  Contributors - Last Contribution Date Baokkeeper Queries 2/6/2020 2/25/2020 Bucknor, Carrina

@ Contributors In Date Range Baokkeeper Queries 2/6/2020 2/25/2020 Bucknor, Cari

Page 1 of 31 (303 items) 1234567 .. 29 30 31

Close |

5. Edit the date range

6. Click Execute Query to run the query.

Result Columns
Exprassion Title
Families Envelope Number Families Envelope Mumber -~

Families Family DUID Families Farmity DUID

Eamiilies First Mames Famillies First Names
Families Last Mame Families Last Mame

Sum of Contributions Payment Amount Contributions Payvment Amount Sum i

[Add new column]

Query Conditions
Select records where all of the following apphy

Famiilies is Registered is equal to Yes

and Families Family Group Mame is equal to actiy

and Contributions Payment Date is betweerf Dec 01 2019 and(Dec 21 2019,
[Add new condition]

Return all results - ] unique Records Only ) Exscute Quer = Query Results = 7

7. Click Query Results export the results to a .csvfile,
then
select the Export to CSV option.

Return All results ~ | []Unique Records Only @ Execute Query = Query Results o
N Fxport to C5V

Mail Merge

Generate Email Address List

Create Family Workgroup

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

9. Open thefile in Excel and make changes, if necessary

16
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