Submitting October Counts in Diocesan Data Hub

1) After logging in on the Diocesan Data Hub, verify that your name is indicated in the
upper right corner (indicating you’ve logged in) and then verify what Organization is

listed in the main header.

Diocese of Madison Data Hub Anna Delaney &
Diocese of Madison I want to work with: | - select a dataset - v o/ /

Welcome to the Diocese of Madison data hub.

After logging in using the button at the top right, the above menus will contain various options for which you have permission.
(A few options are available without logging in.)

To work with a particular parish or school, click the "Organization" button and select the desired organization.
(The actions available to you will change depending on the organization selected.)

2) Within the upper header, click on the grey Organization area, to select the correct parish

to report upon if it’s not already listed.
Diocese of Madison Data Hub

\ Diocese of Madison 1 want to work with: — select a dataset — v| o/

Within the Select an Organization popup window, select the parish from those within

the Parishes list, as seen below to change your organization default.
X

Select an Organization

Show Parines | which are| Acive |

102 organizations match the search criteria.

Location Name Status Tvpe
Ashton Saint Peter Parish Active Parish
Baraboo Saint Joseph Parish Click o select this organization L¥¢ Parish

exive

Parish

Belleville Saint Francis of Assisila wesox

3) With your correct parish listed within the header, click where it says | want to work
with: and select the October Counts option within the drop down list.
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Organization: | Ashton, Saint Peter Parish ﬁ I want to work with: | - select a dataset - v
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To work with a particular parish or school, click the "Organization" button and select the desired organization.
(The actions available to you will change depending on the organization selected.)



4) First, click the Edit Mass Schedule button and adjust the mass times to correctly reflect
the new mass times at the parish.

Edit Mass Schedule

Saint Peter Church, Ashron Saturday afternoon (Sunday vigil) 4:30 PM

Saint Peter Church, Ashron Sunday 9:30 AM

Saint Peter Church. Ashton Moeonday 815 AM

Saint Peter Church, Ashron Tuesday

Saint Peter Church, Ashton Wednesday

Saint Peter Church, Ashton Friday

5) On the Parish Details screen, scroll/look down till you see the regularly scheduled
Masses listed, then click the pencil icon on the left to adjust the times listed.

Contacts

7121 County Road K

Middleton

53562 3912
https:/imaps.google.com/maps?g=7121+Cty+Trunt

Saint Peter Church Saturday afternoon (Sunday vigil) 4:30 PM English
Saint Peter Church Sunday 9:30 AM English




6) Adjust the listing on the popup screen below and click Save when finished.

Saturday afterncon (Sunday vigil) v

4:30 PM
English +

[ Save | oot ][ Cancel |

7) If you need to Remove/Delete a mass time, select the time as if you were to edit it, but
instead click the Delete button in the options, as seen above.

8) If you need to Add a mass time, click the green plus section, listed below the listings of

the mass times, to add a mass for a specific worship/church site:

Saint Peter Church Saturday afternoon (Sunday vigil)
Saint Peter Church Sunday

Samt Peter Church Monday

Saint Peter Church Tuesday

Saint Peter Church Wednesday

Saint Peter Church Friday

Ashton Saint Peter Church 330

9) After closing the Parish Details screen, you will be back on the October Counts area.
From there, click the pencil next to each Sunday/Sat Eve masses, as seen below, and
record your collected mass counts.

Edit Mass Schedule

Saint Peter Church, Ashton Saturday afternoon (Sunday vigil)
Saint Peter Church, Ashton Sunday

Saint Peter Church, Ashton Monday

Saint Peter Church, Ashton Tuesday

Saint Peter Church, Ashton Wednesday

Saint Peter Church, Ashton Friday

10) After adding in all weekly mass counts, click the Save button:



Saturday afternoon {(Sunday vigil) v

4:30 PM
English
41

If you have any reasons for discrepancies, please address that in the Notes area prior to
saving.

For assistance, feel free to contact these diocesan staff:
Rebecca Fischer 608-821-3015

Anna Delaney 608-821-3149

Marie Lins 608-821-3160



