Member information via Age Range for RE with parent names via 1Q

1. First, log into ParishSOFT and you will be at your typical homescreen:
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2. First, in order the run a query in your system you will need your Organization ID. To
find the Organization ID, go to the Administration tab, as seen below... in the
middle of the screen, write down the POL# (highlighted below) which is your
Organization 1D number, which should be listed above the name of your parish, as
seen below. (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 + Notifications
Jrganization Management

Organization List + - POL #: 2134 # Edit Organization Record

2-[] Diocese of Demos, Ann Arbor
E-[] Al Parishes, Ann Arbor

>

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

(I

[ Blessed Sacrament Parish, Toledo Display Mame: Good Shepherd Parish
[ tcathedral of San Demo, Ann Arbor Lecal Org ID:
[ christ the Redeemer, Pontiac Child Of: Al Parishes
[J Gesu Parish, Toledo Organization Type: Parish
[] Good Shepherd Parish, Toledo Region:
[ Haly Trinity, Grosse Pointe Vicariate/Deanery:
O Little Flower, Livonia CMA Database ID: 95

o Website:
[0 oOur Lady of Guadalupe, Grosse Pointe Organization Website:

[ our Lady of La Vang, Grosse Pointe
[ Regina Coeli Parish, Toleda
[0 Sacred Heart, Grosse Pointe
[ sacred Heart of Jesus Parish, Toledo
[] Ss. Andrew and Perpetua, Grosse Pointe

Parishes Online Alias: goodsheperdtoledo
Organization Email:
School:
Grade Change Over: 07/01
Cut-Off Date: 07/30

[ st. Andrew Newrman Center, Grosse Poil Primary Address - Additional Addresses

[ st. Barbara, Ann Arbor Address Line 1: 550 Clark St. Telephone:

[ st. Catherine of Sienna, Grosse Pointe Address Line 2: Fax:
[ st. Clare, Monroe Postal Code: 43601 Expanded Phone #s
[ st. Frandis of Assisi, Grosse Pointe City: Toledo
[ st. John of the Cross, Muskegon State/Region: OH
[ st. Joseph the Worker, Grosse Pointe i Country: United States

A T 3

3. Next, 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:
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Home Family Directory Religious Ed. Offering Ministry Sche
Query Builder

Intelligent Query

# newquery M save Query M save QueryAs i My Queries

Column Picker Result Columns

[[] Batches o

[Add new column]

[ Contributions

[F] Families
[ Funds

[] Fund - Organization Summary

[E] Members

m

[ Ministry Scheduler
Query Conditions

> [F] Organization
> [F]Pledges
> [ Religious Education

[F] Sacraments

> [ StatusAnimarum

> [7] Subscription Manager 2

®

Query Results - 0

4. Click the My Queries button seen above and search for the RE Students for

@ Recent Queries

Return All results
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St Joseph Parish, Baraboo
Delaney_Anna (Anna Delaney)

Tuition Q0 Administration

W Query Tags

Select records where all of the following apply

[Add new condition]

No Query Results

[[] Unique Records Only ~ @ Execute Query = QueryResults v "

Upcoming Classes query. (the list is alphabetized, so keep clicking on the pages to
go through them) Click with your mouse to highlight the query, then click Open.

< My Queries

Filter by Query Tags

Query Name
Edit Delete  RE Student Info per Year
Edit Delete  RE Student Registration Form Info
Edit Delete  RE Student Registration Form Info Support
Edit Delete  RE Student’s Family Info for Mailing
Edit Delete  RE Students for Upcoming Classes

and Contrib amount

Reg, Active Members between Grad Years

Registered active familie

Registered, Active, Members ages 11-18
Registered, Active, Members ages 11-18
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Query Tags Date Created Date Modified

12/14/2017

7/23/2019
10/8/2015
4/20/2017
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9/2/2016

9/2/2016
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5. You will see the query fill in the main area, similar to below:

owner
Delaney, Anna
Delaney, Anna
Admin, Diocesan
Delaney, Anna
Delaney, Anna
Delaney, Anna
Delaney, Anna
Daly, Erin
Curran, Jaymes

Curran, Jaymes
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6.

ParishsofFT:

Family Directory

Family Suite

Home Religious Ed. Offering Ministry Scheduler Tuition Diocesan Development

Query Builder
Intelligent Query
W My Queries [ Recent Queries W Query Tags

&= New Query H Save Query H Save Query As

Viewing Query RE Students for Upcoming Classes

Result Columns
Expression Title
Members First Name (Formal) First Name

Column Picker

Batches

Members First Name (Informal/Nickname)

Members Last Name Last Name

und - Organization Summary Members Birthdzte

Members Graduation Year

Add new column]

Members
Ministry Scheduler
Organization Query Conditions
Pledges Select records where all of the following apply

Members Birthdate is between Sep 01 2013 and Sep 01 2001

Religious Education

Sacraments and Members is Active

StatusAnimarum and Families Famil gligious Ed Only
Subscription Manager and Families.Owner Organization Organization ID s equal to 10309

-

® Add new condition
Query Results - 0 Return All results v Unique Records Only

Mo Query Results

HELP -

]
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Members Birthdate

Member Grad Year
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Q. Query Properties

© Execute Query = Query Resulis v 7

In the middle area, under the header Query Conditions, (in yellow above) identify
the line that describes Organization ID, as seen in the image below. Click on the
existing number and change it to your parish’s Organization ID number.

Organization Query Conditions
Select records where all of the following apply

Members Birthdate is betwesn Sep 01 2013 and Sep 01 2001

Pledges

Religious Education
Sacraments and Members is Active is equal to Yes
StatusAnimarum and Families Family Group Name is in list Active,Religious Ed Only

Subscription Manager and Families.Owner Orgznization Organization ID is equal to 10309

-

®

Query Results - 0

Add new condition

Return All results T Unique Records Only

© Execute Query = Query Resulis v+ 7

7. Next, click in the Member Birthdate area, to enter in the correct birthdate range for
the potential students that will be in your RE program. We are querying by
birthdate, so as to correctly capture all the students with an age range, and going into

the correct school year.




Organization Query Conditions

Pledges Select records where all of the following apply

Religious Education Members Birthdate is between Sep 01 2013 and Sep 01 2001

s equal to Yes

and Members is Adtive

i

Sacraments
StatusAnimarum and Families Family Group Name is in list Active Religious Ed Only

Subscription Manager and Families.Owner Organization Organization ID is equal to 10309

®

Query Results - 0

Add new condition

© Execute Query

*Please note, make sure your date range has the older date first, prior to the more
current, as seen below, to get the correct results.
Query Conditions

Return All results T Unique Records Only = QueryResults v+ ,*

Select records where all of the following apply

Members Birthdate is between Sep 01 2001 and Sep 01 2013

After you have updated the Query Conditions, click on the Execute Query button,
indicated below to see the results of your query. You will see results on the left side,
under the Query Results area, as seen circled

below.

< Query Results - 256 Return All results v Unique Records Only @ Execute Query = Query Resulis v+ 7
First Name  Informal/Nickname Last Name Members Birthdate Member Grad Year Members School Fam First Names Fam Last Nan
will Carrol 1/21/2013 2032 Joe and Sandy Carrol
Colin Petersen 2032 Jared and Lisa Peterson
Stephanie Stephanie Bader 2031 Scott and Jessica Bader
Grace Grace Bartes 2031 Jacob and Danae Bartes
Adalyn Hanson 2031 Hunter and Rache Birch
Durou Duros Dineld A o0y e TabL1 Deodlrys mnd ¥ Dinell A

9. Next, click the Query Results button and then Export to CSV (Excel), and you will
see an Excel document, similar to below show.

— TP = —— a
&9~ e Ei= qb-results-636703586773705861 - Microsoft Excel = B ]
Home | Insert  Pagelayout  Formulas  Data  Review  View  AddIns a@o =
== cut ; L. = _ [ =, o) ] Eam T FEE O Autosum -
Calibri 1 - A == £ = Wrap Text General = 7 ] :
e T et d.
Paste B 7 U~ | i~ & A~ i Merge & Center = $ + % 3 | %3 ;% | Conditional Format Cell | Insert Delete Format Sort & Find &
- < Format Painter - = - ES Merge & Center ° =0 pormatting + as Table - Styles = - - - (2 Clear™  Filter = Select -
Clipboard Font ] Alignment Humber Styles Cells Editing
Al - Jx | Members First Name ~
-
-
A B = D E F G H 1 J K L M N o P Q R S T ;
1 [MemberslMembers Mailing N: Families L Father Na Mother N: Primary Pl Address 1 City State Zip Registere: Registratii Father Cel Mother Ce Family Em Emergenc Emergenc Mother M Gender
2 lsabella Anthony Jerry andlAnthony (608) 568- 3708 Wesi Cuba City WI 53807 TRUE T lisaanthor 608-732-8335 F
3 |Julie Augustin Gary and [Augustin 608-568-3i 2504 Shoe Cuba City WI 53807 TRUE e F
4 Braydon Barth Kevin and Barth Kevin Barl Angela Ba 563-590-3 PO Box 66 Dickeyvill wi 53808 FALSE e 563-542-3 akbarth@chorus.net;abarth@dbgschool. M
5 |Ella Barth Kyle and k Barth Kyle Barth Kate Barth 5.64E+09 3475 Line Cuba City WI 33807 FALSE ki 563-530-7i kjbarth11( 5.64E+09 563-590-9999 F
6 Trevor Barth Kyle and k Barth Kyle Barth Kate Barth 5.64E+09 3475 Line Cuba City WI 33807 FALSE ki 563-530-7i kjbarth11( 5.64E+09 563-590-9999 M
7 |Trey Barth Kevin and Barth Kevin Barl Angela Ba 563-590-3 PO Box 66 Dickeyvill wi 53808 FALSE  #H##H#HiHE 563-542-3 akbarth@chorus.net;abarth@dbgschool. M
8 Kayd Barth Kevin and Barth 563-590-3 PO Box 66 Dickeyvill Wi 53808 FALSE ik akbarth@chorus.net;abarth@dbgschool.iM
9 lJenna Barth Kyle and k Barth Kyle Barth Kate Barth 5.64E+09 3475 Line Cuba City WI 53807 FALSE  #uHEHHEE 563-590-7i kjbarth11( 5.64E+09 563-590-9999 F |
10 Chayse Barth Kevin and Barth Kevin Barl Angela Ba 563-590-3 PO Box 66 Dickeyvill wi 53808 FALSE  #E#H##E 563-542-3 akbarth@chorus.net;abarth@dbgschool.a M
11 Mikayla Bartow Kim Barto Bartow 608-778-3i3551 Woo Hazel Gre:WI| 53811 TRUE  #uH#HEE kimberlybartowrn@gmail.com F
12 |Kolton Bartow  Kim Barto Bartow 608-778-313551 Woo Hazel GreiWI| 53811 TRUE  #uHH#HEE kimberlvbartowrn@email.com M

10. Click File < Save As and save the document to your Desktop, naming it a name that
you will recognize, and under the Save As Type, click the drop down arrow and
select Excel Workbook, as indicated below: Click Save.
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11. o ahead and close the Excel document.



