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1. BASIC SETUP IN MAINTENANCE

1.1. SETUP

Below is a list of the tabs that appear under MAINTENANCE>SETUP.

1.1.1. GENERAL TAB

The following buttons may be of use to you

-
Setup: General

Setup

General |Parish | Application | Forms | Printing {1) | Printing (2) | SMS |

B & 0

& =

Agcounting Starting Diefault

Tax Terms

Fayment Fieminder Fiemninder Impartant
Feriods Mumbers Accounts Codes Methods List Diates Dlates
e i © =
==
Farish Departments F amily Mote [linistry Security Security Update Schaal
Marme Roles Groups Imipart Year Level

ia@
Diebtor Dielivery Fost
Levels Faints Code

B Accounting Periods

Aecounting
Periods

&

Starting
Mumbers

Starting Numbers

E Default Accounts

Default
Accounts

Tax Codes

Tax
Codes

5 Payment Methods

Payment
Methods

Reminder List

Reminder
List
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Shows you how many accounting periods you have had on PACS, with the last one being
the current year you are in.

Under the Parish Tab you can reset your registers numbers — YOU MUST MANUALLY
RESET THIS EACH YEAR. Start on zero ie. In the field type in the format “Year/0000” eg.
2019/0000. This ensures that the first record will be numbered ‘1’. It is important to put
the year in as this helps generate the annual statistics required for the registers at the end
of each calendar year.

Under the Banking Tab — Reset your last cheque number so that PACS will automatically
generate the correct NEXT cheque number when you write a cheque. Simply type it in the
field. Eg. If the next cheque number you want to use is 234400 then type in the field
234399.

Default Chart of Account Settings. These come pre-set for the Archdiocese.

Lists the tax codes available in your PACS

Lists the different payments methods in PACS ie. Cash, Cheque, Direct Debit, Credit Card.
For Direct Debit please use method as Cash. This will ensure you can enter the Direct
Debit entries from your bank statement without additional fields popping up requesting
more information.

Reveals your Reminder List
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Reminder
Dates

Important Dates

Important
Dates

& Parish Name

Parizh
Mame

L,*_] Departments

Departments

i@ Family Roles

Family
Foles

Note Groups

Mote
Groups

=
@\ Ministry

Ministry

Security

Security

Reminder Dates

Choose/remove dates to your Reminder List. To do this you need move the event up from
the Available Events to the Selected Events or vice versa. Click or highlight the event
required, drag, and drop in the appropriate box —amend as required.

You can add important dates to your reminder list. Click Add to input your new date. Type
in the Description and then add your date to the Date field. Make sure you tick Make
Available to Reminder List Dates and SAVE.

You can Add or Edit details of parishes — this is where you can add parish email addresses
in order to email Register Notifications. The Parish Filter List enables you to search for the
parish you require. Type the name of the Parish or a key word from the Parish’s name to
search and press enter. For le. Type ‘woden’ and press enter. Both North and South
Woden Parishes will appear in the list. Now you can edit or add the details you require.
Click on the Address button to format the address correctly.

To add an email address for a Parish - Click the down arrow at the end of the phone field.
Click the Add button and you will see Fax, Email, Web, Other fields appear. You can fill in
the appropriate information. Notification Correspondence Method— choose either Mail,
Email or Fax. This sets the default of how you can send Register Notifications to that
parish from PACS. le. You must have email address of the parish entered in the phone
field above to be able to set this to Email. - CORRESPONDENCE VIA EMAIL IS HIGHLY
RECOMMENDED.

Departments can be created to identify expenses under the same GL code for different
purposes le. Electricity bills for 3 different churches in the same parish. Also useful to
group together expenses from different GL codes for a particular purpose eg. If you have
project which you expect to have invoices under multiple GL codes, you can view the total
expenditure for the project.

You can add to this list to tailor to your parish. Click Add Fill in Description field, then
nominate their Role Type and SAVE.

This is the facility to activate notes within PACS. There are several different types of
Notes. le General, System, Medical, Conversion, Confidential, Email, SMS. The default will
be to General Notes. Click the Make Available Everywhere button and this opens the
Available In screen. You can change Availability by clicking on the Availability button
which gives access to all parts of PACS. This may be necessary if you want to limit the
availability of those who can access the notes. Click SAVE when appropriate. You can also
assign a colour, picture (and Flash picture) to the notes. This means that when there is a
note in a record the designated picture will flash to highlight that there is a note available.

You can add/delete ministries to tailor to your parish. Click Add and in the Name field
type the new ministry then SAVE. It is not necessary to fill in the rest of the fields,
however, it may be helpful if you have more than one church/parish to fill in the Default
location & Responsible staff fields. The Description field is for any extra notes you may
wish to make. (see Section 7. for further information on Ministries)

Activates access levels for different members of staff. You first need to set up who in the
parish requires access — see Section 1.4. - Access Levels. Once this has been set up,
security can be assigned to each name. Choose the name by clicking on the drop down
arrow in the Access Level field. Tick the box next to Security is OFF, this will turn the
Security to ON. The areas in PACS which can have security set appear in the Left-hand
box. Double clicking the box with the cross beside each title will expand the item to make
visible all items. To assign a level of security put a tick in the box on the Right-hand side
of the screen. NB. Tick = access; a blank box= no access. Once you have completed

PACS IN EVERYDAY PARISH LIFE v42054 Page 7 of 111



assigning security for the particular user, SAVE. You can then Preview/Print to produce a
report listing the security assigned to each user.

@ Update School Year PACS offers the ability to update the school year of attendance for school age children of

ST parishioners. The school and year level fields are found in MORE tab in the Member’s

TearLevel card. Each year the school level can be updated. le. From Kinder, Year 1 to Year 12. Itis
important, however, to make sure that the year list in the member card is arranged/input
in numerical order. Eg. K123456789101112. This is because PACS will shift the
year level to the next named level in the list. To input the school levels Go to
PEOPLE>MEMBERS, Click on the More Tab, Go to the Year field and right click the mouse,
Select Edit Items. Click ADD and enter the school year then SAVE. Continue to do this
until all year levels have been entered.
To update the school year level — from the drop down menu choose the year, then click
RUN, then YES to the warning or NO if you choose not to go ahead with the update.

1.1.2. PARISH TAB

= E = | Set up information about your Parléh. _

Setup: Make sure Name and Contact Details fields are entered.

= e[ ame|Fodis OB | g BB 5E ' .
e o | i i e b An Unlock button has been added to allow for the situation
{Austratan Captal Ternit v | AUSTRALIA . . .
e where the parish name negds to.be changed (ie parish merger
[Sants Coratc e etc). The Unlock password is available from the CAM Service

CoetactName

Desk.

Under the Parish Logo File field you can import a graphic or .jpg
file of your parish logo and it will appear on Receipts, Register
SR Certificates, Notifications etc.

: The Parish ABN should be entered in the Number field so that
sl i the BAS can be produced.

Addvess. | Street

Ll <

155 Barton Ave
CANBERRA ACT 2600

M)

Modko10 v
Chech, Codes.

DGR Poumiber

BPAY Prefix BPAY Sulfc
Deduntile Gét Fucipient

1.1.3. APPLICATION TAB

Default Database profile —if you have more than one account on PACS, choose the Church account and tick Open at
Startup. This means that PACS will automatically default to opening this account. You will have to select other
databases first to open them.

Defaults — these are automatically set by the Archdiocese. Please ensure that the One Giver per Family box is NOT ticked.
And Allow Date change on Voided Receipts IS ticked.

-
Setup: Application

= ST EFT Credit Card Transfer format — Choose CBA BPOINT as we
i frimEe bank with the Commonwealth Bank BPOINT for Credit card
transactions and this is the transfer format required to export

oo g to BPOINT directly from PACS.

:Ca"bcnil'-‘insh [Changs password|
[+ Phedged Fand Tasathe s Addess;  [canberraBcg.org.au I
it 2 ) Set up Email Account —
e by
Wi = Email Account
Bersbourmosts S Email Server: outgoing mail server address ie.
[ P v g st || T _ smtp.cam.org.au

Account Name: Parish Name ie. Campbell Parish

; . NS el ) Email Address : parishname@cg.org.au ie
GETeusive ) GST Exshusive (8 LastUsedOpion | | = Campbe”@cg'org'au

| ¥abdate Emai Foote: image

If password protected hit CHANGE PASSWORD and enter
password in the field

You may also have to go to MAINTENANCE>LOGIN CONTROL

And set up the Email address section there

Enter email Address

Account Name (usually the email address again)

And Enter the password in CHANGE PASSWORD
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Giving The default fund name should always be Planned Giving.

Multiple Envelope Handling — Add Automatic should be T — W T T
selected as this ensures that if more than one of the same s
envelope number is added on the same date PACS will
automatically add these together.

i Add e
eNew e MMEMMS oo it
. . D
If you are using the Photo tab in PEOPLE>MEMBERS to store a e e Tom (| e [ .
photo, or scanned document (in photo format ie. .jpeg or pdf), st R
ensure that the Photo On is ticked and the default destination ] T Pk aGTaT PR 2 o]
lesries Fites Dtk nage Fosmat

for all photos is stored in the Photo’s Folder field. This is S M Pecsle 7 tnde
important if you are storing scanned information for eg.
Working With Children/Vulnerable People Checks. (see Section
9. — IPSS and Child Safety Regulations) and baptism certificates
for Sacramental Programs (see Sections 8.2 Confirmation

Start- Up— Place a TICK in the box to ensure that Reminder List always appears when opening PACS. You can also
choose the style of the Reminder List — place the bullet in the style required either Tree View or List View

Show Scroll Bars on Most windows — ensure that this box IS ticked as it is easier to view all the available
information.

Email Header Image File — To insert an image as your header in the body of an email, select the image needed by

clicking on the button with |z| three dots, search your T drive and select image. This will now appear at the head of
each email you send from PACS. It will only appear for the recipient, you will not be able to see the image when you
are creating the email. To send an email, see Email Centre Section 5.2.

Email Footer Image File — It is not possible to add a signature block to emails so a good place to add a signature
block is in the footer.

To insert a signature block as your footer in the body of an email, create a signature block in word with your details
and the Parish Logo. By using Snipping Tool (a program that can select an area on the screen and convert it to .jpeg.
You are access Snipping tool by clicking on the home button and start typing “Snipping” then the program will
appear in the dropdown list. Save the snip as a .jpeg or .bmp). Select the image needed by clicking on the button

with IZ| three dots, search your T drive and select image. This will now appear at the foot of each email you send
from PACS. It will only appear for the recipient, you will not be able to see the image when you are creating the
email.

To send an email, see Email Centre Section 5.2.

1.1.4. FORMS TAB

- Setup ==
Setup: Forms ‘

General | Parsh | Appbcation | Forms fernong (1) | P
Foams

Add Al Vi

Add ad
ndd had
g Pad
and fdd

add Add

E
PR
FEFTEIEE Y
EEEEEEEE]

Register and 8.5. Other Sacramental Registers)

-

Setup: Printing (1)

Gen sppicaton | Forms || Printing (1)) [prieng

Thank yeu for supporting our Parsh

1.1.5. PRINTING (1) TAB

Bank Deposit Slip Sub Tab. Example of the
Place a tick in the Summarize Cash Deposits if you want to print the
Bank Deposit slip and only have shown a total amount banked.

N R

Place a tick in the Print Description field if you want to print out the
Bank Deposit Slip containing the comment that was entered into
the Description field on Bank Deposit slip.

Under the sub tabs there is a comment section for various

: comments to appear on printed documents. In Giving Receipts or
Giving Statements Tab you can add a personalised comment to
your Planned Giving Receipts/Statement. Tabs such as Receipt or
Statement have a Comments button in the middle of the page. The

comment that you write in a Sundry receipt or Statement will
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appear on the print out as long as the box Include Receipt Specific Comment on Report is ticked. This is important if you wish

to produce a Receipt to a person directly from PACS rather than use a cash receipt book.

1.1.6. PRINTING (2) TAB

- Setup
Setup: Printing (2)

Please ensure Default for Bank Reconciliation is re-set the from
No to All

By leaving it on the default of No you only print out items that
have not been reconciled for the month.

The All default will print out ALL items reconciled and
unreconciled for the month.

It will also show any variance on the Bank Reconciliation
report. The Variance should be Zero. You may get a variance if
your Reconciliation date is incorrect, or you have a previous
Reconciliation that has not reconciled to Zero.

General | parsh | Appicaton | Farms_| Printing (1)
&=

(Detauit) | [ tsvending

<Al v

Fecent
(Defenit) [
Sement
(Defait)
inacloe  Credk
(Default)

[ Show Bark Deposit Sip

|Lenstsd [V Shcoa Credieor EFT Pagment Sumemary

[ [

Lerarimsd

Toppmen) | 6.358]  Botompnm) | 6355

Whugis & Shadg ”

o Ut Shading?

H| o | |

EFTRepentson sy
 rume Emwips

Margins and Shading Here you can adjust your margins and control shading or omit it completely (by taking the tick off) on

your printouts.

PRINTING EFT REPORTS

Saints Catholic Church

Electronic Funds Transfer Report

Tuesday, 30 Apr, 2013 %:52 At

EFT reports can be printed either in
Alphabetical order or Envelope number. The
default you would prefer can be set by going
to MAINTENANCE>SETUP PRINTING(2)

Recept Date: 15042013

EFT Report Sort by ; A

For Envelope Order, select Envelope and

0000 M D Glet
0000000000000000
SI500000000000

M Geanit Dy
v Padpital

SAVE
And reports will be printed in envelope order.

Or for Alphabetical Order

EFT Report Sort by
select Name and SAVE

1.1.7. SMS TAB

the Send Test button
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If you wish to utilise the SMS facility In PACS it is important
to activate this by entering the SMS Billing Code. Please
speak to the Parish Support Manager if you wish to obtain a
SMS Billing Code to use this function in PACS.
™ Also ensure that you place a tick in the Use Web Service

s tmter and enter your parish email address in the Email address
— field.
To test this facility enter the details for a test SMS into
Mobile Number field, and enter a message in the message
r:.:,mmm._ — — box. For example, place your own mobile number in the

field and in the Message field type the word test then press

Replies to the SMS can be found in PEOPLE>SMS REPLIES




1.2.

USER CODES

User Codes enables you to tailor the database fields for your particular parish/s. Once you select User Codes from the drop
down menu under Maintenance, you will see a list of yellow folders pertaining to different parts of the database. For
example if you click on the folder next to the word Parish — a further drop down list appears: Celebrant, Mass Centre, Parish
Place, Parish Zone. If you select the word Celebrant the right-hand side of the screen will list the celebrants in your database.
Here you can add new parish priests or clergy. You can also make them inactive from your main list by unticking the active

box.
F
+— User Codes =
O e Parish: Celebrant: New |
3 General Ledger Data ) wad
[J Giver Description
3 Member Delete
3 Other oo
(= Parish . —
B Celebrant Active [CIReportable Save
o] Mass Centre ;Jﬁ
h B} Parish Place ;
[ Parish Zone e
= Print @
["]show Usage
Properties
1.3. USER DEFINED CODES

A short cut to all user codes is to
right click the mouse in most fields
in your database, then choose Edit
Items, this will then allow you to
add/edit for that field.

Here you can add fields to customise your own reports. Fields may be added to different parts of the database. Select the
Add button and a field will appear under the Caption Heading and Field Type. Enter the name in the field you wish to add
under the Caption Heading and select the type of field from the drop down menu —ie. Text, number, currency, etc. The

&= User Defined Fields o] ® @
Family | Member | Asset Register l Baptism Register l Confirmation Register I Marriage ‘ |*
Caption I Field Type [ Before l After I [ Add 1
{ 7 Verified Date [ | Delete |
| o -
[Number nao
|Currency Save
(Checkbox [ Exit |
{Dropdown List '
Reminder Date
1.4. ACCESS LEVELS
b= Access Levels - Users @
Administrator
. [
prare 1 Admiristrator Delete
Lser
Merbes Undo
Administrator

Secuiity
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example shown on the right, is adding date field
to a Member’s Record. It is being titled
“Verified” and the type of information that will
be recorded in this field will be a date. This field
is being added to record information for Working
With Children Checks for NSW as the current
version of PACS did not include this MORE tab in
the member’s record.

Here you can set up a list of people who use PACS in your
parish. This must be done before setting any security levels
for certain parts of the database ie. Financials, giving, etc.
To add a person, click on Add and type their name in the
Description field. SAVE. The name appears on the left hand
side. Continue to add all users. Once all are saved, EXIT
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1.5. LOGIN CONTROL

Here you can make PACS password protected for each

I!—LoginContm\rUsers =e = user:
Bl BT Click Add then enter a Login Code (ie. This might be the

e e EEM'EH e & users name or initials). Then add the users name in the
“Add:md == Login Name field. Click the Add Password button, type in
o a [ Enin ] the Users agreed password in the field, then retype it in
s the confirmed field. You can opt to have NO PASSWORD,
et so skip this step for Add Password. Next, select from the
Access level — Administrator will give access to all the
s database.
T
A:.,‘;Nw. M%m It is a good idea to also enter the email address of the
- e parish, tick the box Same credentials as login this way
(Users TErpyee ) there will be no confusion when trying to send emails out
Cosct 28 ) Qesmici a1 of PACS. SAVE then EXIT.

All Users will now need to enter their login control and password (if selected) at start up to access PACS

1.6. DELETE GIVING TRANSACTIONS

= Delete Giving Transactions o ® = This feature allows you to delete unposted planned giving recording for a

- particular week/s. Select the From and To dates. Click on Delete then YES to
Pianned Giving [=] lelioinin. the warning or NO if you choose not to go ahead with the deletion.

From To Exit

26/07/2012 Thu  26/07/2012 Thu

1.7. TRANSFER GIVER

This feature allows you to transfer the planned giving records from one

ﬁ‘— Transfer Giver
member to another — eg. in the case of a husband’s death, the giving can FeaEs Tl

@8 (7] e

then be transferred to his wife if she wishes to continue to contribute to

the planned giving program. Select the binoculars or the Find button in

the From Giver field and from there select the current person in the

planned giving program. Next select the binoculars or the Find button in the To Member field and select the member the
giving will be transferred to. Once both names have been select, click the Transfer button. The giving records will now be
transferred to the new member.
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1.8. CORRESPONDENCE

This feature deals with all email correspondence. To save all notifications, receipts/statements etc, there has to be a default
destination folder entered. This is done through the SETUP. To send all emails, you go to the QUEUE.

SET UP

Correspondence Setup

Mame
Register

Highlight the appropriate Correspondence — ie. Register

Save

i E=tination Folder e . .. . . . .
Elﬁ!ﬁ Statement e e = — Notification, Giving Receipt etc. To choose the destination click
EFT Remittance Advice FEKL;:;;T::[E on the button
Purchase Order
Bil
Receint You will then be able to browse your computer for where you
Stat t . . . .
p|:d:?::atmnt want to save the files. Find an appropriate folder on the T drive

Email Comment

mmed a register notification for your X .
parish. Fax Comment & Email Comment fields — here you are able to

put a generic comment as a cover sheet to all emails/fax’s for
that particular correspondence. Eg. In the Register Notification
you may wish to put in the Email Comment field “Please find
attached a notification for entering into your parish registers”

| QUEUE

Once emails have been submitted they are sent to the Queue.

O

HE @

Here you are able to send them either individually or all at

 comeponione Qo once. Select the appropriate Outbox. The number next to the

Correspondence Queue ‘

B = — = —_— Outbox indicates the number of correspondences to be sent.
£l Fax (0) Il By

B Once the Outbox has been selected, a list of the

R Sttt correspondence appears. Highlight line (to send individually)

EEr— and use the Tool bar at the top of the screen to Send, Send All,

V] (Al Categories)
(Noca

Send Again, Delete etc Tip: Hover the mouse over each icon
and a description will appear.

Note: If you have many emails to be sent at once (ie. Planned
Giving Receipts) it is a good idea to send approximately 7-10 of

them at a time rather than the bulk at once. This way there
won’t be a backlog in the system and the emails will get
through with a lot less trouble. To do this Hold down the SHIFT key and select the emails with the down arrow or mouse
until you have selected 7-10 of them. They will be highlighted in BLUE, then select the SEND button.

- Reminder List BIE ]

# B EFT Schedule Detais - Member Credit Card Expiry Date (2)
& Note - Follow Up Due Date (1)

1.9 REMINDER LIST = Reaug T -t Pocesing O (1)
9.

Displays the items on your reminder list. If you do not wish the Reminder List to
show each time you open PACS, UNTICK the box Enforce Reminder List on Startup in
the MAINTENANCE>SET UP under the Application tab.

BHEEBE

1.10. CLOSE FINANCIAL YEAR

Please note this process is actioned ONLY by the Archdiocesan Audit Team after the
annual Parish Audit.
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2. TROUBLESHOOTING

j

2.1. INFORMATION NOT APPEARING IN FIELD

BOX
If the information in a field/text box is not appearing in its

Location

entirety, or the field box opens without the drop down list, just

Start Date

scrolling arrows, you can expand the box by clicking on and
Start Time

dragging the right bottom corner of the box. This will expand the
box and allow you to see all fields within the box.

If the box is unable to expand, you will need to use the scroll bar

Ministry Export

Selection Criteria

[] Parich Secretary Day ~ >
-

[Jinterested Ministry Only
[w]Active Ministry Only
[Jinclude Archive/Deceased Member

Ministry Export [=][=B=

Pinistry Ministry Member Member e
Mame Dleseription Tile st hlame La

4

End Date

End Time

<l m >

Number of Records: 0

on the right hand side of the screen to view all of the
information.

2.2. OUTSIDE RANGE OF VALID DATES

Error

This message will appear at the beginning of a new year if the
current year you are working in is more than one year past.

Date '03/03/2014" is outside the range of valid dates. Please check

'S@¥ Accounting Periods Setup.

For example if your current year in PACS is 2017 and this message
occurs in 2019, you will need to close the 2017 year before any
new data can be entered into Sundry Receipts or Make

Withdrawals/Write cheques. Contact Parish Support Manager for assistance.

2.3. FAILTO COPY FROM ONCOMING PLEDES

Balance Forward Pledged Fund E

This message will appear if oncoming pledges have been entered and
a tick has not been placed in the Confirmed Box.

To rectify this, go to

GIVING>ALLOCATION OF ENVELOPES

Fail to copy from oncoming pledges.
' There are unconfirmed oncoming pledges for that new Pledge
Date(07/07/2013)

Under Campaign, Choose Next. If

b= Allocate Envelope Number
Campaign Allocate

there are multiple entries, rather
than scrolling through, click Filter,

= |
e (Com )

t © Sequence number from Starting Number ; ,
use the dropdown boxes to enter S rbes b gvess slibaat corselope reavber ((Akocate | [ Clear | [ Fiker o
“« . Number of Records: 1
the command “Confirmed equals Stietins | Evvcioge —_— o o —— S
N” Number Date Amount 2 L[S2oc) Name
. . <00 Mr Richard Sharp 07/07/2013 Credit Card $40.00 Month @ Sharp 2
All unconfirmed Pledges will

appear.
Place a TICK in the box next to Edit
Pledge Details

Then place a TICK next to each giver in the box under the Confirmed Column.

SAVE

You will now be able to Balance Forward successfully and your oncoming pledge details will now take effect.

2.4. GLOBAL CHANGE

Eg. If you wanted to change all the pledge dates for those giving by CC.
Rather than changing every person’s pledge date, do the following:

GIVING>GIVERS

Pledge Tab

Payment Period (month)
Payment Type (CC)
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Choose Find (check the bottom right hand corner of the screen and it will tell you how many givers you have — that is how
you know it is correct)

Go to Edit

Choose Next Pledge Date — make your date change then right click the
mouse and choose Global Change.

You will then be prompted with the screen “This action will apply the
new value for the current field to all selected records”

Select Apply or Cancel as appropriate

If you choose Apply, all records will be changed to reflect your date
change. Do the same for Payment Date.

*— Global Change @

This action will apply the
new value for the current
field to all selected records.

2.5. REMOVE DUPLICATES FROM DROP DOWN LISTS

In drop down lists that are created by the User, .
there are usually duplicates in the data. For
example, in the Celebrant drop down list in

‘ Celebrant -
Father Ben Roberts |

Registers, there could be Fr J Smith, Father John @:_‘}fbe:; DDeastcaripﬁon [ Add |
Smith, Fr John Smith — all relating to the one : Een’sﬁ-a::er: Father Ben Roberts
priest. Fr Simon Wayte Uiy

To save time scrolling through the list and also ;;E::;:i::h::mm Save
maintaining a standard name to choose, you Fr Darie! Bemedeti [ Ext |
can make the ‘duplicate’ names inactive by Fr David Trenkle
doing the following: irr;ahr::p"ﬁinfme” doe [ i |G
Access the necessary area in PACS, e.g. [Jshow Usage
REGISTER>BAPTISM REGISTER, right click on

Celebrant and choose Edit Items. A list of the
selections available will appear. Choose the record you would like to remove from the choices, and take the tick off Active.
Click SAVE. Go through the list and do that for all duplicates.

This will save across all registers with a Celebrant field.
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3. MISCELLANEOUS FEATURES

3.1. UPGRADE HISTORY
This gives you the ability to view when PACS was upgraded. Go to SUPPORT>ABOUT and click

© 2730 i s o, M s UPGRADE HISTORY to view the upgrade details. It lists the date & time of the upgrade, the build

MY PARISH

Profie
we s wnmieee § - gnd version details.

aton
Express Edition with Advanced Services on Windows NT 6.1
<XB6> (Buld 7601: Service Pack 1)

Server DEBCRAN4HPSQUEPRESS

DataBase  PARISH MY_PARISH

e 3.2. GOOGLE MAPS
A== PACS has the ability to launch Google
g Maps from the address screen. The [ Address... ][Residenh'al "]
o feature requires internet access. It enables 18 Northcote Crescent
* you to view the map location & street DEAKIN ACT 2600
e —

view for the address. Click on the green @
arrow button in the bottom right hand corner of the address
button to activate this feature.

3.3. SAVE PDF COPY OF REPORTS

Make sure a PDF program is installed on your computer. If not — google CutePDF and follow the prompts to install.

Business Activity Statement 01/01/2013 - 31/03/2013
add GenersiDetals | Debéts & Credits | Supples & Acqusitons | PAYG & Frnge Senefis To save a report as a PDF, e.g. BAS, Select
ew Debits & Credits ]@
- e T——— ngf P — crﬂ the J Printer Icon next to the Print
ST - szl Button, a window will appear with a list
Clea s ICS 0 bt 1D % . . .
. R : of printer options, select your PDF printer
Savi sy O 1 g 1E 1] L o b rpdaradabls  1F . .
— wﬁ:’wwmm ie. CutePDF Writer — select OK
ot 16§ This will take you back the original report
B Prirvas Satp & - - S ans screen, click Print. A Save As dialogue box
- IR — ﬁi?ﬁ:ﬂﬁ”ﬁﬁﬁﬁﬁ will appear and save the report to your T
‘;;*;;“_!mmc o ] DRIVE. (name it something like
Mcrosoft ¥PS Document Writer onNed0: | | Cancel ParishNameSepBAS18 — to easily identify
l'-qu Fa o Mell 1: ‘drm:&.lm;iq B
CutePOF Wriberon P | e O ing J your document)
VifeacyWCaron B-A0Y C 5030 /S0%E UPg i :’:::J:m GRS
q| I
| You can now email this report to
" . etk recipients such as Finance Councils, etc
— | [ Settnge. | |78 -5 .68 8BS :
Undachpe Fl 1] " ‘ Shading. .. __ i :v‘:gm:-*:-rm:mu'llr plglhlﬂlohTD :
Submat 1o ATD kb neﬂﬁlhmmhm

3.4. PRINT SCREEN
m Open PACS to the screen you wish to print. Go to FILE>PRINT SCREEN,
the select your Printer and PRINT.
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3.5. PRINT SET UP

o PACS 7032364 - MY PARISH - Administrat
File My Favorites Cale

- To Set Defaults for Printers,

FILE>PRINT SETUP,

Select the SETTINGS button,

Select your PRINTER on the list,

Select the SETUP button. The Printer Properties screen is displayed.
~ Make the required changes to your printer properties (ie. Adjust the
L : layout etc)

- a0

To adjust the printing margins within PACS for printing labels etc
FILE>PRINT SETUP
Highlight your printer and select the SHADING button and adjust the
top margin as necessary.
An alternate way is to go through MAINTENANCE>SETUP PRINTING (2) TAB under Margins and Shadings section, adjust the
top margin as necessary.

3.6. PRINT ENVELOPES

This function is dependent on the setup of your printer.

The ability to print an envelope for a single family or a member is available. An envelope print option has been added to the
Family and Member screens. The envelope print option is set to print a DL size envelope. This enables you to quickly print an
envelope.

PEOPLE>FAMILIES (or MEMBER). Find the family or person.
Click on the ENVELOPE PRINT icon on the tool bar (circled below)

File Record MyFavorites Calendar People Giving Registes Redeipts Credidos gneralLedger Reporis  Mainbenance Window Supposi
B it (B paa el | 52T A s =

The ENVELOPE PRINT screen will be displayed with the address details. You can modify the address in this form if required.
Note, however, that any changes you make in the Envelope Print screen will not be saved on the family or member’s record.
Select PRINT to print the address onto a DL sized envelope.

3.7. MY FAVOURITES L Oganize favortes
My Favourites is a short cut to the areas in PACS that you Ty Favortee (o catonar
use the most. B e
To set up Registers
Receipts

Click on MY FAVOURITES>ORGANISE FAVOURITES -E Creditors

The screen to the right will appear. Under Available Menu
expand the Heading you require by clicking on the crd [+
next to the Heading. ]
Continue to do this until you have found the area you require.

For Example. If you wanted to save the Balance Sheet Report in My Favourites.

e oumetromes o wesi | Find it under REPORTS>GENERAL LEDGER>FINANCIAL>BALANCE SHEET DETAIL
o (T e g om '] Now DRAG it over and DROP it on the Left Hand Side under My Favourites.
ot (see below)

Gerersl Lodger

O met o ] To Remove a listing from My Favourites, simply DRAG from My Favourites and
DROP back to Available Menus.
There are many financial reports you can generate in PACS, here are a few
helpful and commonly used report used in our Archdioceses.

. Balance Sheet Detail
. Income and Expenditure
. GL by Account

L = . GL by Transactions.
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3.8. EXPORT REPORTING

Reports generated can be exported to Excel spreadsheets so they can be manipulated and tailored as needed.

The example below is using WWVP or WWCC (See Section 9.1.- Working
with Children & Vulnerable People for details on WWVP/WWCC)

Go to REPORTS>MEMBER>WORKING WITH CHILDREN CHECK LISTING
Ensure the following fields are left blank

Type of Card

Card Expiry Dates

All boxes that can be ticked
Select Both
Sort by Staff Type or Type of Card
Click on Deselect All (this way it will pick up everyone required)
PREVIEW

k= Working with Children Check Listing

Working with Children Check Listing
Select By
Type of Card |»]

From To
Card Expiry

] indude People without Check Card
Indude Archived/Deceased People
Members with Interested Ministry Only
Members with Active Ministry Only
Show Address

Member
Staff

Staff Type (a2

Sort By
Name

o
()

o] @

Ministry
Select All (| Deselect All

Outisde party using parish fa— =
Acolyte
Altar Server
Carers’ Group =
Children's Liturgy
Church Cleaning
] Collector
Communion to Sick
Eucharistic Minister

| Finance Committee
Greeter at Mass -

[ Print_ | [Preview | [ Ext |

Create a report.
Select the fourth Icon from the left at the top of the screen (see

Saturday, 03 Hay, 2014 52 PH

below) - if you hover your mouse over it states “Save the data
in this report to a format of your choice”

Click on this Icon and the following screen will appear —fill in the
following:

Save In: Choose an appropriate folder in your Documents to
save the document.

File Name: Enter an appropriate name for the report (ie WWVP
Report 2014)

Save as type: CSV with headers - use the drop down menu and choose
this type VERY MPORTANT

Encoding: ANSI/DBCS

SAVE

This file will be saved as an Excel file

You can now manipulate the Excel document as required.

3.9. EXPORTING ENHANCED REPORT

5 TEST A report
53] Test report

« m

Flename:  WWVP Report 2014

—————

bm Save As e —
Savein: }, CHILD PROTECTION ~Q ¥ i @
Name < Date modified Ty

30/04/2014 5:10PM M
30/04/2014 4:32PM M

Save astye: |CSV with headers

Encoding: :ANS}}C;BE

Enhanced reports can be used to create specialised reports, these can be manipulated or tailored to your requirements or
created to include fields that do not have specific reports under the Reports tab.

An example of this is:
PEOPLE>EXPORT>ENHANCED EXPORT
For a Family Report

place an x next to the Family Folder, and click on Folder to open. Deselect headings that you do not want, then choose
Preview. You can then right click the mouse on the first column and choose sort ascending for an alphabetical listing. You
can also drag the columns and place in order you want. You can then Export to Excel.

For more detail on Enhanced reporting see Section 8.5.3. Enhanced Report for Sign in Sheets.
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4. SMS

Setting up and using the SMS function in PACS provides a ‘one stop shop’ for consolidating Parishioner contact information.
Staff and clergy in the parish office can update and work off one list of contacts.

Highlights of using SMS:

e  For groups, ministries, and committees to send messages confirming training, notifying groups of special functions
or general communication.

e For Planned Givers to send messages relating to particular types of giving. EG an email only going out to Givers
contributing via Credit Card “there will be an outage on our BPoint facility this week therefore your giving will be
processed on the 20" of the month, instead of the usual 15%.“

e  For Parish Priests and the Parish to remain connected with families who had a child baptised, or contacting families
for special events.

e Copies of the SMS can be saved against the member you send the message to. This is extremely important for Audit
purposes and accountability.

4.1. SMS CENTRE

= By Paordes Calerdw | Peogls| Geng  Regeban  Bmospth Ot Garerdlsdgw  Bepoti  Mlanbearcs Wi  Supgort

- [——
PEOPLE>SMS CENTRE | ; e
If your SMS Centre is set up in PACS (see Section 1.1.7. o '
- SMS Tab) the email centre can be an efficient way of Lo
sending messages to parishioners, ministry groups, G et s
givers etc =i '
Example:
In the Ministry Tab, select the Ministry from the = o ey ||
drop down menu under the Name field and choose m-m i f—_ tveope  Cont] '
the Ministry you want to contact. Then Click the e — S :gm{_ o '
Apply button. The Right Hand Side of the Screen will ™ o |[Fewen susrmce
then be populated with all the people in that o o

Ministry with mobile phone numbers. (if you only
want certain people from that list, click the Deselect

All button and then manually go through the list
and tick the appropriate people). *vw"“-' Pt | [ Preien B | [ S | [Devsectal
: > Finance Commitiee meeting foright at 7pm in Parsh Centre

Fill in the New Message with the text you want to
send.

If you wish to save this as a Template for use again,
click on Save as Template and a template will
automatically be created for use again. You can Mew Message | Temglates
name of the Template that is appropriate for use ::;::'::; o | Characters e £7 "fj:i;’;,:‘;
again. Eg PFC reminder —
The tick boxes next to the SMS button

— tick the Record as Note box to record the SMS as a note against the member you are sending the SMS to

—  Auto close —if you want the box to close after the SMS is sent AND
— Reply required - this function is not active

Ensure you sign off your texts from your Parish Name as each text is sent from a different mobile phone number — this will
help identify who the text is from. Also include “please do not respond to this message” if

you do not want replies to your SMS. SMS Centre -]
Please note the “Total Cost is 1" means 1 unit o
of payment has been charged against the Next click SMS. The following message -
Melbourne Archdiocese according to the will appear, If you agree, click OK. -

agreement set in place with our Archdiocese.
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4.1.1. SMS EXCEPTIONS

Sometimes, under the generated list in SMS Centre, if the
people listed do not have mobile numbers recorded in the
records, red Exceptions with a number can appear. This

Important: The Exceptions
report can be used to
contact the members/people
and collect missing email
address or to update the

example shows Exceptions
(1) which indicates 1
person in the Youth
Ministry that does not
have SMS. Click on the
Preview or Print button for

= SMS Centre =G
Feale | Ministry |Regater Family/Staff Mame Mobile Envelope  Cost

Mame ¥ FOO002 FOOTE Deborah 0403 155560

Fouth sty ] || e YONES Casey oai0i00n  301

Locaton

Start Time: £nd Time

o0 3] Jeoon

[=]Leader

[=]active Peogie.

®|tnterested Prople

— _<Exccptms[ll>

[please note there is a Youth Mngtry meeting at 6pm In the Parish Hal

[Ewot.. ] [Seect Al | [Deschoct AT|

Regards Parish Office

members’ records.

details of these people.

Mew Message | Templates
| Seveastenglsie | [ Clear | characters Used: o7

DpenSHS Regly

4.2. SEND AN SMS to an INDIVIDUAL

MEMBER

The ability to send an SMS to a member is available from the Member Record. Any reply received from the member can be
found in the PEOPLE>SMS REPLIES.

File Record My Favorites Calendar People

) N - I I

Giving  Registers Creditors  General

H =

Receipt;

PEOPLE>MEMBER El2l e Ald
Find and select the required member. o
Click on the SMS Icon on the tool bar (circled in tool bar). An SMS screen will be displayed. Enter your message in the

Message field. Ensure you type who the message if from (and your Parish Name) as the mobile number will not identify the
Parish as the sender.

= SMS (Nikky Long) =

There are 3 tick boxes In the bottom right of the screen. It is
recommended that you tick Record as Note and the text will
be recorded against the Member’s file as a Note. The Reply
Required tick does not seem to have any effect on the
message or reply.

Famay name Matde  tnvelpe  cost|
W wson oG Hly [ [

To send the message, press the
SMS button. You will get a
message to say the SMS has
been successfully sent.

Evpot_| [ Selectl | [ Dussioct A1

To save a note against
the member’s
information on PACS,
ensure the Note Group is
set to “Make available
everywhere” See Section
= 10.6.

Wew Message | Tomvistes

Evvn axtoepinie | [ O | CharaciraLised: 165
e S5 Foghy

L Note Groups
General Code

Medical Description
Conversion |EMAIL

Confidential
Baptism Certiffate
Planned Giving

Colour

Alert Picture

¥ Image 327 v | [m]Flash Picture

Working with Wllinerable People
SMS Available in

- People A
. 1-[7] Families

- o[ Members

! =] Hotes
- Registers

{5 Baptism

i 5. confirmation
t =~ Marriage
£ Hotes v

Make Awvailable Everywhere
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4.3. SMS REPLIES

Hy Fevrise Colerde Pegle Geng Begaiten)  Seosg

= o If you have requested a reply to your e -
T R e 1 SMS message, replies can be found in  ps#
& — G
r PEOPLE>SMS REPLIES : et s o
- o - (07/09/2017 Thu [Reply from 0408169560: “TH be there!™ 7/09/2017
LY L

To: Tl be there!
71092017 Thes
B Canire

oo Here you can view different o ::> _ _
s messages by changing the date el |:'| > R

s ' selected dates by the drop down
Options Menu — ie today, this week

12:51:19

etc. Click Preview

Each message will be listed on the left, click on each message to see the o
conversation (sent and reply) on the right side of the screen. The Original | — o

Ea | EptFoder

message sent will be displayed at the bottom highlighted in green, and - ) -
the conversation will be above it.

Export

You can export a list of all replies to excel — particularly useful if you are sending many SMS messages or bulk SMS requiring a
reply.

) SV Reply T

%E“FEFIY [t s e To Export the message and replies, in the Export Folder choose an

“;g”u R'Iilﬂiés’mrmm S—TTTT appropriate folder to export the document to. Give the file a name —

e o “ 1 enter this into Export File, then Press Export. You will then get a small
s G msrgrstTom . 12504 window saying the Export was successful. Go to Excel and open the file.

3 Expart Folder ExpartFie
T:\Canberra ParshiFanance | [Finance Msstng atrendance sept 017
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5. EMAILS

Sending emails from PACS can be a useful and simple way to stay in touch or share information. It can benefit the people
responsible for:

Planned Giving

Parish Registers

Sacramental Database

Maintaining a central contact database

Setting up and using the email function in PACS provides a ‘one stop shop’ for consolidating Parishioner contact information.

Staff and clergy in the parish office can update and work off one list of contacts.

Highlights of using email:
For groups, ministries to committees to send out minutes, confirming training and updating policies and procedures,

notifying groups of special functions or general communication.

For Planned Givers to send out giving receipts, messages relating to particular types of giving. EG an email only going
out to Givers contributing via Credit Card “there will be an outage on our BPoint facility this week therefore your

giving will be processed on the 20™" of the month, instead of the usual 15,

“

For Parish Register notifications to be sent out to the “Parish of Register”. This will save your Parish money and time,

not having to buy stamps, envelopes, etc and then posting them!

For Parish Priests and the Parish to remain connected with families who had a child baptised, or contacting families

for special events.

Copies of the Email can be saved against the member you send the email to.

This is extremely important for Audit purposes and accountability.

The emails sent from PACS do not identify the sender by Parish Name. They will have
“PACS Sender” or “Administrator” as the sender. Therefore it is important to identify
yourself in the body of the email and regularly remind Parishioners to make sure that
PACS Sender is on their Safe Senders List so the emails do not end up in the email junk folder!

5.1. CORRESPONDENCE SET UP

Standard practices when sending
bulk emails is to use the BCC (Blind
carbon copy) address option. When
sending to a Ministry group, CC
(carbon copy) can be used.

To set up and save all notifications, receipts/statements etc, there has to be a default destination folder entered. This is
done through CORRESPONDENCE>SETUP. You can also set up a general comment to appear in the body of the email for each
of the Register Notification types. See Section 1.8. — Correspondence, for details.

5.2. EMAIL CENTRE
PEOPLE>EMAIL CENTRE

If your email is set up in PACS (see Section 1.1.3. Application = -
Tab) the email centre can be an efficient way of sending bulk e
messages to parishioners, ministry groups, givers etc. You can focaion

StrtTme  EndTme

also send attachments with your email such as rosters, forms, oo & [

etc.

Messages can also be saved as templates to be used in the
future.

There are 3 tabs to choose from —

People — send to selected members or givers

Ministry — bulk message to entire Ministries

Register —Baptism, Confirmation, Death, Marriage

(If you wish to send an email to Sacraments such as Fist
Reconciliation and First Holy Communion, see Section 8.5.4.

= Leader
®] Active People
slinterested People

£-Mail Centre =lal®

Family/Staff Mame E-mail Envelope
¥ FOO002 FOOTEDeborah  deborah. foote @bignond.com
V) SHA0D1L SHARP Richard rsharp @bigoond. com

xceptions (3) Print Preview Export, Select Al | [Desclect Al

‘;vﬂn«; v Al v 10 ~' 87U ElF
|Dear PFC members ~

‘Plsase find attached the times for all PFC meetings in 2018

[Thank you
Betty

|tne 6 [cas [w00% T

£-mail Body ) Attacments | Tempiates
P erciole | [ Clor

Other Sacraments)

Example:
In the People Tab, tick the appropriate fields that you require ie. Active People Only & Members. Then Click the Apply button.
The Right Hand Side of the Screen will then be populated with all the email addresses in your database that apply. (if you only
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want certain people from that list, click the Deselect All button and then manually go through the list and tick the appropriate

people).

Fill in the Subject Field as you would a general email. Enter the body of the text in the field below the Subject Field.

In the People tab only, you can use the Merge fields on the left hand side. To use them in the body of the message, Double
click on the merge field you require and it will be inserted in the body of the email. This will help to personalise each email

you send.

Click on the Attachments Tab if you need to attach a document, spreadsheet, etc, select ADD and the browse for the
required document and click Open so it can be attached. Repeat this for the required number of documents you wish to

send.

If you wish to save this as a Template for use again, once you have completed typing the
message click on Save as Template and a template will automatically be created for use again
with the Subject Heading as the name of the Template. If your template has any documents
attached, they will be attached to any subsequent uses of the template.

To save the email against the member’s information, tick Record as Note (Recommended) in the

bottom right of the field box. Once you are ready to send, click Email

The following messages (or similar) will appear in order. If you agree, click OK.

E-Mail Centre @

"-.I You are abeut to send bulk E-mails,
&' Total number of E-mails is 4.
Do you want to continue?

QK ] I Cancel

SMS

E-Mail Centre

I 0D ) Emails have been created and submitted in the Correspondence queue,
W' Correspondence queue can be found under the Maintenance menu.

Baptifih Certificate
Plann@ Giving

Workirf@with Vulnerable People

To save a note against
the member’s
information on PACS,
ensure the Note Group
is set to “Make
available everywhere”
See Section 10.6.

Note Groups

Code

EMAIL

Description

[Emarc

Colour
v
Alert Picture

Available in

TF Image 327 v | [=]Flash Picture

- People
/-] Families

! =] Hotes
{1 Members

= E'E[ Registers

¢ =~ Baptism

i £ Notes

i =~ confirmation
i | Motes

i =[] Marriage

] Hotes

Make Awvailable Evenywhere

Now go into MAINTENANCE>CORRESPONDENCE>QUEUE

If you click on your Outbox, the message will be waiting to be sent. Send the message by clicking on the Send button (circled
in the toolbar below) See Section 1.8. Correspondence for details on the Correspondence Queue.

e

||:|cz T2 XX | Eo>Be AR & |

5.2.1. EMAIL EXCEPTIONS

Sometimes under the generated list in Email Centre, if the people
listed do not have mobile numbers recorded in the records, a red
Exceptions with a number can appear, this example shows

Exceptions (3). This indicates

Important: The Exceptions

report can be used to contact Finance Committee that does

that there are 3 people in the ~»~ =

the members/people and
collect missing email address
or to update the members’
records.

not have SMS. Click on the
Preview or Print button for
details of these people.

PACS IN EVERYDAY PARISH LIFE v42054

Cmal Body | Attadmerts | Tenplotes Categary

£-Mail Centre

Expot Select Al | [Deseloct Al

~+ 874U F %

Gox Record s hote (3 mu]  Cancel
Ao core a*
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5.3. SEND AN EMAIL for REGISTER Celebrations/Anniversaries

The Email Centre has also been enhanced to enable the parish to

email families and members based on the Baptism, Confirmation, L5 | T T

OLOR016 Ty

™
30/08/2016 Fr

Marriage & Death Registers and the Other Sacrament records. It e

makes it convenient to communicate . N {":»-__M
e Birthday wishes to children following Baptism
e Anniversary message for Marriages
e  Memorial message for next of kin
e Information or invitations . ‘- : o et B vt o Do
e Sacramental Program details to candidates o = =>f‘.'l.:’;;'.ﬁ,,\‘.-‘,..mm'm}";'pm R

feotions 1y Fird [ Foevew | Expon_| [ Seictid | [Daselnct il

Ensure that the email field in each of the Registers has been entered,
and if the family is in your database ensure that a tick has been

placed in the Email List box in PEOPLE>MEMBER>GROUP TAB e el =S
In the EMAIL CENTRE there are three ways to select a range of

< "
| fme 1 (a0 [w0% H

register records: Register Date, Birth Date or Folio Number.
Two examples are below

1. To send first birthday wishes to Baptism candidates: sort by Birth Date, then enter the month in for the year prior ie
1/9/16-30/9/16 and use the drop down menu and choose September. Choose who you would like the email to be
addressed to under the Member Type Header, and from which Register. Press the APPLY button.

Type your Heading in the Subject field and message in the text box. Next click EMAIL
Now go to MAINTENANCE>CORRESPONDENCE>QUEUE
Click on the Outbox and the message will be ready to send

E-hail Cene ==
T = =
. T ——

Moo o

2. Tosend Anniversary wishes to a married couple on their First

Wedding Anniversary: sort by Register Date, enter the month or date

of the previous year. Choose who you would like the email to be
addressed to under the Member Type Header, and from which
Register. Press the APPLY button

Type your Heading in the Subject field and message in the text box.
Next click EMAIL

Now go to MAINTENANCE>CORRESPONDENCE>QUEUE
Click on the Outbox and the message will be ready to send

5.4. SEND AN EMAIL to an INDIVIDUAL MEMBER

The ability to send an email to a member is also available from the Member Record.

File Record MyFavorites Calendar People Giving Registers Receipts Creditors Gene

‘0 BV Had bl | E TV A R\

PEOPLE>MEMBER Find and select the member.

Click on the EMAIL Icon on the tool bar (circled above). The email screen will be displayed. Enter a subject heading and write
the body of the email. Add Attachment if required. When finished select Email. Now go to
MAINTENANCE>CORRESPONDENCE>QUEUE and send email.
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6. MEMBERS/FAMILIES

6.1. ADDING A NEW FAMILY/MEMBER

How to add in New Family & members

THIS IS A 3 STEP PROCESS

Phone Numbets or E-Mads 1]
Eomily

Parish Fone
Data Emiry -
Fraideritial Sruchaes

did Wen —

Efraciy

Fhornichs

Country:

New Family 21-Jar 2015 40000
Family  mpmier
® A [ — Fanily ursams User Fields | potes
Vi <HEW> Saelar
Misd =
™ Sellar i Check Address -
Fine Sareiy Address detsds
- Raigh o | st T —— aE
—
. ™ b Cancel
Al erpcleribal £ L Bass Cama o] "
- bty ANBERR. v |
" State: T w
Posil Codes 0] ey

P

POST

1. PEOPLE>FAMILIES Select the ADD button
Fill in the following fields
Family Surname

Address (click on the Address button to correctly format) — put Residential address in each of the allocated fields,
then select OK. The drop down menus at the end of each field can be used also to help populate the field. If
different postal address, use drop down menu next to the address button and select Mail, again select the
Address button and amend the address to the mailing address, then select OK. (if Res. Address is same as
postal address after you hit SAVE PACS automatically saves this as the postal address)

Please Note: the symbol at the end of the
address field indicates if there is a separate
mailing address. A Green box in the far right
corner indicates that the address is formatted
correctly — this means all the fields have been
filled in correctly.

Addess.. ][Residential

20 Long Street
CURTIN ACT 2605

&

&reen Box = Correct Format

| Addess.. |Residential

|, Indicatesthere
: T oLong Strest
mailing address |CURTIN

5

&

Red Box = Incorrect Format

Phone number (if silent number use drop down menu at the end

of the field, choose ADD to bring up the silent field)
& SAVE

These details are common to all members in the family.

(WAIT for PACS)

Important: The “Phone Number or Emails”
title says you can enter an Email address in
this field but if you do, the email address is
not accessible from the Email Centre to send
emails. It is purely for storing information.
It is recommended that you save the email
against the member.

2. Now you are able to enter each member of the family. To do this fill out the form for each person —

Use the Full Name button to correctly format, fill in each of the fields that are known then select OK. By using the
Title field (ie. Selecting a salutation) the Gender is automatically populated. If you do not select anything from the
drop down menu in the title field, you will have to select Male or Female — PACS will remind you if you forget.

PACS IN EVERYDAY PARISH LIFE v42054
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b Chieck Full Mame: _‘_ el
| Marme detads
it ™ I Ak I
b Member ' Cancel

New Contact to be li sl ™
Famdy | Contact Mdde:

]

o |[=@]8

2Hov-2013 XISP

1 Phone Use the drop down menu at the
end of this field, click on the ADD
button 9 times and fields for numerous
contact details will appear. le. Mobile,
email, business phone etc. Fill in as

& ad Last: Smith )
o "“ Prefees fpoens [rames [pacon [onote many fields as known.
.... Fill in all other known fields ie Marital
Unde ”“’“‘.. ] “.,,",","' = | Status, Religion and also the Role
S — | = = T[eum within the family - then choose SAVE.
s _, b —= This must be done for each member of
o T e R the family
lresarg —...W. Liders @
=
Cancel Link.
After the last member of i Merber e |
the famlly is inputted, New Contact to be linked to Smith 2140v-2013 3:55 H
select SAVE then choose ey ot .
o e || user Fieics | hotes
CANCEL LINK _‘Ver! Ve | Fulbams... | Semith " oce | Family Member |sacaments :Wﬁhﬁ :Pho‘.n
important - don’t forget!) o BueclBoh A e G e il
= A SM00T Samith
ASdess F iy Ricle
If you don’t do this step, _ ':x Gris e — — =]
all parishioners you add Ext o e — Pt = st
after this record will — = =
belong to the one (big) r g .
family. [
Gresting
= R —
3. This will then take you back to the FAMILY TAB. You will see that all family members have been listed on the right

hand side of the record. It is important to populate the Mail to and Greeting fields.
Select the EDIT mode
Right click the mouse in Mail to and Greeting fields and choose the appropriate format for each - this is an important
last step to finish the Family File. Then SAVE. The family record is now complete.

b Family o|@|=
Smith 214N0v-2013 $:01 71
Family | Member bm Format == '
Group | User Fieids | Notes
& Bk G Select the format you wish to use - =
e SMI0S B Name Age Role n Family Envelope |
@ Maito Mr & Mrs Smith (_|ffan Smith S7_Head ]
Me &Mrs T &) Smid Me & Mrs ) Smith () Jane Seith Spouze
Greeting ) Mary Smith 23 Daughter
Find 3
n T e © i & Mrs ) & M Sevith
Clear J&MSmith
.
Address. Resﬂc e A0 Seiin
- Joe &Marg
Exit 19 Calton Road
BATEHAVEN NSW The Smith Famiy °', ""f",'s;‘,;ss',';?
Business - 342342
Home - 44724472
Fhone 0K Cancel Ema - ian. smith Sbigpond.com
Famly
Parish Zone “
Data Entry s ad
[ Aschi Resideraial Structure: S Remarks S5 Other Address
Add Member | couce Grng Fesut
Familes of Ian Smith
e . _FamiyGroup __ Famiy Name Role n Famly |
T r— o ]
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6.2. ADDING A MEMBER TO AN EXISTING FAMILY

Go to PEOPLE>FAMILIES File Record MyFavorites Calendar People Giving Registers Receipts Creditos Ge
o %aed pr ([T (i) 2| =

Use the binoculars # on the tool bar on the
Family Search to find the Family.

Click on appropriate letter of surname or start ";;",f;, ,k;_;,'fl
typing in the Search for field in the lookup, the list Famdy [y . ]
will automatically filter, then double click on the | — P T
I y T::n 18 Smith L
name when it is found —— | —— =y o B tagee
Go into EDIT mode, then choose the ADD MEMBER e | Lt i =
' BATEE e 289 e
button. Add the details for the new member (as per o ot
Step No. 2 above), - S— - Ena oGt con
SAVE, then select v (- 3 .
. . Auchive Fovribentivl Srustare Bamats L
CANCEL LINK Again very important step! L o 2
Fambes of 1an Smith
o [~ FomlyGrow _ Fomiydame _ Rolen Famby |
_JBHMIODE  Sm: Hesd |
6.3. SEARCHING FOR FAMILY & MEMBERS
File Record MyFavorites Calendar People Giving Registes Receipts Creditors Gel Use BinOCUIarS on the t00| bar, Clle on appropriate Ietter Of

DOk Haa pri |[E2 Do) =2 =

surname, or start typing in the Search for field in the lookup, the list
will automatically filter then double click on the name when it is found.

Fevorites Calendar Peaple Gi Registes  Receipts Creditcs  GeneralLedger Repors Maintenance  Window  Support

OR SEARCH via the following S e s
v A/ Table View

- Find Famil
In FAMILY TAB — Type Surname then click e
the button, then choose TABLE VIEW this Oud | pumoy  Funysmene (it L T |
will display if there is more than one family with the ||
same surname. '““’

Save [ Asaess. Resdenta -
Or to Find families in a Particular street, hit the address et
button type *street name* le. *Smith* in the Street - -
field, click OK then FIND button. Then Hit Table View e =
Parish Zoew Etinicity

This will list all street types with Smith ie. Smith Street, o (| I > I—
Smith Place, Smith Crescent etc A ema]| | e a
Or to find families by Suburb : Choose ADDRESS button, Eukes - = Ty G ___Fark tiame ik 1)

type the Suburb in the Suburb field, select OK then click FIND, then Table View

In MEMBER TAB — Find a Member’s First Name Type First Name <space>* ie. Mary * then FIND, then choose TABLE VIEW
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6.4. SORT THE DATABASE ALPHABETICALLY

PEOPLE>FAMILIES

Select Find
Select Table View — right click mouse on Family Surname &

choose Sort Ascending

Using the Table View icon you can now toggle between this
view and the form view. On exiting, choose Save this format

if you would like to keep it.

Please note that this is not a report, only a view, so the table
view cannot be modified or changed, you can only change

the view as mentioned above.

6.5. HOW TO LINK AN EXISTING MEMBER | &
TO AN EXISTING FAMILY

Go to the Family you want to link the person to —

PEOPLE>FAMILIES

Then go to the Binoculars and find the Family and double

click with your mouse to select.
Go to EDIT mode

Click the ADD MEMBER button on the bottom left hand of

File Record MyFavorites Calendar Paople § Registes Receipts Creditors  GenerslLedger
BFO %% Yaa pe| DT A b 2=

A Family =’ Table View

Greeting

guEting
Agneet Sort Descending

May

ASS001 Assent t Kevin & Roda
ATTODL Attwel | ¥ | AlignLeh Carolyn
BABOO1 Babila Align Centre bia Mark & Mary
BABOOZ Babilo Align Right
BACDO1 Backman h Ann
BAGDO1 Bagton Hide Column bn Peter & 4
BAIDD1 Baies Unhide Colurnns John
BARDO2 Barsic M3 Barsic
BARDOL Barr Defaalt Luyout Bran & Lsa
BENOOL Bens Print Preview Shawn & Helga
BILOOL Bils Print.n 3 Kate & Ron
BRADO2 Brayton n Alan & Marea
BREOD1 Brean Save As... =
BRUOO1 Brunt Open in Spreadsheet... Humphrey & Rita
CLADOZ Clark Ll e Ben & Tanya

Ms Cobbler Fiona

Group | ser freids | Notes

= ome g ik i Famky Emeioe |
= Fesd
Sonse
eaksmth son
vy et Omgpier

Detads o Jobn Seith
Mable - 67485

the screen o
NOW Click on the BINOCULARS and find the person you want to — . _
link to the Family. Double click your mouse on the name to select e

them.

NOW choose their FAMILY ROLE (ie. Son, daughter, child etc)

SAVE and CANCEL LINK

The member is now linked to the family.

P arare
View [[Futbame..] #4306 St Group | More | Family Member [private | sacraments

& M Deteor FarbyGucsp  Famiy

s

6.6. LINKING EXISTING MEMBER TO A NEW FAMILY

Data Entry

[ Group |user Feds | notes

Age Role i Famdy Evekpe |

= Name.
~ 3oha Smith Head

Soouse

) Mark Smith son

—)Mary Smth Daughter
[ > e st Son

Detals for Joe Smith

Other Address.

PACS IN EVERYDAY PARISH LIFE v42054

If an existing member of a family, eg daughter in a family, gets
married and is creating a family of her own with her new
husband (not a parishioner), the member can belong to 2
families.

In PEOPLE>FAMILIES, create a new family, and add the husband
as a member. When it is time to add the wife, click on the
binoculars to select her name from the existing member’s list
and amend her surname to include her married name (if
applicable). Change her Family Role to Spouse. SAVE

Her name will now appear under both families.
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6.7. HOW TO DELETE A MEMBER Deleting is permanent It is

recommended that you

Find the member you wish to delete. Archive a Family/Member

Select the EDIT mode rather than deleting. (see

The DELETE button will then become active by becoming Red in colour below) .
“ The usual reason for deleting

a family or member is if there
is a duplicate in the system.

It is important to delete Each member of a family first then go back to the Family
tab and delete the Family Record. (Remember Members first & then Family).

PC5 7.0.32364 - MY PARISH - Administrator
e Recard Favoritm Calendie Pecple Giving Registes  Receipts Creditos  GenerslLedger Reports  Maintenance  Window  Support
=B L Bigaa el [T T A ) 2 =2
e Membe DeElEfE [E=mEcR =
Ms Anne-Marie "Anne-Marie” Nicholls 2140v-2013 4307
Famidy | Member
o tates
vew FullName. | Ms Anne-Marie “Anne-Harie” 1 Grous |hore |saqaments | Mnstes | Piedge | Pnotm | User Feias
Pa— g - e _ FamiyGow  Famiy hame Role in Famby |
B Female Jpacoen Tichots ot 1
Fnd
ot Acwens
Clear P
Busness 0 =
Pyl rame Febgeon Detads for hichols.
Exit - -
Famarks oy
v -
Fuode Team
- - adress
Muts
Grevting =
Aschive Fanayros
(ot oo Fat rieac B

6.8. HOW TO ARCHIVE A MEMBER & BRING THEM BACK

Find the Family or Member e S
Select the EDIT mode in FAMILY Tab, S —
Select the ARCHIVE Button on the left o e i T —

hand side. PACS will prompt you that you = "wm:sﬁ S . :

are about to archive the family and all the o o o

members in it. Choose OK to continue. | e it : = — =

BATEHAVEN oW 2535

To restore a family back into the database if they return to the parish,
Go to

PEOPLE>FAMILIES

Click on the binoculars button on the tool bar, at the top of that screen
will be a drop down menu. The default is Show Active Families only,
Click on the down arrow to drop down the choices, choose

Show Archived Families Only,

type the family Surname in the Search For field or click on the i|. - .
appropriate letter of the Surname along the alphabet. Select the family e o el e S P
by double clicking.

1o oy -~ = =f] When the family record appears,

Smith SHEEE select EDIT mode, select RESTORE Button on the
Frngos  ronomes {2 ™ left hand side. PACS will prompt you that you are

e == e about to restore the family and all members in it.
| e o o To continue press OK.

ez

Famies of lan Smith
[ FomyGap _FomyName Roenramy
- ewd

PACS IN EVERYDAY PARISH LIFE v42054 Page 29 of 111



6.9. REPORTS/FAMILY

Under REPORTS>FAMILY tab, you can generate a range of reports for comparing and collating information on families, age
groups and create mailing labels. This can be useful to compare information of families to check for duplicates, planning for
parish pastoral councils, etc.

>

Family Member Statistics Report — This report enables you to view the number of members, male, female
members and families by a number of criteria.

REPORTS>FAMILY>FAMILY MEMBER STATISTICS Tick the options you wish to print on the report

Select a GROUP BY option for the report

Select what options you wish to include in the report by placing ticks in the boxes.

Select the type of GRAPH you want displayed using the drop down arrow

Select the VALUE BY either Member, Sex or Family

PREVIEW/PRINT

Family Member List — This report includes the following details for the members: Full Family information
including address & phone. Each member of the family are detailed by Title, Preferred Name, Language Background,
Occupation, Any remarks that are recorded on the members record, Sacraments the member has received,
Ministries the member is involved in, The members phone numbers, and whether they are Active or Inactive.
REPORTS>FAMILY>FAMILY MEMBER LIST

Select what options you wish to include in the report by placing ticks in the boxes.

If you leave the Start & End fields blank, all families in your database will be included.

PREVIEW/PRINT

Age List Generates a report detailing age groups in the parish
REPORTS>FAMILY>AGE LIST

In the Select by field insert the ages you wish to view

Leaving the Religion field blank will include all religions in the report
Under Option, select required fields by placing ticks in the boxes
PREVIEW/PRINT

Age Census Generate a report of the number of people in the parish within age brackets of 5 years, starting 0-5
yrs

REPORTS>FAMILY>AGE CENSUS

Under Status tick the appropriate boxes

Leaving the Religion field blank will include all religions in the report

PREVIEW/PRINT

Mailing Labels — This is an available option, dependent on your printer settings. Please use email where possible.
If you wanted to print labels out for a mail out to those in a certain ministry —

Select by Member Labels, then Option tick Show Active Only & Show Members with Ministries

Only; Deselect All and choose ministries required; Choose label size

PREVIEW/PRINT if correct

> Families Residential Address Generates a report with Family Surname, Address & Phone number
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6.10. REPORTS/MEMBER

» Ministry Checklist see Section 7.8. for detailed Reporting for Ministries

» Working with Children Checklist see Section 9. for detailed Working With Children information & set up in

PACS
For Reports
Go to REPORT>MEMBER>WORKING WITH CHILDREN
CHECK LISTING
Ensure the following fields are left blank
Type of Card
Card Expiry Dates
All boxes that can be ticked
Select Both
Sort by Staff Type or Type of Card
Click on DeSelect All (that way it will pick up
everyone required)
PREVIEW

PACS IN EVERYDAY PARISH LIFE v42054

- Working with Children Check Listing

Working with Children Check Listing

=N

Select By Ministry
Type of Card [v] Select Al {| Deselect All
F To Outisde party using parn‘s?w'ﬂ_"ﬂ
Card Expiry | Acolyte
| Altar Server
Member [ Include People without Check Card Carers’ Group 1
e . Children's Liturgy
Sta £ :Indude Archived/Deceased People | Church Cle
[“]Members with Interested Ministry Only Collector
[ IMembers with Active Ministry Only Communion to Sick
]Show Address Eucharistic Minister
§ Finance Committes
Staff Type |i| Greeter at Mass -

[(Pint_|H [Preview | | Exit |

Sort By
Name Type of Card
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7. MINISTRIES

Ministries section in PACS is a great place to collate and store information about the ministries and groups in your Parish. If
this information is stored in PACS, and updated accordingly, it can be used to create contact lists, email out rosters, etc.

First of all look at your all the different ministries you have in your parish. A good way to do this is to look at your Parish
Census or rosters for Parish activities. From the list, see what you may like to add or create to tailor your PACS database to
your parish. For example if you wanted to nominate a ministry for Eucharistic Ministers for each Mass in your parish you can
create a Ministry for each.

- Mirﬁstry
7.1. CREATE MINISTRIES "New Ministry
MAINTENANCE>SETUP>MINISTRY s
Acolyte
Altar Server Default Start Time Default End Time
You can add/delete ministries to tailor to your parish. Carars’ Group £| o0:00aM 12 00:00 AM 12
Children's Liturgy sponsithe Stalf
Select ADD Church Clearg R
type the new ministry in the NAME field e Descrtion
SAVE. Drrver
. o1y e . Elderly Qutreach
It is not necessary to fill in the rest of the fields, Eucharistic Mrister Sam
however, it may be helpful if you have more than one ~ J|Zete e sen
church/parish to fill in the Default location & :ws&c;:“w
eeter at |
Responsible staff fields. The Description field is for reeter at Mass Sam

any extra notes you may wish to make.

B Minisy TR

7.2. DELETE MINISTRIES

Name - | Add
MAINTENANCE>SETUP>MINISTRY Youth Miistry Defandt L ocation

Acolyte (=] | Undo

Altar Server Default Start Time Default End Time Save
Carers' Group =l 00:00 AM -2 00:00 AM =
Children's Liturgy Feesponsitle Staff

Ministry g

Ensure there are no members allocated to the ministry [ Eat |
you wish to delete (see Section 7.5. Remove all people

from a Ministry or multiple Ministries)

e Are you sure you want to delete this entry?

Eucharistic Minister Sam
Eucharistic Minister &pm

Highlight the ministry you wish to delete

Select DELETE

PACS will prompt you with Are you sure you want to
delete this entry

Choose YES or NO

7.3. ADDING MINISTRY INFORMATION TO INDIVIDUAL MEMBER RECORDS

PEOPLE>MEMBERS

Find the member by going to ke Member === en |
binoculars, "‘*’ e
Click on appropriate letter of surname or P e e s { e e s [ TS5
start typing in the Search for field in the S o  Don A m  E—— s
lookup, the list will automatically filter, then — . pes _Zﬁiimﬂ; e

double click on the name when it is found or e

choose SELECT "mm _ s ' e s om

Once the members details are in front of e _ e s

you choose the EDIT mode “"’ = v

Choose the MINISTRIES Tab on the right -

hand side Arckivn |

Click the mouse in the NAME column and a —

list of all the ministries will drop down. Choose the appropriate ministry and fill all other columns in as you see fit.
SAVE
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OR Another way to add people to Ministries, especially useful when adding a whole list of people to Ministries (Eg. when
initially creating a Ministry)

7.4. ADDING PEOPLE TO MINISTRIES

PEOPLE>MINISTRIES Ll folo 5
To add people to a particular ministry, choose the >3 e foscronren : i
drop down menu under MINISTRY at the top of the by v u
screen. Choose the appropriate ministry and a list J

of all people involved in that ministry will appear

underneath.

Click on the + next to Members in the

Members/Staff field, and an alphabet appears.

Choose the surname of the member by clicking on

the + of the appropriate first letter of their s SRS 200 .::.,m e T = _ =

surname.
Here will list every member with the surname starting with that letter. By clicking on the + next to each member you can see
what ministry they are already involved in,

To add them to the chosen Ministry, DRAG the name and DROP it on the right hand side of the screen

To add other members to this chosen ministry, Repeat, then SAVE.

7.5. DELETING PEOPLE FROM

b Ministries =8 Eon "=~
MINISTRIES i ot ot B (o
5 Members ,,_Nm : St Due End Dte Locuion £ Tira £rd Time Lasder num-am.:- WWEE
PEOPLE>MINISTRIES I e 1= RN EE

Choose the drop down menu under MINISTRY at
the top of the screen. Choose the appropriate
ministry and a list of all people involved in that
ministry will appear underneath.

HIGHLIGHT the person you want to remove and
select the REMOVE button. PACS will prompt you
with Are you sure you want to delete this record
By selecting YES this will automatically remove
them from that ministry

SAVE

OR Alternatively highlight the name and DRAG and DROP the person’s name off to the left hand side of the screen

7.6. TO REMOVE ALL PEOPLE FROM A MINISTRY

PEOPLE>MINISTRIES i Rimisties SE=
Choose the drop down menu under MINISTRY at the top ’ _][gﬁmf":"_“_m;;::.:::ﬂsl
of the screen. Choose the appropriate ministry and a list Srr ¢ ®
of all people involved in that ministry will appear

underneath. Dees ___

Click on REMOVE ALL @D 2 sou e soumantrs s srconsr

PACS will prompt you with “Are you sure you want to -

delete all records” by selecting YES, you will remove all A o

people from that ministry. ; ,
SAVE " ) m““‘! -
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7.7.
PEOPLE>MINISTRIES

Select the CLEAR MINISTRY button

Another window will appear — Place a tick in the
box next to the Ministries you wish to clear all
members from.

Select CLEAR MEMBERS

PACS will then prompt you with “Are you sure you
want to clear the members of the selected record”
by selecting YES all people will be removed from
these ministries

7.8.

REMOVING ALL PEOPLE FROM ONE OR MULTIPLE MINISTRIES

REPORT OF MINISTRY INVOLVEMENT

PEOPLE>MINISTRIES
Select REPORT

Tick the boxes of the ministries you would like
choose, or alternatively choose the SELECT ALL
button to select every ministry. It is a good idea to
also tick Show Columns/Email/Phone/Address in the
Options box, then click PREVIEW/PRINT

OR to get the same report, you can go to the Reports
Menu

REPORTS>MEMBER>MINISTRY CHECKLIST

7.9.
PEOPLE>EXPORT>MINISTRY EXPORT

Select the Ministries you wish to report on by placing a
tick in the boxes next to the name of the ministry —
alternatively click on the Select All button if you wish to
have all ministries included.

Select PREVIEW

The right hand side of the screen will now be populated
with details of members from included ministries.
Select EXPORT

A new screen will appear

You are then able to choose the details/fields that you
want to export by placing a tick in the box next to the
Export fields ie. Ministry Name, Member First Name,
contact nos. etc, the Export Definition will be New if
this is the first time you have exported this Ministry.

ADVANCED MINISTRY REPORTING (or CUSTOMISIMG REPORTS)

dem Winistries s l[=]=
i <Msiry - .
S ) Fambes . = Clear Miniatry
G p Menber L
4 : A e Lotvion e Gt Tera Bd Tint Lewier wasiesied Ave VVEET
I Clear Ministry Members =
!
g
g Are you sure you want to clear the members of the selected record?
-
v
Femly Adkess Factve Oty [indiade Deceased Member
Giver Frepost F F All | Undo Exit
- Ministries -o/x
Membery/ St - Ministry Checklist -
% » Famibes s -
L b Ministry Checkiist e —
x e Stat _End _Leader Interested Actve
= p Staff - 1 1°EYE ] iX | BA
[T ) — =
ot - L ! | sl 8 |&]
y Start Date End Oste
roes Caterrg
Trarepertat
o & StatTme End Tive
Outreach
er's Utrgy
h Gesnrg
o Sick
st Meter Sam
e Mester fom
W
i Active Only [ Include Deceased Member Record 1 of 3
Report e [Remove All| Undo | Save | Exit
| |
= Ministry Export == oN =" |
Ministry Export
ey Wiy ember Wiertber [
Noame Oegergion Tee | Fephiume Lt Hame Phse ama
Padren's Urgy a saah Dot
~ |onidren's Unrgy a M Deborah Foote
Chidren's Liturgy a Mrs  Geradre Fight
Chicren's Litrgy a (™ Fona Cobbler
Ederly Outreach €0 Sarsh Daunt
e -] s A Backman
€0 s Antona Aguttre
€0 M5 Deborsh Foote
€0 Mrs  Geraidre Fight
€0 Ms e Culington
0 Ms Nosine Aguttre
€0 M Fone Cobbler
. £ Ms  Reds Asseet
Home Hospital Vists - CoerH W Ben s
Horme MHosoital Viets - Corr M3 Antona Aguttre
Forme Hosital Vists - Cort M3 Deberah Foote
Hoeme Hospital Vists - CeerH s Jane May
- Home Hospital Viaits - Cort L] Caroiyn Attwed
Home MHospital Viaits - Cork ~ Maree Brayton
Home Mospital Viats - Corsed ~s Victona Madky
amenta Pr : :
AT s Sazamental Prep s Ms  Antona Aguttre
lS:r:s'ev"a‘ Prep sC Mrs Deborah Foole
‘,SD?U'G"A Prep sC L] rasey Thomton
StatTme _ SuiTme [ Youth sarustry w  Bin o

00:00 & 00:00

Interested Mnstry Only
V) Actve Meistry Only

Indhude Aechive [Decessed Member

|Youth Mnstry
[ Youth Mestry
|Youth Mevstry

-
Bablla

| r '

e trais @ .

Antonia Aguttre
Deborah

Mary

Select EXPORT and you choose where you want the file to be saved and name the file. Export is now finished and saved in

Excel.

You will be asked if you want to save this export as a template in PACS. If yes, Save a name that is appropriate ie WWCC
Ministries. The next time you would like to generate the same report, instead of choosing all the export fields, select the
name of the Export from the Export Definition Drop down menu, and the report will be ready to Export.
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8. REGISTERS

Important notes for Registers:

» Use the buttons in the Registers to correctly fill in/format the fields ie. || ||

» If the family is already recorded in the Family database, add the child as a member to the Family Record first (see
Section 6.2.- Adding a member to an Existing Family) so the sacrament can be linked to the member record —ie the
information entered in the registers will be reflected back in the Members Record under the Sacrament Tab. This is
done by linking the member. (see below)

» If Family is not in the database BUT part of your parish, add the family and members (eg father, mother and child) to
the database FIRST before you fill in the Register.

» If Family is not in your parish and does not need to be in your family database, then fill in all fields in the Register’s
manually.

8.1. BAPTISM REGISTER
Go to REGISTERS>BAPTISM REGISTER

Ensure you are in the ADD mode

8.1.1. FAMILY IS IN THE PACS DATABASE (INCLUDING THE NEW CHILD)

- Baptism Register =|=]E
Fotiy Mum | Parents/Wilnesses | Other Sacaments | Private | Motes | Usar Fiskds
<NEXT > i 5
Father
wr e . : , Link tos Memier
Fual M & Find
- - | il
Fiebgion
Lkt =
I Foall Maamss | “ .FII'Hj
Cloar Msia .Mnllulr . TrperT——
Save .FI.H'\IHT*. | | “_Fll'ld
- Addess_ | Fiabigion
Exit 2 —
Godparents
| n Hame Relgion  Link
EMad * .. L)
i’iutmEulh Dt it Evrehy
Witnesges
r = Rt B of Eigrlised
L Add Ml | = Hame Rebgon Link
[rint Patish 1% ... L |
Family Soasch) | Marrabundah, 5t Benedct's Parish "
— Frarish of Regerhe
Marrabundah, St Benedct's Parsh vl

Enter - - —_ —
Date of Ba ptism aptism Register -

Place of Baptism Click on the drop down menu at the
end of the field and choose the appropriate place from
the list. If the Church/Chapel is not on the list, you can

| ‘Saints Catholic Church’ is not in ParishPlace list, Do you want to add it
W' tothelist?

BE AWARE OF DUPLICATES — always ves || No

check the dropdown menu first, as you may

end up with numerous entries for the same

person/Church Eg. Fr J Smith, Father John Type in the name of the Church/Chapel. As it is the first time it has been
Smith. Fr John Smith. etc. Pleéise see Section entered in PACS, you will be asked if you want to keep it and add it to
2.5. Remove Duplication from Drop Down the list of places to choose from.

Lists to remove current duplicates. Celebrant As for the Place of Baptism field above, click on the drop down

menu at the end of the celebrant field and choose from the list. If the
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name of the celebrant does not appear in the drop down list, you can Type it in. As it is the first time it has been entered in
PACS, you will be asked if you want to keep it and add it to the list of Celebrants to choose from.
- Search Members for Baptism Register
Click on the Family Search button, the following screen will Search by Famiy chid Search by Member
appear

Click on the box next to the first letter of the Surname and all
Surnames beginning with that letter will appear. Next click on
the box next to the Surname that you require

IToTMmoAa@

D

le. The example is the Surname: Jones

All members of the Jones Family Appear.
Drag the child’s name up to the middle of the screen and drop it
in the Child field, the mother and father’s name will then be

populated into the fields below. ] ]

Select OK

You will notice that the majority of the fields in the Baptism register have now been populated with the correct information.
(Please note the email field does not self-populate, you will need to enter it in)

If the family lives in your parish, the Home Parish and the Parish of Register will be the same. Now all you need to do is enter

the email, Godparents and/or Witnesses names and SAVE. PACS will automatically generate a Folio number (see Section
1.1.1. General Tab under Starting Numbers for setting starting numbers for registers each calendar year)

If you go back to the member’s record (ie. The child’s record in the Family Database PEOPLE>FAMILIES, Find the family,

double click the mouse on the child’s name on the right hand side of the screen, the member’s record will now be displayed)

You will note that there a link to the Record under the Sacraments tab. (see below)

- Search Members for Baptism Register - Baptism Register
Search by Family Chid Search by Member New Registzr
® A - A T
e 8 i 8 @ add Dot Bageism Fosatm Parents/Witnesses |Othe Soraments | fruste | Hotes | Lser Fickds
Z » . : & 10/12/2018 Mon HEXT> " Father
. l & View L to Memaer
Efuce of Saptom Catvbuaen .
® b | = i 1 Rama_ | Mr Cass vl
o Father | g D Sants Church = | [Fr 30hn sman - £l Casey knea 184 Find
® E WooE L L || Ao
® E 0 F r r ) Link to Member (Cathok -
: o | L [ E—Ee Fulitame_ | [Paud Jores 7 #4 Find e
£ H R | w H Undo | M Mathes Lok Mamber
® 1 S| mother B I FulMame.. | Hrs Amarda Jones “Tudker | ]y [Find
= 1 W) - Addwis | Fadigod -
w-f1) Jackson (79 Barksia Drive, Sundown Vi N # K | Exit - = " [Cathase -
-] James (29 Mckinlay St Narrsbundsh 260 WL 2 e S e = =
[} Jeffery (24 Undsay StNarrsbundah 260 #eooM [CANBERRA ACT 2601 Godpareats
1 fery (4 Moreshy Strest REDHILL ACT 2 N
Name. Rshgion ¥
s (4 Narrabundah 2604) f o it = > I
res Marrabundsh 260 / 3 r = o
RED HILL ACT { / Q =
sen n 5t Narrabundah 26 R pp—
(12 Elm Way Jerrabambarts 26 s fustrei L)t Mitmesses
{3 Mcxinlay 5t NARRABUNDAH ACT T Add Ml | P fusciluring Hame Rebgon k|
)2 Whitton 5t CANBERRA ACT 2 u I L = r
anda Jones, Spouse v Print e » I
-8 Calie Jones, Daughter w Family Sooach| | rabundsh, St Benedict's Pareh [+]
; [ Casey Jones, Head - : Pth ol Regines
— + Nerrabundiah, St Benedit's Parih v
+-[B Stacey Jones, Daughter :: S § [v]
w2 M0 Innes (1813 Mawatt 51 OLFANBEYAN NS
* = ’ Relresh m Cancel |

El=E

==

ith 26-How-2013 5211 .!.1-'|

Exit Chats o irh —|Baptizm 01082013 Saints Church Marrsbundah, 5t Bered
i —— ol
05032013 Tus 0 Fomale
Fanad
Clea Phone
AV Mobde x
n Pelasivl Sratur Febgeoin
Exit w | Catholc =
Fomurbi g Gy
o -
Pl Tewm
W w
ol 1

[ | Gresp m Fes | Pece | phots | user relds |10
=
Fall Sarsh lane Smith : e Diste Plsce Parigh
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If there are multiple members of the one family being baptised on the same day, see Section 8.2.7. - ADD MULTI Function
under the Confirmation heading.

GODPARENTS/WITNESSES FOR BAPTISMS
— Please ONLY record a baptised Catholic as
a ‘Godparent’, any other denomination needs
to appear as a ‘Witness’. (Cannon Law 874)

8.1.2. PRINT A BAPTISM CERTIFICATE

-
Paul Jones
o

|
=] After saving the baptism record in the register, you can print a
Baptism certificate from PACS.

- Baptism Register Report
Feko then Baptism Register Report

20100005 SeectBy

Regster Date
oo fuber
Surnane
Beth Date

Select the Print button on the left hand of the screen
Under the Output heading you can customise the printing of the
certificate by placing ticks in the boxes you require ie. Short
i Certificate, Full Certificate etc. Ensure you tick Include Witnesses to
e include both Godparents and Witnesses. Also tick Both Current and
- Maiden under Show Mother’s Name.
PREVIEW and/or PRINT

Shom Momer's Name
® Both Current and Maden
Curent Orly () Maiden only

8.1.3. THE FAMILY IS NOT PART OF YOUR PARISH

In the ADD mode

Enter manually into each field

Date of Baptism

Place of Baptism Click on the drop down menu at the end of the field and choose the appropriate place from the list. If the
Church/Chapel is not on the list, you can Type in the name of the Church/Chapel. As it is the first time it has been entered in
PACS, you will be asked if you want to keep it and add it to the list of places to choose from.

Celebrant : As for the Place of Baptism field above, click on the drop down
menu at the end of the celebrant field and choose from the list. If the name
of the celebrant does not appear in the drop down list, you can Type it in.
As it is the first time it has been entered in PACS, you will be asked if you
want to keep it and add it to the list of Celebrants to choose from.

Full Name Click on the Full Name button to correctly format

Address Click on the Address button to correctly format the address

Place of Birth

Email

BE AWARE OF DUPLICATES — always
check the dropdown menu first, as you may
end up with numerous entries for the same
person/Church Eg. Fr J Smith, Father John
Smith, Fr John Smith, etc. Please see Section
2.5. Remove Duplication from Drop Down
Lists to remove current duplicates.

Date of Birth o

Baptism Register

Home Parish Use the drop down menu at the
end of the field or type the name of the parish
where the family reside

Father’s Full Name Click on the Full Name
button to correctly format

Mother’s Full Name Click on the Full Name
button to correctly format

Godparents and or Witness Name

SAVE

GODPARENTS/WITNESSES FOR
BAPTISMS — Please ONLY record a
baptised Catholic as a ‘Godparent’, any
other denomination needs to appear as a
‘Witness'. (Cannon Law 874)

New Register

Folio Mum - nesses | Gther Sacaments Private |'<'o|=: User Fiekds
SNEXT > r
- = - .
w Flebgion

Link 0o Memiser

)

Figon

‘ Godparents }

T
|2 ...

Agh S Buptized

Witneszes

| S

Parich
] | Marrabundah, St Benedict's Parish

The certificate can now be printed (see above) and a notification must be sent to the parish where the family resides. This is

covered in the Section below.
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8.1.4. SEND A NOTIFICATION OF BAPTISM TO - e |
. - Baptism Register Report
ANOTHER PARISH Mazqsmmnumewm Feotem Baptism Register Report
I [ .
t St Benedkt's Curch | [FreenRoberts ® Folo Nusber 0090053 gly|re
The notification can be sent via email (preferred) OR it can be d | [ ey o OfSe= s wm
Cloa Mato Parish of Register Passh Zone.
printed and sent via post to the parish. | — 9 -
® Register Date Beth Date '.4)\;0;: ".,. i
TO SEND NOTIFICATION VIA EMAIL FROM PACS L | [Pt :«L,:ﬁ [
Placa ciBa, Gwe ot rored nd o featre
PLEASE NOTE: Ensure that your PACS email facility has been set = BT TR (e 8 & e i
. . . G e oo orkam s omaomr | Opulan
up (See Section 5. Emails) and that the email address for the o Wi, 5t Ay oo P —— :
parish you are sending the notification is also entered in PACS P, B ;Z%-:?i:;&:u "25:’" e
(see Section 1.1.1. under Parish Name icon). e oo Qurentonly. Obadenely
ot m.... &=
-

Select PRINT from left hand side of record.
A new screen will appear.
Under OUPUT, select Notification

Remove the tlck in PRINT ALL box' now Select '[;_ _»xe.e:x':ur: e St o & : T T T T T T
SUBMIT e

E-Mail Outbox

Sendi To e s Subgect Rarference. Recruent ”;’wd w"mrqd :
T I T Wﬁ_ﬁi

it - Mail
Hesmage:
From: ADHDS <seborah foute S0 cathole.org.a»

The Notification will be submitted to the Email Queue.
Go to MAINTENANCE>CORRESPONDENCE>QUEUE

Click on Outbox under the Email Heading -
Click on the email to be sent — this will be highlighted in »

Sublect: epeter osteaton

Tou 5t Arthore of Packa Pare

b|Ue Astachmentis: /s faoted Donmenss Baptam Aagater 100300512l

To add a personalized message, double click on the blue
highlighted line to open the body of the email

You will be able to enter a message,

Select OK

Press SEND (this is the icon on the toolbar highlighted below) If you hover your mouse over each icon, an explanation will
appear.

File R Correspondence My Favorites Calendar People Giving Registes Receipts Creditors GeneralLedger Reports  Maintes
wo(ehaxx BesEe 4D @

= Conesporaer®ieve
E-Mail Outbox

&> Comespondences (1) 1 From SendTo  CcBc  Subject Reference Recpient
=@ Fax (0) P |EE S [ ) S
UL 10 <o oo sl | e onkosgpn e oty o i
<A sent Items (0)
£ EMal (1)
< outbox (1)
2 Sent Items (0)

Fiter by Category:
7] (Al Categories)
Regster Notfication

b Baptism Register B Beptis Rege
5 Baptism Register Report
TO PRINT OFF NOTIFICATION Mary Smith . e
i
Select PRINT from left hand side of record. s T S s AR
H at s - o oSt
A new screen will appear. = = U e T
£ H Find Y "arish o "arish Zone
Under OUPUT, select Notification e i | [ = -
Ensure there is a tick in PRINT ALL box, now select — sortty
Exit :
PRINT. i i przoe W
S post Code Reorder sort
Place of Bath | [Vlascendng [Sreet mﬁf&”
e | Output
Roman - FullList 7 Show Hesder R
Hocs Padeh Shor it  |Footer Address Labels
Wanriassa, St Anthony of Pad Print Date of Issue as Date of Regster Ml Labels
mam‘m Ful Certificate 3 st
arrabundah, St Benedct's Pall| Short Certficate Indlude Witnesses » w
2 Confidental Certificate  Sgaatoey Show Mothers Name
Created: 06 Feb 2010 10:42 AN Preprinted Certificate Fr John Woods . © Both Current and Maiden
H Poghicn Current Orly ) Maiden only
Parish Priest
TP Al Export {_Print ) Preview|[ Exit
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8.1.5. PRINT OUT A BAPTISM REPORT

REPORTS>REGISTERS>BAPTISM

Select by : Register Date

Enter Dates: From & To ie For the month of July 2018 From
01/07/2018 To 31/07/2018

Sort by : Folio Nunber

Output: Full List

Show Mothers Name: Both Current & Maiden

PREVIEW AND/OR PRINT

This can be pasted into your Baptism Register as a true copy of the
Baptisms for the particular period.

PACS IN EVERYDAY PARISH LIFE v42054

- Baptism Register Report
Baptism Register Report

Select By
@ Register Date  From £
O Folo Nurmber 01/04/2018 Mon |
O sumame To Subuh PomCodr
) Brth Date 31/12/2018 Mon |
Parish of Flegister Parish Zene )

[+] v
Sort By
() Register Date ~)Birth Date [ Js«rww«mmm:m#mw
(®) Folio Mumber arish Zone |
- b
o 05t Code Reorder sort

M columng [- ¢
[Ahscendng iS:n:et - mdtiwu;;gn;:g
Output
@) Full List ["Iprefer Current Address
L ) Address Labels
() Notfication ) eia Labele
O Full Certificate Latsl
() Shert Certificate 3! mm
() Confidential Certificate Sherw Mather's Name
) Preprinted Certificate (® Both Current and Maiden
[WiExcude Deceased D) Current Only ) Maiden only
[ Expont 'P.m‘.-” Bt |
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8.2. CONFIRMATION REGISTER

Once your Parish holds the Sacrament of Confirmation, you need to enter the candidates into the Confirmation Register.

Candidates can be entered in individually, in Alphabetical order to match the Physical Confirmation Registers (hard copy
books stored in your parish) If the candidate is already a member of the parish (ie. In the Family Database) you can enter as
below, if the family is not part of your parish, see Section 8.2.2.

You are also able to store all your Parish Sacraments, including First Reconciliation and First Holy Communion, in PACS, where
you will be able to generate sign in sheets, send group SMS and Emails, store baptism certificates, etc. For this option, refer
to Other Sacraments, Section 8.5.

8.2.1. FAMILY IS PART OF THE

PARISH - - Confirmation Register ::'E'.i
r‘.:;.: rl Parents Wtnesses  Private | hotes |U“'F|e'r_h.
REGISTERS>CONFIRMATION REGISTER e bl Lt
= o | L= |
. | iy [Fand =
Ensure you are in the ADD mode Moshe kgt
&;:m #h [Find|
Enter [ - L
Date of Confirmation r . L
Add Multi. 1
«-- R:pum L‘ e 08 Etigeismm
rarrabundsh, St Benedkt's Parish ;l
Confirmation Register Place of Confirmation Click on the drop down menu at the end of the field
o Ssints Cathlc Curch i nt inParihPlce i, Do you want o add and choose the appropriate place from the list. If the Church/Chapel is
tothelist? not on the list, you can Type in the name of the Church/Chapel. As it is the

first time it has been entered in PACS, you will be asked if you want to
keep it and add it to the list of places to choose from.

Celebrant As for the Place of Confirmation field above, click on the drop e
down menu at the end of the celebrant field and choose from the list. T o P

If the name of the celebrant does not appear in the drop down list, you %
can Type it in. As it is the first time it has been entered in PACS, you will "
be asked if you want to keep it and add it to the list of Celebrants to .

choose from.

BE AWARE OF DUPLICATES - always
check the dropdown menu first, as you may
end up with numerous entries for the same
person/Church Eg. Fr J Smith, Father John v -
Smith, Fr John Smith, etc. Please see Section appear & >
2.5. Remove Duplication from Drop Down : =

Lists to remove current duplicates. Click on the box
next to the letter of

the Surname and all Surnames beginning with that letter will appear. Next _
click on the box next to the Surname that you require 0 ot (3 v St Z%'Eé"ﬁ; 2

g % Schick (134 Dorothy Sales Cotta

Click on the FAMILY ;
SEARCH button, the O
following screen will .

e CHA@POTOZECRCSIOTMMOA® S

f<ECANROVOZErFACSTIATM

ke Search Members for Confirmation Register

moaw

Schmidt (37 Tallara Parkway NA
Schmit (37 Tallara Phowy NARR

le. The example is the Surname Smith 0 0 o o tmaremtaray | G AT 0

o I Sberras (18 Keira Pt
w Y sdfsd 0 Mother
® % Sharp (20 Jerry Avenue CANBEF Mary Smith

LT

. . Shed (13 Buchanan Street NARR. éﬂﬁm sﬁ\‘;:e‘etzsos
All members of the Smith Family Appear. Sharan (5B 1 Surt s, -

Shukor-Thomne (47 Atbwel Cray =
=} sim (118 Wandoo Street Q'COMI

Smith (58 Matina St Narrabundal

Drag the child’s name up to the middle of the screen and drop it in the o 8 0 e 5
Child field, the mother and father’s name will then be populated into the e e @
fields below. 2 Iéif?&l?i‘%?i’ﬁ‘ﬁ ;
Select OK ; @R
;
z

Smith (8 Bremer St GRIFFITH At ~ 0
o s mlmn Cancel| | *

PACS IN EVERYDAY PARISH LIFE v42054 Page 40 of 111



You will notice that the majority of the fields in the
Confirmation register have now been populated
with the correct information. If the family lives in
your parish the Home Parish and the Parish of
Register will be the same. Now all you need to do is

New Register

Duate of Confirmution
10/12/2018 Mo

Place ol Conlermaion
Saints Church

‘Cofimason Name.

Fobobim
HEXT>

= | Archishop Mark Caleridgd v |

Confirmation Register BICIEY

. | Parents/witnesses |Frivate |Mates | user Felds

Father
) ) Uik o Mhmer
FulName_ |[Mr L2n Smth | 84 Find
Fogon )
Lk o e Cathobe -

E

Mather

[repee—

[ Fuiame_ [[1rs 3zne st i 4 Find

enter the
Confirmation Name and

[nawess_ |
19 Calton Road

BATEHAVEN NGW 2536

Email and

Witnesses Name and -

SAVE. Addwan | o

PACS will automatically generate a Folio number ot oo w«f«:ww '

(see Section 1.1.1. Starting Numbers icon).

8.2.2. FAMILY IS NOT PART OF YOUR PARISH

[2202715%0 Sun
Die o Baptism

]

REGISTERS>CONFIRMATION REGISTER -
N

Ensure you are in the ADD mode
Enter manually into each field

Date of Confirmation
Place of Confirmation Click on the drop [ Ewi
down menu at the end of the field and
choose the appropriate place from the list. If
the Church/Chapel is not on the list, you can
Type in the name of the Church/Chapel. As it
is the first time it has been entered in PACS, Pri
you will be asked if you want to keep it and
add it to the list of places to choose from.

Narrabundah, 5t Eenedict's Pavish

Confirmation Register = o=

3 " Enesses Private | hotes | User Piekds
=S —

| |Find

Link 10 Mot

| |Find

Celebrant As for the Place of Confirmation

field above, click on the drop down menu at the end of the celebrant field and

choose from the list.

If the name of the celebrant does not appear in the drop down list, you can
Type it in. As it is the first time it has been entered in PACS, you will be asked

if you want to keep it and add it to the list of Celebrants to choose from.

Address Click on the Address button to correctly format the address
Place of Birth

Email

Date of Birth

BE AWARE OF DUPLICATES - always check
the dropdown menu first, as you may end up
with numerous entries for the same
person/Church Eg. Fr J Smith, Father John
Smith, Fr John Smith, etc. Please see Section
2.5. Remove Duplication from Drop Down
Lists to remove current duplicates.

Parish of Baptism Use the drop down menu at the end of the field or type the name of the parish where the candidate was

baptised.

Father’s Full Name Click on the Full Name button to correctly format
Mother’s Full Name Click on the Full Name button to correctly format
Witness Enter the name of the Candidate’s Sponsor

SAVE
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8.2.3. RCIA CANDIDATES = Confimation Regsier BT

New Register [
For RCIA candidates use the Private Tab to furnish full details of - e
Reception to the Catholic Church, including the date and by whom. e [ s
You can attach a copy of their original baptism certificate to their = =

records. (See Section 10.4. Linking documents to Notes).

£
belrane Bagengneering.com.au
FaceotBith Die of B

[ Add Muiti

Family Seaich|
e —
Narrabundah, St Benedits Parish =

8.2.4. SEND A NOTIFICATION OF CONFIRMATION TO ANOTHER PARISH

o - Gt o = -ls)x The' notlflce'xtlon can be prl'nted off and s'ent via post to the
vy D rne | Confrmation Register Report parish, OR it can be sent via email (email preferred).
N [

e ot Curdh = |[pechbep M ,f:;,if [iosomorr s
=i [ N ) TO PRINT OFF NOTIFICATION
- & Select PRINT from left hand side of record.
== e A new screen will appear.
o o i cati
(T A e sorane Under OUPUT, select Notification
== - o Agcerding . . .
oot et — _ Ensure there is a tick in PRINT ALL box, now select
] S o o PRINT
Co— <> RN
Puish oé Furgiater Fr Ban Roberts = ) Both Current and Maden
Rt s e
S prt Al [E Print | 6 [Provicw| | Ext

8.2.5. SEND NOTIFICATION VIA EMAIL FROM PACS

- -8 X
PLEASE NOTE: Ensure that your PACS email facility has been set up | siv getrame . Confaeton Rl fapon =
. . . . » Dutect Contrmancn Fekotim Confirmation Register Report
(see Section 5. Emails) and that the email address for the parish b sty _
you are sending the notification is also entered in PACS (see °° T
. . . 201000007 e
Section 1.1.1. General Tab under Parish Name icon). Gex e on -
‘il = Sort By
Select PRINT from left hand side of record. e — Oraminmter
. REACT2 Suname.
A new screen will appear. S
Under OUPUT, select Notification e | Poomrens  Brecesn
Remove the tick in PRINT ALL box, now select < > e
SUBMIT P, S et e Z e
Created: 10 Dec 2018 05PM
Expost Submit wview | Exil
The Notification will be submitted to the Email Queue.

Go to MAINTENANCE>CORRESPONDENCE>QUEUE _Swed costeien i
Click on Outbox under the Email Heading T
Click on the email to be sent — this will be highlighted in blue S
To add a personalised message, double click on the blue
highlighted line and enter a message

Select OK

Press SEND (this is the icon on the toolbar highlighted

below) If you hover your mouse over each icon, an explanation
will appear.

From] E6t E-Msil . - — —— — — R —

T Comespandence MyFauorites Calencss People Gives) Reters Receipts (redom  GenersiLesger Wepoms Murtensace ncow  Support

po(ERExx Eas@e N @

E-Mail Qutbox I
> Comemondences (1) From sedTo o Subgeat Refererce Rcpient Submitied Submitted wple rple  Category ‘
( . 1 e

o) When By

Goso) oo v | etk e of i e - 313 1| e |

Fier by Categery:
7] (Al Categories)
Register Nottcason
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8.2.6. PRINT OUT A CONFIRMATION REPORT

Confirmation Register Report

31/07/2017

8.2.7.

‘ADD MULTI’ FUNCTION

This function can also be used for adding multiple children in
a family being baptised. Here we are using it for registering
Confirmation. Please note the children/people to be
registered must first be entered in your Family Database.

Go to REGISTERS -> Choose the one that you require -
CONFIRMATION OR BAPTISM

You will already be in the ADD mode

Click ADD MULTI

Fill in the DATE, PLACE and CELEBRANT

Now on the left-hand side of the screen under Family or
Member click on the box next to the appropriate letter of
the surname. When the child/person’s name appears,
DRAG AND DROP it to the right hand side of the screen. You
will see that the fields Child, Mother, Father will be filled in
automatically. Continue to do this until all the
children/people you require to be registered have been
dragged and dropped to the right. Then PROCESS.

All the details will be entered into the Register.

Exit the current screen

e Record MyFavorites Calendar People Giving Registes Receipts Creditos GeneralLedger Repors Maintenance  Window  Support

PO D Hleadphs T4 V0 A

REPORTS>REGISTERS>CONFIRMATION
Select by : Register Date
Enter Dates : From & To i.e: dates of Confirmation 01/07/2017 To

Sort by : Register Date

Output: Full List

Show Mother’s Name: Both Current and Maiden
PREVIEW AND/OR PRINT

This can be pasted into your Confirmation Register as a true copy of the
Confirmations for the particular period.

k= Confirnation Register
New Register
& Add TR Setatian [ parents/Witnesses. |prvate | otes | user Feds
19/12/2013 Thu <NEXT> it |
o Place od Confimation Cobsbant Link o Msmber
t - = Full Hame, ey Fid |
Forlgion,
- Link 40 Member =
Find Full bame. By res
Clear Confrmanion Name Maothes T
S ave [ Fushame.. | B4 e
Ext | Ao, Ptgon
Vitmesses:
- Name Relgon
Flace of Btk e of Eith. *.
Dute of Baptism
Add Multi [l of Bagtism
[ v— -
Family Scorch|  Narebundsh, 5t Benedct's Parish =

= Confimation Register =3

Inky Bagton

Ot o Confimatizn FokoMm

20120014
Piace of Confemwicn.

o i
e % Fullhame._| M Peter Bogton
==

et
Sants Church ] Monsignoe Jon Woods v,
Lok 10 Member

Fullama._ Inky Bagton 7 8 [rns

Undo e LekptoMember
Cisen) Fitiame_ ) s 4 Bagton 70 s
Assess. Pubgon_

[ Parents/Witnesses private | Hotes | User Feids

= Updated: 19 Dec 2013 3:04PM

Greated: 19 Dec 2013 3:04PM

Record 10f6
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dm Confirmation Register - Add Multi. New Register
veroers «

v Fotomm
0 e
£ =
F Child
G i :
) MaryBls 2Green Street . Kate Bls
) CANGERRA ACT 2600 a0
e ) Oovdlong  AustalanDeferceForce (1) Camenlong  2Bde Street )oamelong  28deSteet
Academv CANIERRA ACT 2600 CANBERRA ACT 2600
L ) JsenMay  10ForDive ) Tony May 10 For Drive ) sane May 0 For Drive
™ CANERRA ACT 2600 CANERRA ACT 2600 ANBERRA ACT 2600
n ) TeddyMcGarry 19 Rols Pace ) James McGarry 19 Rols Place CJHopeMcGarry 19 Rols Pace
S WEERRA ACT 2600 CANERRA ACT 2600 NEERRA ACT 2600
D) Toatt  MlonCet )k pite 2 Yon Cct A Pitt 2o Cet
4 CAEBRRA ACT 2600 CANERRA ACT 2600 CANSERRA ACT 2600
&Y Parker PARDOY)
+ R Petol (15002)
Pt (P1G00Y)
o [l pack P, Head
o [ Amepit, Soou
o B Mortpre, Son
+ 8 Angus Pt son
.- o
s Q
s R

| Pt [PIG001) Daughter 29 lron Cet V]Active Orky  ["linclude Deceased Member Gggrd 20f3
Tanya Pitt CANBERRA ACT 2600
| Remove | Remove Al xit

PACS will now take you back to the Registering screen. At
the bottom right hand side of the screen, there will be note
that this is first record in the number that you have
processed. ie “Record 1 of 6”.

Now all you have to do is Go to EDIT mode

enter the CONFIRMATION NAME, PLACE OF BAPTISM and
SPONSOR/GODPARENT into each record.

SAVE

using the green arrows on the tool bar at the top of the
screen, click once to go the next record and repeat the
above until all records have been completed.
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8.3. MARRIAGE REGISTER

Go to REGISTERS>MARRIAGE REGISTER

Ensure you are in the ADD mode

Enter the DATE OF MARRIAGE,

Place of Marriage: Click on the drop down menu at the end of the field
and choose the appropriate place from the list. If the Church/Chapel is
not on the list, you can Type in the name of the Church/Chapel. As it is
the first time it has been entered in PACS, you will be asked if you want
to keep it and add it to the list of places to choose from.

Celebrant : As for the Place of Marriage field above, click on the drop
down menu at the end of the celebrant field and choose from the list. If
the name of the celebrant does not appear in the drop down list, you

Pish of Fegister
Canberra, Saints Cathokc Parsh

[Gron]|

=

il

Marriage Register

([ etaits [orwate | Notes | user e

Fullbame FullName-
Lok 2 Mormber Lo 1o Member
04 [Find A [Find
e, Ao
et ‘w.‘
|Pl|cealam D et ‘Puowa s i,
|Deeunnm [T ‘Ucwwm [ETET
[+ - |- -
|FN'gnn e ‘ng'm Fie
= |= =
Parizh of Baptism ’_‘ Date of Biaptiam Parigh of Gaptiem OweoiBagtm
Father. ‘ ’K‘ . m
Mother.| 4] [Mother-| &l

can type it in. As it is the first time it has been entered in PACS, you will be asked if you want to keep it and add it to the list of

Celebrants to choose from.

If the service was a Nuptial Mass Place a tick in the box next to Nuptial Mass

Enter any DISPENSATIONS in the field
Add the names of both the Bride and Groom’s WITNESSES.

8.3.1. ONE OR BOTH OF THE FAMILIES ARE ALREADY IN THE PACS DATABASE

There are a couple of ways to enter the data

1. By clicking on the Binoculars next to each name, you can select the member in your database. This links the record
to that member. OR
2. Select the appropriate Bride or Groom button at the left hand side of the screen

Click on the box next to the letter of the Surname and all
Surnames beginning with that letter will appear. Next
click on the box next to the Surname that you require

Drag the Bride/Groom’s name up to the middle of the
screen and drop it in the appropriate Bride/Groom field,
the mother and father’s name will then be populated
into the fields below.

Select OK

Now go back and manually enter information in any of

Marriage Reqister

- o x

Search Members for Marriage Register

Search by Member
B A

“zammone

the fields that still need to be populated.

When all information for both Bride and Groom is entered
SAVE.

Note: Any other information on the Wedding Papers that needs to be entered, ie. Note from parish Priest can be entered

under the PRIVATE tab

8.3.2. FAMILY/IES ARE NOT PART OF YOUR PARISH

Each field will need to be filled out for both Groom & Bride
Full Name

Address

Email

Place of Birth & Date of Birth

Occupation & Marital Status

Religion

Place of Baptism & Date of Baptism — ONLY IF CATHOLIC
SAVE

b Marriage Register
New Register
Diste o Masringe Foda Mam
@A noponsa  <HETs
view

Piace of Marise
Sants Church

Faishol Pugistes
Canberra, Saints Catholc Parish

[=]

[ Detaits [prvote [ otes [ User ks

(At
33 Scott St
CANBERRA ACT 2600

Place of Birth
Canberra 12030000 Me

Corberra, Sents Ca 7 D6 12/19% [l

Father...|Mr Benjamin ‘Benjamin® Clark [y
— |
Mather.| s Tanya Clark *

A Notification now needs to be printed to send via mail to the baptismal place of each Catholic party. (see below)
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8.3.3. SEND A NOTIFICATION OF MARRIAGE TO ANOTHER PARISH

Marriage Notification must be sent via postal mail. All other Sacrament notifications can be
emailed but Marriage Notifications MUST be posted so the recipient Parish can stamp it
with their Parish Seal and return it to you. The returned notification needs to be filed with
the Marriage Papers.

TO PRINT OFF NOTIFICATION

Select PRINT from left hand side of record.

A new screen will appear.

Under OUPUT, select Notification

Ensure the box Including Full Spouse’s details is ticked
Ensure there is a tick in PRINT ALL box, now select
PRINT

8.3.4. PRINT OUT A MARRIAGE REGISTER REPORT

REPORTS>REGISTERS>MARRIAGE

Select by : Register Date

Enter Dates : From & To ie Dates of Marriages required 01/01/2018 To 31/12/2018
Sort by : Register Date

Output: Full List

PREVIEW AND/OR PRINT

This can be pasted into your Marriage Register as a true copy of the Marriages for the
particular period.

PACS IN EVERYDAY PARISH LIFE v42054

—
- Marriage Register Report =]
Marriage Register Report
Select By
) Register Date. fom-— .o
OFckoNmber | 2016001 @
Surname To —
2016001 B e
Parigh of Pregister SR
v|
SertBy
® Regster Date
Folo Number
Groom Sumame Bride Sumame
) Ascendng
Output
D FullList [Vishow Header

- Marriage Register Report (==
Marriage Register Report

From
01/01/2018 Mon

Te

bi/12/2018 [

DR
() Groom Surmname () Bride Sumname

Poshion

[ Evpont |t 15 Previow] [ Ext_|
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8.4. DEATH REGISTER

REMEMBER: If a member is in your Database AND is A GIVER you must
1. TRANSFER GIVING to another person (if applicable) before

you register them in the Death register e e
MAINTENANCE>TRANSFER GIVER, @94
From Giver : Click on the binoculars to find the deceased Tanya Clark Benjamin Clark kst
giver, double click on their name to select
To Member : Click on the binoculars to find the person to
transfer the PG number (ie. The spouse)
Select TRANSFER
The records will now be transferred to the new person and you can register the death.

k= Transfer Giver

[
K

S
2
2]
S

2. If a Giver Dies and they are a single person, before you register their death details, change their PG No. to a O first,
then register death. Leave the tick on GIVER in case you need to produce a tax receipt for the estate at a later date.
Changing to 0 also allows you to use the allocated planned giving number again in PACS.

8.4.1. REGISTER A DEATH IF PARISHIONER IS IN THE DATABASE

Go to REGISTERS>DEATH REGISTER In the ADD mode

There are a couple of ways to enter the data = Do R =ool
New Registe; - Search Members for Death Register —-I
1. By clicking on the Binoculars next to the name = T ' ‘;;«;“‘{’;rm T
you can select the member that is part of the ‘ = i i
database. This links the record to that . BRI e e
member. OR ] P = ‘ ot '
2. Select the appropriate Deceased Member and — = 6 [ f
their Next of Kin, click FAMILY SEARCH = - || CA—
Click on the box next to the letter of the Surname and T . W m :
all Surnames beginning with that letter will appear. — s %71: s st
Next click on the box next to the Surname that you @“‘ ¢
require 2 ,‘_M s

Drag the Deceased Member’s name up to the middle of the screen and drop it in the appropriate DEAD field. You will need to
repeat the process of drag and drop for the Next of Kin if they are listed in PACS. If the Next of Kin is not listed, enter
manually once you have selected OK.

Now manually enter information in any of the fields that still need to be populated.

When all information for the Funeral and Date and Place of Death, etc is entered select SAVE.

8.4.2. REGISTER A DEATH IF THE PERSON IS NOT PART OF YOUR PARISH

- Death Register ==E=

REGISTERS>DEATH REGISTER New Register _ |
@ M [aas ] o ==

Ensure you are in the ADD mode, manually enter ::," 5: 18]
—

Date of Death || E— —

Full Name Click on the Full Name button to | A___ 2 | m— s

correctly format s e = e

Address Click on the Address button to correctly _.'..m.., —rrs .

format the address Fi s T ET— [asaess |

Funeral Place Click on the drop down menu at the ] [ oo

end of the field and choose the appropriate place Famiy Seach] 720 Ewin ] || e

from the list. If the Church/Chapel is not on the list, aranian, S Bt P ol

you can Type in the name of the Church/Chapel. As |
it is the first time it has been entered in PACS, you will be asked if you want to keep it and add it to the list of places to
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choose from. IF the funeral was a graveside service, at eg. Woden Cemetery, the Funeral Place and Burial Place will both be
listed as “Woden Cemetery”.

Celebrant As for the Funeral Place above, click on the drop down menu
at the end of the celebrant field and choose from the list. If the name of
the celebrant does not appear in the drop down list, you can Type it in.

BE AWARE OF DUPLICATES — always
check the dropdown menu first, as you may
end up with numerous entries for the same

person/Church Eg. Fr J Smith, Father John As it is the first time it has been entered in PACS, you will be asked if you
Smith, Fr John Smith, etc. Please see Section want to keep it and add it to the list of Celebrants to choose from.

2.5, Remove Duplication from Drop Down Funeral Director Again, click on the drop down menu at the end of the
Lists to remove current duplicates. Funeral Director field and choose from the list. If the name does not

appear in the drop down list, you can Type it in. As it is the first time it
has been entered in PACS, you will be asked if you want to keep it and add it to the list of Funeral Directors to choose from.
Funeral Date

Burial Place Click on the drop down menu at the end of the Burial Place field and choose from the list. If the
Cemetery/Crematorium does not appear in the drop down list, you can type it in. As it is the first time it has been entered in
PACS, you will be asked if you want to keep it and add it to the list of places to choose from.

Ceremonies Click on the drop down menu at the end of the Ceremonies field and choose from the list. The recommended
fields are: Funeral (Requiem) Mass, Chapel/Church Prayers, Graveside Service and Crematorium Service

Place of Birth & Date of Birth

Age Age field will automatically populate when Date of Birth is entered.

Religion If applicable, click on the drop down menu at the end of the Religion field and choose from the list. Otherwise leave
blank.

Next of Kin

Address Click on the Address button to correctly format the address of the Next of Kin

Email Email address of the Next of Kin if applicable

Note: Any other information on the Funeral Papers that needs to be entered, ie. Note from Parish Priest can be entered
under the Confidential Notes

SAVE
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8.5. OTHER SACRAMENTAL REGISTERS

REGISTER>OTHER SACRAMENTS This register can be used to enter and store details relating to all other Sacraments received
in the Parish. First Reconciliation and First Holy Communion “FHC” (or First Eucharist) can be entered. It may seem to be a
labourious task to begin with, but the information for the first Sacrament, such as First Reconciliation, can be used for
subsequent Sacraments for that Candidate. Eg. Diana Sergi who attends the local Catholic Primary School received First
Reconciliation in the Parish in 2015, her same member record can be used and updated for her FHC in 2016 and again in 2018
for Confirmation.

The information stored in PACS can be used for Sacrament related group emails and SMS, export lists to Excel to generate
attendance sheets & Mass lists.

As of the timing of this version of the PACS manual, you will need to create a Ministry list (as PACS does not currently have
the capability to send emails and SMS from the Other Sacrament register).

8.5.1. ENROLMENT DETAILS IN PACS

Once you have received all enrolment details for the candidates of your sacrament, you need to enter the Family into PACS.
First, check if the family already exist in PACS by searching the Family.

PEOPLE>FAMILIES Use Binoculars on the tool bar,
Click on appropriate letter of surname, or start

typing in the Search for field in the lookup, the list
will automatically filter then double click on the name when it is found.

-

File Record MyFavorites Calendar People Giving Registes Receipts Creditors Ge

PO | B%% Parri DT B =

If the family does not appear in PACS, click on ADD and add parent/s details (for details see Section 6.1.). Ensure you add the
parent/s’ mobile and emails as you can use

hguw Jones — %Jo,':;;:;: them to send emails and SMS to parents for
funty | Mo = reminders, info etc.
- e — = When adding the child who has enrolled in
m:, :: - the sacrament, ensure you add the main email

address and mobile for parent into the child’s
record. Also add their School details under the
More tab. This assists with reporting.

Pl Bkt

Add | [Dekte] [0k

8.5.2. ADDING MINISTRY/SACRAMENT REGISTERS

Once you have completed adding all the sacramental candidates, you can create a Sacrament register (once generated will
appear under the Sacrament tab in the candidates’ records) and a Ministry list (which will enable you to email/SMS the
family) for the Sacrament.

Create a Ministry list — See Section 7.1 MAINTENANCE>SETUP>MINISTRY

Once a Ministry list is complete with all candidates, the Ministry information will appear on the Candidates’
PEOPLE>MEMBERS page.
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Create a Sacrament list — REGISTERS>OTHER
SACRAMENTS In Add mode, add in the details
of the Sacrament. In this example, we are
entering details for Eucharist held at Saints
Church on 30/08/18 celebrated by Fr Ben
Roberts. To select candidates, click on + next
to Members on the left side of the screen, and
find each candidate alphabetically by

expanding the alphabet fields. Drag and drop .
each candidate into the Selected Members iy
Area. Once you have added all candidates, =
click Apply. All the candidates will be displayed
on the right side of the screen.

-
Membars

ammoA®

o

Elnirss Jarms
B amanda Jones

= B Callie Jones

= B Cosey Jores

= [ Paul Jones

« [ stacey Jones
K

New Member 101002

Janes [X0M002] Daughter
Stacey Jones

Daty
30/08/2018 TN
Flace
Sants Church =
Farish of Register

Narrabundah, St Benedict's Pa
Coletwant

o s
ol B prent Sharp

1| Unselect AR

12 whision 5t
CANBERRA ACT 2601

! Aective
Cleas

Sacramant Date

Only [ ]Include Deceased Member

Clear Al Remove | Pemeve A

Parish

Then Save

The details of the Sacrament will now appear under the Sacraments Tab in each of the candidates’ PEOPLE>MEMBERS page.

- Other Sacraments |= =
Mermbers = | Sacramest  Date Parish
T} Panitee [ e o stac iEucharist | 30/08/2018 ISaints Church Harrabundah, St Bond
= | Memters Defbul Value |- swaRe erent Eocharist  3008/2018 Sawts Chureh Marrabundah, St Berw
A Other Sacraments
] Euchanst :
Dete
30/08/2018 TH
)
Sains Church
Farish of Ragestar
sar 5t Beneder's Paf v
Selected Members (2)
o | = 8 Stacey Janes
= [ srent Sharp
Wew Member| [ 101002 W Unsciect |[msclect Al =
Jones [J0K002] Daughtar 12 Whitton 5t i Actve Only [ inchsde Deceased Memiber FRecird 1 of 2
R CANBERRA ACT 2601 crames
Ciea || Cleas All Femve | Flemeve Al | Lindo Exil

8.5.3. ENHANCED REPORT FOR SIGN IN SHEETS

You can create a tailored enhanced report for the Sacrament which can be used for sign in sheets, reports for Sacramental
Coordinators/Priests, or to save and include in the Parish records once the Sacrament has concluded.

PEOPLE>EXPORT>ENHANCED REPORT

You will need to identify what reportable items you would like included in your report. For the example given below, we have

chosen the following items:
In the MEMBER folder —
First Name

-

atrator

Enhanced Export: Sacrament (Administrator)

Enhanced Export

e

First Names

o #

Last Name

Sex Date of Birth

Mobile F

Middle Name Member
Last Name

Sex

Date of Birth
Mobile Phone
Email

School

Year

Date of Baptism

Home address 1, 2, 3 and postcode

Bl sex
[ Date of Girth

Personal PFronouns

(=] (=]

E3

(/=]

=]

|P|eview_ Soet ||

Evpont | | Merge ||

Exit

O Ocoupation
O Employer

In the FAMILY folder — ﬁ:;"d

Parish Zone O Languags Background
E Remarks

In the SACRAMENTS folder —

Sacraments

Date

Click Preview, this report has called up every members record ever entered in PACS with these details. So to refine your

search, click Filter. You will see the screen below.
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. —— — To refine your search to just the Sacrament you want,
Enhenced Export: Secrament (Admiristrator) enter the Parameters you wish to search for. In our
wﬂ“i % = I : example we are reporting on the Eucharist held in Saints
M;l,:* = = = J ‘:I:” g = Church on 30/08/2018. Using the buttons at the top of the
8 isttome = 1 LD e o adiameleciandiaiid eooia] [1 ][] o7 box or the drop boxes in the fields or typing the correct
et u:»«m e "‘i’%" ;1.’.:3 = o words (be careful you type the wording exactly as it is
3 coray e e entered in your fields) For this example, we can search for:
g e
Eo};w e ( Pmembersacraments Sacraments equals Eucharist )
8 T - . = ‘ (Pmembersacraments Date equals 30/08/2018 )
Nurber of Records: 7% Frevew || Fiter Sott Evpurt || Meige Bt Clle OK

This will now display the complete list of the members you have included in your Sacrament. To export the list into an Excel
spreadsheet click Export. You will need to save the spreadsheet in a relevant folder on your T Drive, ensure the Save As Type
is Excel with Headers. A dialogue box will appear stating “Export Finished! Do you want to save this export as a New
Template?” Click yes and name the report “Eucharist 2018” or something relevant to the search so you can use again. This
will save the filter and the search parameters. You can amend the filter parameters as you need for future sacraments.

8.5.4. SENDING EMAIL/SMS TO SACRAMENTAL CANDIDATES
To send an email or SMS to the Sacramental Candidates with reminders, information, etc, you must first create the Ministry
list of all candidates, as mentioned above in Section 8.5.2.

SMS, go into PEOPLE>SMS CENTRE and select the Ministry tab. Under Name, select the name of the Ministry you have
created, eg Eucharist 2018. Then click the Apply button. The right hand side of the screen will be populated with all the
people in that Ministry with mobile phone numbers. (if you only want certain people from that list, click the Deselect All

button and then manually go through the

. . . - SMS Centre - x
list and tick the appropriate people). e vty [R5 [ TFambyfsan = S e ) .
! BENDO1 BENS Grace 0413774535 0
& | ! BILOOL BILLS Mary 0423123128 0
. . e v JOND2 JONES Paul 0407322855 ]
Fill in the New Message with the text you (o — || e 041299587 o
want to send. faime  EdTme
®|Leader
If you wish to save this as a Template for Sl
use again, click on Save as Template and a
template will automatically be created for ‘ S e
use again. You can name the Template so S At

that is appropriate for use again. Eg
Eucharist retreat e .
Then tick boxes next to the SMS button i
- tick the Record as Note box to
record the SMS as a note against
the member you are sending the
SMS to Mew Message | Tenglates
- Auto close —if you want the box to Z:;::::; SR
close after the SMS is sent AND
- Reply required - this function is not active

seeng you for the retreat day tomorow 3rd March, in the Parizh Hall from Sam-3pm. Please
tes cannot be dropped off before 8.30am

.chczxda:no

srLer
IReply Required

Ensure you sign off your texts from your Parish Name as each text is sent from a different mobile phone number - this will
help identify who the text is from. Also include “please do not respond to this message” if you do not want replies to your
SMS.

Next click SMS. A pop up SMS Centre message will appear stating you are about to send SMS messages with a cost of credits
(this is included in the costings for the Archdiocese), click OK.

For more information about SMS, see Section 4. SMS.

EMAIL, go to PEOPLE>EMAIL CENTRE and select the Ministry tab. Under Name, select the name of the Ministry you have
created, eg Eucharist 2018. Then click the Apply button. The right hand side of the screen will be populated with all the email
addresses of your candidates.
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Fill in the Subject Field as you would a general email. Enter the body of the email in the field below the Subject Field.

Click on the Attachments Tab if you
need to attach a document,
spreadsheet, etc, select ADD and
then browse for the required
document and click Open so it can

Start Time End Time
be attached. Repeat this for the 0000 o j0000 [
. ® [Leader
required number of documents you e ek
wish to send. ainterested Pecpie

If you wish to save this as a
Template for use again, once you
have completed typing the
message click on Save as Template
and a template will automatically
be created for use again with the
Subject Heading as the name of the
Template. If your template has any
documents attached, they will be
attached to any subsequent uses of
the template.

Export
.@ Subjet [Frot Eucharist 2018 Session 2

E-Mail Centre [=I[=]5
Family/Staff Name E-mail Envelope |
V] BENCOL BENS Grace bensfamiy §yahoo.com
) BLOO: BILLS Mary Spbels B4pg.com
v JONOO2 JONES Paul jorestimes 5 Ebigpond. com.au
' PIG001 PITT Matt pittparty 12@gmal. com
Select Al | | Deselect Al|

VI Rich Text ViTooBar [ViwordWrap (ViStatusSar | IRulerSar

[Noemal] v sl v« 10 + B 7 U|F 3
SesSI0N £ OF OUr SACTamental +#10gram will DE Ne 0 T0MOrrow MIgNT In e Laurcn
the Session will begin at 7pm sharp so please ensure you arrve on time

Regards =
Cindy B
Sacramental Coordinator
Saints Church |
" > [_
Une 7 Col 14 [100% NUM
E-mail Body = Attachments | Templates

Save as lamplate Clea

CooTD

To save the email against the

member’s information, tick Record as Note (Recommended) in the bottom right of the field box. Once you are ready to send,

click Email

The pop up E-mail Centre message will appear stating you are about to send Email messages and that they have been created

and submitted in the Correspondence queue. click OK on both.
For more information about E-mail, see Section 5. E-mail Centre.

Now go into MAINTENANCE>CORRESPONDENCE>QUEUE

If you click on your Outbox, the messages will be waiting to be sent. Send the messages by clicking on the Send All button
(circled in the toolbar below) See Section 1.8. Correspondence for details on the Correspondence Queue.
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9. IPSS AND CHILD SAFETY REGULATIONS

9.1.

WORKING WITH CHILDREN & VULNERABLE PEOPLE

The Institute of Professional Standards and Safeguarding (IPSS) Office is the point of contact for compliance, professional
development, and reporting safeguarding issues in our Archdiocese. They maintain an Archdiocesan wide database and they
have oversight to monitor Parish compliance with this legislation. Any queries please email ipss@cg.org.au

9.1.1. WWVP AUDIT

Once a year IPSS office will email out an Excel spreadsheet to each Parish, reporting on existing WWVP/WWCC members.

The Parish is responsible for keeping WWVP/WW(CC records complete and updated. It is very important to do this as there
are civil penalties for failing to comply with the legislation. The parish must identify parishioners (members) that need to be
registered (see Appendix B WWVP/WWCC POSITIONS IN THE PARISH), send out correspondence to members asking for
compliance, take details and record information in PACS relating to the WWVP/WWCC. The Parish maintains the register in
PACS, ensuring they request the information from new members and remove people who no longer meet the requirements.
The Parish is also responsible for replying to IPSS annual audit and sending in documentation on any new members as they

join the parish.

9.1.2. RECORD WWVP/WWC IN PACS

Once you have taken a photocopy of the front and back of the WWVP Card or email of the WWCC from the parishioner you
will need to record this information in PACS. In a Member’s record there are fields for recording the WWVP/WWCC

information.

Go to PEOPLE>MEMBERS

= Member =l=E

e

Find the appropriate member using the binocular tool Bl | s

Go into Edit mode and click on the Private tab

Place a tick in the box next to Check Card

Fill in the following fields when details are available -
Date of Birth — enter the member’s date of birth
Card No.: this is the Working With Children Check =
Number or Working with Vulnerable People Number
Card Expiry: enter the expiry date _—

Card Type: Choose Volunteer

FOR ACT PARISHES

2-Jan-I010 11140 4

- Member
Mr Casey Jones

Parsdy | Giver

The Application Status field will need populated Fatin | Coey s i
with choices if no choices are available. Right S ) g, Do
click with your mouse in this field and choose Edit R
items Then Select ADD fa ] P
type in General in the Description field, then L o
select Save, Repeat this by selecting ADD, type in R —
Role Based in the Description field, then select
Save. Lastly, repeat again, selecting ADD, type in
Conditional in the Description field, then select o

s [vore | Prvate [sacromerss [ ires | e | Gven [

SAVE

im Working with Children Appiication Status

General

Data - o

Role Based =
Condtonal

Flnctive
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Then go to User Fields Tab and enter the Alpha Number. This number appears
vertically along the left hand of the photo on the WWVP card.
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ACT Parishes are required to email a copy of the WWVP = Memoer
(front and back) to ipss@cg.org.au whenever a card has Mr casey Jones
been received. = - i

Weew e | Mr Caney Jores 1

okt [T A |t

Clom

FOR NSW PARISHES
Application Status: In the first instance, you will
enter Application in Progress, when the check has
been verified, come back and edit the record to —
change the status to Cleared pitis Pt
NB. The Application Status field will need to be

2-3an-I010 11148 b

[T Veiemoel  Delete

™ CongiedDate Fapry e

populated with choices if no choices are available.

Right click with your mouse in this field and choose Edit items Then Select Add and type in Application in Progress in
the Description field, then select SAVE, Repeat this by selecting ADD, type in Cleared in the Description field, then
select SAVE. Exit from this screen and you can now choose these options in the Application Status field.

After recording Application in Progress against a member’s record, the next step involves the application number to
be verified by the employer. Our Archdiocese will process these verifications to alleviate parish secretaries of this

extra work. Copies of the email from the RTA need to be forwarded by email to
Institute for Professional Standards and Safeguarding (IPSS)
Email: ipss@cg.org.au

Once verified the IPSS will advise the parish of the application status. The member’s record will need to updated in
PACS to reflect this ie. The status should be changed to Cleared. If the verification process finds the status to be
other than a Cleared status, the Parish Priest will be informed and asked to remove the person from that particular
ministry or activity. IPSS will also send the date the check was verified. This date needs to be entered in the

Verification Date Field. The Verified By field, choose Archdiocese.

9.1.3. ATTACH A COPY OF WWVP CARD/PDF TO PACS

It is recommended to save a copy WWVP Card or email from IPSS verification against the member’s information in PACS. You

can do this be attaching the document to a note in PACS.

In the example below, a note has been created attached to a parishioner with a WWVP Card. The Note Group is WWVP. You

can also attach a saved email or PDF for NSW parishes.

The Subject of the note contains the expiry date of the WWVP for quick easy reference from the note screen. To link the copy
of the WWVP you have electronically on file, click on the LINKS button at the right. The Note Links screen below will appear.

Click on the [ three dots enclosed in the square as circled above and select the document
from your Computer that you wish to link to this note. Select OK. Then click SAVE.

L] Member =ox
Mrs Amanda Jones “Tucker® 25-bar 2019 12:53 A
Famiy | Member

- -8 %
add
B [ TPy rep——— Amands Jones |
& S Dee [ Frony = t
£ Do o A - . - T [ e
- o
e e Kby on | AR [
. Emed Jorere S tsgroned. oo = Hndn
T
= LR - H-:z:‘ - =
Famany g
- =
Fucds Taum
- - —
i
[rp— - Maote Links

Sy ¥ [Pty by

L [ oE

S et Oy [y show ot A
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Never delete an expired
WWVP Card from PACS or
your T drive. Always keep
copies for Audit purposes.
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9.1.4. RECORDING STAFF (OR OTHER PARTIES) WHO HOLD WWCC/WWVP CARDS

You need to include in your report people who hold a WWCC/WWVP but would not ordinarily be part of your parish
database. Eg. The parish priest, a paid sacramental co-ordinator or parish staff that are not parishioners, Youth Minister or

even a third party/ies that you do not want in your parishioner database.

PEOPLE>STAFF

In the ADD mode

Enter Name in the Full Name field

Enter contact details (if necessary) in both address and phone fields

Enter the employment status: Permanent, Casual or Temporary

To populate the Staff Type field with your choice

Right click with your mouse in this field

and choose Edit items Then Select Add and type in (eg) Priest in the description

field, then select SAVE, o

Repeat this by selecting ADD, and continue to type in Descon’ohin Baclc

your next choice of staff type. ? p——
SAVE —
Place a tick in the in the Check Card box if the person — || ——
requires a WWCC card. e

Employmnt Sistar
Fomuan

b st Type = ]
Priest |
Data
et [ e,
= Foer 3
Admretaton -
Deacon i
o Actve S ave
Exit
Pavien
Peint |G
Show Usage
Piopratses

When details have been provided enter details for — _—— e

o Use Cabind | Calenetar

Date of Birth
Card No.
Card Expiry
Card Type

WeikwaBy Warisation Dt

Application Status
SAVE

9.1.5. GENERATE A REPORT IN PACS — NSW PARISHES
A report can be used to identify expiring WWCC. It can also be used as a
checking tool to identify members that may not need to be on the list
anymore (left Parish), or members that need to be added (new on an Acolyte
roster).

Go to REPORTS>MEMBER>WORKING WITH CHILDREN CHECK LISTING
Ensure the following fields are left blank
Type of Card
Card Expiry Dates
All boxes that can be ticked
Select Both
Sort by Staff Type or Type of Card

A= Working with Children Check Listing
Working with Children Check Listing

Select By Ministry
Type of Card [v]
To

s
Card Expiry Acolyte

Altar Server
Carers’ Group
Children's Liturgy
Church Cleaning
Collector
Communion to Sick

Member Indude People without Chedk Card
Staff Indude Archived/Deceased People

Members with Interested Ministry Only

Members with Active Ministry Only
Show Address | Eucharistic Minister
Finance Committee

Greeter at Mass

Sort By . )
Name Type of Card [ Pint_|# [Previ

Outisde party using parish T3

ew | [ Exit ]

Click on Deselect All (this way it will pick up everyone required)
PREVIEW

Saturday, 03 Hay, 2014 452 PH

9.1.6. GENERATE A REPORT IN PACS — ACT
PARISHES

To produce the report

1. Goto PEOPLE>EXPORT>ENHANCED EXPORT
2. Click on the BINOCULARS (see diagram below) to search

for any saved Export Reports. A screen will appear with all

your saved Templates. Highlight the report you require —ie WWVP Export and select OK. (If you do not have a

template saved, contact the Parish Support Manager for instructions)
3. All the fields you require will appear.
4. Select PREVIEW, then EXPORT.

5. The report will be opened up in Excel. Please name it in the following format — Parish Suburb Name, WWCC, Month,

Year eg. Watson Parish WWCC August 20XX.
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6. Compare your report with the Report sent from IPSS. Make sure you save the IPSS report to your T drive and update

the IPSS report.

You are required for each worker to nominate (via a dropdown menu) in the Column headed Active/Inactive as to

whether that Church workers (parishioners/staff) is still active or inactive.

a. For those Church workers still active with valid WWVP registration, just choose Active from the drop down

list. No further steps required.

b. For those Church workers still active, but with an expired WWVP registration, choose Active from the drop
down list and return a colour photocopy (if possible) of the Church Workers WWVP (back and front) with
this spreadsheet. If there is no registration to forward, please advise of the application number and the

date that the registration application or renewal was lodged with Access
Canberra.

c. For any Church worker who is active but is not on this list, please provide
details at the bottom of the spreadsheet and return a colour (if possible)

Always retain the
their photocopy of the WWVP
card on file — this must not

photocopy of the Church Workers WWVP (back and front) with this spreadsheet. | be destroyed. Please keep

d. For those Church workers no longer active, choose Inactive from the drop down
list and advise IPSS of the date in the comments column that the Church worker

became inactive.

for audit purposes.
If you store an electronic
copy on PACS against the

i. In PACS, Go to the Members Record -> Private Tab, untick the Check parishioner’s records, you

Card box. The details will remain in PACS, however, the volunteer will do not have to keep the
now not show up on your report. hard copy.

T frhenced Bpont SRR

Enhanced Export: rt (Administrator) I‘ Reminder Dates 4 o | - ]

: P I P G- S RO o3 P O o W ey Member - Working with Children Card Expiry Date

a0 =X % 2 B i 552 Export Definitions e % 2 fseiected Events

00 remdy | [ Member - Brthday

DO T @ Lt Oyt e Reiasiakgoih Chdren Car

Jg :xm' Group By Owner [Mote - Follow Up Due Date:

S e — e | EFT Schedule - Next Proces: Date
] e IR Dby Dostheme  Gowwity ‘ etk - Member Crect Card By Dot

Owtas contact stl o
Detaust Famdy kst Agmwest oy
S T T
Delete

| cregt Card Account - Credit Card Expry Date
[Recuring Transaction - Next Processing Date

valable Events s =

[Staff - Working with Chidren Card Expry Date /
Losd. [ Purchase Order - Expected Dote

jlunpad Creditor Invoice - Due Date
R F-: nerel Joumal - ReversingDote ]

Preview | Fltor || Son | Egot | Mege | Ew
I

9.1.7. SET YOUR REMINDER LIST IN PACS

Go to MAINTENANCE>SETUP
Select the icon Reminder Dates Fieminder

Dates

Select Member — Working With Children Expiry Date and drag it from list in Available
Events and drop it in the list Selected Events

In the field Activation Interval set the no. of days to 60
Place a tick in the box Keep Reminding after Event Date
SAVE

k= Reminder List o]
EFT Schecue Payments & processed

&) Bark Reconclation 23 Bark Reconcilation Entries are urposted

@) General Joumnals 1General Journalis unposted.

@) Receiots Giving 7 Givings are unposted.

Transactions

(@) Process Reuring Transactans 12 Recuring Transactons are due.

Correspondences

(@) eaic LE Mg oot been sent.

"
m Cwd (1 Workingwith m
—— ey

¥15how Reminder List on Startup

@[@

Rabash  Bach

i

The reminder list will then remind you at the appropriate time that you will need to

contact the parishioner to renew their WWVP card

9.1.8. IDENTIFYING THE PARISHIONERS INVOLVED IN MINISTRIES THAT NEED TO BE REGISTERED

If you haven’t already utilised the Ministry function in PACS now is a good time to start. For more detail, see Section 7. -

Ministries.
To Set up Ministries appropriate to your parish go to

MAINTENANCE>SETUP, then click on the Ministry Icon

PACS IN EVERYDAY PARISH LIFE v42054

Page 55 of 111




Ministry

linistry

To add/delete people to/from a particular ministry, Go to

PEOPLE>MINISTRIES

o You can add/delete ministries tailored to your parish. Click ADD type the new ministry in the Name
@ field the SAVE. It is not necessary to fill in the rest of the fields, however, it may be helpful if you
have more than one church/parish, to fill in the Default location & Responsible staff fields. The
Description field is for any extra notes you may wish to make.

Choose the drop down menu under Ministry at the top of the screen. Choose the appropriate ministry and a list of all people

involved in that ministry will appear underneath. If it is a new ministry, you can start to add to the ministry.
To add: Click on the + next to Members and an alphabet appears. Choose the surname of the member by clicking
on the + of the appropriate letter. By clicking on the + next to each person you can see what ministry they are
already involved in, and if you want to can add them to the ministry you have nominated, simply drag their name
and drop it in the right hand side of the screen.
To Remove: Highlight the person you want to remove and select the REMOVE button. (This will automatically
remove them from that ministry) Alternatively, drag and drop the person from the right hand screen off to the left

hand screen.

SAVE
Note the end column (below) titled WWCC T
identifies with a tick if a person requires a sty :
SR - Close Miratey
WWVP card/WWCC. » Mesbers e
. . . . +
Please place a tick in this box for people in a ¥
. . . . . . [+] 4|
ministries requiring this check. "
To produce a report of those involved in '
that ministry, select the Report button at .
the bottom of the screen .
A menu will appear, tick the Ministries and T
select Print for a list of parishioners involved :
in your selected Ministries. ol Ol e
Fepol lemove  Fomows Al | Unde Save Ext
=
A Ministry Checklist =& -'I
M.ihfﬁ‘ff]f fﬁ!ﬂﬁfﬂ' Wednesday, 04 Sep, 2013 4:24 PM
Cadaction Saints Catholic Church
5l o Ministry Checldist Report
Miniafry & 1l Locabon Start Time 00:00 and End Time 00:00
Angels Cabering - x Youth Ministry
Ange TS ; Start Date End Ciate
- BABILLA, Mary "Mary"
Acphyte 'S:::]r:l;;'r\e EI;:;;* BILLS, Brian
Adoraton : FOOTE, Deborah
Altwr Server Iribevested Mnstry Only Total : 3
Carers’ Group * ArchivediDacessed Members
Lol Groug o Actve Mirstry Only
Childrer's Liturgy .
Options
¥ Show Columns Show Member Detals
Inchude Archived Dacassed Member (Praview | | Ext
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9.2. CODE OF CONDUCT — CHILD PROTECTION

In 2018, as an initiative of the Royal Commission into Institutional Reponses to Child Sexual Abuse, IPSS introduced a Child
Protection- Code of Conduct to the Parishes. It informs and reminds all employees and volunteers of the Archdiocese of
Canberra and Goulburn of the standards of behaviour as well as other requirements that must be adhered to when working
with children. All employees and volunteers within Parishes are asked to sign the Acknowledgement to the Code.

It is the Parishes’ responsibility to request, record and hold the relevant information, such as which parishioners have been
requested to sign and which have signed and returned the Acknowledgment.

The policy for the valid duration of the Code of Conduct Acknowledgement is 3 years. The expiry date (3 years from the date
of signing) should be recorded in PACS and an email reminding the employee/volunteer to resign is to be sent 1-2 months

before the expiry date.

The Parishes are encouraged to use PACS to store this information; reports can be generated and submitted annually to IPSS.

9.2.1. REQUEST CODE OF CONDUCT

Each Parish can determine the best way to request the Code of Conduct Acknowledgement. Each Parish must make the Child
Protection Code of Conduct available to all staff and volunteers in your Parish. This can be via numerous platforms such as
paper copies in the Church, Parish or IPSS website links in bulletin, meeting for all volunteers to attend, etc.

The Code of Conduct Acknowledgement must be signed by all staff and volunteers in the Parish, regardless of the position
they hold and whether that position has regular contact with children.

Once signed, the Acknowledgement is valid for 3 years. The Acknowledgement should be scanned and saved in the Parish T
Drive, and can be saved as an attachment in PACS against the member.

9.2.2. RECORDING CODE OF CONDUCT

It is good practice to record the Code of Conduct L — ol
Acknowledgement against each employee/volunteer that e Casey Jones mrn aany
you have requested to sign. This way when you are o | e il T T T T
reporting, you can identify who is still to provide a copy. | (%7 g, Do e
You can identify the employees/volunteers in PACS o
against each member. ) hm.w’:'}:: -
In PEOPLE>MEMEBERS under the Private Tab, you can add C o1
the details of the Code of Conduct in the Volunteer Course - ’ - C | I—
field. fuchive | [corey WAmerde

e e G ),
Search and choose the member, click Edit to add to =

the member’s information. In the Private tab, there is a
Volunteer Course Section, in the Name field add the name
Child Protection Code of Conduct or something similar. PLEASE NOTE that you need to keep this name consistent in each
record to ensure your search function later is correct.

If the employee/volunteer has already signed the Acknowledgement, record the date signed under Completed Date and the
Expiry Date (3 years from date signed). Click SAVE

9.2.3. ATTACH A COPY OF ACKNOWLEDGEMENT TO PACS

Once you have received a signed Code of Conduct Acknowledgement, it is possible to add a copy to a note against the
members information in PACS.

In the example below, a note has been created attached to a volunteer with a Code of Conduct Acknowledgement. If you

want to create a separate Note Group for the Code of Conduct (In this example it is CoConduct) see Section 10.6 Adding New
Note Categories).
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- Member

The Subject of the note contains the
expiry date of the Acknowledgement for

Ahor T 134T PN

quick easy

reference Never delete an expired
from the Acknowledgement from
note PACS or your T drive.
screen. To | Always keep copies for
link the Audit purposes.

PDF you

have electronically on file, click on the
LINKS button at the right. The Note
Links screen below will appear.

Click on the [-] three dots enclosed in
the square as circled above and select
the document from your Computer that

you wish to link to this note. Select OK. Then click SAVE.

9.2.4. REPORTING ON CODE OF CONDUCT

To generate a report you will need to create an Enhanced report.

Go to PEOPLE>EXPORT>ENHANCED EXPORT
To create a new enhanced report (which you can save as a template) you will need to identify what reportable items you
would like included in your report. For a Code of Conduct report, we have chosen the following items:

In the MEMBER folder —

First Name

Middle Name

Last Name

Working with Children Check Card
Working with Children Check Number
Working with Children Check Expiry
Active

In the VOLUNTEER COURSE folder -
Name
Completed Date

= Enhanced Export [=/=/=

Enhanced Export: (Mew)
%“ | First Names Middle Nams Ladt Mams ik with Wrikiirg weth Wil with Astrer
Coad __ Chibdoen Cand _ Childeen Card Enmies
Ol Home dddress 3 3 3 " "
O Home Postrode e Test N
O Hesme: Courtry |rocke Test

E Heme Comiorms o AusPost Sta

O Mad Conforms b AusPost Stand

O Family Member

Expiry Date
[ Filter Click Preview, this report has called up every
members record ever entered in PACS. So to
- L= Ll QiD= ol ke [ notike [ s N Jfisvatiat] [ Jlano][ of | refine your search, click Filter. You will see the
Column Mame Condition Value ) .-'-\nd,"Or| bel
> Pmember Active equals ¥ AND screen below.

Pmembervolunteercourse Name equals Code of Conduct CP To refine your search to onIy show the active
members with the Volunteer Course titled Code
of Conduct, enter the Parameters you wish to
search for. Using the buttons at the top of the
box, the drop boxes in the fields or typing the
correct words (be careful to type the wording

Dea |[ ey |[Info0n | ok ) Concel | exactly as it is entered in your fields)

For this example, we can search for:

( Pmember Active equals Y ) AND
( Pmembervolunteercourse Name equals Code of Conduct )

Click OK
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This will now display the complete list of the members you have entered for a Code of Conduct only. To export the list into an
Excel spreadsheet click Export. You will need to save the spreadsheet in a relevant folder on your T Drive, ensure the Save As
Type is Excel with Headers. A dialogue box will appear stating “Export Finished! Do you want to save this export as a New
Template?” Click yes and name the report Code of Conduct or something relevant to the search so you can use again. This

will save the filter and

= Enhanced Export [=l=]k save € €

Enhanced Export: Code of Conduct report (Administrator) the search parameters.

Code of Conduct report (Administr| §¢‘E‘4 First Names Middle Name Last Name P E"nge:: 2 Emm.:ﬂ E:::l Y o= Eagr;igni“ Active Name Completed Date Ezpiry Date | .

2 e = You can ame_nd the filter
Ore e Tt N oot contact ettt parameters, if you need.
B First Names | Jion Lawrence N Al ICode of Conduct CP 16/01/2019 .

& Midde Name =| |Megan Loughiin Y 0001234 4/02/2022 Y Code of ConductCP_|1/02/2013 The generated r'epor't IS
& Last Name Casey Jones Ll 12345 ZiflleDZD \ ICode of Conduct CP ljtll/ZDlQ
0 prfered ane to the left.
O Marital Status.
O Sex
O Date of Birth
O Country of Birth
O work Phone
O Mobile Phone
O Emai
O Ethnidty
O Religion
O Oceupation
O Employer
O School
O vear
O Language Background
O Remarks o
Alternatively, you can search for all active members e Filter
who have the Code of Conduct OR who have a '
8 3 53 O R ]
WWVP/WWCC and who NEED to have a Code of =
i { Column Name Condition Value )] .-'-\nd,."Or|
Conduct. You can use this report to contact those > Pmember Active equals ¥ AND
me mbers WhO sti ” need to su pply Code Of Cond uct (Pmembervolum‘:eerceurse !‘Jame equals Code of Conduct CP ] OR
{Pmember Warking with Childrer greater than i}
Acknowledgement.
Select the same reportable items as above, but the
filter would now be:
Pmember Active equals Y ) AND
( g ) 6 [ e ] [ieon |

( Pmembervolunteercourse Name  equals Code
of Conduct ) OR
( Pmember Working with Children Card Number

Click OK

greater than

0)

This will now produce a report that has every member with Working with Children Card number entered and display those

who also have a Code of Conduct recorded.

The Code of Conduct Acknowledgement is required by all Volunteers in the Parish so you will need to run Ministry reports
PEOPLE>MINISTRIES (See Section 7.8 for more details) as well to capture those ministries that do not require a

WWVP/WWCC.
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10. NOTES

Notes MUST BE assigned/attached to EITHER a person, family or asset in the database. They can be attached under the

following categories:

Member Member Notes
Giver Famiu_|( Member )[__Giver ) 8]
. =
Baptism record
Conflrmation I'ecord Duate Group Pricrit; Blert
: siaven (G arma <]
Marriage record Subject _GE,ER,. pama < -
MEDICAL Add
Death record LA
Staff record CONFIDENTIAL i Clear
Creditor record S T Undo
Save
Asset RECONCILIATION
> EUCHARIST
COMNFIRMATION
. HOME VISITS il
Notes can then be nominated a type or Group — NURSING HOMES PQ_
review
General -
- Print
Medical ¥ [|Followlp  Matify @ Exit
Conversion
Confidential
SMS
Email
Statement

And any other customised Category eg
Reconciliation
Eucharist
Confirmation
Baptism
Marriage
RCIA
Funerals
Nursing Homes
Home Visits
Planned Giving

To set up customised note groups for your parish see Section 10.6.

10.1. CREATE A NOTE

There are TWO ways to create a note
1. Goto PEOPLE>NOTES>ADD NOTE

Select if the note is to be attached to either Family, Member,
Giver, Baptism, Confirmation, Marriage, Death, Staff record.

Use the binoculars to look up that person and select their
record. The example at right shows a Member record is selected
and the selected member is ‘Richard Sharp’ as seen by his name
displayed at the top of the record.

Add the following

Date: Enter the correct date of the note

Group: Select from the drop down menu the type of note —ie
NURSING HOME

Priority: Select from the drop down menu, Low, Normal or High
Subject: Enter the subject of the note

The body of the note is entered into the box underneath the
subject field.

SAVE
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- Member Motes
Richard Sharp

[ Famiu_j{Member [ Giver |
[ Baptism_| | x|

Staff Creditor Asset
Diate Group Priarity Alert Flash
[12/11/2018 Mon [ nuRsING HOP v |[Nomal v| ][]
Subiject
|E:hard Sharp - the Glen, Room 348 | Add
Eucharisitic Minister to offer a glass of water with Communion ~ Clear
Fr to give Sacrament of the Sick on Friday 16/12/18
=
Csave)|
Links
FPreview
> Print
L 4 I:‘ FollowUp  Motify: @ E xit
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2. The second way to create the note is to go to the Member or Family record and add the note from there.
Goto PEOPLE>MEMBER

. d4 ——
Use the binoculars to look up Mr Richard Sharp
the member’s record el =
Select the EDIT mode P e
Click on the NOTES tab i [T LB =S - fuerl
(if the word Notes on the tab is blue, o Em S :
this indicates there are existing ]| ', [ .
notes relating to the member) - - :
Select ADD at the bottom right of - * -
the screen —
Add the following o oy
Date: Enter the correct date of the .
note -
Group: Select from the drop down
menu the type of note —ie NURSING ) ,
HOME o M i e | (B
Priority: Select from the drop down ™
menu, Low, Normal or High -L.M.,-..wwm o] @ ==
Subject: Enter the subject of the note Richard Sharp |
The body of the note is entered into the box underneath the Date [ Priiy Alest Flash
subject field. s‘;fzml““"-' MRSING HOt = |[Momal »| RV [
SAVE Richard Sharp - The Glen, Room 348 Add
Eucharistic Ministers to offer a glass of water with communion. - Clear
As you will see there are existing notes in this member’s record. Fr to give Sacrament of the Sick on Friday 22 August 2014 [Clnde_)
From this screen you can also EDIT or DELETE the existing notes. |
Highlight the note and then choose either EDIT or DELETE from the
bottom right of the screen. nks |
Preview
s Print
10.2. FOLLOW UP NOTES ‘“““P Nowg | @[ Ea |
Created: 18 Suug 2004 255 FM Updated: 18 Aug 20M 255 FM
Follow Up E MeBy ™
Notes can be followed up by nominated members of staff i 22/08/2014 || JR ] Compisted
by placing a tick in the box next to Follow Up (see Section 1.5. RS
Setting up Individual Login Codes for staff members)
Select the member of staff from the drop down menu under Follow
up by
Enter a date that the note needs to be followed up by.
SAVE
s = I When the note has been followed up by the appropriate staff member place
Richard Sharp tick the completed box and you must add a note in the Response field before
Ijl:;ammm mimw m Normal | E],tm F‘Lm you can SAVE.
flwbdf:d Sharp - The Glen, Room 348 Add
Eucharistic Ministers to offer a glass of watsr with communion. 2| [ Ciom Additionally you can use the Follow Up Notes to remind you that an action
Fr o give Saament of the Sick on Friday 22 August 2014 [Lunie | needs to occur on that note at a later date. Follow the steps above choosing

= Administrator (which is your login if you are using the only login for your
ke | database) and adding the details needed to follow up.
Preview The Notes Follow Up reminder will appear in your Reminder list when you
T Q [E..: | open PACS on or after the Due By date (if you have that function set up in
Crested: 18 Ang 204 255 P Updated 1 Aug 2 255F) Section 1.1.1. in the General Tab under Reminder Dates). Once you have
[Raom <] 22082014 (] [ ]Compiuea followed up on the note, tick the completed box and you must add a note in
the Response field before you can SAVE.
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10.3. NOTIFICATION OF NOTES

o Notification List

User / Staff Name

o~ -
Statusf E-M3 | Status |

Reminder

JANE SMITH

Jane Smith
Priest John Smith
Professional Standards Of

Joint Parish Ministry Richard Smith

Select all Reminder Notifications
De-select all Reminder Notiications

Select all E-Mai Notifications
De-select ol E-Mad Notfications

After adding or editing a note it is possible to send a copy of
this note via email to another member of staff. This is useful
if follow up is required by another member. Again, this is only
possible if you have set up individual logins for staff members
in Section 1.5.)

Click on the icon to the right of the field next to Notify

The following screen below will appear. Place a tick in the
box in the email column for those you wish to send a copy of
the note to. The Subject field on the note will be the Subject
heading on the email.

Click OK & SAVE
You will receive the message that the email has been
submitted to the Correspondence Queue. Select OK

You will now need to go to MAINTENANCE>CORRESPONDENCE>QUEUE

Go to the Email Outbox

Select the email(s) to be sent and select Send from the Toolbar at the top of the Screen.

10.4. LINKING DOCUMENTS TO NOTES

After creating or editing a note, it is possible to add a Link to a document related to the note.

In the example at the right, a note has been created
attached to the Staff member. The Note Group is
Reconciliation.

The body of the note contains information relating to the
upcoming sacrament of Reconciliation. To link any
documents relating to this click on the LINKS button at the
right. The following screen below will appear

k= Note Links

Name
F: \Users\footed\Documents\PARISH SUPPORT MANAGER |
C: \Users\footed \Documents \PARISH SUPPORT MANAGER

3 ‘&

Click on the El three dots enclosed in the square as

k= Staff Notes
Deb Foote
Famllu IMember Giver
Foote, Deb|
Baptism .ﬂl[ﬂ_l [ Death |
Staif _ Creditor_) I Asnt
| Date Priority Hlert
12/08/2014 Tue RECONCI.LIJ\T - Nurma|
' Subject
| Recondliation Nntes 2014 [ Add
Info evening to be held 10 Sept. o Clear
Hand out information leaflet.
Return of First or Second rite preferences by 100ct Undo
Sacramental Prep meeting 20/3/14 emails sent to all involved > ave

Motify:

¥ [ Foiowup

Created: 12 Aug 2014 2:22 PM Updated: 12 Aug 2014 2:48 PM

circled above and select the documents from your T Drive that you wish to link to this note. Select OK. Then click Save

10.5. NOTE DIARY

Go to PEOPLE>NOTES>NOTE DIARY

Navigating around the Note Diary:

Highlighted in RED in the diagram below is the Note Diary Tool Bar. See below for explanation of each icon
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Notes Diary - All Notes View

Cute Crtera

et

ied

Sapteed laty - oM

Parents roeresind 1 DeE 800 Ovohemert

Anconcheton Fates 2014 Jvk everwg 19 Se heid 10 Sept Mand ot

Deb Foot

Py Ciestedby Mt Fady F L N € X Wem |

Normal Admrat s

Normal Admrat v -

= TN T R T T T T T I - N

All Notes View
Individual View

Complete Family View

Follow up View

Notify View

. Add note
@ Edit Note

First select the dates you require from
the Date Criteria, then place a tick in the
box(es) of the Note Groups you wish to
view. To customise the notes by category
click on any of the above icons to view
your notes.

FK

b
-

Delete Note

Sort Records Alphabetically

Autosize (shows each note in full)

Refresh

Print

Preview

Export

k= Note Diary

Notes Diary - All Notes View

Date Criteria

Dates
Date
Date Range
As AtEnd OF
From Date

Last Year

0Motes

st ote

Priority Created By Alert Fami

10.6. ADDING NEW NOTE CATEGORIES

To customise and add new Note Groups go to :

MAINTENANCE>SETUP GENERAL TAB
Select Note Groups
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= Setup
Setup: General

o

e Bt
=

B &
Patich Depatments
P

Do oew
B W

General | parsh | appicason

Forms. [ pramng (1) [ prnang 2

=l

et Tax Teems
Acecues Codes

a(2\ e

Famiy Hote Mnistry Securiy Securky Ugdate Schocd
Fucles Gacps Import Your

c
Locaiey
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Select ADD

Enter the name category you wish to appear in the
Code Field: ie Nursing Homes

Enter a Description of that field into the
Description Field: ie Nursing home visits

If you wish to choose a picture to represent that category use the drop
down menu under the Alert Picture field, choose an appropriate picture
and place a tick in the Flash Picture box.

SAVE

Then choose the Make Available Everywhere button at the bottom of the
screen. This ensures that the Note facility is available across all areas of
PACS.

Repeat the above until you have entered in all note categories

Once all Note Categories have been set, you can select EXIT.
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k= Note Groups

Make Avadable Everypwhete
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11. FINANCIALS

11.1. TAX CODES

The following tax codes are used in PACS for the Canberra/Goulburn Archdiocese

For Income Tax Rate For Expenditure Tax rate
XBAS Exclude from BAS 0% XBAS  Exclude from BAS 0%

GST Sales GST Taxable 10% NCG All acquisitions including GST 10%
FRE Sales GST Free 0% NCF Non capital acquisition free from GST 0%

If you receive an invoice from a supplier, or even a receipt from a store, you can check if they are registered for GST by
entering their ABN into https://abr.business.gov.au/. If they are, then the receipt/invoice they have issued you can be
entered into PACS including GST, even if it is not evident on the paperwork. It is good practice to print and save the lookup
for future reference/audits.

11.2. ENTERING LONG SERVICE & ANNUAL LEAVE

UPDATING LSL & AL in PACS

Long Service Leave (LSL) and Annual Leave (AL) entitlements should be updated in PACS as at 30 June AND 31 December each
year. An Entitlement Balance Summary will be sent out by Financial Services twice a year with the current balance of LSL and
AL for the staff at the Parish. To reflect this in PACS, a general journal entry should be created for these updates. Please see
below for examples of General Journal entries.

To check your current entitlement entries into PACS — Go TO REPORTS>GENERAL LEDGER>FINANCIAL>BALANCE SHEET
DETAIL. Choose the appropriate date as of either 30 June or 31 December and ensure that you TICK Print values with two
decimal points and Print.

1. If the total of your Entitlement Balance Summary Sheet is MORE at the end of June/December than your PACS
Balance

Eg. Your current balance for LSL Entitlements in PACS is $2000. Your Entitlement Balance Summary as at 30 June/31 Dec now
states your balance is $2250. You will need to do the following.

Go to GENERAL LEDGER>GENERAL JOURNAL and in the ADD mode, enter appropriate DATE EITHER 30/6 or 31/12 of the year,
then enter the following, - CREDIT the Liability Account and DEBIT the Expense account the difference between the two
amounts (ie. $250), then SAVE & POST. This will update your totals on your Balance Sheet.

The same applies for e ————\
A L PP £ th = General Journal [o] @

nnua e.ave,l t e Date Reference Journal ID ayrol Reversing Date:
balance difference is more Add 30/06/20135un  Update LSL entitiements as at 30 June 2013 6000011 Feversiog

Q) View
dit G/L Account Description Debitinc tax | Credit inc tax Tax Tax Amount

2.4000 LSL Provision 250.00 XBAS
Find Update LSL entitlements as at 30 June 2013

[ Clear \ 6.4200 LSL Provision X XBAS

Update LSL entitlements as at 30 June 2013

than your PACS balance.

Save

LPnnt j

[ Preview J

Template: Totals: | 250.00| 250.00 |

Posted B’ ‘é‘ @?‘ HE]‘ -ﬂ‘ OutofBalance: [ 0.00

Unpost Add Delete Dupllcale Import Close
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2. If the total of your Entitlement Balance Summary Sheet is LESS at the end of June/December than your PACS
Balance

Eg. Your current balance for Annual Leave Entitlements in PACS is $2000. Your Entitlement Balance Summary as at 30
June/31 Dec now states your balance is $1650. You will need to record the following.

Go to GENERAL LEDGER>GENERAL JOURNAL and in the ADD mode, enter appropriate DATE EITHER 30/6 or 31/12 of the year,
then enter the following, - DEBIT the Liability Account and CREDIT the Expense account the difference between the two
amounts (ie. $350), then SAVE & POST. This will update your totals on your Balance Sheet.

The same applies for LSL Leave. If the balance difference is less.

k= General Journal o (=
Date Reference Journal ID Payroll Reversing Date:
Add 30/06/2013Sun  Update Annual Leave entitiements at 30/6/13 6000012 i
Q) View
Edit G/L Account Description Debit inc tax Credit inc tax Tax Tax Amount
2.5000 Annual Leave Provision 350.00 XBAS
Find Update Annual Leave entitlements at 30/6/13

( Clear 6.4300 Annual Leave Provision 350.00 XBAS
Update Annual Leave entitiements at 30/6/13

Save

11.3. TAXABLE RATE & CCSBF ABN SET UP

In the ACT the Planned Giving Tax deductable percentage is calculated
retrospectively at the end of each financial year after all giving for the year has been
received and posted.

= Income and Expenditure [=|=
Income and Expenditure

Left Date Criteria Right Date Criteria

e —
To find the Total Planned Giving (PG) for the Year, go to L
REPORTS>GENERAL LEDGER>FINANCIAL>INCOME & EXPENDITURE e S
Select dates: 01/07/20XX to 30/06/20XX —— -
Options: Tick Include Two Decimal Places Fiers P |

Options
[Jindude Zero Accounts [Jindude Orders
[Jstart New Page For Each Section [JHide Accountly

mpers
[[Juse Enhanced Report (| Indude Two Decimal Places

[“Jshow Only Header +Total Accounts [[iandscape

Preview or Print
This will give you the total amount of giving for the financial year.
To double check this figure go to REPORTS>CAMPAIGN>GIVING SUMMARY. Select
the dates eg. 1/7/XX to 31/12/XX, and Group By Payment Method.
This total should be the same amount in the report above. If there is a significant

[Jinclude Capital Expenditure []shaw Surplus Variance as positive

difference, contact Parish Support Manager. CEmS Fven) o]
(]
You also need to find out how much your parish contributed to the Catholic Schools [ Financial Reparts BEE
Building Fund (CCSBF) GL Report By Account
Go to REPORTS>GENERAL LEDGER>GL ACCOUNTS>GL BY ACCOUNT berRame V] ‘:” [::Zz:‘;
Date: 1/7/XX to 30/6/XX s =

To: [0600 _—TOTS  [acaustion

Select the Expense account for the CCSBF in the To and From GL accounts T -
Report Group: - [pisposal

(it will be a 6 expense code) e

[I|=

. . Options Sub-Ledger
Preview or Print megmmsnmw
Print PO, No. and Receipt Notes
Bucdget Surmary: i |
. Yearly v
TO CALCULATE THE TAX RATE_use the following formula Clindoce rders
[incude Zero Accounts
CCSBF x100 =% [Jindude Recondied Accounts
[JSuppress Posting Unposting
Total PG [Jprint Second Line of he Descripton

TO CHANGE THE TAX RATE IN PACS—there are two areas

1. GIVING>GIVING FUNDS 3. GIVING>ALLOCATION OF FUNDS
Enter new tax rate and SAVE From: eg. 01/07/20XX To: 30/06/20XX

2. Press button Change Giving Taxable % Allocated: - Enter new tax rate
Enter the dates : eg 01/07/20XX to 30/06/20XX Building Fund: Catholic Schools Building Fund
Enter the new tax rate in bottom left corner SAVE

Press Change
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- Giving Fund

= - Allocation of Funds e

=

Selected By
Fund

ceser Canberra Catholic Schaols Bulkding Fund
e Project Compassion [
sor Sthoal Suikdng Fund ! Family Groop

Flanned Giving

Options.
Iinchude Active Givers Only
| Exchude Givérs without Default Taxable

Phien Teoanble 53
It 0.00]

= 01/07/2011 30/06/2012 70.00%Flanned Giving
09/11/2008 | 30/06/2012 | 30.00% School Building Fund

Description

ACT PARISHES — ABN FOR CCSBF

GIVING>GIVING FUND - The ABN displayed here for the Planned Giving MUST be the ABN for the Canberra Catholic Schools

Building Fund (CCSBF), NOT the Parish ABN.

It should read 89 759 145 752. If it is not this ABN, please change and click SAVE.

b

Planned Giving

CCSBF Canbén’a Catholic Schools Building Fund
PC Project Compassion
SHF School Building Fund

Giving Fund .I
Pledged  Code [ Add
Bl = —

H r:ar:ﬁed Giving Undo

O ;ranhle Fund Name | Sawve

O Schoal Building Fund | Exn

=1 oY
41100 "v | [Planned Ghing
Reference

[ Active
Fledged Fund - default fund for rest of unallocated pledge

: Change Fledged Fund to E|

11.4. CHART OF ACCOUNTS

In Chart of Accounts, you can view all of the GL Accounts that have been setup and their related balances.

New GL Account codes can be added as required. This allows for new Parish activities or additional details in the Chart of
Accounts. Another option for adding new parish activities or to differentiate between different areas/uses of the one GL
Account, you can use Departments as shown in Section 11.7.

GENERAL LEDGER>CHART OF ACCOUNTS

ﬁ
Bl ()2 =) = RE]

Asset Liablity Equityly Income it ofg Expense J0ther omev Report
Soles.

GA Account  Desarption Header Type
) Boanien oe e—— [l
@] 4.1000 Drect Gving Meader +Total
;J 4.1100 Planned Grving Detad 2,299.00
@) 4.1200 2nd Collection Detal 246,00
@) 4.1300 Fri 5.30pm Detal 0.00
(@] 5.100 Sun 7pm Detal 0.00
@] 4.1500 Christmas Dues Detal 0.00
@) 41600 Easter Duss Detad 0.00
(@) 4.2000 Ocnations Bequests Header +Total
@) 4.2100 November Masses Detal 0.00
) 4.2200 General Purpose - Donations Detal 0.00
@) 42300 Church Bulding Fund Donations Detal 0.00

Inchude Inactive Accounts

PACS IN EVERYDAY PARISH LIFE v42054

Click on the Income or Expenditure buttons (as circled) to customise your
Chart of Accounts for your parish.

All Level 1 & 2 accounts cannot be changed as these are the major headings

set by the Archdiocese. However, all headings from Level 3-5 can be created
or changed to suit the requirements of your parish.
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11.4.1.

CHANGE AN EXISTING CHART OF ACCOUNT

GENERAL LEDGER>CHART OF ACCOUNTS - choose the type of account by selecting the button listed across the top of the

form i.e. Income, Expenditure etc.

fe & =

Liability Equity Income Costof Expense Other Other
Sales Income Expense

Asset

Report

Left Click on the yellow folder to the left of the screen

This will open up the account. You are now able to change/adjust the description, level or tax code
Click Save and Close. The Chart of Account Edit List will close and the updated GL Account will be displayed.

= Chart of Accounts ke Chart of Accounts Edit
Chart of Accounts Information Reparting
Bl 2 O > =R St g | S s
Income: x| [oetat x| fctve [ Fapon G
Asset Lisbiity Equty Income Cosl of Expense Other Other Report rry— Sgn Lesl Asem A
Income Expense 44400 [=]cre 3o Puepost Geoup &
Decription
GAAccont  Description Hesdes Type Balance SR e T
@) 4.3300 Weddngs Detad 0.00 .
@) 4.3900 Funera's Detal 0.00 | Fapod Groug 4
@/ 4.4000 HreRent of Faciities Header +Total = Fapon Geowp 5
| | @ 4400 Church/Venue Hre - Other Detal 0,00/ BT [=] foies - G5 Taxable Lock x
7 5.4500 Flouers Detad 0.00 et
@) 4.5000 Sale of Relgous Items Header +Total . EEWR Furpceting Case.
4.510 v i X
&) 4.5100 Booklets Newspaper: Detal 0.00 r———rTYrT o —
@) 4.5200 Columban Calendars Detal 0.00 -
@) 4.5%0 Advent &Lenten Books Detal 0.00
A0 Balance Shat Accoant
@) 4.59%0 Robes for Sacraments Detad 0.00 D = a—
@) 4.5600 Peety Stal - New Goods Detal 0.00
) 4.5700 Prety Stall - Second Hand Goods Detal 0.00 = T""“"' ]
Include Inactive Accounts Total: 0.00
Find Options. A«W"I) Batgets Defacht
Accounts de\cex

11.4.2. CREATE A NEW GENERAL LEDGER (GL) ACCOUNT NUMBER
New GL Accounts can be added to the Chart of Accounts to record new items or to give a more detailed breakdown for
financial activities.

GENERAL LEDGER>CHART OF ACCOUNTS

Determine the type of Chart of Account from the list at the top of the form, eg Income OR Expenditure.
Ensure the tick is on Include Inactive Accounts so you can see what GL codes have been used already.

Work out what the new account no. will be (in income, expense, [ Chart of Accounts =] o 5
etc). =
. . o
In this example, we want to create an Income code for “Scholarship :
. . . Asset gf Other Other Report
donations”. We have determined it should be at 4.2700, under the Income Expense
H GfL Account Description Header Type Balance ~
Donation/Bequests Header. ] a0 e s = e
To create a new GL code, click on the Envelope beside the GL code [&] 42000 Donations Becuests Header +Total
. =| 42100 Movember Masses Detail 0.00 =
that we want the new one to appear under. (In this example, we ] 4.2200 ey = e
want to create 4.2700 so the envelope would be 4.2600). (5] 42300 Church Buiding Fund Danations petal D
. . =] 4,2500 Eucharistic Centre Events Detail 0.00
The following screen will appear. & Called 6.Gified Detal 0.00
(] 22500 ) Conditional Detail 0.00
E n Functions/Ceremonies Header +Total
E 4.3100 Fundraising Detail 0.00
(=] 43200 Baptisms Detail 0.00
E 4,3300 Weddings Detail 0.00 "
Incude Inactive Accounts lj Total:
HS 9 5 w»uE J
Find Options  Aceounting  Eudgets  Oefault  Opening  Close
Feriods Accounts  Balances
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Click on the Add button (Step 1 identified in this picture)
Then you can add the details of your new GL code.

Ensure Account Type is Income (for this example) and Level is 3
(details on levels below)

GL Account

Description

Default Tax code (this is applicable to the type of income/expense you
are entering, if it is a donation it is XBAS, if GST claimable, choose GST)
Click Save

Level of GL Accounts - Level 1 & 2 accounts cannot be changed as
these are the major headings set by the Archdiocese. However, all
headings from 3-5 can be created or changed to suit the requirements
of your parish. Level 3 is recommended)

Chart of Accounts Edit

Reporting
Selection Options

Fepon Group
Fapon Greup 2
Feport Group 3
Fpon Groug4
Fepon Group s
Report Group §
DEEWH Reporting Code
Systemic Feporting Code
Ao Balutor Shivet Account
9900 [v]Furentamngs

Opening Balance  Curment Babince

[ em|  omw

—@ynEa

11.4.3. MAKE INACTIVE/REMOVE AN UNWANTED GL ACCOUNT FROM CHART OF ACCOUNT

Select and open the chart of account you wish to remove.
Remove the tick next to the word Active.

11.4.4. LOCK A CHART OF ACCOUNTS

Select and open the chart of account you wish to remove. Place a tick next to the word Lock.

PACS IN EVERYDAY PARISH LIFE v42054
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11.5. CREDITORS

= Creditors i=l=% § Before you start entering in any of the financial information it is
The Catholic Leader : rmmssaslf good idea (but not totally necessary) if you can enter the
Ongd | General |rstry | Prchase Ovders_| Tasavon | ooy Prodocs | votes
e i > E— w— details of all the people/businesses etc that you regularly make
| e T e = payment to.
| e e S e [ 7] This makes recording the expenditures (writing cheques and
o oes making withdrawals) more streamlined and allows you to look up

Altemate Contact

the history of purchases and costs.

.OadlolType |7 .9\9\113 TU
| A — R CREDITORS>CREDITORS, choose ADD
o A e e You can give the Creditors a Creditor Id that is meaningful to you.
= Fill in the Company Name as well and then whatever other
information in that page you deem appropriate. If you can, place
. the General Ledger Account no. in the Default Expense Account.
& |44 ; P

Gy _mar D Gom This way you will create a history of all your transactions with the
company and the default chart of account will automatically

populate into the Write Cheque/Make Withdrawal.

= Creditors (==
To search for a Creditor, ensure you are in view mode. Click on The Catholic Lead! 73202019828 A
ﬂ Add Gtv\era‘< History ’xd‘.aseordevs ]Taxam [aam [ Products | Notes
. (®) view reditor Ce jtstandir ount Active
the binoculars and search for the Company Name OR Ot | [CATMEADER | [T catie o B I
Click on the Creditor ID drop down list. If you cannot remember | Find [ lovole Dateinvoce o JOrde Type Terns [pa]AmountPadinvoce Total__GST_|
. . | Clear |
the Company Name (just part of the Name) You can click the e
Table View button and modify your search depending on the
field from there. e
Paid Date Reference 1D|Details AmountPad _ GST | |~
? 15/12/2009299588  BRO00013 WC Newspapers 49.95 0.00
:éj 18/11/2009 299558 BRO00012 WC Newspapers 98.75 0.00 =
'g 122,!'10/2009 299543  BRO00O11 WC Newspapers 39.15 0.00
[©]16/09/2009299530  BR000010 WC Newspapers 45.90 0.00
;Djoé/WIZUW 299505  BRO000OS WC Newspapers 39.15 0.00 5

g ad4

Opening Add  Delte  Close
Balance Creditor
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11.6. FINANCIAL REPORTING

There are many financial reports you can generate in PACS, here are a few helpful and commonly used report used in our
Archdioceses.

e Balance Sheet Detail

e Income and Expenditure

e GL by Account - Organize Favorites 1]
. My Favorites « Available Menus
® GL by Transactions. {#i 8Profit And Loss Detal » [55 creditors ~
{# &lncome and Expenditure | General Ledger
{# 8Balance Sheet Detal T Reports

@

=) Family

| Member

| Giving

] Campaign

%] Regster

Fees

® Recepts

= [5] General Ledger

1 Report Generator

These reports can be saved into My Favourites {# GL Transactions
MY FAVOURITES>ORGANISE FAVOURITES to allow easy and

quick access. (For details, see Section 3.7.)

[
&
[y

3-8

B

g

11.6.1. REPORTING GROUPS i
;, ;::‘::’;::mn\s
Reporting groups can be used for comparing the income and & oo
] GL By Account

expenditure for a particular area in the Parish. For example the
Sacramental Program. You can look at the income compared to

] GL By Audit Number
] GL Account Expense Analysis

GL Transactions v

the costs generated; this can also assist with preparing budgets

and projection planning.

Identify the GL accounts that you would like - Chart of Accounts Edit =1
LF -

to group. You can group more than one GL g;ﬁ%%’g%& i s et el

account from each Chart of Accounts.

In our example we want to Group 4.8400 and
6.3500 Sacramental Program. To do so, go to
GENERAL LEDGER>CHART OF ACCOUNTS and
choose the first GL account by clicking on the
file envelope next to it.

To create a Reporting Group, right mouse click
in the Report Group field, and choose Edit
Items. The dialogue box below will appear.
Click Add and type in the name of the
Reporting Group, click Save.

Now click Exit.

Sales

o 2

Income w | [t Finpent foonp §
GA Acourt  Desciption P ) Les ARAC [Eacraments]
@) 47350 Achbishop's Christmas Appeal 48400 | t 3w v Fipon Gronp2 @
| 47400 Sther Beocesan Collections Dusetigrian P nactive
| 47500 oo My Sunlby |Bacramental Programs Finpon Graup ) Nointzin
B 47500 Messon Surday M
Pt oo d Cut
| 4770 51 Wincent de Paud dppesls
| 4,800 catonal Biscoupment L Copy
| 48000 Educabonal Becsugment s TGt :
| 45100 At Fath Educabon PRE [v] o -arrres =
| 44200 Cathechetos - [T Delete
- Reteats e
Sacramenial Programs. CEEWF: Faporing Code

Saub-Ledgers 3
] Departments Sub-Ledger SyrTa; Fapartag ot

iconagraphy School
Cagital Hind

Include Inacave Accounts

CETCE

Fed  Opions Assowsng Budgn
Perods

PRVIRT R — —
9,9000 [] Fusren Earrangs

Oparing udince  Conpnd Balance

I um[ wem

ol = A

A Dty Dudpur GLODHM  Cios

You will only need to add the name of reporting group once, it will

= LS EE appear in the list for the next GL accounts.
income and expenditure ‘
i ' Repeat on the other GL accounts you want in the Reporting Group.
Sacraments — o
Wheve Save Once you have added the Reporting group to the required GL
Exit

accounts, you can run a report. Go to REPORTS>GENERAL

[ P |l LEDGER>GL ACCOUNTS>GL BY ACCOUNT. Choose your required

date fields, leave GL Account Criteria blank and choose the correct

ow Usage

Reporting Group from the dropdown list. Click OK. Either
PREVIEW/PRINT.

You can choose to make Report Groups multi-select so that one GL account can be included in several Report Groups. For set
up go to: MAINTENANCE>USER CODES>GENERAL LEDGER>REPORT GROUP. Click on Properties and tick Multiple Select. Click

Save.
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11.7. DEPARTMENTS

Departments within the Chart of Accounts can be used to identify and breakdown expenses for particular areas of interest. It
can be particularly useful for parishes with multiple venues, e.g. if your parish has two churches, additional rental spaces, etc.
It can also be useful to breakdown expenditure within an area of expense, such as Sacramental Program. Your finance council
may wish to know which sacramental program has the highest expenditure. It will also save space by reducing the amount of
GL codes listed in your Chart of Accounts and therefore on your reports.

If you require assistance with setting up Departments, please contact the Parish Support Manager.

11.7.1. IDENTIFY GL ACCOUNTS TO INCLUDE DEPARTMENTS

To identify which GL accounts should have b Certot iccours Char of Accounts Edit
| Chart of Accounts Information rting
Departments, read through the Chart of Account @%f %y;jm; et “‘:’;'.:.::.m.
Expense list and see which GL accounts would S = "‘1 e e i | .
benefit, e.g. perhaps an area where the Finance = it ot St = =
Council likes to receive reports broken down. Each Bl e e it :
Parish will be different, depending on their o c0 Conn O | L =
i . | T T P
configuration. (oo s amon e -
4L s B Superannuaton Keub-Ledgers =
" ;:: ':’:‘z 7] Depariments Sub Ledge Fasiemis Fagortig Cose. -
GENERAL LEDGER>CHART OF ACCOUNTS and choose ——————— N
Inchude Inactive Accounts 29000 | [Euerent Earmings
the relevant GL Account by double clicking on the . —
folder next to the GL Code. E i? WQ: %% = ==
o H & & 1 3|
Asd Dwiwte. Budgets GLOwsl  Ciode

In the Header Sub-Ledgers, tick the box for
Departmental Sub-Ledger. Click SAVE. This will identify the GL account to include Departments when you enter a make
withdrawal or write cheques. When you view your Chart of Accounts, the GL Accounts that have had Department Sub-Ledger
allocated against them will appear in the list with a green box around them.

11.7.2. CREATE DEPARMENTS

Once you have identified the GL Accounts that
require Departments, and worked out a list of
Departments that you will need within each GL
Account, you can go into MAINTENANCE>SET UP
and click on the icon for DEPARTMENTS in the
General Tab.

Setup -8 x

& = B E =
T Departments
Sacramental - Confirmation

Code Mame - Add

o |Sac -847 Sacramentai - Baptiam SAC - CONF Delet
SAC -REC Sacramsentsl - Reconcliston tiame 1

SAC -FHC Sacramental - Frst Holy Com Sacramental - Confrmation

Depar tment Head

&l

i S

Ewit |

The screen to the right will appear. This is already
in ADD mode so you can begin to add your
Departments.

All departments will appear each time you
allocate a Department against an expense
therefore we recommend that you group the
Departments for easy identification. E.g. for
Reconciliation in the Sacramental Program we
have used the Code SAC - RECO and the Name is .
Sacramental —Reconciliation. The other Sacraments will {2 . J
also be coded with SAC - .... And then the name of the oot 7 e ol
sacrament, for easy identification. S g o

Sub-Ledger

=
1G]
&l

iy -~
s@eEroeEns

11.7.3. PLANNING BUDGET FOR =
DEPARTMENTS

The Budget amount for each GL Account in the Chart of
Accounts is recorded in GENERAL LEDGER>BUDGETS.
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This budget figure can be further broken down against Departments. This will assist in identifying planned expenditure

against each Department item.

MAINTENANCE>SET UP under the General Tab click on DEPARTMENTS. The field box outlining all
In our example, our budget figure for Sacramental Program is $2000.

11.7.4. ENTER EXPENDITURE RELATING TO A DEPARTMENT
! e Wit = To enter an expense/payment against a
GL Account with a Department, go into
GENERAL LEDGER>MAKE WITHDRAWAL
(or Write Cheque, depending on the
Bl payment type — for this example we will
use Make Withdrawal) and enter the
payment details as per normal (see
Section 14.2. Make Withdrawals) If the GL
Account you choose has the Department
Sub-Ledger activated, it will appear
surrounded in a red box.
Double click on the GL Code or Account Name and the Edit Sub- = Make Withdrawals -|o
ledger Transactions box will appear. o w5 wmm D
Select the relevant Department and enter the total cost, against o E;ﬁ“lu%u: “-::'ﬂ*::m _
it. Firad —
As per our example above, we used 2 Departments to allocate :"‘: e e e m:::iﬁww so.00)
the costs against. B, -1l T
Please note only Department costs that have the same tax code e —_— —
can be entered like this. = — > —
X 500
If you have paid an invoice that has both GST inclusive and GST
exclusive items, and you wish to use a GL account with e

Departments, the two separate amounts need to be entered in
the Make Withdrawal, such as in the example below.

Enter each amount and corresponding tax code, and choose the
relevant Department. Then do the same for the other amount.

%%é@ﬁﬁ@g

Terat :'su.co. Q

e Aosount Info 4 Frint Close.

These two amounts now add up to the total amount paid on the invoice.

11.7.5.

DEPARTMENTAL REPORTING

This report will give you a breakdown of selected Departments. It can be presented to the Finance Council or Parish Priests as

required.

REPORTS>GENERAL LEDGER>SUB-LEDGERS>SUB-LEDGER EXPENDITURE

Enter Date range

Under Sub-Ledger Selection,
click on the arrow to produce a
dropdown list. Tick the Sub-
Ledger Departments that you
wish to include in the report,
click OK.

Click Preview/Print.

The report will list each expense
entered under the Departments
and give a total of expenses.

- Sub-Ledger Expenditure
Sub-Ledger Expenditure
Date Selection

Current Year v From:

To:

T —
01/01/2018 Mon
'nnzjzmsmn I
—

Sacramental - Baptism, Sacramental §ecdz| )

Sub-Ledger Selection

(®) Department

Options
[Jindude Zero Accounts
[ |show Only Header +Total Accounts
DStﬂrt Mew Page For Each Section

[ |Hide Account Numbers

G/L Account Criteria
From: To:
Filter: Report Group:

| Print |@|Preview|| Exit ‘
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- Sub-Ledger Expenditure =/
Sub-Ledger Expenditure
Date Selection

To: [31/12/2018Mon |
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12. GIVING

Parishioners give offerings to the parish through Giving. This can be given in the loose collection or one off donations, or
through the Planned Giving Program.

Planned Giving (PG) is the primary source of income for a parish and therefore is extremely important for the running and life
of a parish. This can be done through weekly giving via PG Envelopes, which parishioners are allocated once a year and they
put their offerings on the plate weekly. Most parishes also offer credit card and direct debit options. An increasing amount of
parishes are also offering the use of a mobile phone application offered by the Catholic Development Fund (CDF) called
“Qkr!” to give to the parish.

12.1. PLANNED GIVING PROGRAM

12.1.1. PREPARING AND ENTERING PLEDGE INFORMATION

Holding a planned giving campaign every year will help to develop a culture of generosity and support for the parish. Having a
brief campaign at the same time each year will allow parishioners to reconsider or renew their commitment and it will also
ensure that the planned giving message is not overdone throughout the year.

Once a parishioner has joined the PG Program, in most cases, they have indicated how much money they ‘pledge’ and how
often they will give. E.g. a Giver using Planned Giving envelopes may pledge to give $10 per week (there are 52 envelopes in a
set) or a Giver using Credit Card deduction may pledge to give $50 a month, which is processed in the Parish Office.

As soon as pledge information comes into the Parish Office, you can immediately enter the information into PACS. There is
no need to wait until the end of the financial year. Obviously, if a pledge from a parishioner comes in with no change from
the previous year, there is no need to do anything. If a New Giver joins the program (refer to Section 12.1.2)

Any existing parishioners who wish to have their pledge information altered or changed can also be done as soon as the
pledge information is received into the Parish Office. This is entered in the form of an Oncoming Pledge. This simply means
that you are telling PACS that as of a particular date you would like to change any or all of the following information —amount
given, the frequency, the type of giving, and the assigned envelope number. If so, refer to Section 12.1.3.)

First find out what unused envelope numbers you have
REPORTS>GIVING>MISC>UNUSED ENVELOPE NUMBERS
This report tells you what numbers are still available to allocate to new givers.

It is good practice to separate your givers into number groups depending on their source of giving, therefore making it easier
to identify the type of giver by their number. le. Weekly Envelope givers are allocated 1-100, Direct Debit givers are allocated
300-399, Credit Card givers are allocated 500-699 and givers via QKR (if applicable) are given 800-899. To change existing
giving numbers, refer to Section 12.1.6.

Creditors  Ge

File Record MyFavorites Calendar People Giving

dp S % B G4 4 B PE .'L%',?ﬁ:i h B =

Registers  Receipts

0 o

12.1.2. ADDING A NEW GIVER

If the new giver is not in your database then go to Section 6.1. and follow the instructions for Adding a New Family/Member

However, if the new giver is already in your family database, hr-l_tmham Sharp m;niy%
then, et — ——
e L s o o [
PEOPLE>MEMBER S S e
Find the member by going to the binoculars B2 s ] cabee - Eos s
Once member’s details are displayed ' . — i
Choose EDIT = ——
TICK the Giver Box, and Envelope Number field will appear [ T Bt
Assign the envelope number you would like to give OR the o = o
default envelope number of NEXT will assign it for you
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In MORE Tab - if you want to send the giving receipt via email, make sure you have the giver’s email, then— under

Correspondence Method use drop down menu’s for Receipt and Statement and choose Email.

In PLEDGE Tab and fill in the known details — Enter = s

Amount Pledged, .

Pledge Period use drop down menu to pick (weekly, - s =
fortnightly, etc) and o -

Payment Type (Cash, Credit Card, Direct Debit, Qkr) =

To change or add Payment Type see 1.1.1. General Tab = -
under Payment Methods - . =
SAVE — N

If entering a Credit Card giver make sure Pledge Date and Payment Date are the same. (This ensures that the EFT Schedule

that automatically processes the credit card giving will pick up the correct dates. See Section 13.5.
Also ensure that you fill in the r

= htrmter

Cardholders Name and the correct Mr Richard Sharp

]

HeFeb-214 TP

Famdy = Member

Expiry Date.

Ve Fullhiame._ | Mr Richard Shar E-S

Important: Credit Card
numbers are NOT to be stored -
in PACS. Commonwealth L il

Bank will hold YOUR - 2 z

PARISH accountable if there
is fraud...remove the threat
and only store on BPOINT.

Aushern
Vel e F amly

12.1.3. DELETING/CHANGING PLANNED GIVING FOR A MEMBER

Givers that are already in PACS can change the method of their giving, for example to go from electronic giving to weekly

envelopes, or cancel their giving at any time.

To amend their giving records, in GIVING>GIVERS, find the member by clicking on binoculars
giver, OR type their giving number (if known) into Envelope Number and press Enter.

and choose the relevant

If the giver is changing immediately from one source of giving to another, click EDIT and click on the Pledge Tab to alter the
pledge information. If the giver would like the change to occur sometime in the future, such as beginning of new financial

year, add the change as an Oncoming Pledge (See Section below 12.1.4.)

In this example, we are changing giver Hir erard Durry i,
501 from monthly credit card giving to Tl [— P
planned giving envelopes that he will R T — ——
collect from the office this week to start "
using. Sl -
B ]| e -l== - ispoais
e =

Under Current Pledge Details change the
New Pledge Date to the date of change. Py -

Ficke Foarn

My B Mra Durry
Change Envelope number to one
available in the range of numbers for

Greerg
1chien raen BFany

e
Grpup |.Vou |='|-.J|'.r Sagaments |w|-|r.ne-;

Net Pledge Dave_ Amoust

that particular type of giving (eg giving | ¥

Period

Enveloge | Payment |

15/07/2013

envelopes 1-100) To check the unused B
envelope numbers, see Section 12.1.1.)
Change Amount to the new pledged

et Piodge Do Esvlope
03/07/2018 Tue E]
amount Ao Pty Pariot

Eraatnd: 13 Mo 2008 3:08 Paa

Change pledge period to weekly
Change Payment type to Cash
SAVE

$100.00,..| Menith

S01.Credt Cand

Pledpe | Groen | Fhoto | User Fields
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It is always good practice to create a note against the member record to explain the

If you are making a change to
change to their record for audit purposes. For help on creating notes, see Section 10.1.)

an electronic giving, please
amend the corresponding
records at:

Credit Card on BPoint or
Direct Debit notify CDF

12.1.4. ADDING AN ONCOMING PLEDGE

An oncoming pledge can be added at any time where you would like to enact some change to a member’s giving from a
particular date in the future. Eg. Giver changing from weekly envelopes to Credit Card in two months.

-
Registers

PO %D Haapri [T () 2| =

—

File Record MyFavorites Calendar People Giving Receipts Creditos  Gef

GIVING>GIVERS

Find the member by going to binoculars

F
e it

Once member’s/givers details are . MrRichuf Sharp g
displayed T e

- Fullbiame.. | Hr Bichard Sharp 3
Go into PLEDGE TAB .ﬁ L

Unds "
Choose EDIT mode e P - NPt s Tt Do

I e — [— 15022013 Fr 11 /

Ewt Mared w | Cathokc Arcun Pirdge Puied Payres Tope
Click on the word Current and L o
pledge details that you currently st : ’
hold for the giver will open up oy T e T S |
Click on the button on the
right hand side (if you = ]
hover your mouse Mr Richard Sharp o
over this button — it fming| Hembes : , ,

. A [Ty re——— [ Growp |Moce |Fevaie | Seoamesis | Mesmes | Pled0e |Geen | Prols | User Felds | howes
says Add Oncoming vew Futame..| b Richurd sharp e | TR TE T
Pledge o) oy Prom T I +[orcomng| 07RA013 | #4000, Menm D0Tedtud L
e o *
T mj:.wm Orvpmns Plecdge Drtals
A new line for the iy becn 123 438 = B D [ Tote’s_Ovies pr——
. . [T N Pk 0TR I RN L] o oy Rachavd Shavp
Oncoming Pledge will Maried =] Cathele - foow PedPed P Te Gttt e
[ [ 4300 Month = | | Condit Card - 000000000000 0000
- P =rls  Pavicd e B sy

appear Under the i ¢ o a:'::.f::::u- l:::h - F an-x 00
current pledge - * z =
details. _— [ oo | o s e s

In the fields below, enter the new details you wish to change as of the particular start date.

In the example above, the Current Pledge for Mr Richard Sharp is $10 cash given weekly for Envelope No. 25.

Mr Sharp has filled in a pledge card that now states that as of the 7 July he wishes to give via Credit Card, $40 monthly.

Mr Sharp will no longer require a box of envelopes for the new financial year and he will be reassigned a Giving Number not
related to the Boxes of Envelopes. The following information will be entered into the fields
Start Date: 7/7/13

Envelope: 400

Amount: $40

Pledge Period: Month
Payment Type: Month
Payment Date: 7/7/13
Payment Period: Month
Payment Amount: $40

Cardholder Name: Mr Richard Sharp (as appears on the Giver’s Card)
No Credit Card details to be stored in PACS

Expiry: 02/17 (Expiry Date on the Giver’s Card)

Authorisation: 400 (The envelope number assigned to the Giver) OR you can leave blank
LASTLY — TICK THE CONFIRMED BOX (otherwise it will not take effect)

SAVE

The Balance Forward function will ensure that the changes take effect.
If the Confirmed Box is NOT Ticked, when you try to Balance Forward at the

appropriate date in the future, the following message will appear on the screen.

See Section 2.3. Fail to Copy from Oncoming Pledges, to rectify this.

PACS IN EVERYDAY PARISH LIFE v42054

Important: Credit Card
numbers are NOT to be stored
in PACS. Commonwealth
Bank will hold YOUR
PARISH accountable if there
is fraud...remove the threat
and only store on BPOINT.

Balance Forward Pledged Fund

@3 Fail to copy frem oncoming pledges.
%@ There are Unconfirmed oncoming pledges for that new Pledge

Date(07/07/2013)
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12.1.5. DELETING THE ONCOMING PLEDGE

GIVING -> GIVERS
Find the member by going to binoculars

¢

Once member’s/givers details are in
front of you

B |

seamsnnd

{ Gop |[Mre [P |Secements | Mosves | Pledor G | Photo | User Pk | tiotes

[ Mot Padge Oote_ Avet  Pwod | Erveion | Pwymet |

Crbge Twaie X Ooimt Cudokdes Mame

0 0 7  bechard Sharp

[r— ] Pogreve Tyge Crode Cont Mmoo )
00 wem v |cedecad  ~ 2005300000000 oan?

Go into PLEDGE TAB
Choose EDIT mode

Pagrant O P Pust P agrans Avcssn Aaonsen

Click on the word Oncoming and details
for the oncoming pledge will be displayed in the Oncoming Pledge Details area.
e

Click on the
Pledge

(second button) on the right hand side (if you hover your mouse over this button — it says Remove Oncoming

Member - Remove Oncoming Pledge —— e

A warning message will appear
Select YES to remove the Oncoming Pledge Details

@ 2reyou sure you want to remove the selected Oncoming Pledge for Mr

&Y' Richard Sharp?

12.1.6. REALLOCATE ENVELOPE NUMBERS BASED ON PAYMENT TYPES

- Allocate Envelope Number - o . ..
Compaign  Atocate s i - This can be used to reallocate giving numbers
& Current ® Sequence number from Starting Number o e o The Sor . . . . . . .
ot <Next> namiber 1o givers without emelope number - e |Lse | to distinguish between Givers contributing via
umber of Records:
Starting Envelope | Hame B ) [ [ERESE Address different methods, e.g. Cash envelopes,
(D 1 Mrs Fight T $5.00 Week Fhoht 6 Mossy Place CANBERRA ACT 2600 Direct DEbit, Credit ca rd, etc.

2 3 Mrs Claudine Smith Cash $0.00 Senith 8 Bremer St GRIFFITH ACT 2603
" Mr & Mrs Babilla Cash $5.00 Week Babilla 10 Green St CANBERRA ACT 2600
6 Mr & Mrs Barr Cash $10.00 Week Barr 34 Monoro Street CANBERRA ACT 2600
8 Ms Mdlerington Cash $50.00 Month Milorington |14 Arin 5t CANBERRA ACT 2600 l.e. If your parish wants Enve|ope numbers 1-
9 Mr & Mrs McGarry Cash $20.00 Week McGarry 19 Rols Place CANSERRA ACT 2600
10 Mrs Brean Cash $15.00 Week srean 28 Tall Py CANBERRA ACT 2600 150 for Cash givers and 300 onwards for
1 Mr & Ms Assent Cash $5.00 Week Assent 1 Hask Place CANBERRA ACT 2600
12 Mr & Mrs Clark Cash $10.00 Week Cark 33 Scott St CANBERRA ACT 2600 Credit Card.
13 Mrs Parker Cash $5.00 Week Farker 201 Patterson Street CANBERRA ACT 2600
1 Mrs Ross Cash $10.00 Week Ross 8 Dob Gircult CANBERRA ACT 2600 .
18 Mr & Mrs Brunt Cash $10.00 Week Brunt 54 Green St CANBERRA ACT 2600 .
19 “Mr & Mrs Daunton Cash $5.00 Weok Daunton 8 Wya Circutt CANSERRA ACT 2600 To d o th IS:
21 Mr Sim Cash $5.00 Week Sim 60 Pero Stroet CANBERRA ACT 2600
2 Ms Cobbler Cath $5.00 Week Cobbler 31 Lum 5t CANBERRA ACT 2600 GIVING>ALLOCATION OF ENVELOPES
24 Ms Cook Cash $10.00 Week Cook 49 Spent St CANBERRA ACT 2600 X .
25 Ms Macky Cash $25.00 Week Macky 2 Coun Street CANBERRA ACT 2600 C|ICk on the column tltle Payment Type
26 Mr & Ms Brayton Cash $20.00 Week Brayton 12 Bea Street CANBERRA ACT 2600 .
% M8 s Cuington | Cash $0.00 Week Culington 78 Bank Dwe CANBERRA ACT 2600 In the pop up box, click Clear All, and put a
30 Ms Daly Cosh $10.00 Week Doy 2 Mart PI CANBERRA ACT 2600 . .
52 Mrs Davis Cash $0.00 Week Davts 4 Vaug St CANBERRA ACT 2600 tick against Cash Only. Close box.
.33 Ms Thornton Cash $10.00 Week Thornton 47 Worth Orcutt CANSERRA ACT 2600 .
7 s Mommiion ot 5500 Week Momlln 22 Bore St CANERRA ACT 2600 The numbers in front of you now are only

Cash giver (as example on the left)
Put in a starting number where the first gap appears in the Envelope number sequence. In our example, there is a gap in the
sequence between 1 and 3, therefore the starting number of 2 goes in next to Envelope 3. Click Allocate.
This will reallocate sequentially from that point onwards.

Record Giving by Envelope
11 on 24/06/2018
12.1.7.  CANCELLING A GIVING T e 1
DEPOSIT ALREADY IN PACS O L s e acr 2000 e | L)
A A A 2 4 |[%] [ Lock Sunday
Envelope ‘ Amount w?ﬂ u\@ ;;m = Planned Gvng v] [ Em
.o . . . . 1 0.00 $20.00 $20.00 v
If a giving has been recording incorrectly, via weekly 2 0w  so0 s S e P
. . . 3 0.00 $25.00 $25.00 v e unter . 4
envelopes, credit card or debit debit, etc, or needs to T P::::: o EEERN
be reversed for any reason, you can unpost the S aaE e Show subtotalfor each range of | [Enf —Jumbers
giving records. S — : S Iy =a
GIVING>RECORDING M— P —
13 0.00 $0.00 $0.00 1,100 General Cheque Account
14 0.00 $0.00 so.00 [ Payment Method mourt
Ensure the wrong amount has been unposted by ot smm s e ¢ B
. 21 0.00 $0.00 $0.00
Giver, not by Weekly (step 3). 3 0w 0w 0 Sl
24 0.00 $0.00 $0.00
Steps; 25 0.00 $0.00 $0.00
26 0.00 $0.00 $0.00
28 0.00 $0.00 $0.00
30 0.00 $0.00 $0.00
2 0.00 $0.00 $0.00
3 0.00 $0.00 $0.00 O B O acw g Lot
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1. Enter the same Giving Date as the same as the date you entered before and want to cancel for (ensuring the tick is

off Lock Sunday)

2. Enter the Envelope Number of the Giver which you are cancelling.

3. In Post/unpost by Giver choose Giver.

4, If a tick appears next to the amount from your particular Giver, it has already been posted. You will need to unpost
the giving.

5. Enter the Amount $0.00, it means to bring the amount entered back to $0.00. Eg. If you have already entered

$100.00 (which is the giving amount you would like to cancel), by putting $0.00 in the Amount here, it would
automatically bring back the total giving amount to $0.00.

6. After putting in $0.00 (Step 4), it would
automatically show a negative figure in this space.
Do not amend this negative figure.

7. The word SAVE should be in black, if it is, then press
Save

To double check you could go back to the same Giving Date
and the same Giver to double check if the Weekly Total is
now $0.00.

12.1.8.

Go to GIVING>RECORDING
Take the tick off Lock Sunday
In Giving Date field Enter 08/09/16

In the Find Envelope Field enter the Giving Number, e.g. 305
then press enter on the keyboard, the number 305 will be
highlighted with a blue line

Now, Click in Giver under the Heading of Post/Unpost by
Then press the Unpost button

Now in the AMOUNT Field (circled in red to the right) Enter
the amount $0.00
Then press SAVE

Important: Credit Card
numbers are NOT to be stored
in PACS. Commonwealth
Bank will hold YOUR
PARISH accountable if there
is fraud...remove the threat
and only store on BPOINT.

This will then delete the
giving against the
planned giving number.

12.1.9.

16

Record Giving by Envelope

Amount

Envelope | Arnourt

0.00

e

0.00
.00

»
2

I

\.

o~ un
2

Weekly Post

Total Hold Posted

s0.00 [
soo0 [
so.00 I
s0.00 I
s0.00 I
s0.00
s0.00
s0.00
s0.00
s0.00 [
s0.00 [
s0.00 I
s000 T
s0.00
s0.00
so00 [

Enter by Receipt Date
Envelope  © Hame E_-I?_-;ole Tue

Gaving Date
foarmarzose T Shve
o
[Flanned Grng e Exit
Print
© wesity  C gaten iPrwviei|
 Receipt Date © Counters Checiist Print_| 54
Fayment Type | -
Shove subtotal for each range of Ervelope numbers
Post | Unpost by
 Waekly  Givar Unpoat [3|  Post |3
Deposit Bank
11000 [General Cheque Accourt (34511.2)
Method Amount
PIC_:H- S40.00
Received From

Record Giving by Envelope:

404 on 8/09/2016

DELETING a CREDIT CARD or DIRECT DEBIT GIVER AMOUNT ALREADY IN PACS

Fird Ervel Amount
404 Lod)

!

F
iy

|

S

Entar by Receipt Date
@ Envelope T Hame E_-I‘_-:ole Tue
Gving Date
femarmiem & ;il’ Lock Sunday v
Fund Name Inda
[Planned Gning =] Exit
Print
& Weeldy £ Batch Preview
 Recelpt Date © Countars Checkist _ Punt |
PaymentType | 7]

Sheowe subtotal for sach ronge of [ Emelops numbers

Post | L
= Weoekdy I rc..,,rll Unpoat |3 I. 3|

D} Bank

11000 [General Cneque Accou 7]

Method Amount
Eﬂ- S40.00
Received From

Depost Humber  Bank Rec.No. Receipt Date
| T m

TAXATION RECEIPTS - PREPARING & SENDING

At the end of the financial year, taxation receipts can be emailed/printed for your parishioners who have requested them,
either by hardcopy or via email if they have supplied you with an email address. (Email is recommended)

First ensure the following:

PREPARE TAX RECEIPTS

PACS allows you to set up a personal comment on your giving receipts

MAINTENANCE>SETUP PRINTING(1) TAB

Choose appropriate - either Giving Receipt or Giving Statement to write your message. Write a message

eg. “Thank you for your continuing generosity”
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Parishes should Use Taxation Receipts as this displays the correct Tax information - that contributions are claimable against
the Catholic Schools Building Fund if applicable.

EMAIL DETAILS HAVE BEEN ADDED

GIVING>GIVERS All email addresses have been entered into the member/giver field. In the Member - Choose Edit, then the
drop down menu in the phone line keep clicking the Add button until Email appears. Fill in the email address and under the
More tab you must ensure that under Correspondence Method, email is selected for both Receipt and Statement. If it is not,
select Email for both fields and SAVE.

MAINTENANCE>CORRESPONDENCE>SETUP under Giving Receipt type an email comment that will appear on each of the
Giving Receipts. E.g “Please find attached your Taxation Receipt for the XXXX/XX financial year” Click SAVE.

When you are ready to prepare your Receipts

REPORTS>GIVING>RECEIPTS

Select by: 01/07/20XX to 30/06/20XX Envelope Start at 1

Output: Taxation Receipt

Sort by: choose either envelope/surname option

Option: Tick Show Comment if you have written a personal message

If emailing— REMOVE Print All Tick (Print option will then change to SUBMIT)

You may Preview your records first

Choose SUBMIT. All those with an email address will be sent to the Correspondence Queue and those without an
email address will automatically print.

TAXABLE RATE CALCULATED FOR FINANCIAL YEAR
See Section 11.3.

SEND RECEIPTS FROM CORRESPONDENCE OUTBOX

Providing your email account is set up properly, (MAINTENANCE>SET UP>APPLICATION TAB see Section 1.1.3.) you can send
an email from MAINTENANCE>CORRESPONDENCE>QUEUE

Click in the Outbox for Email.

You can either send them all together using the SEND ALL or individually using the SEND button.

PRINT ONLY

If you do not have any givers that have chosen EMAIL as their preference for Giving Receipts, follow the instructions above

but leave the tick on for PRINT ALL and Preview and Print the receipts.

12.1.10. RECOVERING AN ENVELOPE NUMBER THAT YOU WISH TO USE AGAIN

When removing or deleting giving of a member, - Alocate Envelope Number -aix |
. . Campaign Allocate . =
sometimes we forget to change the giving number to et ® Seuence enber from Stctng Wamber e o e () =
. .. . . Next <Nmt> number to givers without envelope numbar
NO WP Records: 32
0 before deleting the giving. This creates.an issue as e p— ”WT{. o I ey 2
the number CannOt be reused When addlng new 1 Mrs Flight Cash $5.00 Week Flight 6 Mossy Place CANBERRA ACT 2600
givers. You can recover an envelope number by the : e
following. — ]
3 Mr & Mrs Barr Cash ‘T*
] Ms Milerington Ca
il Mr & Mrs Ng‘:(}avrv Ca:
HOW TO IDENTIFY ENVELOPE NUMBERS THAT ARE o Mrs Brean Cash
MISSING T e
13 Mrs Parker Cash
14 Mrs Ross Cash
18 Mr & Mrs Brunt Cash [jLChe || Vel || Io0n . Cancel
GIVING>ALLOCATION OF ENVELOPES . s = —

Click Filter, this opens a smaller dialogue box. Change the Column Name to Envelope Number by clicking on the white space,
a drop down list will appear.

Change Condition to equals.

In Value, type in the envelope number you are searching for, e.g. 14. Click OK

If the number appears in the filtered list, retype 0 over it so it frees it up again for future use. Click SAVE.
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12.1.11. PREPARING ENVELOPES NUMBERS
FOR THE UPCOMING FINANCIAL YEAR

It is important to produce a report for the year to determine
envelope givers who have ceased giving and remove these
inactive givers prior to printing labels for your new envelopes.
Remember: A giver may only give once a year, and this may be
right at the end of the financial year!

REPORTS>GIVING>GIVERS LIST
Start: 1

Sort By Envelope

Output: Giver List

Options: Tick Show Last Date Given
Preview & Print

L
Givers List
Select By
®) Envelope ﬁ
O Surname
Fayment Method nd
[v]Cash
|v| Cheque Pledge Period
[ 5t Ben=dicts Parie
|u| Direct Debit Card Expiry Befare
[w] Credit Card 00/00 ~
[v] COF Direct Debit  ——— X
= atish Zone
o
Fund for Pledge
|| PG - Planned Giving
|| CCSBF - Canberra Catholic Schoals Buil
[w] SBF - School Building Fund

Highlight those Givers who you want to remove from the Planned Giving program.

Next go into those Givers you wish to remove and in Edit Mode change their Envelope
Number to Zero 0, Take the Giver Tick Off & SAVE. This way you can re-allocate/re-use
the number in the future. PACS allows you to use zero multiple times. Do this prior to

printing labels.

You can now print a list of Envelope numbers that are available for re-use in

REPORTS>GIVING>MISC>UNUSED ENVELOPE NUMBERS.

12.1.12. PRINT LABELS

For new envelope boxes.

REPORTS>GIVING>GIVERS LIST

Select by: Envelope

Sort by: Envelope

Output: Mail Labels

Option: Tick Active Giver Only

Label size will appear and choose appropriate label from the drop
down menu.

PREVIEW AND PRINT.

These can now be stuck onto the envelope boxes.

A choice of label sizes is available. As all printers are different, you
may need to adjust either your printer settings or your PACS
printing margins to fit the print layout with the label sheets you
wish to use. To adjust the PACS margins -

=
Givers List
Select By
® Envelope ﬁ
() surname
Payment Method End
[w]Cash
] Cheque Fledge Period
[o] St Benecicts Parie
lue| Direct Debit Card Expiry Befare
|w] Credit Card 00/00 ~
[ COF irect Debit  ——— z
= arish Zone
<o
Fund for Pledge
[w]PG - Planned Giving
[w] CCSEF - Canberra Catholic Schools Builc
[w] SBF - Schoal Building Fund

Givers List

Sort by
(®) Envelope

() Shrmame
(O Payment Method
O Pledge Period
() Expiry Date

O street

(JPast Code

() Parish Zone

(¥|Show Last Given Date

Output

(®) Giver List

ayment List

(O Address Labels

lail Labels

(O Name Tags

Options

[CIshow Active Giver Only

th Pledge

de Alternate Card Details

Export H Print |@| Preview H

Exit

Important: An Envelope
number should not be
deleted. Refer to Section
11.1.9. to recover a deleted
Envelope number.

Givers List

Surname
Payment Method
() Pledge Period
() Expiry Date

O street

(i Post Code

() Parish Zone

Label

==

Output
O Giver List

() Payment List

il Labels

(O Name Tags

Options
o rcve cver i

[|show Zone

[Clonly Giver With Pledge

[CIshow Last Given Date

[(indude Alternate Card Details

[pL 16 (2x8) 105mm 5 37mm

v| Clprinter Margins setting

| Export H Print ‘@l Preview H

Exit

FILE>SETUP>SHADING and adjust top margin as necessary. OR 1.1.6. under Margins & Shading Section, adjust top margin as

necessary.
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13.

RECORDING PLANNED GIVING

Each weekend the collection is taken up during Mass. We record this in a 3-step process.
1. First record the Planned Giving envelopes in Section 13.2,,
2. thenrecord all the loose money and additional income banked with the Planned Giving (Sundry Receipts) in Section

13.3.

3. then we process all individual takings for that weekend together so the total will match the total banked (Bank

Deposit Slip) in Section 13.4.

13.1. BALANCE FORWARD

PACS records envelopes via Sunday date (as a default). Before recording envelopes each week, make sure when you open
GIVING>RECORDING that the Sunday date for that weekend is in the Current Pledge Date field. If not, Balance Forward -

GIVING>BALANCE FORWARD,
Check that the New Date is correct (corresponds to your
envelope collection date) and choose OK.

13.2. ENTERING ENVELOPES

GIVING>RECORDING

A list of all recorded envelopes will appear in
numerical order.
To record the envelopes for the week Ensure —

The Giving Date is the correct Sunday date

The Lock Sunday is ticked

Enter By is by Envelope

Receipt Date does not need to change, leave as the
defaulted date.

Good practice is to place your physical envelopes in
numerical order, this will make it easier to enter into
PACS and to double check the correct envelope and
corresponding amount has been entered.

Enter the envelope number in the Find Envelope field
then hit Enter, next type the amount for that envelope
in the Amount field and hit Enter.

Repeat until all envelopes have been entered.

The total for the envelopes entered will appear at the
bottom of the screen. If this amount agrees with the
total on your tally sheet click SAVE and POST and PRINT
for your records.

Envelopes can also be entered in by the GIVER’S NAME.
This is useful when givers contribute via Direct Debit
and you are entering their giving directly from the CDF
Bank Statement.

To record the envelopes Ensure —
Enter By is by Name
The Lock Sunday is UNTICKED
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k= Balance Forward Pledged Fund

Fund
Planned Giving

Mew Date
14/07/2013 Sun

Current Pledge Date
07072013 Sun

ke Record Giving by Envelope =) ®
2 on 14/07/2013

Mr &Mrs Bablla
'OC«emSl

Recesol Date

Find Envelope o mr«uy
Weekly Al Funds Post - 9 st
Envelope | Amount Total  Weekly Hold Posted CIEND
A food Sood sood @[ | | b [ ORSS"

= 3 0.00  $0.00  $0.00 Guing [~] Exit
| 4 0.00 $0.00 $0.00 m;:xm e - o
| 5 0.00  $0.00  $0.00 W Weeky AL
| R t Date Counters Cheddst [ |
| 6 0.00  $0.00  $0.00 == e Print_|
|| 7 0.00 $0.00 $0.00 Payment Type =
= 8 0.00 $0.00 $0.00 Show subtotal for each range of Envelope number:
L 9 0.00 $0.00 $0.00 Post / Unpost by
| 10 0.00 $0.00 $0.00 O Weeky ) Giver Unpost | ][ Post |3
| 1 0.00 $0.00 $0.00 Deposit Bark
L | 12 0.00 $0.00 $0.00 1.1000 General Cheque Account
] 13 0.00 $0.00 $0.00 ‘;avf:ﬂmcm mo wt
| a5t $10.
— 14 0.00 $0.00 $0.00 & s
| 16 0.00 $0.00 $0.00 BABILLA Mary
= 18 0.00 $0.00 $0.00
| 20 0.00 $0.00 $0.00
L 21 0.00 $0.00 $0.00
=) 2 0.00 $0.00 $0.00
| 23 0.00 $0.00 $0.00
= DepositNumber  BankRec.No.  ReceptDate
= 03/03/2014
Totak ( $10.00 ’ $0.00 $0.00 =
W[« [w](m] [ Add | Deteto
k= Record Giving by Name o] & =3
AGIUTTINE Noelin 3/07/2013
Find Name t Mrs Agut Enter by Receipt Date
AGIUTTINE Noelne 00 g0 il s @ 03/03/2014 Mon
NEERRA ACT 2
Weekly Al Funds Post GvingDate
|__Amount Total  Weekly Hold Postec 0307/2013 ||| 4 4 Save
ST e | 000 ool scol W] LA
|__IASSENT Roda 0.00 $0.00 $0.00 Planned Ghing [~] Exit
|__BABILLA Mary 0.00 $0.00 $0.00 Pv-;tm o —
LA Y 10 eview
jBAGTON Jd 0.00 $0.00 $0.00 o
— Receipt Date Counters Cheddst [ prey |7
|_BARR Lsa 0.00  $0.00  $0.00 SR = Print | A
|__JBRAYTON Alan 0.00 $0.00 $0.00 Payment Type =2
|__BREAN Eise 0.00 $0.00 $0.00
|_BRUNT Rta 0.00 $0.00 $0.00 Post / Unpost by
__ICLARK Tanya 0.00 $0.00 $0.00 O Weekdy () Giver Unpost |8 [ Pont |3
|__ICOBBLER Fiona 0.00 $0.00 $0.00 Deposit Bark
|__ICOOK Nelie 0.00 $0.00 $0.00 1.1000 General Cheque Account
|__ICULLINGTON Ronald 0.00 $0.00 $0.00 “&v;’ml Method m
|_IDALY Lazy 0.00 $0.00 $0.00 T
__DAUNTON Jmmy 0.00 £0.00 $0.00 AGIUTTINE Noelne
|__DAVIS Lauren 0.00 $0.00 $0.00
__IDURRY Grant 0.00 $0.00 $0.00
|__IFLIGHT Geraldine 0.00 $0.00 $0.00
|__FOOTE Deborah 0.00 $0.00 $0.00
__JFULL Frank 0.00 $0.00 $0.00
Deposit Number  Bank Rec.No. Recept Date
0303/2014
Totat ' $0.00 $0.00 $0.00 2| P per
EHE S Add Delete Void
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The Giving Date is the correct date on the Bank Statement

Enter the name in the Find Envelope field then select Enter, OR use the scroll bar to move down the list, select the name by
clicking in the box to the left of the name, next enter the amount for that envelope in the Amount field and select Enter.

Repeat until all envelopes have been entered for that date.

SAVE and POST. If applicable, PRINT for your records or AT LEAST record on your Parish tally sheet the date the information

was entered on PACS. le “Entered on PACS 27/08/2018”

It is good practice to double check that the correct Envelopes and amounts have been entered by printing off the recording
sheet and tick against the physical envelopes. Errors are sometimes picked up this way.

13.3. SUNDRY RECEIPTS (for deposits
with Planned Giving)

When money has been banked into the Church account along
with the Planned Giving, a Sundry Receipt must be filled out
for these amounts. le Total banked minus Planned Giving =
Sundry Receipt (Loose and any other banking).
RECEIPTS>SUNDRY RECEIPTS

Ensure you are in the ADD mode.

This is a two-step process.

Fill in the first page
— On the left of the
screen include a

You can link a Sundry receipt to a
member by clicking on the
binoculars and search for name.
This will populate name and address
fields.

-
New Sundry Receipt

Receipt $253.50 | Sundry Income §253.50

MecenedFiom
loase and funeral

Sundry Receipts

Sundry Receipt

Link Pleceipt to Member

#4 Find|

Teceipt Cate Fiscept humter
bzpr018 (W

Depetl Nurmber Bask Fee o,

H 4 » M

description of where the money comes from in the field RECEIVED FROM ie. Loose,
candles, donation etc,
deposited. You can use the COMMENTS field to furnish any further information

then fill in the fields RECEIPT AMOUNT and the DATE it was

that may be necessary.

L Sundry Receipts ==X
New Sundry Receipt 1700c 2018 1:1270]
) add Recsipt $253.5 Sundry Income $253.50 ,
View GAL Account Descrp! Amount inc tax Tax  Tax Amount
it X |4 1200 2nd Collecton 53.50 XBAS
[% k3900 [v[Funerals 20000 BAS
Fand ] .x BAS

) Show 1 G3T
 Codes

Please note you can record more than one component of
the deposit in a Sundry receipt. Eg Loose, funeral payment,
youth ministry contribution and Sale of Piety Stalls can all go
into the one Sundry Receipt, as long as total of all
components is entered under Receipt Amount and then
broken up into the relevant General Ledger Codes with the
corresponding amounts.

On the right hand side of the screen ensure that the field
DEPOSIT BANK shows the correct bank account for the
deposit. Click your mouse in the field and a drop down menu
will appear to choose all accounts. The default will always be
the main Church Account (ie. General Cheque Account)

Then go to the Sundry Income tab.

Here is where you allocate the amounts to the corresponding General Ledger accounts.

Click in GL account column and a drop down menu will appear to choose the GL Account and place the correct amount in the
Amount column. If there is more than one GL account for money to be allocated against, keep entering until total amount
you entered on the front page has been reached. Ensure that the Tax Code is correct (see Section 11.1 for examples of Tax
Codes). To change, click your mouse in the Tax column and a drop down menu will appear. Choose appropriate tax code.

SAVE. PACS generates a receipt number for each entry.

13.4. BANK DEPOSIT SLIP

The next step is important when reconciling each month. YOU
MUST CREATE A BANK DEPOSIT SLIP FOR EACH DEPOSIT WITH

MORE THAN ONE ENTRY BANKED IN YOUR CHURCH ACCOUNT.

RECEIPTS>BANK DEPOSIT SLIP

Choose ADD All the envelopes and Sundry Receipts that have
been entered will appear.

Make sure the Deposit Date is correct.
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E—
Bank Deposit Slip ==
Depost Numeset )
Feﬂeral Chegque Account
"
\ Receipt Date | Giving Date | Env/Rec. o | Detais | Operator | Paidwith | Amound
7/12/2018 01/07/2018 4 BABILLA Mary AdministratCash 100.00

7/12/2018 01/07/2018 &
7/12/2018 01/07/2018 1
7/12/2018 01/07/2018 9
7/12/2018 01/07/2018 B MILLERINGTON Kathryn
7/12[2018 01/07/2018 3 SMITH Claudine
2/07/2018 RCVOO00BO loose and funeral

BARR Lisa
FLIGHT Geraldine
MCGARRY James

AdministratCash
AdministratCash
AdministratCash
AdministratCash
AdministratCash
AdministratCash

<[4 [8][&][& ][5 18]

L Seloct AN |

DeSelect All |

| Multi-select |

[TJshaw unallocated voud receipts [Merchant Summary
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In the description field give a meaningful name ie. “PG and the PG date, Loose & Funeral 3/6/18”, then select all the
envelopes and Sundry Receipts that you have entered (a faster way is to choose the Select All button on the left hand side,
then go through and manually deselect all those transactions that do not apply.) The total should equal the same amount
that you have in your Church Bank Deposit Book. Then choose SAVE. PACS generates a Deposit number. You can print this
report and keep it with your planned giving records OR record the Deposit Number on your tally sheet. This amount and

description will appear in your Bank Reconciliation in PACS.

It is good practice for this to be done straight after recording envelopes. This way the total amount will be transposed into
the General Ledger for reconciling, and when Reconciling the one amount can be ticked off. Otherwise, every envelope is
listed for the entire month and this makes reconciliation each month a very lengthy and time consuming process!

13.5. PROCESSING BPOINT (CREDIT CARD)

BPOINT for all Credit Card Planned Giving donations must be manually

processed though the BPOINT website on the date you have nominated. ie. If

you have nominated for all Credit Card donations to debited on the 15" of
each month, you must PROCESS this on this date and BEFORE you process on
PACS. Credit card donations cannot be processed on PACS until the Sunday
after the nominated date (ie. the 15" of the month). BPOINT will also give you a report as to what Credit cards have been

rejected and must not be processed in PACS.

Creating an EFT Schedule - PACS will automatically generate an
Electronic Funds Transfer (EFT) Schedule for all Credit Card givers
to be processed in that week of the month. (You must have first
assigned in each Giver’s record, whether they give either CASH,
CREDIT CARD, OR DIRECT DEBIT) This will include all givers who
give either weekly/fortnightly/monthly/quarterly etc. (see Section
12.1.2. for set up).

This list will be updated each time you Balance Forward. Therefore
in Process EFT Schedule you will select Giving by Credit Card —
updated by B.F.

Remember for Credit Card givers:
Make sure all pledge date and payment date are the same for
credit card givers.

TO PROCESS :
Each week/month go to GIVING>PROCESS EFT SCHEDULE
Bank Account — should always be 1.1000 General Cheque Account

Important: Credit Card numbers are NOT to
be stored in PACS. Commonwealth Bank will
hold US accountable if there is fraud...remove
the threat and only store on BPOINT.

o) @
3Mor-2014 3:27 PM|

W o
New Process EFT Schedule

Mathod _ EFTSchedie Fund Nams
[ ] Foeneral Cheque Account Credit Card [ -] Grving by Credt Card - | Pnned Ging [ -]
-~ T Tt T
15/07/2013 @
) ; Output File
J | Update EF T Schrdule Detals clacsv
/] Resat Amount onFiocessing
/| Prin Feport.
Giver Giver Credit Card Credit Card | Expiry Standard | Process
Envelope Name Number Hoder | Date Auth  Amount | Amount
100 Ms Roda Assent 0000000000000 Ms Roda Assent02/17 100 10.00 10.00
101 Ms Dianne Gilet 4564000000000 Ms Dianne Glet03/15 101 .00 50.00
102 Mr Grant Durry 0000XX0000OKKO000 M Grant Durry 05/17 102 100.00 100.00
103 Mr Paul Pistol S35T00000000000  MrPaulPistol  07/18 103 80.00 80.00

Total Transfer: 240.00 240.00

Method — use drop down menu and choose Credit card or related Method
EFT Schedule — choose the appropriate schedule (eg Giving by Credit Card — updated by B.F) by placing a tick in the box on

the left hand side, then OK.

All appropriate records should be displayed. Always check your bank account and BPOINT records to make sure that the
amounts correspond and are correct. If not, place a tick in the Hold column so that PACS will not process these.

Check that the Date to Process is the correct date —ie. The 15 of that month if that is the date you have run the BPoint file.
When total amount is agreeable, click on the Process button and PACs will automatically process all the records for the givers
and places them in the recording page on the date of Process. Alternatively, you can SAVE the Schedule and Process at any

time.

Then go to the Recording Page at GIVING>RECORDING, take the tick off Lock Sunday, go to the date you processed the

BPOINT file and POST all giving.

NEXT STEP Create a Bank Deposit Slip to amalgamate the records for Bank Reconciliation, (as the amount will appear as a

single lump sum on your CDF Bank Statement)
RECEIPTS>BANK DEPOSIT SLIP

Choose ADD, All the CC Givers to be processed will appear. In the description line give an appropriate name ie. “PG

MONTHLY CC JULY 2018,
Make sure the Deposit Date is correct

Then select all the envelopes that you have entered in (a faster way is to choose the ‘Select All’ button on the left hand side),
then go through and manually deselect all those transactions that do not apply. The total should equal the same amount
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that you have BPOINT statement. Then choose SAVE. PACS generates a Bank Deposit number. You can print this report and
keep it with your planned giving records OR record the Deposit Number on your tally sheet.

PRINTING EFT REPORTS

EFT Reports: A report will automatically print if the Print report tick is on. The default report can be set up in Section 1.1.5.
Printing(1) Tab.
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14. RECORDING EXPENDITURE

There are two ways to record expenditure in PACS. Write Cheques & Make Withdrawals.

14.1. WRITE CHEQUES

When you have written a cheque from the Church Account cheque book, the cheque must be recorded in PACS when it
appears in your bank account as a Debit. Where possible, use electronic online payments through CDF website. Cheques
should be written sparingly, for e.g. the Apostolic Nunciature will accept cheques for Papal blessings.

GENERAL LEDGER>WRITE CHEQUES

L= Write Cheques [l @ ==l
Make sure that the DATE OF THE CHEQUE and the CHEQUE No. is :d — CEEET E——
i ) [
(see Section 1.1.1. Starting Numbers for setting the cheque numbers) | uni ] Aot
Type in AMOUNT and use the drop down menu in CREDITOR Id to | 8= o [-]
access your creditors, if you have recorded them. P i
If the cheque is not one of your usual creditors, just type who the @Gmm f— I ——
cheque is being made out to in the line PAY TO THE ORDER OF and it
is good practice to always fill in the MEMO field for the purpose of
the cheque and invoice number if applicable. —
If you have selected the Creditor from the Creditor ID drop down list, 2

and they have a default expense account allocated in the Creditor @@g@@@@@ e D'mé

record (See Section 11.5.), the GL Account field will automatically be
filled in with that expense code.

If you are not using a Creditor, click in the GL ACCOUNT column and a drop down menu will appear and you will be able to
select the appropriate GL account. Ensure that the tax code is correct —if it is not, click on this column and again a drop
down menu will appear and choose the appropriate code.

SAVE. The next cheque no. will automatically appear.

14.2. MAKE WITHDRAWALS peyvemT— e

All electronic payments made through the CDF website. L e = T

\é:? Saints Catholic Church General Cheque Account

= :‘:nﬂ:zxml:i,“m 2600 Date: Wzmz\|
GENERAL LEDGER>MAKE WITHDRAWALS - 5 _

[ save || mome Creditor ID:

This is the same format as for write cheques. All payments made . b = -
from the Church account that do not involve writing a cheque must e Eemm Description == =
be made here.
In ADD mode, make sure that the DATE is correct.
Type in AMOUNT and use the drop down menu in CREDITOR Id to

Office

access your creditors, if you have recorded them. Use

only

If it is not one of your usual creditors, just type who it is being made Tu.a‘.yimé
out in the line PAY TO THE ORDER OF and it is good practice to @%A@@;g@@

always fill in the MEMO field for the purpose of the expenditure.
If you have selected the Creditor from the Creditor ID drop down list, and they have a default expense account allocated in
the Creditor record (See Section 11.5.), the GL Account field will automatically be filled in with that expense code.

If you are not using a Creditor, click in the GL ACCOUNT column and a drop down menu will appear and you will be able to
select the appropriate GL account. Ensure that the tax code is correct — if it is not, click on this column and again a drop
down menu will appear and choose the appropriate code. SAVE.

Both Make Withdrawals and Write Cheques need to be ‘posted’. You can click POST instead of Save on each transaction OR
Batch Post (See Section 16.)

PACS IN EVERYDAY PARISH LIFE v42054 Page 85 of 111



14.3. TO TRANSFER MONEY BETWEEN
ACCOUNTS T Nt =
For example transferring $10,000 from Investment Account to Undo_| e [
General Operating (church) account. swe || iBhe, Frwutan et Oz e | <]
Memo:  [transfer from Imvestment account for (ghve reasan)
l_:;;.w tinc tax Tax Amount
Go to GENERAL LEDGER>MAKE WITHDRAWALS @”ﬂ?‘wm OB
1. Atthe top left of the Make Withdrawal, choose the Bank : :
account that the amount is being transferred FROM (ie. The
Investment account) from the Bank account drop down list. Ofice |
2. DATE Field : Insert the date in the that the transaction e 2
5 e[ 1,000.00 Tfl
occurred. N@%é‘@ﬁﬂ@g
3. AMOUNT Field : Enter the Amount of the transaction
4. GL Account Field: choose the account (ie. The General Cheque account) that the amount is being transferred TO.
5. The tax code will always be XBAS (excluded from your BAS calculations)
Please note: You do not need to record the deposit into the Church account. The Make Withdrawal above takes the amount
from the Investment and transfers it in the Church account in PACS. You will notice that the transaction will appear in both
Bank Reconciliations.
14.4. RECONCILE CREDIT CARD STATEMENT |= Creditors -Jals
New Creditor zsab-mmz:zqm|
@ Add General |viscory | purchese Orders | Tavaton [ Bankng [ Products | motes
H H : : e O view oD Ou Dutstanding Amount Active
The Creqlt Card Statement is sejn'F in the mail by CFBA, listing the qmmwmmm} | i .
transactions for that month. It is important these items are Fod || rone ] =
reconciled as a total figure as outlined on the Credit Card Statement, el raav [ores v

as well as having the items individually identified under the correct

GL Code.

Create a Creditor for your CBA issued MasterCard in

CREDITORS>CREDITORS in ADD mode. In this example, we have used
the Creditor ID as “M/Card PP” for Mastercard for Parish Priest. (See

Section 11.5. for more information on Creditors)

Once the Creditor is created, you can record the Credit Card

statement information. In GENERAL LEDGER>MAKE WITHDRAWALS,

- Make Withdrawals ==
Bani. Aocount Balance Chequsbook ID Reconeikation 10
®add 1.1000 V] 37,152.86] I |
O view -
. Saints Catholic Church General Cheque Account
155 Barton Ave .

— CANBERRA, ACT 2600 pate: ¢30/11/2018 Fri
 nia -
" Amount: (] € )
TOTHE e |
C_Save 3 TOTHE  Mastercard for Perist Priest [v] =) Creditor ID: W )

2 nternet, catering for meeting 15/11/18, gift for Fr Tony
[~ Show all GST
J Codes
GiL Account Description Amountinc tax | Tax  Tax Amount
ﬂﬁ. 1200 Internet. 89.99 NCG 8.18
T‘e. 1310 Meeting Expenses 80.50 NCG .32
ﬂé. 1330 Gifts 199.50 XBAS 0.00
x 0.00 0.00
Office|| ~
Use
Only )
Total 369.99 E
\ E @ ﬂ,
NCosf  Add Delete  Dupliose Accountinlo  void Fiint Close

ARsmmse Cornact

Caeditor Tgpe Ship ¥ia

] | =

1<)

Puichase Order Methed _ EPAY Bl Code

EFT Femittance Advice Method

Financial infam-ation

Credi Limit Ditault Expese Account

Terms

ol

g eda

Opening A Delete  Close
Buance  Crodtor

v]

in ADD mode, enter the date the money came out of your
bank account, the total of amount withdrawn. Choose the
Creditor ID that you have created for this Credit Card eg
“M/Card PP”

In the memo field, write a brief description of what the
withdrawals are for, this helps identify the transactions later.
For each item on the credit card statement, ensure you have a
corresponding tax receipt. Staple the receipts to the credit
card statement for future reference.

Enter the GL Account Code for each item, eg expenses for
“Catering for Meeting” would go under 6.1310 Meeting
Expenses. Change the figure against the item to the correct
cost, ensuring the correct Tax Code has been selected (ensure
the invoice has GST included to claim GST). Do not rely on the
Mastercard statement for GST entry.

The residual amount will appear in the next line, continue adding items until the total amount on the Credit Card statement

has been accounted for.

Before you finish, write the GL account codes on the credit card statement next to each item in the Comments/expense code
column. This can assist with audit purposes and locating transactions in the future.

You may need to split a transaction if the GST does not correspond to the total amount. le Meeting Expenses — your
supermarket receipt may total $50, however the GST claimable may on by $1.90. Use the GL Code twice, once with the tax

code NCG and the next line NCF.

Click POST and a dialogue box will appear asking if you want to
PACS IN EVERYDAY PARISH LIFE v42054

save, click YES.
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14.4.1.

If you are using your Parish Credit Card for Petty Cash
withdrawals (see Section 14.5.), the amount will appear on
your credit card statement, along with a nominal bank charge.
When you withdraw the money, keep the withdrawal slip from
the teller/atm as evidence to accompany your credit card
statement.

To reconcile the transaction, once you have created the Make
Withdrawal for reconciling the Credit Card (outlined above),
allocate the cash amount to the GL Code you have set up for
Petty Cash, in this example 1.1160 (XBAS).

Allocate the bank charge against the expense code for Bank
Charges. Please ensure the bank charge has the tax code XBAS.
Complete the Credit Card reconciliation as needed. Click SAVE

PETTY CASH WITHDRAWAL ON CREDIT CARD STATEMENT

Make Withdrawals [==E
Bank Account Balance Chequebook ID 0
1.1000 34,863.86| [ |
Saints Catholic Church General Cheque Account
155 Barton Ave N
CANBERRA, ACT 2600 =
oar Amount: [ 752.50
TOTHE . Mastercard for Parist Priest [v]e=l Creditor ID: | M/Card PP ]
Mema: |Internet, Petty cash, sacramental vine |
Description Amountinctax| Tax  TaxAmount
Intemet 100,00 1 9.09
Petty Cash 200,00 B A 0.00
Bank Charges 2,50 0.00
Church Regusites 450,00 1 20,91
0.00 0.00
Totak 752.50 E

Take a copy of the credit card statement and place with the petty cash receipts, as a record when you come to reconcile the

Petty Cash Account.

PACS IN EVERYDAY PARISH LIFE v42054
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14.5. PETTY CASH

A transparent and easy way to use and record Petty Cash is through PACS. You can set up a Petty Cash similar to a Bank
Account so the receipts/expenditure can be entered against the Account and Reconciled, just like the Church Account.

The cash to be used in the office as petty cash can be taken out of the Church Account through the Parish/Parish Priest’s
Credit Card. Each amount spent from Petty Cash should have a receipt (with GST amount easily identifiable if applicable).
The account should be reconciled at least quarterly (i.e. each BAS period).

The GST on items purchased through Petty Cash is picked up through the Parish’s BAS.

14.5.1.

SETTING UP PETTY CASH ACCOUNT

In the GENERAL LEDGER>CHART OF ACCOUNTS choose Asset from the top icon bar. Ensure the tick is on Include Inactive
Accounts so you can see what GL codes have been used already.
Choose a GL Account that can be used as Petty Cash, in our example we have chosen 1.1160.

To create a new GL code, click on the Envelope

Chart of Accounts o x

next to the GL code that we want the new GL - = Chart of Accounts Edit
H 1 = m ﬁ %|3| ﬁ Chart of Accoy Information Reporting
Account to appear under. (In this example, it et I Y P | seetion opens
would be 1.1110). e T [ ®"‘“m — -
The following screen will appear. Blimn  comdomamimn ) . :”’ -
- dehd ; [T, T :
Click on the Add button LT e g : : =T :
Then you can add the details of your new GL s ‘ = .
Code. Dorations o w:lrﬂgur\. nm.naw-»,c‘..a. -
Ensure Account Type is Asset (for this example) T — O
and Header Type is Cheque. Level is 2 I
GL Account 4 E‘T . | g cosmgiime _ cumeime
i Frd  Opions  Aseouing Buwdgets  Def T Y
Description o N
Default Tax code (leave as XBAS) - %| % g ‘ ?
Click Save
14.5.2. RECORDING PETTY CASH EXPENSE
. ) = Make Withdrawals o
Cash withdrawn from your credit card for B — ~ = o ==
Petty Cash appears on your Credit Card ':“:\ 11160 [+l 17140 |
bank statement. ekt m::::‘cd'"'d‘ Petty Cach
e X P "
This is recorded against the Asset account — CANBERRA, ACT 2600 Date: [ 19/12/2016 wed |
for Petty Cash (outlined in Section 14.4.1. =
vCash uad) e S —
::DTe.:or- ‘Woolworths E‘ Creditor ID: ZI
To enter the receipts of money taken from o ' o
. - parish mi
petty cash to pay for small items, GENERAL [ - shevuast
GjL Account Description Amount inc tax | Tax Tax Amount
LEDGER>MAKE WITHDRAWALS ensure the %6160 Catering Consumables =] XBAS 0.00
Bank Account is the Petty cash account. x| 0.00 0.00
If you are starting your Petty Cash system
from the beginning, there should be a zero
balance against the account. 32“
Only v
Enter the withdrawal details as per normal, @‘ E‘ ‘é‘ ®?| Q @| ﬂ‘ Totak — 7sg
against the relevant “6” expense codes in Past Add Delste  Duplicste Aeccuntbds  veid Pint  Close

chronological order.

If the items on the receipt attract GST, include the GST in Make Withdrawals and it will be picked up in the BAS.

SAVE and POST each entry.
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14.5.3.

RECONCILING PETTY CASH

PRINT THE BANK RECONCILIATION

= S —j=am | When you have entered each of the receipts in Make
s sk Erema Withdrawal, you can reconcile your Petty Cash. In GENERAL
oy Gl e, e : LEDGER> BANK RECONCILIATION
Find [ romen pepet] Choose ADD mode, use drop down menu to enter in Bank
- zgzsg Account for Petty Cash Account
In the Date Field enter the last day of the month for the
period you wish to reconcile.
Place a tick against the cash withdrawal and receipts that
T T e T you are reconciling, then the Unreconciled Difference
e cor ";'x::[—jz E:.:L—;:: mmﬁf;:':l = amount will give you a total of the cash that should be left
o[ 0w Endog Barkbaance: | 000 in your Petty Cash tin.
J J e J J J seendsioties| 93 A Count the cash amount left and if the amount matches your
Aetosh | o G e P o : bank reconciliation, click SAVE.
Updated: 25Mar 2019 9:20 AM by Administrator

Click on the Print Reconciliation button at the bottom of the screen. This produces a report of reconciled items during the
period reconciled.

k= Banking Reports

Selection Criteria
Bank Account
1.1000

Recondled
<All>

Sorting
@Datz
) Payee

Date Range -

o @ )

Bank Reconciliation

[=]

From: 01/07/2012 Sun
To: [31/07/2012

Rec # [BRO000T7 [+ ]

[#]show Bank Deposit Slip
[¥]Show Creditor EFT Payment Summary

(] Ascending

(Pt ] & (Preview] [ Ent ]

From the drop down menu select As at the end of

In the Date field — select the last date of the reconciled period ie. 31/12/2018

From the Reconciled drop down menu there are 3 options

All = will print the report with all reconciled and un-reconciled
items for the month (preferred option — See Section 17.3. for set
up)

Yes —only prints those items reconciled that month

No — only prints those items that have not been reconciled that
month

PRINT or Preview

PACS IN EVERYDAY PARISH LIFE v42054

Ensure the person who
prepared the
reconciliation and the
Parish Priest/Finance
Officer who reviewed
the figures both sign the
Bank Reconciliation.
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14.6. RECURRING TRANSACTIONS

To create a recurring transaction, the expense must have occurred previously at least once.

14.6.1. TO CREATE A RECURRING
TRANSACTION

GENERAL LEDGER>RECURRING TRANSACTIONS

Use the drop down menu to choose the Transaction type ie. Make

withdrawal

Choose ADD

seeveseenELe |

Also make sure that the tick is on Active. Click SAVE

Enter a comment into the Reference field ie. Loan payment

In Transaction Number field use the drop down menu and scroll
down and find the last transaction of the same, double click to
choose it.

Ensure that the Frequency and the Last Process and Next Process
dates are all correct. You may have to adjust to correct your
dates.

= Recurring Transaction Detail @

Add Transaction Type P —
Make Withdrawal [+] toanRepayment
View =
O Edit
Teansaction Number Pagee
Find WC021366 [+] fcoF
(smUindo Froquency. ) Lost Process
| Save | | [monthly - 31/03/2013 Sun
Next Process
=Py S
Add Delete Show Al History Close

14.6.2. TO PROCESS A RECURRING TRANSACTION

You will be reminded on your reminder list (if you have added it see Section 1.1.1. General Tab under Reminder Dates) when

the Recurring Transaction is due. Or you can just go to

GENERAL LEDGER>RECURRING TRANSACTIONS

Choose the transaction type from the drop down menu and PACS
will display a YES if there are any transactions to be processed,
Place a tick in the box next to the transaction, then choose the

PROCESS button to process the transaction.
PACS will auto fill in the Make Withdrawal form for you.
If you need to amend anything — just go into the Make

Withdrawal transaction, choose EDIT and make appropriate
changes. SAVE & POST. This will only amend this transaction and

__ —
o B

§EFFTEEETE

§F

not future recurring transactions. NB. In most cases, you will need to go to the Make Withdrawal transaction to amend the

date.
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15. RECORDING INCOME

All money received by the Church into the Church Account other than Planned Giving must be recorded in a Sundry Receipt.

15.1. SUNDRY RECEIPTS

RECEIPTS>SUNDRY RECEIPTS

e ———= Ensureyou are in the ADD mode.
New Sundry Receipt sseazse|  THIS iS @ two step process.
Recet |y laone Fill in the first page — On the left of the screen include a
Feceived From . . . .
o o description of where the money comes from in the field
- [ Eoayies Received From ie. Loose, donation, sacramental payment
i 5 etc, then fill in the fields Receipt Amount and the Date it
z'“' —— Dbty e was deposited. You can use the Comments field to furnish
ave} - Payment Method Amaunt . .
B oo casn ) any further information that may be necessary.
mER On the right hand side of the screen ensure that the field
Comment s .
Deposit Bank shows the correct bank account for the
deposit. Click your mouse in the field and a drop down
. ert o menu will appear to choose all accounts. The default will
Cleinireces = [ END| eee | gl | always be the main Church Account (ie. General Cheque
Account)
Step two - go to the Sundry Income tab.
e , [=I=Es Here is where you allocate the amounts to the
New Sundry Receipt 19-5ep-2012 5:19 PM| R
Recept | Sundry income | corresponding General Ledger accounts.
e i Lpmaniican] Tox Tax At Click in GL account column and a drop down menu will
= Py S emooonets R appear to choose the account and place the correct
e Dyl e e amount in the Amount column. If there is more than one
Find Interest [ncome: etail .
o %00 Tt o st ot e o B GL account for money to be allocated against, keep
4.6600 GST Refund Income Detail . .
Save 1670 ek Reversel bcame Detal entering until total amount you entered on the front page
Exit 4.6800 Celebrate Recovery Income Detail .
[ Srovaiger || [38850 Cebrate Recovey -fundrisng fcame el has been reached. Ensure that the Tax Code is correct. To
Codes 4,7000 Diocesan { Quotas Collections Income Header +Tc . )
47100 Good Fridey Colecon fnome - |oetad change, click your mouse in the Tax column and a drop
4.7200 Project Compassion Income Detail
s essipitingnsall vmnGl el down menu will appear. Choose appropriate tax code.
SAVE. (Ensure Post Now is ticked). PACS generates a
V] Post Now H
sl o receipt number for each entry.

SPECIFIC COMMENTS ON PRINTED RECEIPT

A detailed receipt can be generated and printed from PACS to give to a recipient if required. The following default must be
set up first.

MAINTENANCE>SETUP PRINTING(1) TAB

';emp: Printing (1) — ‘ﬂ“" Go to the Receipt Tab at the bottom of the Screen and place a tick

i o [ [Foms prntes ) Pz [ inside the box Include Receipt Specific Comment on Report.
e o If you wish to tailor some individual comments for the receipts (such
as comment for Donation, sale on Piety Stall, etc) click on Comments
and Receipt Comments box will open.

In Receipt Comments, Click Add and add a Description title and
standard comment that you would like to appear on the receipt.

Save
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When you want to print a Receipt from Sundry Receipt, ensure Print n - et -la)x
H H . . o e . . Setug Printing (1)
Receipt is ticked. The receipt will include details entered into the = R T

Comments section, these will be printed on the Receipt. =

- Sundry Receipts ===
1. Bellows - Payment for Piety Stall 72en-2018 5:14 0
Add | Receipt $20.00 || sundry Income $20.00
LA Preceived From .
e J, Bellows - Payment for Fiety Stal

Find ] Sundry Receipt

Clear » T — (et o Spactis Commat g
[
av sl
Ept Fieeeipt Amoutt Dieposit Bank
$20.00 11000 General Cheque Account
Puaceipt Diate PBecaipt Number ZW"""‘""“ A}"é”‘&'f
Hamaae ] [2evooo0s: ash $20.00
Show A1GST.
5
Unpgst
Void
Saints Catholic Church
Tendered Smouse Chnge P05 55
$.00 $.00 Deperit Nmber Blank Firs Mo, ks A0 %08
I . = ~ Recond 1ol Email; cathalic. .2 4 U
ElEl| st oo
- : . 18 90807 153 425
Preyiew Posted | EN S ET) Add Delete =

Craated: 07 Jan 2019 9: 10 AM by Adminstrator  Updated: 07 Jan 2019 9: 13 AM by Adminstratar

Receipt Number: RCV000081

J. Bellows - Payment for Piety Stall Receipt Date: 10/12/2018
E The Sum of: $20.00
| —
( Daily Mass Book 2019 )
Cash Belows - Payment for $2000

Piety St

15.2. QKR! & DIRECT DEPOSIT INCOME
QKR!

The Qkr! App can be used in your Parish for parishioners to contribute to the Church collections without the necessity of
carrying cash and they can contribute anywhere at any time. Qkr! can also be used for special appeals, sacramental programs
(allowing both registration and payment in the same function) and other ministries/programs that require payment.

Each week a Qkr! report will be automatically generated and emailed to you. The Excel spreadsheet has detailed information
about all Qkr! transactions, with multiple tabs that can assist you to to reconcile your bank account. The Qkr! payments will
appear on your bank statement with the description ‘CBA CREDIT CARDE’, which is the same description as the BPoint
payments.

P
Report: Reconcile Created: 02-Apr-2019 09:13
: From: 26-Mar-2019 09:00 Merchant: Mary Help of Christians
Here is an example of To: 02-Apr-2019 09:00 Departments:  PARISH, CLERGY, SPECIAL APPEALS
the Qkr! Week|y Total Value of Transactions $ 190.00
Total Value Refunded $0.00
report.
Estimated Bank Day Estimated Bank Dat Product Quantity Unit Price ProductTotal
Fri 29-Mar-2019 First Reconciliation (First Reconciliation: One Chilc1 $40.00 $40.00
Total Value of Orders $ 40.00
Bank Total $ 40.00
Sat 30-Mar-2019 First Reconciliation (First Reconciliation: One Chilc1 $40.00 $40.00
Total Value of Orders $40.00
Bank Total $ 40.00
Mon 01-Apr-2019 Our Clergy (1st Collection: $10.00) 2 $ 10.00 $20.00
Our Clergy (1st Collection: $5.00) 2 $5.00 $10.00
Our Parish (2nd Collection: $20.00) 2 $20.00 $40.00
Total Value of Orders $70.00
Bank Total $70.00
Wed 03-Apr-2019 First Reconciliation (First Reconciliation: One Chilc 1 $40.00 $40.00
Total Value of Orders $40.00
The payment made Bank Total $ 40.00
with the estimated
bank date of 29 March 2019 appears in the nominated bank account as:
29 MAR 2019 3353 540,00
CBA CREDIT CARDE '
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DIRECT DEPOSIT

Your parish may give out their bank account details for people to deposit directly into the Church Account. The deposit will
appear in your bank statement as below, the description will be whatever the parishioner entered into their transaction. It is
helpful to guide those depositing into the Church account with a suggested reference.

When giving out the bank account details, suggest they use a template as their reference. E.g. Please use your surname and
Reco as the reference “SmithReco”.

I 27 MAR 2019 MillerReco S MILLER $40.00 I

TO RECONCILE BOTH METHODS IN PACS

In Qkr!, only deposits made into the Church Account are reconciled. Any deposits made to 1% Collection or special appeals
are directed behind the scenes in Qkr! to other banks accounts.

If the payment is made to contribute to the Planned Giving program, record in PACS in GIVING>RECORDING and choose the
Giving Date as the date the deposit was made into the account, in our Qkr! example above, it would be 29 March 2019. (For
more details on recording Planned giving, See Section 13.2.)

If the payment is for the Sacramental program, or any other purpose (deposited in the Church bank account), create a Sundry
Receipt in RECEIPTS>SUNDRY RECEIPTS. In the field Received From, you can put the name of the person making the deposit,
and purpose of the deposit, (all details available on the weekly Excel report). You can also include the source of the deposit;
this can assist to identify the deposit later on. E.g. Reconciliation enrolment, Smith T, Qkr. OR Reconciliation, Miller S, DD

(DD = Direct Deposit)

15.3. RENTAL INCOME

Rental Income is ideally recorded in PACS in the Debtors module (See Section 20. Debtor Module), where invoices and
receipting income can be processed through the one module, however an alternative is to process in Sundry Receipts.

In RECEIPTS>SUNDRY RECEIPTS Ensure you enter the date as the same date on the bank statement when the money was
received.

Put the total amount of Rent received against the Income GL code for Residential Rent. If it is received through a Rental
Company, the value of the rent is deemed Market Rate. The tax code for the rent received is FRE (we do not have to pay GST

on this) |— Sundry Receipts [=]
New Sundry Receipt 22-Jan-2018 1}
Important: Check appropriate @add | Recept $812.24 [Sundry Income s312.04 |
tax codes. eg O view Received From
Donation XBAS Edit Rent - Raine & Horne | | — :
Find un eceipt
Hall Use GST in Y P
(/:f in Voice issued) E o Link Fieceipt to Member
Save Q.I’ ﬂ|
Rental income ~ Check CEE ] coson
Agreement and check tax oo sl Cheque Account #5111]
. . Receipt Date Receipt Mumber
codes relevant to situation. [2zi01/m 13 Men | [<iext> | [cash $812.24
Show all GST Comments
Codes

|D Boreland, 1Kirke St Nimmitabel, rent 8/1-4/2/18|

The Management expenses for the rental are

then offset against an expense account (you may Tandsrad Amaun Changs
. . .00 .00 Deposit Mumber  Exank Rec o,
have to create one) and as the Rent received is - | 0| : Resord ot
o5t Mow
deemed Market rate, we cannot claim GST on [t Reociot = [« ]v |[w] Add Delete

the management fees — so the tax code is NCF
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5 Sundry Receipts BT
New Sundry Receipt 22-30-2018 12:42PM,
® Add Recept $312.24 | Sundry Income $812.24 g
View GA Account  Description Amountinc tax if Tax YTax Amount .
[x]4.4500 Rent 830.0Q FRE
{x6.8310 Rental Management Fees | 57.76% NCF
7| (I T Jrarmed Gvng
Undo
Save |
Exk
5 Show M GST
M Codes
|Post Now
| Print Recoipt ] __:'j

Important: When hiring/allowing use of

Hall/buildings/etc ensure you have the correct

paperwork:

- Hall Agreement

- Appropriate Insurances

- Requirements of Users identified

- Any Children involved? (WWVP/WWCC & IPSS
requirements)
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16. BATCH POSTING

At the end of each month/period you can post multiple transactions for both Giving and Financials.

GENERAL LEDGER>BATCH POSTING

= Bateh Posting =l= & Usethe drop down menu nextto BATCH POST and choose the appropriate category you
e s b ok ore o e e pens | WiSh to post ie. Receipts and then choose the criteria of how you wish to Post under the

R — heading POST CRITERIA

satch Post: B ie.By Date . Now enter in the date fields

ot ie. The month that you want to post From 1/07/2018 To 31/07/18 and
o o then hit the POST button. All receipts during the dates you select will then be posted to the
i ™ General Ledger, ready for Reconciliation.
B Gperter Selecting All under the Post Criteria, will post all transactions in that category.

EReOog

History
Transactions
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17. BANK RECONCILIATION

Bank Reconciliation is used to reconcile PACS records against your bank statement. Bank Reconciliation is performed once a
month when you can print off your bank statement from CDF Online. In Bank Reconciliation, you will be able to review a list
of payments and deposits from your bank accounts and clear the transactions that appear on the statement.

17.1. TO RECONCILE ACCOUNTS

When you receive/download your bank statement for the parish account/s each month, go through and make sure that ALL
transactions, in addition to Planned Giving, have been entered into PACS (ie Interest, salary bank charges, etc in Recording
Expenditure in Section 14. AND rental income, income received, donations, etc in Recording Income in Section 15).

Make sure ALL transactions for the month have been Posted (see Batch Posting Section 16. above)

Go to

GENERAL LEDGER>BANK RECONCILIATION
Choose ADD mode for the new month

Use drop down menu to enter in Bank Account

[=]=/E
L)

Bank Reconciliation
e
:
m BPP"Eivo Charge Acct. Mamo
14,429.17) | v

Payment Deposit |

Reconcikation ID

In the Date Field Enter the last date for the end
of the month

Enter in the closing balance for the month from
the bank statement into End Balance.

All the transactions for the month will appear.

Please note each credit/debit
appearing on the bank statement
should have its own deposit/payment
in the bank reconciliation. This makes
it easier to locate transactions later
on and is a true reflection of the bank
account.

,V Refresh

the bank statement.

L) R7/05/2018 Giving Envelope 301 GIV20180527

RCV000082
RCV000083
WwC020720

13/02/2018 Receipt
£1/02/2018 Receipt

sacramental fees vis bpont
sacramental fee via Qi
Jonny's bookshop

650.00
250.00

27/02/2018 Withdrawal £00.00

JONES Casay 100.00
/062018 Grving Envelope 301 GIV20180603 JONES Casey 100.00
25006/2018 Bank DepostSip  BDEP000092 400.15
2/07/2013 BankDepostSlp  BDEPODOD94 PG 1/7, loose, funeral contribution 583.50
Cleared Transactons Undeared Transactions Account Balance: [—l{m
Payment: 0.00 Payment: | 800.00 Undeared Balance: 1,283.65
Deposit: 0.00 Deposit: | 208365 poterest & Service Charge: | .00
Total: 0.00 Total: 1,283.65 Ending Bank Balance: 14,429.17
’ " Unreconcied Difference: -1,283.65 :_j
1 “Pom At Dewte ClewAll UnclewAl Prit Pint  Closze

Statement  Reconcil

Go through and place a tick in the box next to each item to check each off against

When you have a zero balance in Unreconciled Difference, SAVE, and Print Reconciliation Report.
(It is recommended that you do not POST any of your bank Reconciliation until your Parish has been audited by the
Archdiocese, this will ensure any changes/amendments can be made before Posting)

17.2. TO PRINT RECONCILIATION REPORT

@

phie | during the month.
From the drop down menu select Date Range

k= Banking Reports

Bank Reconciliation
Selection Criteria
Bank Account

1.1000 [=]
Date Range -

(=8 Rel

From: 01/07/2012 Sun
To: 31/07/2012 [@)

Recondled

Rec #: [BRO00017 [

[¥]show Bank Depasit Slip
[¥]Show Creditor EFT Payment Summary

o PRINT or Preview
ting
@ Date

[#] Ascending
(©)Payee

[Pt ] 54 [Preview] [ Ent ]
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Click on the Print Reconciliation button at the bottom of the screen. This produces a report of reconciled items

In the From field — select the first date of the month ie.01/07/2018

In the To field — select the last date of the month ie. 31/07/2018

From the Reconciled drop down menu there are 3 options

All — will print the report with all reconciled and un-reconciled items for the
month (preferred option — See Section 17.3. below for set up)

Yes — only prints those items reconciled that month

No — only prints those items that have not been reconciled that month

Ensure the person who
prepared the
reconciliation and the
Parish Priest/Finance
Officer who reviewed
the figures both sign the
Bank Reconciliation.
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17.3. TO SET DEFAULT ON RECONCILIATION REPORT

- Setup
Setup: Printing (2)

El=E

Topinm) | 6.353]  Bomomiren) | 63508
[} Use Shading?

= o (R S P

PACS IN EVERYDAY PARISH LIFE v42054

MAINTENANCE>SETUP PRINTING(2) TAB

Under BANK RECONCILIATION Use the drop down menu to select
ALL

Click SAVE.

By leaving PACS on the default of No you only print out items that
have not been reconciled for the month.

The All default will print out ALL items reconciled and unreconciled
for the month.

It will also show any variance on the report. The Variance should be
Zero. You may get a variance if your Reconciliation date is incorrect,
or you have a previous Reconciliation that has not reconciled to Zero.
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18. BAS - BUSINESS ACTIVITY STATEMENT

A BAS return is lodged by the Parish quarterly on dates determined by the Archdiocesan Financial Services area. These dates
are provided at the beginning of the calendar year. The BAS is entered and lodged in PACS and a PDF copy is sent to
financial.services@cg.org.au, who process the BAS with the ATO on our behalf.

18.1. CORRECTLY RECORDING BAS RETURNS

weod |Tis good accounting practice for the BAS
Reconciliation to be a ‘true zero’ when you record
your BAS Return each quarter. To do this, it is
important to follow ALL the steps outlined below
in Section 18.

General Ledger Transactions
Dwie Raesge: 92 02/2003 t» 31 /03/2003

B Eaferwie S ET v © T Cola L] e e

AL A 4 2000 - Pandalaiag - Incame Al Sour

5500 00 Smmipt . Eurdriing - Swrdh wigrade
=400 Geaet | Feeverg

Your GL Transactions reports will tell you the GST
owed and to be paid by you.

et
THLO0 Baast | Waddng 1870 For Income (ie. The amount of GST to be paid by
CH- -y o [ . . . .
the parish). The following report will advise you.
A0 Ramr | Furan REPORTS>GENERAL LEDGER>GL ACCOUNTS>GL
e TRANSACTIONS.
Date Range From & To will be the period of your
BAS
ERES FamRr . e Rss Account Selection From: 4.2000 TO - the end of
the income
. . - _— OdeS 4.9000 &= General Ledger Transactions |==] m
A ame . fsameng e S ¢ . . General Ledger Transactions
Preview/Print B
pp—— . From: 01/01/2013 Tue
—_— . e Teo: 31/03/2013 Sun
= B . Account Selection
Options
In this example, the GST amount equals $-45.45. This is your GST Payable amount. i ——
[ Print ]@ [Pleview] [ Exit ]

For Expenditure (ie. The amount of GST to be claimed by the parish). The following

report will advise you.

REPORTS>GENERAL LEDGER>GL
General Ledger Transactions Saints Catholic Ch ACCOUNTS>GL TRANSACTIONS.
Date Range: 01/01/2013 to 31/03/2013 Date Range From & To will be the
period of your BAS

Account Selection From: 6.0000
TO —the end of the expense codes

Date Reference GST Amount GST Code Amount Balance Comment

GfL Account: £.6400 - Contributions to CCSBF - Expense Account

NP0 L5300 G0 xBas 28800 2500 Make Withcraveal: Archdocese of Canberrra & Goulb 6 9000
Ascount Total: ZRE.00 '
GfL Account: 6500 - Archdiccesan Lewy - Expense Acoount p———————————————
............................................................. L GeneralLedger Tramsactions = o =
LT n :
I O3AMIE 66500 .E.I'E:I..%.}?............I'.B.u.'?}. 160,03 Make Withdraveal: Archdocess of Canberrra & Goulb Genera/.’.ea’ger TrEnErETS
Agcount Total: 160403 Date Criteria
From: 01/01/2013Tue
TOTAL DEETTE: 9,192.82 To: 31/03/2013 Sun
TOTAL CREDITS: 0,44 Account Selection
METR T — . From: |6.0000 [x] 7o o =]
H 393.38
GST: 2184.48 A
["IPage break between accounts
[ pant ]

In this example, the GST amount equals $284.48. This is your GST Claimable amount.
You can ALSO check the following report — GST Claimable & GST Payable amounts should be the same
REPORTS>GENERAL LEDGER>BAS>BUSINESS ACTIVITY STATEMENT RECONCILIATION.

Use the drop down menu to select your BAS period. PREVIEW & PRINT
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(see below)

Saints Catholic Church

BAS Reconciliation

As the Tax Office only deals in whole dollar amounts,
the GST Payable and Claimable on your BAS Return will

be in whole dollars.

Date: 01/01/2013 to 31/03/2013 BAS Lodgment Date: 29/04/2013

Code Description Total Tax Amount

GsT Sales - GST Taxable S00.00 45,45

FRE Sales - G5T Free 1,610.00 0.00

NT Mo Tax 200.00 0.00

2,310.00 45.45

NCG Nan-Cap. Acq. - Inc GST 3,105.98 82.37

NCF Mon-Cap. Acq. - GST Free 1,865.00 0.00

4,970.58 L7

Total: 23692

65T Payable 2.3010 GST Payable 45,45

&E5T Claimable % 2,3030 G5T Receivable -284,48

Refunds not yet Recshved: 0.00

GST Receivable | Payable: 239.03

Pay a8 You Go Excluding Withholding: 0.00

Pay a5 You Go Instalment: 0.00

Fringe Benefit Tax instalment: 0.00

Defarred Company Fund: 0.00

Tax Recsvable | Payable: 239.03

BAS Total: 237.00

Bank Chargesz 6.1130 ::> R oo
KBAS -

Once BAS appears into the bank
account as either a debit or credit,
the Difference needs to be cleared.
See Section 18.6.

18.2. GENERAL LEDGER TRANSACTION REPORT

Before doing the BAS each month it is important to
run a General Ledger Transaction Report.

This is an IMPORTANT CHECKING PROCESS to ensure
that all transactions have their tax codes entered in
correctly, in order for you to claim and pay the
correct GST in your BAS Statement. - Your GL
Transactions reports will tell you the GST owed and
to be paid by you It is easier and simpler to make
changes now before you reconcile the month, rather
than after the reconciliation

Go to
REPORTS>GENERAL LEDGER>GL ACCOUNTS>GL
TRANSACTIONS

Enter the appropriate dates, (ie. The BAS period)
For Income (ie. The amount of GST to be paid by the

parish). The following report will advise you.
Date Range From & To will be the period of your BAS

Account Selection From: 4.2000 TO — the end of the income

codes 4.9000
then PREVIEW and/or PRINT

For Expenditure (ie. The amount of GST to be claimed by the

parish). The following report will advise you.
Date Range From & To will be the period of your BAS

Account Selection From: 6.0000 TO — the end of the expense codes 6.9000

then PREVIEW and/or PRINT

PACS IN EVERYDAY PARISH LIFE v42054

ke Business Activity Statement
Business Activity Statement 01/01/2013 - 31/03/2013 ]
add General Detals || Debits & Credits || supphes & Acqusitons | PAYG & Fringe Benefits
oYEN Debits & Credits
Debits Credits
- Goods and services ta Credit for goods and
Find agatie 1AS 45 bk sasbeiri LK 282
Vine equakisation Wine equaliztion tas
Clear prereoscrels (03 0 sy 1D $ 3
Lusurg o tas pagable 1E § 0 Lusuryox tanrefundatie  1F § 0
Exit Speoiscustiorviolesse 16 ¢ o
AddIA-IC-IE 2A S 45 AddIB.ID.IF-1G 28§ 282
2A minus 28 3s 237 ¥ result is positive, this is net amount of GST. i the
GST net amount 1esul i Pgative, this (5 et amount of GST creds
PayAs YouGo
wihhosing 19 0
R teisouiete 54§ O ey 58S 0
Fringe beowfit tax Credit yrising hrom reduced fringe
estaiman OA S 0 benefits tasinstaiments OB 9 g
Deferted compangfund
nstament 7 s 0
FuonlT
Pt ) SIkCHRONCICS FullTuCredt 7D § 2
- A«u-oé:lt;“s Add2B.5B.68 8BS
Preview =
Unlodge 8A minus 88 ¥ result is positive, the amounk is pagable to ATO
b Netamountfor 9 § 105Uk is negative, the amount will be cefunded to
Submit to ATO| this Statement ou Of Céfset against ang other tax debt you have.
I General Ledger T ransactions =]
General Ledger Transactions
Date Criteria
From: 01/01/2013 Tue
To: 31/03/20135un
Account Selection
From: 4,2000 [=] To: [45300 [=]
Optians
[FPage break between accounts
Print_| G (Preview) [ _Exit
k= General Ledger Transactions o] @ =3
General Ledger Transactions
Date Criteria
From: 01/01/2013Tue
To: 31/03/2013 5un
Account Selection
From: [§.0000 [x] To: [es140 =]
Options
["IPage break between accounts
[Cpant ] A
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Go through the report and Check that the tax codes are correct.
If they are — continue on to the Bank Reconciliation
If they are not — Find the transaction, Unpost, Edit and amend the tax code in the transaction. SAVE & POST

18.3. RECORDING BAS

After the tax codes have been checked and the Bank Reconciliations have been done for the 3 month period, go to:
GENERAL LEDGER>BUSINESS ACTIVITY STATEMENT

Choose ADD — screens will auto fill,

check the Dates and

check the tab Debits & Credits. Here you should see the amount of GST return to expect. Once checked against the report,
and it matches the total of the GL Transactions report for each of the 3 months,

No More Changes will be allowed once you have lodged the BAS within PACS.

Once you are satisfied that everything is correct SAVE Then Select the LODGE Button
A copy automatically prints for your records.

Now you will need to fax (6239 9898) or send an Excel or PDF copy of the BAS (see below) to financial.services@cg.org.au

Please ensure that your BAS is LODGED in PACS before you send it to Financial Services.

18.4. SAVING AN EXCEL COPY OF YOUR BAS

I

— o . . . .

ENNE e F= =S 16 submit a copy of your BAS to Financial Services, once you
Business Activity Statement 01/10/2018 - 31/12/2018 |

o Coraet | Debits B Credis |suppkes sAcaisiions. | PAYG Brrge secfic have lodged your BAS return, click Preview to view the BAS
@vew Debits & Credits report.
ot u III e Eﬂj!i
Find Btk IAS 7 C rermpes 18] ses] . . .
— on eglcn 1 ¢ o e squsaiats 11,/ 3 Click on the SAVE button (4th from the left — with save icon)
Lamsy it 1 § o] Loy ssningitie 1F §| o — if you hover your mouse of it the title reads “Save the data
i Special coedit for wholesale [ 1 . . .
Eel , " saezins 165 9l in this report to a format of your choice”
MHIA-E‘IEms 74 Add 1B « 1D «+ IF « 16 Zﬂs 385 . . . . o -
: : Save file into appropriate folder in your T Drive . (name it
2A minus 28 [ | iegult is posithes, this is net smount of GST.IF the . . . . . .
ot 39 12 oz e it st o G . something like ParishNameSepBAS18 — to easily identify

Pay As You Go
wulMMﬂ'ﬂg 4%

your parish and the quarter for Financial Services)
Choose File type “excel with headers”

o

Pag A= You Gainstament S/, § o et Do mstamant 5B S [}
Fringe bereht tas Credit arizieeg from reduced frirge I

insraimer 64§ 4 beneiis tas insaimats 08 5

Dueferred compangtiund

inszamant 7 3 g

o

FodTaaCrdiDun 7. ¢ FuTuCntt 7D S 0 The Excel spreadsheet will not automatically open.
ﬂ«an-l;:"\_;s.ns 74 Add 2B.58.68 8BS 885
Unlodge Hhomeit o S13] ierest e oegason v oot hberebaned Go into your email and send this Excel document by
Submit to ATO this st atement L wou or ilget sghinst ang ather Las debt you have.

attaching the file to an email and sending to Financial
Services at financial.services@cg.org.au

= i gty Statement
a g o pmm Privier| HE rversal Pricarg £5

BUSINESS ACTIVITY STATEMENT

DRAFT ONLY

Saints Catholic Church

B corewrnd by o

155 Barton Ave F
CANBERRA, ACT 2600 A3[1/04/2018 a4l
Tha reneact § dow on — _—
AS[21/07/3018 107/
-
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18.5. SAVING A PDF COPY OF YOUR BAS

Make sure a PDF program is installed on your computer. If not — google CutePDF and follow the prompts to install.

Business Activity Statement 01/01/2013 - 31/03/2013

SRS

add General Detals Dhebats & Credits | Supples & Acquisitions |P.ﬂa & Fringe Benefits
- Debits & Credits
Dehits Cred
Ghods and Eetvices taa - it foe goods s .
Final et LY 4 Rizgld 1% :
Cleas e AC §. [] Vine squitiaionie 1D §
Save Lomory o vas pugaide E § (] Lumary o b redarcdatle  1F $
Emit Spavasl orect Ior wRolep sle

16%

DG RS H
ke Printer Setup
- —— [ i poities, thi 1 ot At oF GST, Fiha
| [
Prinber: [Cox g, B i et armecund of 5T condt
FDF Compiete on POFC
Mcrosoft 3PS Document Writer on hNeO: | Concel
Fux o Mel) 1 B ik g
ﬁ' Coroe wrter ooz ] a0 naars 90 3
i -anon R-ADY C5030/ 50035 LFR 1T DT - B
eI ' . 1 a0 sl admatg 68 %
- ]
| Forl TaxCiedt 700 §
Prind |
Wza.sm.60 8RS
| Proview™ | Settngs...
Undodga L » Shading .. | IR s positee. the amcaunt i pagsble 1o ATOLI
— e | e e [
Subasit o ATO bt aErT My et Lux deb g2 hinee.

18.6. RECEIPTING BAS IN PACS

18.6.1.

RECORDING BAS DEPOSIT

To save a PDF copy of the BAS report (you must lodge the
BAS first),

Select the ]@ Printer Icon next to the Print Button, a
window will appear with a list of printer options, select
your PDF printer ie. CutePDF Writer — select OK

This will take you back the original screen, click Print. A
Save As dialogue box will appear and save to your T
DRIVE.

If you receive a return from your BAS, it will usually appear in your parish account at the end of the following month. Your
Bank Statement will show a deposit in whole dollar amounts (in our example, $812). However, it is important to record the
amount identified as “Difference” each quarter so that when you come to close your books at the end of each year the BAS

Date: 01/10/2018 to 31/12/2018

Code Description

BAS Lodgment Date: 13/02/2019
Total

Tax Amount

GST
FRE

Sales - GST Taxable
Sales - GST Free

NCG
NCF

Non-Cap. Acq. - Inc GST
Non-Cap. Acq. - GST Free

815.00
581.20

74.09
0.00

1,396.20

74.09

9,750.34
5,4984.12

886.39
0.00

15,234.46

886.39

Total:

812.30

GST Payable
GST Receivable

2.3010
2.3030

74.09
-886.39

0.00

GST Receivable / Payable:

Pay as You Go Exduding Withholding:
Pay as You Go Instalment:

812.30

0.00
0.00

Fringe Benefit Tax Instalment: 0.00 - Sundry Receipts
Deferred Company Fund: 0.00 MNew Sundry RECEipt
;::::;:able/?ayable: :z;‘: % Add Receipt $812.00  Sundry Income $812.00
Find : I_
Undo * Link Paes
When you allocate the amounts against the GL Accounts in the Sundry Save ] r “]
Income Tab (below), record both the dollar and cents amount on the BAS e ] e b =
Reconciliation report for GST Payable and GST Claimable. The amount left am Fecaigs Nambes o
over is allocated against you Bank Charges GL Account (see below). [ St f:::ilg 8] [
Please note when entering in PACS, if you are receiving money IN from
BAS, the GST Payable is the negative figure. In this example:
G/L Account Name Amount T”"“T;T,']"—CZ_E’ e
GST Payable -74.09 V| Pos o 1
GST Claimable 886.39 LIy L
Bank Charges -.30

Reconciliation will be a ‘true zero’.

To determine what the true figure is, you will need to
produce a report in REPORTS>GENERAL
LEDGER>BAS>BUSINESS ACTIVITY STATEMENT
RECONCILIATION. The total figure appears on the report as
“Difference”.

To record, (see example below) Enter the whole dollar
amount in SUNDRY RECEIPT, Receipt tab. In Received
From, enter in a title that you can identify such as BAS DEC
2018.

Ensure that all TAX codes are set at XBAS Click SAVE and Print receipt and put on file.

PACS IN EVERYDAY PARISH LIFE v42054
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- Sundry Receipts ==
New Sundnr Reoeipt 6-May-2019 11 1?.a.r-||
® add Recsipt £312.00 Sundry Income, $E812.00
View GL Accound phan B o Tax Amount
Fdit ]2 3010 GST Payable =
: % |2.3030 G5T Claimabie
Find M |6.1130 Bank Charges
Unida 1-1. 1200 d Col
Save
Exit
18.6.2. RECORDING BAS WITHDRAWAL

=
& &2 ][]0 [T v |[Punter] Bulio POF rinter

Monday, 06 May, 2019 10:29 AM

Saints Catholic Church

e ek
$ BAS Reconcifiation

Date: 01/04/2018 to 30/06/2018
Code Description
Sales - GST Taxsble

Sales - GST Free

BAS Lodgment Date: None
Total

1,200.55
900.00

Tax Amount

05,13
0.00

2,100.55 109,13

Non-Cap. Acg. - Inc GST 1,000.00 90.91

1,000.00 90.91

Total: -18.22

GST Payable
GST Recenvable

2.3010
2.3030

Pay as You Go Exchuding Withholding:
Pay 8¢ You Go Instaliment:

GST Receivable [Payable:

Fringe Benefit Tax Instalment: 2.00
0.00

-18.22

Deferred Company Fund
Tax Recervable [ Payable:

BAS Total: -13.00

Difference:

If you are due to pay money to the ATO, rather than
receiving money back, the withdrawal will be taken
out of your account by Financial Services at the end
of the following month. Your Bank Statement will
show a withdrawal in whole dollar amounts.

To determine what amount (both dollar and cents)
needs to be entered, you will need to produce a
report in REPORTS>GENERAL LEDGER>BAS>BUSINESS
ACTIVITY STATEMENT RECONCILIATION. The total
figure appears on the report as “Difference”.

In our example, the amount of GST collected is more
than the amount of GST paid out. Therefore $18 will
be deducted from your Church Account to be paid to
the ATO.

It is important to record the amount identified as
“Difference” each quarter so that when you come to

close your books at the end of each year the BAS Reconciliation will be a ‘true zero’.

To record in PACS, Enter the whole dollar amount in MAKE WITHDRAWALS (the money is coming out of your account).

When you allocate it against the GL Account in the SUNDRY INCOME Tab, Record both the dollar and cents amount, the
amount left over can then be put against you Bank Charges GL Account. (see below)

Ensure that all TAX codes are set at XBAS

T —— —
Please note if you are paying money OUT to ATO, B Account Balance Chequebook D Feconitstion 0
. . ive fi . & add 1.1000 [~ 34,985.91 |
the GST Claimable is the negative figure. In this e PP s —-
example: ;_”:d 4= TR RV e Date:  [26/07/2018 Thu
G/L Account Name Amount Ciie
GST Payable 109.13 [ save ]| 2% - Savount: ) Y
. 28| | Tom . BASAPRIL 2018 v| &= Creditor ID: o
GST Claimable -90.91 - | = | -
Bank Charges -.22 [ Shew ot
G/l Account P scription - Tax Amount
[x]2.3010 GST Payable 109,13 XBAS 0.00
| 2.3030 GST Claimabile -90.91 XBAS 0.00
Ensure that all TAX codes are set at XBAS ;}mm et Crges P e
Click SAVE and Print receipt and put on file. x| w 0.00
Office -~
Post Add Delete Duplicate Account Info  Veoid Print Close
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19. BUDGETS

A Budget is an important tool to help plan the Parish expenditure and income for the year. It is recommended that at the
beginning of a calendar year, the Parish Finance Council, along with the Parish Priest, formulate a budget for that year. You
can produce a report (as detailed below) which can help plan.

GENERAL LEDGER>BUDGETS

Once you have your budget, choose the appropriate year you wish to add a budget against in the drop down Budgets for
field.

Choose the G/L account (from the drOp down menu) and ‘-:Ms- JQI”P,:\’.FG-G'-le (a'!'::‘::lr:!:‘?h"; ﬂe-'-:::s Receipts Credtos GenerslLedger Repors  Mantenssce  Wndow  Support
then you can put in the budgeted values for each month =
or the particular month the expense occurs. e —— —— —————
Next Year  (DL0M/2013 - 3NAY0LI) * | 61250 T] Statonery Supphes.
Example 1. : If you have the same amount budgeted for I I R S S (=t olosi L o —
Feissan 1) o o o Q o
each month (for eg. $200 for stationery each month) Kok . 3 C 8 0 Aot b T s e > Gl e
Aty [} o o a o pencent 1o increase the remaining monthly budgets.
Mags - | 3 i a for e selected GIL Acceunt.
Jara ) o [} ) L o
Select the CALCULATE MONTHLY BUDGETS button and L C CR B— (I |t
then all you have to do is put the amount per month in S : 3 2 3 ] —
the amount field, Ensure Dollar Increase is chosen, select — : 2 : : . SR ‘
OK and it will automatically put that amount against each oo ; : . . ; P
month of the year and update the available funds if ) <3| Gﬂﬂ %l z| =T Hn| o
« |1
money has already been spent against that GL Account. e — J =
. . Pavcarstage Marihiy ?x:: IFowncul
Click SAVE and move onto next GL Account until all — — X| _'W|

budgets have been entered. L °1> | ]

Example 2: If you have a total amount and you want to Eﬁ:acs703221:;:::::6::;»%; R - =
divide it evenly over each month of the year. (ie. You (=
have budgeted a total of $2000 for Repair & A - — e
Maintenance) e I '
] 1 Colte Mooty Bigets e

Select the Calculate Monthly Budgets button and then all ‘Lu 3 : 3 ; 3 e e e
you have to do is put the total amount in the Amount 5: 5 o j 3 3
Field, Ensure Annual Budget is chosen in and it will put = C C C C (= e
that amount against each month. Select OK. il 9 9 C g
Click SAVE and move onto next GL Account until all i 2 2 g 2 ol
budgets have been entered. e = - . 3 e e

© Aveusl Bodgut 0

- 6] S| 8 i #| ] H A
e EE s ] x| =

19.1. BUDGET REPORTS

You can EXPORT the information into Excel now by choosing the Export button.

= Budget Report ==
Budget Overview
To Print out the Budget go to Date Criteria
REPORTS>GENERAL LEDGER>BUDGETS>BUDGET OVERVIEW B E 0101/2013 Te
Choose Current Year or Next Year or dates as appropriate in Date criteria C: |SY12/2013 Tue
(ie 1/1/18 —31/12/18) 6L Account Crteria
Under Options —tick as appropriate From: =] To: =
Under Show Budget in - Choose Grid e = e =
Then PREVIEW or PRINT or EXPORT button —

¥ |Show Only G/L Account with Budget Entries
Show Budget in
Detail Summary @ Grid

[ Piint_|H (Preview] [ Exit |

PACS IN EVERYDAY PARISH LIFE v42054 Page 103 of 111




20. DEBTORS

Debtors are people who owe the Parish money. This could be for the hire of the parish hall, sale from piety stalls, invoicing
for a funeral held at the Parish, tickets for parish gatherings, etc. The Debtors module provides the ability for a parish to raise
invoices and receipt payments.

PLEASE NOTE: YOU CAN USE THE DEBTORS MODULE IN PACS IF YOUR PACS IS SET UP AS CASH ACCOUNTING. (You can check
this at MAINTENANCE>SETUP under the Applications Tab) IF YOU ARE SET UP AS ACCURAL ACCOUNTING, PLEASE CONTACT
YOUR PARISH SUPPORT MANAGER AS IT HAS GST IMPLICATIONS.

Set up Debtor Module —at MAINTENANCE>SETUP APPLICATIONS Tab. In the list of Defaults, tick Enable Debtors Module and
Allow receipt Matching against Future Dated Bills. SAVE

20.1. CREATE A DEBTOR

There are two ways to enter a Debtor.
1/ Member of the Parish —if a parishioner is purchasing anything from the parish such as piety stall purchase, hiring a hall for

private birthday, etc
2/ Company — a registered business or entity that you are providing a service for, eg hall hire, rental property,

20.1.1. PARISH MEMBER

If the Debtor is a member of the parish — PEOPLE>MEMBERS find the parishioner using the binoculars i and click on
EDIT mode (if the parishioner is not in PACS, see Section 5.1.)

Tick the Debtor box as circled below. A debtor number field is displayed next to the Debtor box with <NEXT> listed. Leave it
as <NEXT> and PACS will allocate the next available number, or type in a number if you want to manually set the Debtor’s
number. Note: the Debtor’s number must be a numeric value.

The MEMBER or GIVER record has now changed to include specific tabs and field when the member is flagged as a debtor.
The MEMBER or GIVER tab has now been renamed to include the title DEBTOR.

- Debtor ==/
Lily's Dance School |

gl o

OpeningBiace —

Crested: &3 Dec 2018 1557 44 Updaied: 25 Mor 2015 Li51FM

20.1.2. COMPANY/ENTITY

If the Debtor is a company, for example Lily’s Dance School that is wf“]l
hiring your hall. st 5702 e
FEES>DEBTORS

Place a tick in Organisation first, the First Name field will change to Organisation. Enter the business’s details such as Address
(using the Address button) and phone/mobile/email in the required fields.

Enter a Contact name for the Company if applicable.

Payment method — choose the relevant method of payment. SAVE
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20.2. SET UP DEBTOR FEES

Once you have created the Debtor, now you can create the items you will be billing Debtors for. You can add items as
required.

FEES>OTHER ITEMS

- Other ltems =lajg | Clickon ADD

Other Items: Sale of Parish Calendar 2019 || Write an abbreviated name in Code

B[ T | e = and put full information in

Description. This information will
Tindo self-populate in Description to print

o on bill and statement. You can

amend if required.

o] | Set the GL Account code to the

corresponding GL Account. For this

example with the sale of calendars

[ Code Descroton
CHESS QLU Hire of Room

LILYS DANOE  Hire of Hal 4 b per sk
PARISH CALE. .. Sake of Parish Calendar 201

PARISH CALENDAR | [WActive?
pem'pbm .
Sale of Parish Calendar 2019 |
Description 1o print on bl and statemant

of Parich Calendar 2019

Pricess Include Tax

eress ] | s00] on our piety stall, we have chosen
Secs 2] el L] 4.5600 Piety Stall — New Goods.
Cobenim l-W. Friw & I.O:.

The Tax Code is GST as we selling

i ——— = them to individuals.
' Click SAVE
20.3. GENERATE DEBTOR INVOICE (BILL)
To generate an invoice for a particular Debtor, go to FEES>BILLS.
In ADD mode, search for the - Bills [=/=E

relevant Debtor by clicking on the Amanda Jones |
Bils postods | FeeGeneraton | Debtor Fees | Other ltens

binoculars. -

-
Select the Debtor from the alphabet = e
list and click Select.

;IMM Dot Dt Dotariga: e Friving

. . . n c on

The Bill Number will automatlcally [rient> 31272015 Mon |[17/12/2015 Men [T o€ss v
Exit = ::1: ;;:: ) )

= PO Bo: 345
Fine CANEERRA ACT 2601

populate when you save. = s T dmm Code Descrmten Qv Amtictas]  Tex  Owem
. . . Multi-select [ tire ot Room " [PARISH CALENGAR.  Sake of Parih Calencar 2019 1 2500 .07 7500
The Bill Date will automatically — £ rire of il 4 s e week >
EtlialeanmCae'dari_ o

= Debtor
[ School of Religon

default to today’s date.

Date Due You will need to set as per
agreement with Parish Priest. The
Archdiocese recommends 14 days
from issue date.

Bill Description will appear on the

[ Show AMGST
. . [
invoice. = ' (e s
.. r ::!:::mj _ESToudline . Tam Totad Tonsl Oving
Ignore Item Pricing. i : ... - [ =of ] -

Drag and drop over the

corresponding item into the Item Bill Detail field.

Double click on the Item you have just dragged into the Bill Detail and it will open the Bill Detail pop up. You can change the
price and Quantity in here. Click EXIT. Now the invoice/bill is complete. Click SAVE. To print a copy of the invoice, click PRINT
or save as a PDF and email to customer.
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e Bills e Jﬁ
- Bill Detail

_Amanda Jones

Bits Poarfls | Fee Generaton | Debive Fees | Ofer liers Blll Item D‘etﬁ"ﬁ
Exn
Ackd Ihesw Code | PARISH CALEMDAR Fecal Year | 2018
 — A " Desoripton |Sse of Parsh Caendar 2019
Ede Ay orey =
50 Bax M5 Gl Account  A5E00 Pttty Stall - Mew Gaods
] CANBERIA ACT 2631
Chea TaxCode G5T E 5T Tan
= Fall M il e (Tl Caai [l = e e
- BILLOODO0Z 03/12/2008 Mon [ 1771272018 Mon |Parish Calenl - Jones rice )
Exil = D Cawl
= Ttermg ] Inew Code Lo Quarfily
Hulli-zrlect El) rare af Risom " [PARLEH CALENDAR. Sale of Parsh Caerclr 3
Ch tire af sl 4 b per wesk Met Amnant §2L.73
L EI Sale of Parish Calersiar 20
o T Asvuinail .37

[ ichesl of Ao

Pl

Tax invoice generated below:

Saints Catholic Church

155 Barton Ave
CANBERRA ACT 2600
Fax: 6293 1001

Website: www.sants.info
ABN: 90 807 153 425

Bank: Commonwealth
Bank AC: 062-786 14092

A
C
g Mrs Amanda Jones
i PO Box 345
|'T| CANBERRA ACT 2601
T
(1]
Invoice Date  Account Number Payment Due Invoice Number Description
03-Dec-2018 | 4 17-12-2018 | BILLOO0OO2 ‘ Parish Calendar - Jones
Desaiption Quantity Item Price
Sale of Parish Calendar 2019 = | 1.0 $22.73 $22.73
Total GST Payable $2.27
Total Amount Payable Indudes GST $25.00

Total Account Outstanding: $0.00

Please make the payment by the due date to the Bank Account below, quoting the Invoice number in the
Reference field.

ACC NAME: Canberra Parish
BSB: 062-786

ACC: D00011111

REF: Invoice number

Thank you for your prompt payment.

20.4. RECORD RECEIPT OF INVOICE PAYMENT

To record money received from a Debtor to pay a bill generated by PACS it is entered under Debtor Receipts. A debtor is a
member/company who has been billed a fee/issued an invoice.

RECEIPTS>DEBTOR RECEIPTS — Once the money has been received into the Parish account for payment of an issued invoice, it

is recorded as a Debtor Receipt, instead of a Sundry Receipt. As a Debtor receipt, the payment is matched against the invoice
issued and an ongoing record of all invoices/payments for that Debtor is kept within PACS.
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- Debtor Receipts |= 2 e
Amanda Jones LoApe-2019 §:06 AM]
® add Receipt :Mr..:"uf [ unmatched | Suncry Income
) Wiew
B | e
Fnd Amands Jones
Undo PO Box 345
Save
| Exit Depask Eant.
] 1. 1000 (General Chegue Account
Facnpt Dabe gy, Firoipt Plumbeer :';;Iwum‘ e
01/04/2018 Mo LN <Hext> Caeh $.00
ple T : Amanda Jones

| Fosthiow
] Frint Foectips g

Deposk Number  Elank Fo Mo,

W]

Fecord 1c¢1

HAdd Delete

o

In RECEIPTS>DEBTOR RECEIPTS Use
the binoculars to find the Debtor. In
this case, the invoice was issued to
and paid by Amanda Jones. Click on
“J” and double click on the correct
Debtor.

The Debtor receipts screen will
populate with the information for
the Debtor, including the amount
currently owed by Debtor.

You do not have to enter an amount
here yet, you will match the
payment to the invoice in the next
step.

Tick Post Now and Print Receipt.

You can keep the receipt with a copy of the invoice as proof of payment for audit purposes.

In Receipt Date, enter in the date you received payment.

Click on the Matched Tab to find the invoice issued (as below). The payment of $25 matches the invoice issued so click on the
check box next to the yellow envelope. Now the payment has been matched against the invoice issued. (See the insert
below, the Matched Tab has now changed to Matched $25.)

Click on the Receipt Tab and now you
will see that the amount has been
populated. Check all details are
correct and click SAVE.

The receipt will automatically print
and the payment will now appear on
your bank reconciliation as an
income item.

= Debtor Receipts =2/
Amanda Jones P 1002019 9517 A
) add Receipt m.n@mmﬂ | Sundry Income
" View [T | DY, | mcunt | Outstand. | ThsPay | Thisbsc [ved] |
<| D[ 03/12/18 EILLO00OOZ  Parish Calendar - Jones ] ]
el P ARLISH CALENDISale of Farsh EJW 25.00 25.00
Find
Unde |
Save o Debtor Receipts = o
Exit Amanda Jones 1-Apr 21118 9:20 m|
) add Recept §25.00 atched $25.00 tohved |5u'd,'1'|cn"\-e
Mew | Ref ] Deetnis | amount | outstand | ThsPay This Disc | Ded.|
Edit B 03/12/18 Nmanuz Pansh Calendar - Jones |
— 'Show A GST - 5 CALENDI St of Parish Calendar 2013 =00 5.0
L Codes Findd
[ Pt bacr 25.00
[w#] Prive Feeceipr. =) E]
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APPENDIX A END OF FINANCIAL YEAR PLANNED GIVING TASKS

Generally most parishes, as part of their Planned Giving Program, will hold a Pledge Sunday in the lead up to end of the
financial year in order to invite new & existing parishioners to contribute to the maintenance and growth of the parish. The
pledges help them with the budgeting of parish funds for the coming financial year. Parishioners will be invited to fill out
pledge cards.

Information on the pledge cards can be entered into PACS straight away.

PREPARING AND ENTERING PLEDGE INFORMATION

Print a list of Envelope numbers that are available for re-use
REPORTS>GIVING>MISC>UNUSED ENVELOPE NUMBERS

This way you will know what envelope number will be available for any new parishioners who wish to join the program.

As soon as pledge information comes into the Parish Office you can immediately enter the information into PACS. There is
no need to wait until the end of the financial year. Obviously, if a pledge from a parishioner comes in with no change from
the previous year, there is no need to do anything. If a New Giver joins the program (see Section 12.1.2.)

Any existing parishioners who wish to have their pledge information altered or changed can also be done as soon as the
pledge Information is received into the Parish Office. This is entered in the form of an Oncoming Pledge. This simply means
that you are telling PACS that as of a particular date you would like to change any or all of the following information —amount
given, the frequency, the type of giving, and the assigned envelope number. If this is the case see Section 12.1.4.

PREPARING ENVELOPES NUMBERS FOR THE COMING FINANCIAL YEAR

It is important to produce a report for the year to determine envelope givers who have ceased giving and remove these
inactive givers prior to printing labels for your new envelopes.
Remember: A giver may only give once a year, and this may be right at the end of the financial year!

REPORTS>GIVING>GIVERS LIST
Start: 1

Sort By Envelope

Output: Giver List

Options: Tick Show Last Date Given
Preview & Print

Important: An Envelope number
should never be deleted. To recover a
deleted number, see Section 12.1.10..

Highlight those Givers who you want to remove from the Planned Giving program.
Next Go into those Givers you wish to remove and in Edit Mode change their
Envelope Number to Zero 0, Take the Giver Tick Off & SAVE. This way you can re-

allocate/re-use the number in the future. PACS allows you to use zero multiple
times. Do this prior to printing labels. You can now print a list of Envelope numbers that are available for re-use.

PRINT LABELS for new envelope boxes

REPORTS>GIVING>GIVERS LIST
Select by: Envelope Sort by: Envelope
Output: Mail Labels
Option: Tick Active Giver Only
Label size will appear and choose appropriate label from the drop down menu.
Preview and Print.
These can now be stuck onto the envelope boxes.
A choice of label sizes is available. As all printers are different you may need to adjust either your printer settings or your
PACS printing margins to fit the print layout with the label sheets you wish to use. To adjust the PACS margins -
FILE>PRINT SETUP>SHADING and adjust top margin as necessary. OR
MAINTENANCE>SETUP PRINTING (2) TAB under Margins & Shading Section, adjust top margin as necessary

CALCULATING AND CHANGING THE TAXABLE RATE
ACT PARISHES -
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In the ACT the Planned Giving Tax deductable percentage is calculated retrospectively at the end of each financial year after
all giving for the year has been received and posted.

To find the Total Planned Giving (PG )for the Year, go to b Giving Summary [=]=p
REPORTS>GENERAL LEDGER>FINANCIAL>INCOME & Giving Summary
EXPENDITURE
Select dates: 01/07/20XX to 30/06/20XX
Options: Tick Include Two Decimal Places
Preview or Print st [ 5t Benedicts F

. I .. . . (®) Envelope Direct Dehit
This will give you the total amount of giving for the financial O surname [] Credit Card
year lEnd:| CDF Direct De .,
To double check this figure go to Reports>Campaign>Giving "EGFf"Pdlanned - Option
Summa ry. Select the dates eg. 1/7/XX to 31/12/XX, and Group By CCSBF - Canberra Catholic Schools Buile gshow Toobzrt Wi
SBF - School Building Fund Active Giver Only
Payment MethOd : |:|Show Giver Without Pledge and Given

This total should be the same amount in the report above. If
there is a significant difference, contact Parish Support Manager.

| Export | | Print |@ |Pleview| | Exit |

You also need to find out how much your parish contributed to the Catholic Schools Building Fund (CCSBF)
Go to REPORTS>GENERAL LEDGER>GL ACCOUNTS>GL BY ACCOUNT
Date: 1/7/XX to 30/6/XX
Select the Expense account for the CCSBF in the To and From GL accounts (it will be a 6 expense code)
Preview or Print

TO CALCULATE THE TAX RATE use the following formula CCSBF x100 = %
Total PG
TO CHANGE THE TAX RATE IN PACS—there are two areas
3. GIVING>GIVING FUNDS 3. GIVING>ALLOCATION OF FUNDS
Enter new tax rate and SAVE From: eg. 01/07/20XX To: 30/06/20XX
4. Press button Change Giving Taxable % Allocated: - Enter new tax rate
Enter the dates : eg 01/07/20XX to 30/06/20XX Building Fund: Catholic Schools Building Fund
Enter the new tax rate in bottom left corner SAVE

Press Change
Ensure the ABN for the CCSBF is entered. See Section 11.3.
NSW PARISHES -

Most NSW Parishes School Building Fund percentage is pre-set as agreed upon by the Parish Priest and Finance Council.
If NSW Parishes need to change the Planned Giving Tax rate contact the Parish Support Manager.

Please be aware any expenses allocated against the School Building Fund have to comply with ATO regulations. For more
information and clarification on allowed expenses, please see the Parish Support Manager.

TO PREPARE TAX RECEIPTS

PACS allows you to set up a personal comment on your giving receipts
MAINTENANCE>SETUP PRINTING(1) TAB
Choose Giving Receipt to write your message. Write a message
eg. “Thank you for your continuing generosity”

Both NSW and ACT Parishes should use Taxation Receipt to send out their tax receipts.

PRINT PLANNED GIVING TAXATION RECEIPTS (INCLUDING EMAILING)

If you want to email PG receipts to your parishioners who have supplied you with an email you must first ensure the
following:

e  GIVING>GIVERS All email addresses have been entered into the member/giver field. In the Member - Choose Edit,
then the drop down menu in the phone line keep clicking the ADD button until email appears and then fill in the
email address
Then under the More tab you must ensure that down the bottom under Correspondence Method that email is
selected for both receipt and statement. If it is not, choose Edit, select Email for both fields and Save.

e  MAINTENANCE>CORRESPONDENCE>SETUP under Giving Receipt type an email comment that will appear on each of
the Giving Receipts. E.g “Please find attached your Giving receipt for the XXXX/XX financial year” Click SAVE.
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When you are ready to prepare your Receipt/Statements

REPORTS>GIVING>RECEIPTS

Select by: 01/07/20XX to 30/06/20XX Envelope Start at 1

Output: Taxation Receipt

Sort by: choose either envelope/surname option

Option: Tick Show Comment if you have written a personal message

If emailing— REMOVE Print All Tick (Print option will then change to SUBMIT)

You may Preview your records first

Choose SUBMIT. All those with an email address will be sent to the Correspondence Queue and those without an
email address will automatically print.

TO SEND RECEIPTS FROM OUTBOX CORRESPONDENCE

Providing your email account is set up properly, (Maintenance->Set Up->Application Tab see Section 1.1.3.) Go to
MAINTENANCE>CORRESPONDENCE>QUEUE
Click in the Outbox for Email.

You can either send them all together using the SEND ALL or individually using the SEND button.

ALSO— TO GET A REPORT LISTING GIVERS AND HOW MUCH THEY HAVE GIVEN
REPORTS>GIVING>GIVING LIST
eg. 01/07/20XX—30/06/20XX
Group by: Giver
Summary By: Yearly
Envelope: Start at 1
Option: Tick -Show Tax Deductible
Show Active Giver
Show Name
PREVIEW & PRINT

Updated September 2019
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APPENDIX B WWVP/WWCC POSITIONS IN THE PARISH

ACT PARISHES

Ministry positions requiring WWVP registration.

Church workers holding the positions below and/or participating in and delivering any of the following activities should hold
a WWVP registration. Please note this list is not exhaustive.

e  Parish Priest, Parish Administration*, Assistant Priest

e Deacon

e Sisters and Brothers in Apostolic Life

e  Sacristan

e  Youth Minister, Youth worker

e  Pastoral Association , Family Minister, Pastoral Associate

e Sacramental Co-coordinator, Sacramental Catechist, Home group leaders
e Children’s Liturgy Co-ordinator, people engaged in Children’s liturgy

e Children’s Choir leader, Children’s Choir assistant

e Catechesis of the Good Shepherd

e Catechist

e Junior Legion of Mary

e Acolytes

e  Special Ministers of the Eucharist who do home visitation to the sick and/or elderly.

NSW PARISHES

e  Parish Priest, Assistant Priest, Parish Administration

e Deacon

e Sisters and Brothers in Apostolic Life

e  Sacristan

e  Youth Minister, Youth worker

e Pastoral Association , Family Minister, Pastoral Associate

e Sacramental Co-coordinator, Sacramental Catechist, Home group leaders

e Children’s Liturgy Co-ordinator, people engaged in Children’s liturgy

e Children’s Choir leader, Children’s Choir assistant

e  Catechist

e Junior Legion of Mary

e Acolytes

e Special Ministers of the Eucharist** who do home visitation to the sick and/or elderly or regularly assist with a Mass
especially for children i.e. School Mass or Confirmation/Communion Mass

Updated September 2019
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