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Taking the trepidation out of your end of year
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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
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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

- Famidy Directory ey

7 ammidy Uit Me~ter Lnt Lacramerts

Family List
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Auditin g family d at a 5 Collaborative Education

» Review and correct any blanks for Mailing Name, Primary
Address, City, State/Region, Postal Code

- * Cabon P - = Wrap Text General
-a -
Paste - B J g - ixE = oid Merge & Center - $ - % .
Al -
A C D E

| 2 lFamilx - lMailing Name * Envelog -~ E-Mails -~ Primary ~ Prim.

2 Abu-Ghazal 21 sonarwz »wzaleh 605-582-2 8901
” 3 Addy, Tami £l somnzwoa 354 605-296-3 1201
I 4 Aden, Marl Sort by Color > 2 605-425-2 PO B

S Abhlers, Alidi 3 605-247-3 2502

6 Ahlers, Rob a4 605-247-3 1414

7 Armmold, Gec " 6 gkarmnold@&@ 605-425-2 PO B
‘ 8 Awvery, Jona Text Elters = 12 javery3S@ 605-339-1 1613

9 Avery, Man ea o 30 (605)339-11613
l 10 Baldwin, Ju« 7 (Select AN) i 4 605-425-2 PO B
| 11 Barnett, Jol . Abby Duling : 8 605-425-2 318 ¢
| 12 Barnhouse, v Alimion Knkhammer 9 605-425-2 3411t

- v Armvy Behrendt >

13 Bartling, Be = bak 10 dobb@tric 605-425-2 S00 1!
5 14 Bassett, Ca: + Basil and Kelly Knebel 387 cjbassett2 605-695-8 311\

15 Beck, Glend ¥ Casey Bassett 377 605-523-2 351 ¢

v Clayton Hess x _

| 16 Behrendt, A = vy, k) K - 605-425-2 300\
* 17 Bellack, Ant Prair
! 18 B.erens, Joe [ ox ] P = berensimeg 605-297-1 4573

19 Bies, Allen & 16 605-425-2 4451
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iLP.A.C.E.
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

Home Family Directory Offering Administration
Funds Batches Pledges Posting Contribution List Giving History Ir Reports Settings
Fund Management St Mary, Salem
Fund 2 Description Fund ID Tax ible Tuition Fund Require Pledge
Yes
& 400-05-08 All Saints 1593 (v]
@ 400-05-12 All Souls 1597 2
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Statement ge neration A Collaborative Education

HELP - CONTACT - HOME - SIGN

e~
connec.Now Fam"y SUite Our Lady of the Ledger, Saint Petersh

cdandaraw600 (Christine Dandar,

Home Family Directory Faith Formation Offering Ministry Scheduler Tuition IQ Administration

Funds Batches Pledges Posting Contribution List Giving History Import Reports

Offering Reports Our Lady of the Ledger, Saint Petersburg
Select Report Filters = Template  Givers
Catego Report
i - Description Fund #

Audit E-Statements

Batches Postings

Contributions Statements Christmas 400-20

Pledges Summary Church Maintenance 900-02
Offertory 400-01
Pilgrimage Fund 900-01

* All funds listed are tax-deductible

ParishsoFT
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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

Filters  Template Givers
All 10 records on this page are selected. Select all 156@
v  Description Fund #
2006 Support 4110
2007 Support 2007 Support
2008 Support 4110
j\ [Vl 2009 Support 2009support

@nshscu-—r
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Statement generation

» Contribution Date range should be entire year

Contribution Dates

1/1/2016 B to 12/31/2016 ]
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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

Type of Report Report Content
Summary e Family
e Detail Member

.
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Statement ge ne ration ¥ Collaborative Education

) FO r Am ou nts’ Offering Reports TR R =

Select Report Fund Template  Givers
yo u m ay e nte r Category Report Options

Audit Postings Report Format Delivery Format Sorting
i Contributions:
m 1 1 m m Bl SRS ® Detailed Paper Statements
a I n I u ’ u Contributions Summary
S
Pledges Tax Receipts summary ® Electronic Statements
n Ot a Filters
Dates Amount
maximum!
¢ 1/1/2016 @ o 12312016 & ——

¢ Include $0 Contributions

» Be sure to

Family Detail Statements Membership Givers
h I Funds Selected Statement Date Family Registration: | Registered ¥ S Show fltered aivers
u n C eC ( ofoi:67 Y2016 Family Group: | Active v Show all
Givers Selected Contribution Dates Family Workgrowps: [Al G = Show all except filtered givers
10 of 1506 1/1/16 - 12/31/16 ) oo Show non-givers
n C u e ) . ) Member Workgroups:
Registration Status Total Given
Registered $-9
C . b . Contribution Source Electronic Statements
Ontrl utlons ® Family
¢ Include givers who have opened electronic
Member statements

¢ Include Member Contributions in Family
Statements

=
v

< Previous Ne:

|
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Statement generation
» Membership Filters

Many organizations choose to run different sets or letters for
Registered vs Unregistered families. All groups should be selected.

Membership Filters
Family Registration: Both

Family Group: |All Groups \
Family Workgroups: | All Groups \
Member Workgroups:
Electronic Statements

[ Jindude givers who have opened electronic
statements

ParishsoFT
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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

Membership Filters

Family Registration: Registered

Family Group: | All Groups

Family Workgroups: ' All Groups
Member Workgroups:
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Statement generation

» Givers may be displayed as below

» Show filtered givers will match your Membership Filters
» Click Next

Givers

e Show filtered givers

Show all
Show all except filtered givers

ParishsoFT

Connecd oo



Statement generation

» Statement Date will print on the letter

Statement Dates
Statement Date @

1/1/2017 =
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Statement generation

» Body of Statement enables you to create a new template
or grab an existing template

Body of Statement

Include a customized message in your statements. You may create a new message template by choosing (New
Template) or edit an existing template. Template is limited to 1500 characters.

(None) v
(None)
{ (New Template...)
1 eoyletter
progresscontribreport

2014nondeductpreview

zero giver report < Previous NI

ParishsOFT
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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

)\d rop down box

nnnnnnnn
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Body of Statement

Include a customized message in your statements. You may create a new message template by choosing (New
Template) or edit an existing template. Template is limited to 1500 characters.

(New Template...)

New B
Arial V| (FontSize) (¥//B I U|= = = =/ A
testing |
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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

oren | P2 B & X | [1]z2 | [N € | [519% =] | 7] =

Signature
The signature associated with your prints. Ko Dam Serrro
(None) v Ky Danitl Morns
Reo. D. Merno
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Givers

Fund ~ Fiters = Template m

»Pop-up

[] Family Name Primary Address Env # # of Fund
Blocker... be
sure enab I S POP' ["] Abell, Joseph and Joanie 1403 N Chapelcross Loop 30
u pS for a|| of the (] Alcorn, Harry 9000 US Hwy 192 # 480 12

. . [ ] Alindogan, Elizabeth 10619 Lithia Estates Dr 43

ParishSOFT site!

] Andrews, Herb 10436 S Kirkham Ter -
4 Th (S tOta| [7) Campbell, Drew 202 Stahls Way

[ ] Campusano, Maria 6271 Osprey Lake Cir 26
number of iz ' : ' :

- Cassia and Lopez, John

- 5535 20th Ave N 1
records appears and Mary

= 2293 Cumberland Cirde
at the bottom. 23 Do, Eridge 2602

Lockheed and Smith-
YO u ma'y C h ec k [} Lockheed, John and 6363 9th Ave N 11
. Rebecca

the box to view a

[} Loose, Cash 1203 N Nebraska Ave

j\ record. @3 (22Records) < | 1 2>

ParishsoFT

Connecling People and the Church
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Selecting Givers

) TO ISSU€e a” Fund  Fiters = Template m
State me nts @ Family Name Primary Address Env # # of Funds
click the box
[} Abell, Joseph and Joanie 1403 N Chapelcross Loop 30
to the left of
U] Andrews, Herb 10436 S Kirkham Ter 4
Fam | Iy N ame (] g:;sr:aa?:d Lopez, John 5535 20th Ave N {
I Lockheed and Smith-
} TO I SS u e a' @Lockheed, John and 6363 9th Ave N 11
c Rebecca
single
g ] Putman, John and Mary 125E Orange 2
State me nt C I IC k Quinternero and Lopez-
(] Quinternero, John and 6363 9th Ave N 13
the box to the Rebeccs
"] Zaloga, Maureen 461 Centerwood Dr 113
left of the

,‘\name « oo

ParishsoFT
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Options & Details

» Ciriteria for statements is displayed in the bottom left
hand corner

ParishsOFT

Connecling People and the Church

Family Detail Statements

Funds Selected
70f 7

Givers Selected
22 of 22

Registration Status
Both

& Parish Administration &
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Statement Date
1/1/2017

Contribution Dates
1/1/16 - 12/31/16

Total Given
$5.00 - $1000000
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» Check the box next to a giver, click View Statements to
see in PDF format

A
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Filters

Family Name

Abell, Joseph and Joanie
Alcorn, Harry

Alindogan, Elizabeth
Andrews, Herb
Campbell, Drew
Campusano, Maria
Cassia and Lopez, John
and Mary

Dillon, Bridget

Lockheed and Smith-
Lockheed, John and
Rebecca

Loose, Cash

Page 1 of 3 (22 Records)

Print Labels

1

Primary Address

1403 N Chapelcross Loop
9000 US Hwy 192 # 480
10619 Lithia Estates Dr
10436 S Kirkham Ter

202 Stahls Way

6271 Osprey Lake Cir

5535 20th Ave N

2293 Cumberland Cirde
602

6363 9th Ave N

1203 N Nebraska Ave

2 3 [>

Env #

# of Funds

12
43

26

11

< Previous

View Statements
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View ALL Statements

g CheCk the bOX Fund  Fiters = Template m
Dir’ectly to the All 10 records on this page are se e::ec

I t F . I Family Name Primary Address Env # # of Funds
eft of Family
N am e [v] Abell, Joseph and Joanie 1403 N Chapelcross Loop 30
[v] Alcorn, Harry 9000 US Hwy 192 # 480 12
) C | ic k th e SeleCt [¥] Alindogan, Elizabeth 10619 Lithia Estates Dr 43
. [v] Andrews, Herb 10436 S Kirkham Ter B
AI I ReCO I’CI S I I n k [v] Campbell, Drew 202 Stahls Way
to Vi eW a_l I [v] Campusano, Maria 6271 Osprey Lake Cir 26
& Cassia and Lopez, John 5535 20th Ave N ,

and Mary

[ Dillon, Bridget 2293 Cumberland Cirdle

#602
Lockheed and Smith-
[¥] Lockheed, John and 6363 Sth Ave N 11
Rebecca
[¥] Loose, Cash 1203 N Nebraska Ave
Page 1 of 3 (22 Records) FE2 Sl >
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Statement example

» Addressesare == = % =L S -2 o a8~ &

Our Lady of the Ledger Statement date: 01/0°
PO Box 42200 ID # 137827 Em

Saint Petersburg, FL 33743
formatted to  sgmeeer
. o training@dosp.org
fit in a number
|0 window
Mr. Joseph Abell Jr. and Mrs. Joan Smith-Abell
1403 N Ch I L
envelope e e

» Details of

tra-n SaCtlons Family Contributions - Detail Total Contributions: $37.00

h I RS Period 01/01/2016 - 12/31/2016 Period 01/01/2016 - 12/31/2016

b Date Check # Amount Fund Date Check # Amount Fund
required tax ines s S8 oreay

01/11/16 365 $5.00 Church Maintenance

b 01/10/16 123 $10.00 Offertory
rece I Pt 01/10/16 $2.00 Offertory

ParishsoFT

Connecling People and the Church




Labels

» You may
choose to
print labels
by clicking

Print Labels

» Order of
the labels
will be Last

Name, First

Name

le Vl.l
ParishsoFT

Connecling People and the Church

v | 9 Y Page |1

Mr. Joseph Abell Jr. and Mrs. Joan Smith-
Abell

1402 N Chapelcross Loop
Crystal River, FL 24429

Anne Andrews
10428 S Kirkham Ter
Homosassa, FL 24448

Mr. John Cassia and Mrs. Mary Lopez
5535 20th Ave N
St. Petersburg, FL 33710

1202 N Nebraska Ave
Tampa, FL 326802

“v]l of [1 -

Mr. and Mrs. Harry Alcorn
9000 US Hwy 192 # 480
Clermont, FL 34714

Mr. and Mrs. Drew Campbell
202 Stahls Way
Plsinfield, NJ 07060

Mrs Bridget Dillon
2293 Cumberland Circle #602
Clearwater, FL 33763

PDF

I PA.CE.

& Parish Administration &

v 2

Ms. EI
1081¢
Lithia

Ms. M
6271
Rivery

Mr. Jo
Smith

6383
St. Pe

2 Collaborative Education

uite
;f;fering

fion List

Fund

All 10

2

i__: CN Training

Ministry Scheduler

Giving History Img

Filters Template

Family Name

Abell, Joseph and Joaniq
Alcorn, Harry
Alindogan, Elizabeth
Andrews, Herb
Campbell, Drew
Campusano, Maria
Cassia and Lopez, John
and Mary

Dillon, Bridget

Lockheed and Smith-
Lockheed, John and
Rebecca

Loose, Cash

Page 1of 3 (22 Records)

Print Labels
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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 $$%$%$9% and ¢¢¢dd saving the parish money!

Separate workshop available on electronic statements —
document available on website

.
ParishsoFT
Connecling People and the Church
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EOY additional resources

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

ConneclNow
FAM"_Y SU'TE End-of-Year Resources

| CONTACT SUPPORT ‘

EOY k Checklist
WEBINAH Before running your End-of-Year (EOQY) contributions statements, it's important to do some advanced preparation to
o ensure that your statements and your mailing information are accurate and complete. This checklist outlines the steps
you'll want to complete for your EQY processing. Step-by-step instructions are available in both the ConnectMow

online help for EQY and in the video below.

EQY Webinar

. Audit family names and addresses.

. Review fund names and settings for accuracy.

. Make sure all tax-deductible contributions are posted to the correct calendar vear.
. Optional: Create a signature image to insert into your statements.

. Print your statements if vou're ready now.

Our recorded webinar on
ConnectMow Family Suite
End-of-Year (EQY)
processing walks you through
the steps you'll need to get
accurate contribution
statements to your donors.
This session also covers how
to generate electronic
contribution statements and
deliver them to your donors
via My Own Church.

R

Electronic Statements

Electronic contribution statements are a new addition to ConnectNow Family Suite's Offering and Pledges program.
They're simple to create and deliver to your donors.

1. Details about Electronic Statements

2. Video: Generating Electronic Statements
3. Video: Retrieving Electronic Statements

Watch the Webinar »>

Training
Get maximum producivity Video: Creating Printed Statements

and efficiency available
from your software.

With our virtual classroom

and video courses, it's easy

for your veteran {and naw)
—=slaloonborclo oo

This video will walk you through the checklist steps needed to process year-end (outlined above). From simple audits
to printing donor tax statements, you'll learn how to get accurate Contribution Statements and have them delivered to
the correct place the first time.

High-speed Internet is required.

le Vl.l
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Thank you!




