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What steps do I take?

 Audit family names and addresses

 Review fund names and settings

 Make sure all tax-deductible contributions are posted to 

the correct calendar year

 Customize the design of your statement (optional)

 Generate your statements

 Print or post electronically



Auditing family data

 Click on the Export to CSV icon

 Notice the file downloaded to the lower left corner of 

your screen

 Click on link to open the file in Excel



Auditing family data

 Review and correct any blanks for Mailing Name, Primary 

Address, City, State/Region, Postal Code



Auditing Fund data

 Only Funds that have Tax Deductible checked should be 

included in your Statement.  Review these funds for 

spelling errors and accuracy in the Tax Deductible field

 Funds, Filter on Tax Deductible=Yes



Statement generation



Statement generation

 Select ALL Funds by checking the box next to Description

 Only Tax Deductible funds will be listed

 A pop up message will appear to select subsequent pages of 

funds

 Click NEXT



Statement generation

 Contribution Date range should be entire year 



Statement generation

 Detail statements are required by IRS (date and amount 

need to be reported)

 Usually posting is done by Family, if you have some 

Member level postings, you will need to generate 

statements selecting Member also



Statement generation

 For Amounts, 

you may enter 

a minimum, but 

not a 

maximum!

 Be sure to 

uncheck 

Include $0 

Contributions



Statement generation

 Membership Filters

 Many organizations choose to run different sets or letters for 

Registered vs Unregistered families. All groups should be selected.



Statement generation

 Membership Filters

 You may subset your letters in workgroups

 Keep in mind that if a person is NOT in a workgroup, they 

will NOT receive a statement



Statement generation

 Givers may be displayed as below

 Show filtered givers will match your Membership Filters

 Click Next



Statement generation

 Statement Date will print on the letter



Statement generation

 Body of Statement enables you to create a new template 

or grab an existing template



Statement generation

 Type the 
contents of 
your statement 
in the text box

 After complete, 
be sure to give 
it a name and 
click the Save
icon

 Select this
letter from 
drop down box



Statement generation

 The pastor signature may be uploaded to print on this 

statement

 Have the pastor sign a sheet of paper and scan it as a PDF 

document 

 Using your snipping tool, select the best signature and 

save as a .jpg file



Givers

Pop-up 

Blocker… be 

sure enable pop-

ups for all of the 

ParishSOFT site!

The total 

number of 

records appears 

at the bottom. 

You may check 

the box to view a 

record.



Selecting Givers

 To issue all 

statements 

click the box 

to the left of 

Family Name

 To issue a 

single 

statement click 

the box to the 

left of the 

name  



Options & Details

 Criteria for statements is displayed in the bottom left 

hand corner



View Statements

 Check the box next to a giver, click View Statements to 

see in PDF format



View ALL Statements

 Check the box 

Directly to the 

left of Family 

Name

 Click the Select 

All Records link 

to view all



Statement example

 Addresses are 

formatted to 

fit in a number 

10 window 

envelope

 Details of 

transactions

are the IRS 

required tax 

receipt



Labels

 You may 

choose to

print labels 

by clicking 

Print Labels 

 Order of 

the labels 

will be Last 

Name, First 

Name



Electronic Statements

 Requires My Own Church to be up and running

 Makes End of Year Statement available in the individual’s 

Family Giving tab of My Own Church

 Makes $$$$$ and ¢¢¢¢¢ saving the parish money!

 Separate workshop available on electronic statements –

document available on website



EOY additional resources

Help.parishsoft.com/eoy/cn-family-suite.htm



Questions



Thank you!

Ryan Schreiber

ParishSOFT


