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Database Maintenance:
Keeping a Clean, Orderly Database

Maintaining a clean, orderly database has many benefits. An organized database makes
finding the information you need an easy and quick process. It makes your reports and
dtatistics more reliable. It also makes your backup sizes smaller, thus taking up less room
on your hard drive. Thistype of maintenance also ensures that you don’'t have incorrect,
outdated, or misplaced information when printing reports. In this session we will discuss
data clutter (where it typically collects and what to do about it), the use of style
guidelines, procedures for eliminating old data and consolidating duplicate data, and the
communication of a style guide to your office staff. This session covers database
maintenance at the program level.

What is Data Clutter?

The term “data clutter” refers to misleading or old data. Misleading data includes
inconsistencies, incompleteness, or inaccuracies. Old datatypically consists of legacy
records. Below is more information about misleading and old data and how it might
appear in the Office programs (Church Office, Formation Office, and School Office),
Facility Scheduler, Ledger and Ledger/Payroll, and Ministry Scheduler. Some of the
examples overlap programs. For instance, an inconsistency of al programs could be
addressed using different formats, but for sake of space it islisted once.

@ Inconsistencies— Fields or blocks of data that one user may use for one thing and
another user uses for something else. Examples:

U Office programs
- A member’'s Relationship or Type used differently (Head, Adult, etc.)
User-defined fields with a name that doesn’t match the content (afield
named Ethnicity that tracks a person’s religion)
Addresses that use different formats (Street vs. St., East vs. E., etc.)

U Facility Scheduler
Different formatting for event names (Organization abbreviation — Facility
abbreviation vs. Full Organization name — Full Facility name)

U Ledger and Ledger/Payrall
Using Heading account for some similar accounts, but not for al

U Ministry Scheduler
Duplicate ministry names entered to represent the same ministry

@ Incompleteness— Fields that are left blank.

U Office programs
Marital status left blank
Sacraments entered with missing information, such as a date or place
Missing phone numbers or addresses
Unrecorded contributions

U Facility Scheduler
Organization contacts left blank
Organization contact’ s phone, email, or address |eft blank

U Ledger and Ledger/Payroll
Missing accounts
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Missing transactions
Employee SSN or TIN left blank

U Ministry Scheduler
Preferences for serving left blank
Missing masses
@ Inaccuracies— Information that is entered incorrectly or is outdated.

U Office programs
- Children listed as adults
Outdated information regarding a member’s grade or highest degree
obtained
Contributions recorded for the wrong amount
Incorrect contact information (addresses, phones, or email)

U Facility Scheduler
- Events scheduled on the wrong day or time
Holidays entered on the wrong day (Easter Sunday entered asfalling on a
Saturday)
Facility capacities over stated

U Ledger and Ledger/Payrall
Wrong number listed for an emergency contact
Evaluation entered on the wrong employee record
A priest with afiling status of married

U Ministry Scheduler
Availability entered incorrectly
Masses entered for wrong day
Serving preferences entered incorrectly

While some of these are not abig deal, others are very costly. Correcting misleading data
isbeneficia to you when running reports. After all, why enter the information at al if
you cannot get it back out in a meaningful and accurate way?

Another type of data clutter is old data. Old data consists of legacy records that no one
wants to remove because someone else might be using it. Y ou see this often with report
selections. A selection is saved, run once, and then never used again. Or, a previous
employee may have set up selections that no one el se uses because they have their own
selections that they prefer to use. While old data can skew countsin reports, it is usually
not as detrimental as misleading data. However, old data clutters your system and the
program you are using would be easier and faster to navigate if you cleaned up the old
data.
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How Did My Data Get Like This?

Take alook at your data. Chances are there are signs of data clutter.

So, what happened? How did this possibly happen to you? Don't worry, it happensto
everyone. It'sanormal side effect of keeping databases. The following factors cause data
clutter:

0 Multiple Operators. When more than one person maintains a database, it's
normal that variationsin style will create inconsistenciesin your data.

0 A New Operator Takes Over: Evenif you have a single person maintaining
your data, unless they start with an empty datafile, their style of entry islikely
to be different from the last operator.

o0 Passing Time: Astime passes, terminology changes. Remarks and phrases that
were entered five years ago are different than those entered today.

Thetruth isthisisanormal consequence of keeping a database. Instead of lamenting
your fate, learn to minimize the problem, and use regular maintenance to alleviate it.

Procedures for Cleaning Up Your Data

There are simple procedures you should use periodically to clean up your data. How
often you perform this cleanup depends on the time you have available to do so. The
more frequently you perform your cleanup, the easier the cleanup will be.

Keyword Below isa sample of atypical City/State Keyword list:
Maintenance City/State Names (39 Entries)
Warning: Thizs list of keywords may also be used by another program.
Use caution when making changes.
City/State Country Ares ZIP/Postal | -
Mames Code Code Code

Litchfield Park, AZ USA 823 85340
Mesa, AZ USA 480  B5201
Miami, FL USA 305 33
Paradise Valey, AZ USA 480 85253
Peoria, AZ USA 823 85382

M Fhosnix, A7 USA 802 850 =
Phoenix AL USA
FPine, AZ USA 928 BER44
Pinetop, AZ USA 928 85935
Presgue Isle, ME USA 207 04789
Queen Creek, AFZ USA 480 85242 i

Default City/State: Phoenix, AZ -

Insert Cities Combine Cities
= = Close
Delete Cities 5 L 17153

Fig. 1

Notice that there are two keywords that mean the same thing: Phoenix, AZ and
Phoenix,AZ. Thereisaso amisspelling: Paradise Valey, AZ.
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CorrectingaMisspelling in a Keyword List

If you see that a keyword is misspelled, don’t add a new keyword with the correct
spelling. If you do that, you will have two keywords that mean the same thing. Instead,
display your keyword list, edit the misspelled keyword, and change it to the correct
spelling. Changing the spelling in the list corrects the spelling throughout the program.

Combining Keywordsthat M ean the Same Thing

If you find that there are two keywordsin the list that mean the same thing, use the
Combine button to correct the problem. When you click Combine, a dialog box similar

to the one below displays:
Combine City/State Names
Select a city/state to change: Change it to this city/state:
Paradise Valley, AF - Paradise Valley, AZ -
Peoria, A7 Peoria, &7

Phoenix, AZ
CEECT N | | ProenixAZ

Ping, AZ L | Pine, Az i__I

Pinetop, AZ Pinetop, AL
Presgue Isle, ME X Presgue Isle, ME o
Add to Listof
Changes Below

List of changes to be made:

Remove aChange
Close

Remove All Changes

Fig. 2

Scroll down in both lists until you see the two keywords you want to combine. In this
example, it is Phoenix, AZ and Phoenix,AZ. Combining two keywords removes one of
the values and keeps the other value, so you must decide which keyword has the better
format. In this case, let’s eliminate Phoenix,AZ (without the space) and keep Phoenix,
AZ.

In the left column, select the keyword you want to eliminate, then in the right column,
select the keyword you want to keep. Click Add to List of Changes Below.

Periodically examine all of your keyword lists and look for misspellings and duplicate
keywords.
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[ Combine City/State Mames

Select a city/state to change: Change it to this city/state:

Paradize Valley, &AZ - Paradize Valley, &2 -
Peoria, A7 Peoria, A7

Phoenix, AZ
Pine, AZ : Pine, AZ :
Pinetop, AZ Ll |Pinetop, AZ L
Presque Isle, ME Presque Izle, ME

Queen Creek, AZ - Queen Creek, AL -

Add toListof

Changes Below

List of changes to be made:

Change Phoenix AZ into Phosnix, AZ

Remove a Change Combine/OK
Remove All Changes Cancel
Fig. 3

Y ou can combine severa keywords at once. In the left column, select a keyword that you
want to change and in the right column, select the keyword you want to keep, then click
Add to List of Changes Below. Repeat this step until all of the keywords you want to
change display in the list of changes. This cuts down on processing time since the
program processes the data once for al keywords you want to combine, rather than one
time for each (which would be the case if you ran this process over and over, selecting a
single pair each time).

Click Combine/OK to process the changes. The program processes through all of your
datalooking for the old keyword, Phoenix,AZ. When an instance is found, the program
automatically changesit to the keyword you chose to keep, Phoenix, AZ. When the
process is complete, the program removes the old keyword from your keyword list.

Consolidating How far back do you save financial transactions? Do you have financia informationin
Fund your Office program that goes back as far as 2005? 2000? 1995? Or before? Just how
Transactions long should you keep your financial history?

It isyour decision how long you keep financial history in your database. Threeto five
yearsis common. Some parishes keep all financial transaction history for seven years.
But what use do you have for financial information older than that? If you have fund
information from 2000 or before, do you ever useit? If so, then keep it. But if you don’t
use that information, get rid of it.

Removing old financial transactions greatly increases speed performance when running
financial reports, so get rid of old data you don’t need.

What if you don't think you need it but don’t want to remove it completely? We suggest
that if you retain old financia information, you consolidate the detailed transactions into
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monthly, quarterly or, yearly totals. Thisretains all your totals for reports and statistics
without taking the space for each individual transaction.

For maintenance on your fund, go to the Fund Setup window. In the upper right corner,
you can see how far back your data goes.
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Fig. 4

When you consolidate amounts, transactions in the family’ s fund history window are
combined into monthly, quarterly, or yearly totals.

In the left navigation menu, click Consolidate Amounts.
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Consolidate Fund Amounts

This prooess consclidates amounts within a fund period into
manthly, guarterly, or yearly totals. This reduces the number of
entries in the family’s fund history window.

Consclidate Amounts Into:

_ | Manthly Totals
i@ Quarterly Totals

I Yearly Totals
Select the Periods : i
o Gonsolidate Fund ‘“ear Starting Ending
[ 1 11 01/2011 12/2011
[ 1 10 01/2010 12/2010
I_ 1 09 01/2009 122009
l- 1 o8 01:2008 12/2008
v 1 07 01/2007 12/2007
4 v 1 i3 01,2008 12/2008 -
Mark All Clear All ConsolidateOR
Cancel
Fig.5

Y ou can consolidate into monthly, quarterly, or yearly totals (one total for each month,
quarter, or year). Select the old period or periods for which you want to consolidate
amounts, then click Consolidate/OK. The program processes through your data and
calculates those total s, then removes the old, unnecessary transactions.

Combining Do you have duplicate familiesin your data? If two users add the same family, you end

Families up with duplicates. Sometimes you can simply delete one or the other. However, if the
duplication was not discovered right away, it is possible that important information was
added to both family records.

When this happens, use the Combine Families processto identify and combine duplicate
records.

First, you can decide how to find possible duplicate families. Select an option, then click
Build List. Thistakes afew minutesto complete.

Build List Options <

The list of matching families is not empty.
_| Start Over With an Empty List
f‘ Keep the Existing Entfries

Below, mark the types of potential duplicates you want to add to the list.

Clear the types of potential duplicates you want to remove from the list.
[] Family Mames that Match Exactly

[¥] Family Last Name & First Mame of Head

Beginning of Family Mame and Street Address Number

J' Family and Member Phone Numbers

\_J' IDVEnvelope Numbers
The program can merge two families together if all of their fields match. If you want the program to
do this automatically without the opportunity to chedk the fields manuslly, chedk the box below

[} Merge Families that Match Exactly Automatically

This process will take awhile. Clidk the Build List
button to begin. Click the Cancel button to stop.

Fig. 6

Build List Cancel
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A list of possible duplicates displays. Review the list and select the ones you want to
examine further. Click Review Details Before Combining Families.
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The program displays the information from one record on the left and the other on the
right. Discrepancies display in red. Select the information you want to keep from each

record.

s

Family Details

Family Name:
Date Created:
Date Changed:

Family Belongs to:

Family

[¥] Schmid, Jeffrey{Lenare), MM
11/07/2002 & Members
01/21/201

‘Church, Formation

Items shown  reddo not match. Place a checkmark next to the information you want to keep.

Matching Family

[7] schmid, Jefrey{Lenare), MM
08/26/2010 2 Members
01/21/2011

Church

Family Detail
Mailing Mame:
Formal Salutation:
Informal Salutation:
Church ID/Envelopa:
Second ID Number;
Church Inactive 1:
Church Inactive 2:
Church Inactive 3:

Chireh Inastive 4

PrintWorksheet | At leas

[] Mr. & Mrs. Jetfrey Schmid
[] Mr. & Mrs. Schmid
[] Jefirey & Lenare

2 Mz
[1203 [
[] Mo [
[#]Ne [CIMo
[¥] Mo [T No -
79 ar— Fians
Mark All Red Dielete First Family Mark All Red Delete Matching Family
t one entry above is still red. Combine Families Go Back Without Combining Families

| =
[T M. & mrs. Jeffrey Schmid
[] M. & Mrs, Schmid
D Jeffrey & Lenore

Fig. 8

After you have addressed all discrepancies, click Combine Families. This pullsall of the
information you chose to keep into a single record and del etes the other family record.
Thisincludes all fund information assigned to both families. However, you must also
reconcile the members of those duplicate families.
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Important: When the following message displays, click Yes.
Confirm

@™,  Families combined. Would you like to combine the members of this
/ | family?

e

s Mo

Fig.9
The process then allows you to review and combine all membersin the families.

Thelist of members displays, along with suggestions for what actions to take. In the
example below, the suggestion isto combine Schmidt,L enore,Mrs. from one family
with Schmidt,L enore{R}[Duarte] in the other program. Select that line, then click
Review Details Before Combining M embers.

Combine Members
Select Family
it Chl.llr_‘.h Fcuma.tion qual Church | Formation | School -
Family ~ Family | Family 1o 1o {iv]
P Schmid,J effrey({Lencre), M/M Church | Formaticn 3
‘Scott Henry, Mr. Church 253
Sebastian, Martin{Dclores), M/M Church | Formation 183 il
Sene, Cheryl,Ms. Church 254 i
Senter, Thomas{Vidkie), MM Church 362 -

Select a family from the list above, or enter the family name below

Schmid, Jeffrey{Lenore), MM

Members of: Schmid,Jeffrey{Lencre) M/

Action to Take Member Name Date of Birth  Relationship Type s

Do Nothing Schmid, Jeffrey{J}{Jeff),Mr. 12/10/1574 | Head Head of Ho...[—
3 Combine With: Schmid,Lenore, Mrs. | | 'Sehmid,Lencrelff[Duaria] 09/02/1974  Spouse Spouse
Do Nothing .I\.1cLaughIin.Shanna{I'v1} 04/13/1885 | Niece Child :E
Do Nothing Schmid, George[Edward], Jr. 1011888 Child Child |
Do Naothing Schmid,Megan{S} 03/27/2002 | Child Child l
Do Nothing Schmid, Steven{loseph} 10/11/2004  Child Child
Do Mothing Schmid,Jeffery, Mr. Head Head of Ho...
Combine With: Schmid, Lenore[R}[Duar... Schmid,Lencre, Mrs. Spouse Spouse »
Review Details Before Combining Members Close
Fig. 10
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Once again, the program displays the detail for both member records. Differences display
in red. Select the information you want to keep.

Member Details

Member Matching Member
Membar Name: [] Bchmid, Lenore, Mrs. [ sehmid, Lencre{R[Duarte]
Dste Created: 0B/26/2008 11/07/1996
Dste Changed: 01/25/2012 01/21/201
Member Belongs to: Church Church, Formaticn

Items shown reddo not match. Place a checkmark next to the information you want to keep.

Member Detail .A.
Masiling Nams: [: Mrs. Lenore Schmid :: Lenore Schmid 3
Formal Salutstion: |T-] Mrs. Schmid |_'_i Lencre Schmid
Informal Salutation: [¥] Lenore [TJLenare
Church Mem ID/Env.: |T'i 5%14
Church Inactive 1: [¥] Mo [Mne
Church Inactive 2: E" Mo E: No
Church Inactive 3: [_J} Mo :! No
Church Inactive 4: [¥] ho [

Church Inartive R I—_j'l (1. '__l i x
Mark All Red Dielete First Member Mark All Red Delete Matching Member

PrintWorksheet | At least one entry above is still rec  Combine Members Go Back Without Combining Members

Fig. 11

Click Combine M embers. This combines the member, removes the duplicate record, and
returnsto the list of members so you can combine any additional duplicates within the
family.

Sacrament If you keep sacramental information, either in the member’ s sacrament windows or in the
Places sacramental registers, the list of sacrament places can get clogged with duplicate records.
Maintenance Sacrament Place Names and Addresses
Sacrament Places  View Listing ]
This list is for viewing only.
Flace City/State Address 2
| San Juan Baptiste Mexico City Mexico
St Ann Louiswille, KY 923 5 Oak 40291
StAnn Church Louisville, K 922 5 Oak
_St John Episcopalian Church Mew Yo, NY 12 E. Madiscn UsA
St Mary Phoenix, AZ 231 M. Third St. UsA =
5t. Agatha Evansville, [N 1223 W. Primrose Ln. USA
P St Ann Parizh Louisville, KXY 923 5. Oak UsSA
St. Anselm Church Chesterland, OH 13013 Chillicothe Rd. usa
| 5t. Anselm Church Holmdel, NJ P O Box 2233 UsA
5t. Athanasius Church Glendale, AZ 55 W. Agus Caliente USA
5t. Augustine Hillman, MI P.O. Box 216 Usa
5t. Bernard's Church Middletown, AZ 3929 W. Constitution Dr. usa -
4] 3
| Ouwerby Placew || AddPlace || DeletePlace | PrintList
A | Ty ; = 2 Close
I | - || L Quick Lookup Combine Print Label

.12
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Removing Old
Events in
Facility
Scheduler

In the Sacrament Place Names and Addresses window, use the Combine process to

combine duplicate sacrament places.

‘Combine Sacrament Places

Select a sacrament place to change:

Change it to this sacrament place:

San Juan Baptiste{Mexico City) -~

StAnn Church-9232 5 Oak(louisville, KY):40291

St. Agatha-1223 W. Primrose Ln.(Evansville, IN):47701
St. Ann Parish-223 5. Oak{Louisville, KY}):402591
5t. Anselm Church-13013 Chillicothe Rd.{Chesterland, OH ~

St John Episcopalian Church-12 E. Madison{Mew York, NY, —|
5t Mary-221 N. Third St.{Phoenix, AZ).85004 —

St Ann Church-223 5 OakiLouisville, KY 40281 -~
St John Episcopalian Church-12 E. Madison{New Yok, NY

St Many-231 N. Third 5t.{Phoenix, AZ):85004 =i
St. Agatha-1223 W. Primrese Ln.(Evansville, IN}:47701 |—|
St.Ann Parish-923 5. Oak(Louisville, KY 40291

St. Anselm Church-130132 Chillicothe Rd.(Chesterland, O

5t. Anselm Church-P O Box 2233({Holmdel, MJ):07732 ol

Chan

List of changes to be made:

Addto Listof

Change St Ann-523 5 Osk(Louisville, KY) into St. Ann Parish-523 5. Oak(Louisville, KY):40281

ges Below

Remove aChange

Remove All Changes

Combine/OK
Cancel

Fig. 13

Once again, select the sacrament place on the |eft you want to replace and the sacrament
place on the right you want to keep, then click Add to List of Changes Below. When
you have all of the changes you want to processin the list, click Combine/OK. The
program processes through your sacrament records, replaces the values with those
sacrament names you want to keep, then removes the duplicate names from the list.

Retaining past eventsin your Facility Scheduler program slows down the scheduling
process. We recommend removing old events you no longer need at |least once a year.
Thisis easy and automatic. Determine how far back you can remove events, then use the

Delete Events process.
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Fig. 14
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To remove old events, select a date range. At the bottom of the window, select whether to
remove charge and payment information and specify what to do with events where
charges have not been paid.
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Click Mark All to select all events, then clear the check box next to any events you do

not want to delete.

Removing Old
Schedules in
Ministry

Retaining past schedulesin your Ministry Scheduler program slows down the scheduling
process. We recommend removing old schedules you no longer need at least once a year.
Thisis easy and automatic.
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In the Schedules window, click Delete in the upper right corner to display the list of
schedules. Select the ones you want to delete, then click Delete/OK.

Delete Scheduled Weeks
Delete| Schedule Name | staton | StopOn [ 4
First Week in May 2008 Mon 04/28/2008 | Sun 05/04/2008 |
Second Week in May 2008 Mon 05/05/2008  Sun 05/11/2008
r\; Third Week in May 20038 Man 05/12/2008 | Sun 05/18/2008
p. Fourth Week in May 2008 Mon 05/192008 ' Sun 05/25/2008
¥ | Last Week in May 2008 Mon 05/26/2008 | Sun 08/01/2008
¥ | First Week in June 2008 Mon 08/02/2008 | Sun 06/08/2008 |=
|7 Second Week in June 2008 Mon 08/09'2008 | Sun 08/15/2008
|7 Third Week in June 2003 Mon 06/16/2008  Sun 08/22/2008 |
F Fourth Week in June 2008 Maon 08/2372008 | Sun 08/2v2008
W First Week in July 2008 IMon 06/30/2008  Sun 07/08/2008
¥ | Second Week in July 2008 MMon 07/07/2008 | Sun 07/13/2008
P' Second Week in March 2009 Mon 03/09/2009  Sun 03/15/2009
’- Last Week in December 2011 Mon 12/26/2011 | Sun 01/01/2012
l_ First Week in January 2012 Mon 01/02/2012  Sun 01/08/2012
I_ Second Week in January 2012 Mon 01082012 | Sun 01/15/2012
[~ | Third Week in January 2012 IMeon 01/16/2012  Sun 01/22/2012
I- Fourth Week in January 2012 Mon 0172372012 | Sun 01/2%2012
l- First Week in February 2012 Mon 01/30/2012  Sun 02/05/2012
Select All Clear All Delete/DK
Cancel

Fig. 17

If Most of Your |f most of your datais old or outdated, you may want to perform a census. Consider

Data is Old or using the Family Census Letter under Family reports to send a letter to every family in

Outdated your database showing them the data you have for them and asking that they update their
datafor the church records.

For those families attending church at your parish who are not registered, use the Family
Blank Registration formto print blank census forms that you can pass out during Mass.
Or use the Online Registration form on your website and ask that they go online to
register as a parishioner.

If you use the PDS Connects program, you can ask your registered familiesto log on and
update their information online.

From the pulpit let your families know about your census efforts. Tell them they will
receive aletter and ask them to update their information and bring it back, or ask them to
log online to view and update their information using PDS Connects. Ask those who have
not yet registered to pick up ablank form and fill it in or go to your website and register
with your church.

Then go to your PDS dataand “mark” everyone as needing to be updated. Y ou can do
thisin a number of ways. One easy way isto mark everyone inactive. Use the

Activate/l nactivate Families process to mark everyone at once. Or, use the Quick Posting
Process for Family Keywords to give all families a keyword like “No Census Received.”

As you receive accurate census information from your families and enter these changes
(or verify the existing data) in the PDS program, mark that family active again, or remove
the specia keyword. This helps you find those families who have not yet updated their
data. Keep in mind that among that group are those families who have moved away
without notifying you.
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If Only Some If most of your dataiis current, but you find that there are some fields that you want to
track (birth date, occupation, language, email addresses, etc.) that have never been

Data is

Missin r tracked before, then your efforts can be on a more limited scale. Y ou can create simple
ISSIng 0 post cards or letters asking for just the limited information that is missing. Asinformation

Outdated comes back to the parish, enter it for the appropriate families and members. Since the

information is already blank, you don’t have to worry about old or outdated information,
that is, until this most current data gets old and outdated.
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Adding a New
Family

Adding a New
Family when
Sharing Data

Keeping Your Data Orderly

Once you have cleaned up your data, how can you keep it as orderly as possible?

Before you add a family to an Office program, search for the name to make sure it has
not already been added. Using the Navigation tools in the Families window, enter the last
name of the family you are adding (highlighted in red below). If the family is not found,
use the drop-down list to check for common misspellings of the last name. An example
isMac Arthur, which is spelled MacArthur, McArthur, Mc Arthur, Mac Arther, etc. You
can also use the Listing Screen to see if they are dready inthelist. To view thisligt, in
the left navigation pane, under Other Tasks, click Listing Screen.

If the family has not been added to the data, click Add Family (circled in green).
Minimally, you should enter the Family Name and at least one method of contact
(address, phone, or email) so you can get any missing information. Preferably, fill in as
much information as possible. When you enter the Family Name make sure you select
Automatically Add this M ember. It saves a step in the end. Once you have entered all
of the information, click Save and move on to filling in the member information.
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It is common to find that duplicate records were created in databases that are shared
between two or more Office programs. Learning the correct way to add a family cuts
down on this problem. Follow the steps described above. Search for the family name and
use the drop-down list to look for different spellings of the name.

If you don't find the family using the Navigation tools, the family is not visible to your
program. However, that doesn’t mean the family is not in the database. Next, check to see
if the family isin the database, maybe in a different Office program, but is not yet visible
in your program.
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Click Add Family. If datais shared between programs, alist displays showing all of the
families that are in the database but are not yet visible to your program.

Add Family
Adding a Family

of is cumrently in the Formation or School program.

To enter 8 new family, click the Add New Family button.

Mote: Member information is not automatically added.

: IDVEnvelope
Family Name
b Number
’ Andersen Joseph {June), Mr & Mrs.
Austin,Herald (Donna),Mr. & Mrs.

Cochrane,Ben (Wendy),Mr. & Mrs. 2

The list below contains family informaticn that was either previously deleted from this program

To use this information, select the family, then dlick the Use This Family button.

Street Addres

2685 N Hamis Or
SE2E E Pueblo Ave
11128 W Citrus Grove Wa

Cole, Janice, Ms. 8810 N 47th Ave Ste 2
Dailey, George (Lorma),Mr. & Mrs. 1901 W Villa Rita Dr b

4 | F
Find this Family:

Use this Family :

Add New Family Print List Cancel Add

Scroll through the list to look for the family you want to add, or type the first few letters
of the family name in the Find this Family field to move to that part of the list.

Add Family

Adding a Family

The list below contains family information that was either previously deleted from this program
o is curently in the Formation or School program.
To use this information, select the family, then clidk the Use This Family button.

To enter a new family, click the Add Mew Family button.

Mote: Member information is not automatically added.

: IDVEnvelope P
Family Mame s Street Addres
Pace Wilsen (Audra),Mr. & Mrs. 4410 N Longview Ave Ap
Reynolds, Gole (Irene), M & Mis. 1835 E Ranch Rd
’ Sanchez José{Rosa),5/5 11821 E lronwood Dr
Sawyer Msax (Cindy).Mr. & Mrs. 4902 E Thomas Rd Apt 1
ShafferAlice, Ms. 4848 E Palo Brea Ln -
< [ F
Find this Family: -
Use this Family Add New Family Print List Cancel Add

Fig. 19

If you do not find the family in thelist, click Add New Family and the cursor returns
to the Families window where you can enter all new data.

If you find the family in thelist, click Use This Family and the program automatically
makes that family visiblein your program. It then asks if you want to make some or all of
the membersin the family visible in your program.
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Add Family Members

Add Family Members

The list below contsins member informaticn that wes either previously deleted from this program or
is cumrently in the Formation or School program.

To use this information, select the member, then click the Use Marked Membes(s) button.

Mark : : : P
to Add Member Name Relationship Date of Birth
b IF Sanchez, José Father 05221575 |8
[¥ | Sanchez,Rosa{Rodriguez] Wife 10/17/1878 8|
17 Sanchez,Juan Son 06/30/1997 |8
|7 Sanchez, Piedro Son 11032001 4
W Sanchez, Terese|Ter) Daughter 05192004 |2 =
[ ¥
Mark All Clear All
: Use Marked Member(s) : Cancel Add
Fig. 20

Select the members you want to see in your program and click Use Marked M embers.

Note: When you add a family from the shared program list, al fund information visible
to your program is automatically added at that time.

Adding a New Creating duplicate keywords is common. When you are in akeyword field, if the Not in
Keyword to the List dialog box displays (see below), make sure you have spelled the keyword
correctly before adding it to the list.

the List
Not in the List [m25m]
CityState -
p Phoenix, &7
Pine AZ
Pinetop, AZ
Presgue Izle, ME

Queen Creek, AZ

San Francisco, CA

Santa Fe, NM

Scotisdale, AZ

Sun City West, AZ -
Phenix, AZ

iz notin the list. Do you want to:

Addtothelist | Add this tem to the list.

Select from the list above the

S item marked by an arrow.

Cancel Restore the previous value.

Fig. 21

If you see the correct keyword inthe list, select it and click Select from List. Making
sure the keyword is not already in the list saves you clean up time later on.
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Using Style Guidelines to Minimize Misleading
Data

A style guideline is a system you can implement to reduce misleading data. A style
guideline does not necessarily need to be in writing, but all users who have access to add
or change information in the program should use it. Here are some questions you should
address when coming up with a style guideline for your facility:

What status should be used for new families?

Who is considered head of household?

What relationship should be assigned to members?

What abbreviation style should be used, if any? (Open, with periods, or closed, without
periods)

First or 1%

Street, St, or St.

North, N, or N.

Mr or Mr.

What descriptions will be used for phones/emails?
Work, business, or office
Cell or mobile

What fields must be completed (including keywords)?

What information needs to be updated when someone becomes inactive?
What information needs to be updated when someone dies?

What information needs to be updated when there is a marriage?

What information needs to be updated when there is a divorce?

When should old information be deleted?

How should Event names be formatted?

Are you going to use Cash or Accrual basis?

Should you use master and sub accounts?

How much information on ministers is enough before you can start scheduling them?

Sample Style Thefollowing isasample style guideline. This exampleis very simple. Y ou may find

Guideline that your style guideline is severa pageslong. It isagood ideato put your style
guidelinesin small binders. Give one to each employee who enters or changes data on
your computer. Include other pages for important processes like Quick Posting of
Payments, New Y ear Fund Setup, and Grade Promotion.
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Guidelinesfor Adding New Families

(0]

(0]

Use the Search field to search for the family name.

If the name is not found, use the drop-down list in the Search field to look for
alternate spellings.

If the nameisfound, do not add a new family. Display the existing family and
make any necessary changes.

If the nameis not found, click Add Family.
Look inthelist of existing shared families for the family.

If the nameisfound, click Use this Family and enter any appropriate members
from thelist.

If the nameis not found, click Add New Family.

Guideinesfor Entering ID Numbers

(0]

(0]

Active families must have an D number in the range 1 — 5000.

Guest families that contribute should have an ID number in the range 5000 —
6000.

Guest families that do not contribute should have an ID number in the range
6000 — 7000.

Note: These values are just examples. Y ou can use whatever is appropriate at your
parish.

Guidelinesfor Entering Family Names

(0]

(0]
(0]
(0]

Families that represent married couples should use Mr. and Mrs. (not M/M).
Use the member’ s full first names for the formal salutation.
Use any nicknames the members have for the informal salutation.

Family names for widows may be entered as Smith,June,Ms. or
Smith,Robert(June),Mr. & Mrs. at the discretion of the widow.

Guiddines for When athe Head of Household Dies

O O O o

In the Members window, enter the date the member died in the Deceased field.
Do you want to mark this member as inactive/deceased? Yes.

Would you like to add an entry of Deceased to the Sacrament List? Yes.

In the spouse’s record, change the type to Head.

Check with the Widow/Widower to see what form of address they prefer on
family correspondence. Change the family name accordingly.
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Inactive Records in the Office Programs

One of the most annoying things that can clog up your datais inactive records. Some
databases have more inactive records than active records. What is the purpose of that?

What do you use inactive records for? How long do you keep inactive records before
deleting them? These questions differ from parish to parish. Y ou must decide what is
appropriate for your situation. However, remember that in the Office programs there are
two ways to handle inactive records.

Displaying The most common method for marking records inactive is to use the I nactive check box

Inactives in in the Families and Members windows. This retains the family or member in your visible

Red database and makes those records available to include in reports. Y ou must select the
appropriate check box when you run reports to print inactive records.

Use this method when you need to keep financial or other pertinent information about
those families.

Do not Display  Analternate method for handling inactive recordsis to keep them in your database, but

Inactive don’'t make them visible. This method is advantageous because the information is till

Records available if the family returns to the parish, but it is not in the way when viewing active
information.

To keep inactive records and not show them in the program, mark them as inactive, then
click Delete. Note: If you share data, and thisrecord is visible in another program, no
message displays. In this case, the record is still in your database, but not visible to you.

If the record is not in use by any other Office program, the following message displays:

P o

Confirm

9 Ewven though this family is ne longer in use by any of the
[ |

programs you can keep the information without showing it.

Mote: If you want to use it again use the Add Family button
on the Families window and select the family from the
displayed list.

O you want to keep the data without showing it?

es Ho

Fig. 22

Click Yesto keep the record in your database. If you need to accessit in the future, click
Add Family in the Families window.

Note: Y ou cannot print records that you have hidden in this manner on reports.
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Why Worry
about Backing
Up My Data?

How Often
Should | Back
Up My Data?

Automatic
Back Ups

Backing Up
Before
Restoring

Backing Up Your Data to Keep it Safe

Having abackup is like having a safety net. Natural disasters such as floods, electrical
storms, tornados, extreme heat or cold, as well as human interaction such as a spilled
drink, formatting the hard drive, viruses, fires, and even theft can all wipe out a system.
Backups also provide away to access information that has been deleted from the system.
This also means you can “roll back” a change you have made. If, for example, you run
the New Y ear Fund Setup process, and then decide you should have made different
option choices, you can return to the backup you made prior to the processand do it all
over again.

If you're asking this question, then you probably have never experienced a catastrophic
event on your computer. However, we have talked to enough people to know it is very
common. The following are common causes for people to restore backups:

U Power failure or power surges that cause hard drive crashes
Hardware failure of a computer or server

Theft of your computer equipment

Fire

CcoCc oo

Natural disasters such as floods, hurricanes, tornados, etc.

How often you back up your data depends on a number of things:
U Office procedures
U Availabletime
U Available hard disk space
U Amount of changes you have made since the last backup

The most important thing is to create a backup schedule and stick to it. That takes care of
most situations. However, there are times where backing up mor e than once aday is
appropriate. If you are working with school or religious education families and are
registering students, you may want to back up at lunch, in case something should happen.
Or, if you are entering pledge information, you may want to periodically stop and make a
backup. Consider how much work you would have to do in order to revert to your last
backup. If it is a considerable amount, then you should perform a backup.

Backing up your data when you start the program every morning is not enough.
Automatic backups are stored either on your local computer or your server. What would
happen to your dataif there was a natural disaster?

It isvery important to periodically take one of your backups off site. This means that
you have to back up to a removable media such as afloppy disk, CD, thumb drive, or
tape. If your network administrator periodically backs up the server to atape, make sure
you store one off site every month or so. You can put it in a safe deposit box at the bank
or take it home and put it on your bookshelf. Next month, bring it back and take a new
one home.

It isagood ideato make a backup of your data before you restore an older backup. That
sounds strange, but it is a precaution that can save you time. Imagine what could happen
if the backup you are restoring is damaged! Making afinal backup before you restore will
put your mind at ease.
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Class Evaluation

Got acomment about this session or anything convention related? Stop by the Resource
Areato fill out abrief online survey.
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