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ARCHDIOCESE OF SEATTLE

The Implementation Team's goal is to execute and support
this database transition and software implementation with
caution, collaboration, communication, and compassion.

AGENDA

“*» Opening Prayer

*** Update

*** Learning: Reports
*** Upcoming Meetings



Prayer (o Reathing o Goal

Dear God, today is a new day--a blank page, a clean
slate. Let me start this day without worry or stress, but
knowing you are walking with me through all the
distractions. Help me to focus on my job goals today;
staying disciplined in my actions and my words so that
| might achieve a satisfying result from my work.

Open my eyes and my spirit to what you would like me
to do and how | can be the most help to my colleagues
and to your people who walk through our doors. Today
iIs a new day. This is the day the Lord has made; let us
rejoice and be glad in it. prsamiis:24
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UPCOMING MEETINGS

January Tuesdays at 1 pm
There will be special office hours with break-out
rooms for those needing help with running their
giving statements out of ParishStaq and Fund
Management.

February 8 at 10 am — Sacrament logging
ParishStaq Team Monthly Check-in
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LEARNING: REPORTS

*** People Search

Use cases: mailings; create an event for
young adult group

*** One or two of “pre-potted” reports
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Best Practices

* Pending Profiles

* In Parish De-Duping

* Cross Parish De-Duping

* Custom Report Using People Search
* Group Report Dropdown

* Event Report and Action Dropdown
e System Reports — A Few Good Ones
* Transaction Export — Giving Portal

é ParishStaqg &
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Best Practices — Pending Profiles

What is a Pending Profile?

A Pending Profile is a Profile that has not been approved yet. Pending Profiles are originally created by a person, via
Public Needs sign up or Public Schedule sign up, when logging into the My Church App for the first time, when giving
through Pushpay Giving for the first time, or when giving a subsequent gift using information that doesn't match with
their existing ChMS profile created from their first gift.

Created via:

e Public Needs Sign Up

e Public Schedule Sign Up

* Logging into the Church App for the first time

 When giving through Pushpay Giving for the first time

* Or, when giving a subsequent gift using information that doesn’t match their existing ChMS Profile

é ParishStag -
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Best Practices — Pending Profiles

Access the Pending Profile Section

e Goto People on the left side menu and then select Overview along the top:

People
OVERVIEW PEOPLE SEARCH
Duplicate Profiles (i) uu Pending Profiles (1)
Currently Currently

11

e Click on the number in blue underneath the word ‘Currently’ and then click on the drop down next to Campus and select

your Campus Name:
< FILTERS

St. Louise de Marillac Parish (Bellevue) X

Campus 1 result

Campus

St. Louise de Marillac Parish (Bellevue) X O Dale Scott
Pending

é ParishStaqg s
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Best Practices — Pending Profiles

e Place your mouse over the name without clicking (hover):

1result
o=
Pending O Dale Scott
i

Pending

dale.scott@pushpay.com
&,  (303)349-5751

fﬁ St. Louise de Marillac Paris...

e |fthere are more than one, you may want to do a screen capture or print the list. This will assist you in merging
duplicate profiles later, should this be necessary.

s General Best Practice would be to Approve these one at a time and then then manage the duplicate merge, where
needed. Remember there is a periodic duplication check that takes place 'behind the scenes’, so these will not show up
as potential duplicates right away. Edit Profile

asouT
Limited Access User

Famlly Relationship

Primary

s  You will want to view these profiles to assign a Membership Type and a Family Position, when appropriate.

*  These profiles will come into the system with Limited Access User setting. If appropriate, uncheck the LAU checkbox:

Profile Status
Active v

é ParishStag
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As we continue our migration to ParishStaq, there will be situations where potential duplicate records are created and migrated
within your campus. The following steps will help you identify if duplicate profiles are contained within your campus or are cross-
campus. Cross-campus duplicates require communication between campus admins on the two (or potentially more) campuses

Step 1: Determine if a Duplicate Profile is Within Your Campus

Best Practices — Deduping Within Your Campus

Go to People on the left side menu and then select Overview along the top:

Peaple

Cid -ty

4414 2

o

Click on the number in blue underneath the word ‘Currently’ and then click on the drop down next to Campus
and select your Campus Name:

€ FILTERS

&8¢ Louse de Mallac Parsh illelloyvus, 4 Potontinl Astive 3

Campus
Joske Smith (Sample Profile)
atintial
S Louks de Marillae Paiish [Ballewvug] X

Jiosle Srnith (Sample Prafile)

é ParishStaqQ 1w



ARCHDIOCESE OF SEATTLE

Best Practices — Deduping Within Your Campus

* Once selected, the profiles that are matched for de-duping will be listed on the right side, like the example
profile “Josie Smith (Sample Profile). Place your mouse over the name without clicking (hover):

el
Jogle Smith (Samole Prafile)

Josie Smith (Sample Profile)

Jasie Smith (3ample Prafila)

123 Amywhere Lane
Soattle, W 99909, US

50 Lowise do Marillas Paris

You should see that this profile is in your campus, which is ‘5t. Louise de Marillac Parish (Bellevue), in our example.

% ParishStag u
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Best Practices — Deduping Within Your Campus

Step 2: Attempt to Merge the Duplicate(s):

e Click where you see ‘1 Potential’ in our example to bring up the profile that is a potential duplicate. This number
could be greater than 1, if there are multiple duplicates:

Josie Smith (Sample Profile)

1 potential

e If the profile shows up with ‘Cannot be merged’, the duplicated profile resides in a different campus:

Duplicate Detector

Josie Smith (Sample Profile)
josiesmitha@amyemail.com
123 Anywhere Lane Seattle, WA 99999

Search for duplicates

We cover this in next section ‘ [ Cannot be merged ]

DONE ‘

% ParishStaq =
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Best Practices — Deduping Within Your Campus

e If the profile shows up like the following, then both profiles reside within your campus(es):

Duplicate Detector

Josie Smith (Sample Profile)
josiesmith@myemail.com
123 Anywhere Lane Seattle, WA 99999

Potential Duplicates
Josie Smith (Sample Profile)

josiesmith@myemail.com
123 Anywhere Lane Seattle, WA 99999

DONE ‘ MERGE ALL

e Click the MERGE ALL button and the program will bring up any fields that have information that does not match
between the profiles. Select the value you want to retain from each unmatched field and then click MERGE ALL:

What information would you like to keep?

Family
Josie Smith (Sample Profile)

O Josie Smith (Sample Profile)

Membership Type

O Participant
Registered

— é ParishStaqg s
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Cross-Parish
Duplicate
Identified

and
Submitted

Best Practices — Cross Parish De-Duping

AOS Team

contacts all AQOS Team

communicates

sites asking )
resolution

for status

https://archseattle.ccbchurch.com/goto/forms/27/responses/new

é ParishStaqQ
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Best Practices — Cross Parish De-Duping

Duplicate Merge Request

Full Name of Duplicate Profile*

This form is for Campus Admins to request a review of a duplicate across campuses Please enter the information from YOUR campus member profile that has a duplicate.

Susie Smith

Campus Admin Information

Please enter YOUR information here. If you're logged in, this should auto-populate with your URL of the Profile on Your Campus®

information. Example: https://archseattle.ccbchurch.org/goto/individuals/2

Change Respondent https://archseattle.ccbchurch.com/goto/individuals/2
Someone else... v o
First Name*® Last Name* : 3 ¥ < . -
| would like the following done with this duplicate:
Sally Smith
Review and contact both campus admins for more info v
Email*
sally@myparish.org Any notes to assist with this review?
Maggie has been actively participating in our Faith Formation program|
Mobile Phone Mobile Carrier v

‘ CANCEL SUBMIT

é ParishStaqQ s
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Custom Reports Using
People Search

% ParishStaq s
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A Special Event — Crab Feed for Young Adults

Goal: Send an Email to our Young Adults to Invite Them to a Crab Feed

Young Adult Crab Feed - You're Invited
All You Can Eat Crab Feed Fest for our Young Adults

Saturday, Feb 10™, 2024
6:00pm - 9pm

$60 Crab and Lasagna

$20 Lasagna Only

Dinner includes Coleslaw, Garlic/French Bread, Water, Soda, Beer, or Wine

- % ParishStaq



ARCHDIOCESE OF SEATTLE

Creating a People Search Filter
and Select Fields for Your Report

Select Your Fields for People Search

= 1FILTER < 14 COLUMNS QSearch name, phone, or email
Enabled columns: CHOOSE COLUMNS

First / Last (fixed)

Campus

Custom Field - Family Formal Sal
Custom Field - Family Informal Sal
Custom Field - Family Mailing Name

Home Street

Home City

Home State

Home Zip

Mailing Street

Mailing City

Mailing State

Mailing Zip

Email

é ParishStaqQ s
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Creating a People Search Filter
and Select Fields for Your Report

Set Your Filters for Young Adults

CAMPUS SELECTION RESET HIDE
Admin Support «

DISPLAY IN RESULTS (%) REFINE BY
Include active profiles

|:| Primary contact in their family Include inactive profiles

|:| Spouse in their family Include deceased individuals

|:| Children in their family Include unlisted individuals @

|:| Others in their family Include "Child Protected"
individuals

Apply filters below:

Match All +

Age (In Years) - Is Between w 25 and 35

Membership Type v  Is v  Registered v ? p ar i S h StGQ 19

CLEAR FILTERS




ARCHDIOCESE OF SEATTLE

[rcTiONs ~] < >

Edit Profiles

Edit Sacraments

Export =

Add To Group
Add To Event
Add To Process

Send An Email

Creating a People Search Filter
and Select Fields for Your Report

Actions -> Send Mail Merge Message to the Filtered Group

Young Adult Crab Feed - Admin Support Campus

EMAIL VERSION PRINT VER )

[Young Adult Crab Feed - You're Invited

B I :=|)= U Addafield.. - @ [ | [ Soun ce

S AL BT Fersen Young Adult Crab Feed - You're Invited

All You Can Eat Crab Feed Fest for our Young Adults

(O Create A New Mail Merge

:> (®) Use An Existing Mail Merge

‘Young Adult Crab Feed - Admin Support Campus X

ESend A Mail Merga

Print Labels

7/

N\

ParishStag
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Creating a People Search Filter
and Select Fields for Your Report

Actions -> Send Mail Merge Message to the Filtered Group

Step 1 Step 2 Step 3
Compose Choose recipients Send

Add Recipients SEND "YOUNG ADULT CRAB FEED - ADMIN SUPPORT CAMPUS"

©)

Ena g -]

From a department SERREEREE ) Email Version
Individually by name Subject: Young Adult Crab Feed - You're Invited

& Foliow recipient's General Church Communication settings
From a saved search All people matching the selection (1)

‘ From the last search Send email to 1 recipient

™ Recipient choices:
From a position People matched in the search

Registered for an event O Primary contact ( ! @ Print Version Sorting and label options. ..
O Spouse ( r famil;

O children (of th
O Other members (

On\y for recipients to whom the email will not be sent

Helping with a need

From a process queue Create letters for O recipients

|® Export (CSV) version

Export recipient list to use in another program

Add Recipients

File will contain 1 recipient

%

Compose print version

ParishStag
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Creating a People Search Filter
and Select Fields for Your Report

Actions -> Export List of Attendees

CAMPUS SELECTION RESET HIDE ACTIONS ¥ | £ >

Admin Support «

DISPLAY IN RESULTS (9) REFINE BY Edit Profiles

Include active profiles .
Edit Sacraments

O Primary contact in their family Include inactive profiles Export List
[ spouse in their family Include deceased individuals Export ¥

Export Options

|:| Children in their family Include unlisted individuals @ Add To Group
|:| Others in their family Include "Child Protected"
individuals Add To Event
] Add To Process
Apply filters below: CLEAR FILTERS
Match All Send An Email
® Age(nYears) v  IsBetween v 25 and 35 Send A Mail Merge

Print Labels
@ Membership Type » Is v Registered »

% ParishStaq =
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Group Report Dropdown

% ParishStaq =
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Using Group Actions Dropdown for Reports

Special Event Samples  teaer -

1 participant

Group Participants
INFO ME

NDAR FILES NEEDS PARTICIPANTS Printable Directory
Birthday List
Anniversary List
Parent List
Individuals: Contact Cards
Export Individuals
Group Contact List
Mame List
List of Families
Postal Code Summary
Blank Attendance Marking Sheet(s)
Roster with Barcodes
Events & Anendance
Event List
Basic Event List for a Single Date
Events with Resources
Event Setup
Individual Attendance Summary

Individual Attendance Summary (with missed /attended

Individual Attendance Missed in a Row / .
™
Individual Attendance Detail y p O r I S | l Sta Q 24
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Event Report and Action
Dropdowns

% ParishStaq s
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Using Event Actions Dropdown for Reports

back to calendar

Q Young Adult Crab Feed  puisnes TE couno00n

Saturday, February 10, 2024 6:00 PM - 9:00 PM | Special Event Samples

B Auendance Detail Add new event
PREVIEW  GUESTLIST  ATTENDANCE  CHECKIN  PUBLISH R e Edit this event
B EventFactSheet Delete this event

RSVP Duplicate this event

Send a Mail Merge

Yes Maybe Print Labels

GUEST LIST
Attending 0]

Maybe

Not attending o

Unconfirmed 1

=] DAsIC CVErIL LISLI0Tr g Jinyie vawe
Events with Resources

B Event Setup

Individual Attendance Summary

B Individual Attendance Summary (with

% Individual Attendance Missed in a Row

B Individual Attendance Detail

% ParishStaq
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System Reports — A Few Good Ones

é pCH’iShStCIQW 27



ARCHDIOCESE OF SEATTLE

Events & Attendance

|+~ Collapse Menu Reports & Metrics

0 Home SYSTEM REPORTS
S People

‘@] Groups

[f] Events Events & Attendance Financial People Groups Process

@) Check-In
: @ EVENT & RESOURCE

Q) Schedules & Plans

Event List
C Basic Event List for a Single Date
$) Giving

Events with Resources
~ Event Setup
= Forms
(-} Communication

(() ATTENDANCE

2" Reports & Metrics nl][l

Attendance Trend
o Settings - Attendance Overview
EAvA

Attendance Summary
Attendance Grouping Summary
Individual Attendance Detail

Individual Attendance Summary

Individual Attendance Summary
Individual Attendance Missed in a Row

Blank Attendance Marking Sheet(s)

Roster with Barcodes

é ParishStaqQ s
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Financial

Events & Attendance People Groups Process

é-) STATEMENTS & PLEDGES
DU[]

Giving Statements
Giving Statement Summary
Pledge Statements
Pledge and Giving Detail
[ Pledge and Giving Summary ]

é) TRANSACTIONS

>

Transaction Summary

Eransaction Detail j

Transactions by Amount

Transactions by Batch or Date Range
Transactions by Category

Annual Summary by Categories
Bank Deposit List

Erst/Last Transaction Dete@

Batch Report Summary

COA

CHART OF ACCOUNTS

Category Summary by Donor

Category Summary by Batch or Date Range

COA Statistics
COA Category Summary by Month
Chart of Accounts Detail

Chart of Accounts List

ONLINE GIFTS
Repeating Gifts Schedule

Merchant Settlement Summary

Merchant Transaction Detail

SPECIAL REPORTS

Donor Analysis
Contribution Amount Statistics

Transaction Grouping Trend

N\

ParishStag
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Events & Attendance Financial Groups Process

é) GENERAL
Sk

Individual Profiles

Individual Notes

G’rintable Directoryj

List of Individuals

&ist of Families:l

Significant Events

Export Individuals or Change Log

/O | STATS & PRIVILEGES

Usage Stats
Leadership Roles
Member Privileges

Quick Email Log

é ParishStaqQ =
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Groups

Events & Attendance Financial People Process
@ GENERAL

Department Summary
4 ™

Group Contact List

Name List

Birthday List
Anniversary List
Parent List

Postal Code Summary
Group Participants

Export Groups

é ParishStaqg =



ARCHDIOCESE OF SEATTLE

Process

Events & Attendance Financial People Groups

2 PROCESSES & QUEUES
84

4 "\

Queue Manager Breakdown
Process Queues Breakdown
Overdue Breakdown

Queue Comparison

Process Queue

Process Detail

Process Summary

Process Manager List

Queue Manager List

é ParishStaqg =
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Transaction Export Giving Portal

é ParishStaqQ s
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Using Transaction Export in the Giving Portal

> Finance
> Transactions

» Then, Set Filters

Transactions

Archdiocese of Seat... (+165) e Archdiocese of Seat... (+263)

-

Transaction Period
03 Jan 2024 - 10 Jan 2024

Transaction Source - Payment Method - Transaction Status (2) - Transaction Amount -

Service Time - Fund - Member Type - Transactien or Batch ID -

Applied filters

Transaction Status: Processing @ Transaction Status: Success @

é ParishStaqQ =
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Using Transaction Export in the Giving Portal

Transaction Source
Payment Method
Batch ent -
. U Y [ ] acH -
Transaction Period | -
03 Jan 2024 - 10 Jan 2024 Gift Entw
Cash
Date range: .
- Kiosk Credit card
Custom -
1 5t
Transaction Sourcd | ® Jan3,2024 |- (M Jan 10,2024 Mobile Non-cash
i Recorded ACH
Service Time Cancel Apply Recurring
.. Recorded check
Text giving
. Recorded credit card -
Transaction import -
. T o |

é ParishStaqQ s
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Email the Support Team

We are still having trouble receiving all submissions to the parishstag.support@seattlearch.org

Please Use

support@archdioceseofseattlepes.samanage.com

é ParishStaqQ sz
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