Families giving by date range for analysis from 1Q

1. First, log into ParishSOFT and you will be at your typical home screen:

HELP - CONTACT - HOME - SIGN OUT
ParishgoFT Family Suite St Toseph Paréh, Barsboo
Delaney_aAnna (Anna Delaney)
Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 1Q Administration
Home | Pictorial Directory | Organization Directory | Giving History | Start Page Settings
Home
Quick Links Suspense Activity
Home
My Own Church Notifications 767
Family List A
Mermber List Organization Notifications

2. First, in order the run a query on a fund in your system you will need your
Organization ID along with the fund that you want to search for. To find the
Organization 1D, go to the Administration tab, as seen below, then click on the
Organizations area. Next, in the middle of the screen, write down the POL#
highlighted below, which in your screen, is your Organization 1D number. (In the

example below, Good Shepherd Parish is POL # 2134.)

Home Family Directory Religious Education Offering Ministry Scheduler Tuttion 1Q Administration
Suspense ¥ Lookups System Setup v Organizations Manage Staff Module Settings Utilties v Notifications
Jrganization Management
Organization List + #+ POL#: 2134 # Edit Organization Record

2-[] Diocese of Demos, Ann Arbor
E-[] Al Parishes, Ann Arbor
[] Blessed Sacrament Parish, Toledo
[ tcathedral of San Demo, Ann Arbor
[ Christ the Redeemer, Pontiac
[] Gesu Parish, Toledo
[ 6ood Shepherd Parish, Toledo
[ Holy Trinity, Grosse Pointe
[ Little Flower, Livonia
[0 Our Lady of Guadalupe, Grosse Pointe

[ our Lady of La Vang, Grosse Pointe
[ Regina Coeli Parish, Toleda
[ Sacred Heart, Grosse Pointe

[0 Sacred Heart of Jesus Parish, Toledo

[ st. Andrew Newman Center, Grosse Poil

[ st. Barbara, Ann Arbor

[ st. Clare, Monroe
[ st. Francis of Assisi, Grosse Pointe
[0 st. John of the Cross, Muskegan

[ st. Joseph the Worker, Grosse Pointe

n

[] Ss. Andrew and Perpetua, Grosse Pointe

[0 st. Catherine of Sienna, Grosse Pointe

Organization Details - Additional Organization Details
Organization Name: Good Shepherd Parish
Displey Name: Goad Shepherd Parish

Local Org ID:

Child Of:

Organization Type:

ishes

Region:
Vicariate/Deanery:
CNA Database ID:

Organization Website:

95

Parishes Online Alias: goodsheperdtoledo
Organization Email:
School:

Grade Change Over: 07/01

Cut-Off Date: 07/30

Primary Address - Additional Addresses
Address Line 1: 550 Clark St.  Telephone:
Address Line 2;
Postal Code: 43601

City: Toledo

Fax:
Expanded Phone #s

State/Region:
Country: United States

3

3. Next, we’ll go search in IQ and run our query. Click on 1Q tab and you will be in the
main screen where you can open existing and create new queries. You may see the
screen filling, wait a second or two and it should appear as seen below:



HELP - CONTACT - HOME - SIGNOUT

ParishsoFt Family Suite St Joseph Parih, Baraboo

Delaney_anna (Anna Delaney)

Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 10 Administration

‘Query Builder

Intelligent Query
+ newQuery M Save Query M Save QueryAs B My Queries B RecentQueries W Query Tags
Column Picker Resuit Columns

[ Batches = [Add new column]
[F] Contributions

[ Families

[F] Funds

[F] Fund - Organization Sumimary
[[] Members

T

[E] Ministry Scheduler
[F] Organization Query Conditions

pled Select records where all of the following apply
ledges

[Add new condition]
[ Religious Education _

[F] Sacraments
[F] StatusAnimarum

[ Subscription Manager oL

Query Results - 0 Return Allresults [ w]  [7] Unique Records Only @ Execute Query =5 QueryResults v "

No Query Results

4. Click the My Queries area, seen above and search for the query called: Family
Contribution Analysis query. Click on the area where the name of the query is
shown, to highlight it, then click the Open button at the bottom of the screen.
(similar to the example below)

t New Quel W Query Taa:
| My Queries ® i
1 Fitter by Query Tags v i
| Query Name Query Tags Date Created Date Modified Owner Global
Contributions_By Entry Date 1/4/2016 1/4/2016 Delanay, Anna
Contributions_By Entry Date Details 6/13/2017 6/13/2017 Test, ParishSoft
Directory Info for merging 11/5/2015 11/5/2015 Stransky, Richard
Ernail addresses - Wttn Catholic - Jackie 8/22/2017 Rosinski, Jackie
Envelope Holders with no Contributions 12/21/2016 Delaney, Anna =
Families Unregistered between dates Delaney, Anna
Family and Member details Delaney, Anna
Family and Members for photo company Defaney, Anna
Family Base Query 9/29/2015 4/12/2017 Delaney, Anna
Family Contribution Analysis 3/5/2018 3/23/2018 Delaney, Anna
Page 9pPTOT1881tems) (<] 1 2 3 .. 8 9 10 11 .. 17 18 193] o

o [ ,

5. You will see the query fill in the main area, similar to below. You can see the name
of the query, highlighted in the screen shot below, in case you want to verify what
query was opened.



T
m
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- CONTACT - HOME - SIGN OUT

-EC!I'iSh SOF——I— Fam”y Suite St Joseph Parish, Barshoo

Delaney_Anna (Anna Delaney)

Home Family Directary Religious Ed. Offering Ministry Scheduler Tuition 10 Administration

Query Builder

Intelligent Query

= newQuery M saveQuery I Save Query As ¥ My Queries [ Recent Queries W Query Tags

Viewing Query Family Contribution Analysis Q, Query Properties
Column Picker Result Columns
I [ Batches ol Expression Title
b [ Contributions Families Famity DUID Family DUID J
b [E] Families Families Last Name Last Name ‘i‘
b [F Funds Families First Names First Names
b [F] Fund - Organization Surnmary Families Envelope Mumber Env #
b [ Membars Families is Reaistered Currentlv Reaistered? S
E [Add new column]
b [E] Ministry Scheduler
> [ Organization Query Conditions
> [ eledges Select records where all of the following apply

Contributions Owner Organization ID is equal to 15952

[ Religious Education
and Contributions Payment Date is between Jul 01 2016 00:00 and Feb 28 2017 00:00

[ Sacraments

[ StatusAnimarum

I [7] Subscription Manager 52
® [Add new condition]
Query Results - 0 Return All results E [[] Unique Records Only @ Execute Query = QueryResults v "

S,

6. Inthe Query Conditions area, indicated below, click in the area to the right of
Contributions Owner Organization ID, and fill in your parish’s Organization ID.
Click outside the box or press Enter to change your edited text back to the blue of
the other criteria.

[ntelligent Query

=+ newQuery M save Query I save Query As W My Queries @ Recent Queries W Query Tags

Viewing Query Family Contribution Analysis Q, Query Properties
Column Picker Result Columns

b [ Batches o Expression Title

b [F] Contributions Families Family DUID Family DUID -
b [F] Families Eamilies Last Name Last Name El
b [F]Funds Families First Names First Names

» [F]Fund - Organization Summary Families Envelope Number Env #

b [ Members ) Farmilies is Reaistered Currentlv Reaistered? 2

[Add new column]

[E] Ministry Scheduler
Query Conditions

[ Organization
Select records where all of the following apply

[ Pledges
Confributions Owner Organization ID s equal fo 15952

[ Religious Education
and Contributions Payment Date is between Jul01 2016 00:00 and Feb 28 2017 00:00

[C] Sacraments

[ StatusAnimmarum

[ Subscription Manager -

@ [Add new condition]

7. After editing the Organization ID, look to where the date range prameters are. Click
where the dates are shown highlighted below, and change them to the date range you
wish to analyze.



Query Builder

Intelligent Query

4 NewQuery [ save Query [ Save Query As [ My Queries [ Recent Queries W Query Tags

+ Query Saved Viewing Query Family Contribution Analysis Q. Query Properties

Column Picker Result Columns

b Batches = Expression Title

I [7] Confributions Families Family DUID Family DUID -

b [ Families Families Last Name Last Name

b [ Funds Families First Names First Names

I [ Fund - Organization Summary Families Envelope Number Env #

b Members Families is Reaistered Currently Registerad? hd
Add new column

b Ministry Scheduler

1> [[] Organization Query Conditions

I [] Pledges Select records where all of the following apply

Contributions Owner Organization ID is equal to 15952

13 Religious Education
b [ Sacraments and Contributions Payment Date is between Jul 01 2016 00:00 and Feb 28 2017 00:00

B[] StatusAnimarum

I [) Subscription Manager

® Add new condition

8. Click the Execute Query area, on the bottom right side, as seen in the screen shot
below.

HELP - CONTACT - HOME - SIGNOUT

'EClI'iSh SOFI—' Fam”y Suite St Joseph Parish, Barahoo

Delaney_aAnna (Anna Delaney)
Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 0 Administration
Query Builder
Intelligent Query

= NewQuery [ saveQuery [ Save Query As B My Queries W RecentQueries W Query Tags

Viewing Query Family Contribution Analysis Q Query Properties
Column Picker Result Columns

b [F] Batches [l Expression Title

b [F] Contributions Families Famiy DUID Family DUID =
b [F] Families Families Last Name Last Name E
b [[] Funds Families First Names First Names

& [F] Fund - Organization Summary Families Envelope Number Env #

b [[]Members Families is Reqisterad Currentlv Reaistered? 2

m

[Add new column]

[ Ministry Scheduler
Query Conditions

[] Organization
[ Pledges
[] Religious Education

Select records where all of the folowing apply

Contributions Owner Organization ID is equal to 15952

and Contributions Pavment Date is befween Jul 01 2016 00:00 and Eeb 28 2017 00:00

[] Sacraments

[ StatusAnimarum

[F] Subscription Manager 2

[Add new condition]

Query Results - 0 Retum Alresults =] [ Unique Records Only @ Execute Query S5 QueryResults v o”

Mo Query Results

9. After running the query, to export the information and save it, click on the Query
Results area seen below, then select Export to CSV



I [] StatusAnimarum

I [] Subscription Manager hd
® Add new condition
Query Results - 364 Retumn All results [ Unique Records Only @ Execute Query =2 Query Results v @
imary Address 1  Families_Contact Info Primary City Families_Contact Info Primary State = Families_Contact Info Priman B -
xport to CSV N
Wisconsin Dells WI 53965 Mail Merge
f Wiscensin Dells wi 33965 Generate Email Address List
Wisconsin Dells WI 53965
Wisconsin Dells WI 53965 Create Family Workgroup
Wisconsin Dells wI 53965 Create Member Workgroup
Wisconsin Dells WI 53965

10. Your web browser may give you a warning, it’s OK to click and Leave this page.

This page is asking you to confirm that you want to leave - data you have entered may not be saved.

[Leave Page ] ’ Stay on Page ]

11. Next, your computer will request what you want to do with the file, as seen in the
image below. Go ahead and click to Open the file in Microsoft Excel. (where we will
format the information for printing.)

[ Opening qb-results-636561096293036244.c5v ﬁ1

You have chosen to open:

) gb-results-636561096293036244.csv
which is: Microsoft Excel Comma Separated Values File (322 KB)

from: https://connectnow.parishsoft.com

‘What should Firefox do with this file?

Microsoft Excel (default) -

(") Save File

| Do this automatically for files like this from now on.

| ok || concel |

12. The file should now open in MS Excel (or your default program) similar to the
screen below:



—— — _
{\ el =N gb-results-636561228620571515 [Read-Only] - Microsoft Excel

. [E=S

13.

File Home Insert Page Layout Formulas Data Review View Add-Ins (2] o
z 2 2 2 =, == & » B @r P
@ @ W BE™™ MY o 58 2 B & W W H
From From From From Oth'er Etistm_g Refre'sh — e %l Sort Filter Y;’Advan(ed Text to Rerr_\ove _Dat_a . Consolidate What_-lf' Greup Ung'mup Subtotal
Access Web  Text  Sources Connections Al E Columns Duplicates Validation Analysis
Get External Data Connections Sort & Filter Data Tools Outline
L10 - I
I A B 5 D E F G H I ] K L M N o] P Q
1 |Families L Families F Address 1 City State Zip Phone  EmergencEmergency Phone Desc
2 |Aalfey  Deanand 815 Camp Middletorwi 53562 608-123-4567
3 |Aaron George  S51556A In Middletorwl 53562 608-123-4567
4 |\ Acker Jean 600 Astec Middletorwl 53562 608-123-4 477-1558 cell 1/2017
5 Adams Paul and LE12628A | Middletor Wi 53562 608-123-4567
6 |Anderson Michelle 800 WaldcMiddletor Wi 53562 608-123-4567
7 Ayer David and E10164 Te Middletor Wi 53562 608-123-4567
8 |Bonham Mary 1352 15th Middletorwi 53562 608-123-4567
9 Borkenha Gary and 1209 Washi Middletor wi 53562 608-123-4567
10 |Bowar David and 202 15th 2 Middletor Wi 53562 608-123-4 608-393-1088 I .I
11 |Bowens Edwin anc 621 13th 5 Middletor Wi 53562 608-123-4567
12 |Bowens Alicia 800 Waldc Middletorwl 53562 608-123-4567
13 |Bowers Jamesanc E12109A S Middletor wi 53562 608-123-4 393-1081 might be giving tree number
14 |Boyd Owen anc 727 Jacqu Middletorwi 53562 608-123-4567
15 |Boyd Bruce 321 4th Ay Middletorwi 53562 608-123-4567
16 |Brennan Brian and E11673 McMiddletor wi 53562 608-123-4567
17 Brennan Anthony ¢ E9751 Stai Middletor W1 53562 608-123-4567
18 |Brennan Colleen 326 5th Ay Middletorwi 53562 608-123-4567
15 Brennan David and 901 Moor Middletor wi 53562 608-123-4567
20 |Bronkalla Leo and Jc E9899 Tro| Middletor wi 53562 608-123-4567
21 Brophy Joan 818 Duboi Middletorwi 53562 608-123-4567

Click File then Save As to save the file. Make sure, to save it in a location you

know, with a name that makes sense. If you want to format this document and keep
the formatting, then click the Save As Type (indicated below) and select Excel
Workbook. (top option in the list) Then click Save.

- - - ] ~ = -,
@ Save As - . - ™ — > . ﬂ
P~ = PR
Jhe o) » Computer » Local Disk (C:) » Users » anna.delaney » Desktop » - earch Desktop
o)) v | e Comp Local Disk (C:) » U delaney » Desktop +3 |l Search D )
Organize = New folder > @
i RecentPlaces  * Name Date modified Type Size |~
4 Downloads i i . o
E) st Dennis Endowment Comparison 2017 ... 3/13/2018 4:54 PM Microsoft Excel 27 KB
= | ibran &) Endowment Analysis March 2018 to 17 3/13/2018 3:41 PM Microsoft Excel 22KB
ﬁ@';" = . &) Circle of Grace registration 04 18 3/12/2018 11:30 AM  Microsoft Excel 27 KB
ocuments
| J‘ e E) Al saints corrections for CN Giving 3/9/2018 12:12 PM Microsoft Excel W 12 KB =
b usic
i = & Inactive or Non Compliance Mockup 3/6/2018 9:01 AM Microsoft Excel W... 16 KB
ct =
= ‘u’fd Hres ] Hollandale Export to Import Oct-Dec 201..  2/6/2018 517 PM  Microsoft Excel W.. 341 KB
idens
i [#] ParishSOFT Tracking - Shortcut Shortcut 3KB
| = C & Fix Unknown Salutations in Connect Now Microsoft Excel W... 15KB
Ll t ) ) |
I N :‘lmpu el: i [l_ [ Metwork Drives (B) - Shortcut Shortcut 2KB
etwork Dirives
= [ anna.delaney (I} - Shortcut / Shortcut 2KB
Il & Local Disk (C)
[ = .. Testing 3/13/2018 9:58 AM  File folder
= HP_RECOVERY (L . . .
SRR, | © . Queen of Peace 3/13/2018 9:52 AM File folder s [
I CRESt Dennis Endowment Comparisen 2017 to 2018] -
i Save as type: ’Excel Workbook V]
Uthors: Anna Delaney Tags: Add atag Title: Add a title
I
/‘ [¥] Save Thumbnail
I 4 Hide Folders Tools [ Save J [ Cancel ] T
H
— - =




14. If you wish to compare two date ranges, you will go back into Connect Now 1Q.
Then change the date range for the second analysis dates, click Execute Query, to
see the results of the Query, save out the data again and merge both data files to one
Excel worksheet.

Intelligent Query

=+ vewquery M save query M save QueryAs W My Queries B RecentQueries Wb Query Tags

Viewing Query Contribution Fund by Dates and Number times given Q, Query Properties
Column Picker Resuft Columns
I [F]Batches il Expression Title
P [£] Contributions Families Family DUID Famiy DUID =
b [7] Families Families First Names Farnilies First Names =
b [FFunds Families Last Name Last Name
b [F] Fund - Organization Summary Families Maiing Name Families Mailing Name

Families.Contact Info Primarv Address 1 Address 1 2

[CIMembers
[E] Ministry Scheduler

[Add new column]

Query Conditions

[£] Organization

[FIPledges Select records where all of the following apply

Confributions Payment Date is between Feb 27 2016 00:00 and Feb 28 2017 00:00

[F] Religious Education
and Contributions Fund DUID is equal to 16169

I [] Sacraments
— | and Contributions Payment Amount is greater than 0
b [F] StatusAnimarum
and Families.Owner Organization Organization ID s equal to 3309
I [F] Subscription Manager 2
® [Add new condition]
Query Results - 128 Return Alresults || | [F] Unique Records Only @) Exeaste Query. = QueryResdlts v o
Family DUID  Families First Names Last Name Families Mailing Name Address 1 Address 2 ("

118026 Scholarstica Aniekwenagbu Scholarstica Aniekwenagbu 15 Straubel Ct Apt 302 P



