Software Update and
Sync Instructions

Download any available program updates

1. Open Church Office. Not e: I n a network env
2. On the Ribbon Bar select the Online Resources page.
3. Choose Check for Program Updates.
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4. Verify your E-mail address and click Check

Check for, Program Updates

Pragram Lpdates ] Froxy Senver Options ]

The program will now checkta see if there are any updates awailable. “ou are
currently running wersion 5.0 A (Build 631,

First, it will chedk to see if there are any updates available on the PDS website an the
Internet. If necessany, wou will be prompted to connect to the Internet.

If an Internet connection is not present or no web updates are found, then it will check
for updates locally that have been downloaded by other users.

A church e-mail address is required for loading the update. Please werify the e-mail
address given below then click Chedto continue with the update process.

E-mail Address; solution=i@parishdata.com

Also, there is 3 new calendar of training classes far this product taught ower the Internet.
To learn morne wisit our web site at:

vy, parishdata, comdraining

Cancel

5. If a Church Office update is available for download, click Yesto allow the program to download and

POl SE-RCH SITE g0

SUPPORT TRAINNG SHOP LOGIN PAGES DOWNLOADS SERVICES CONTACT
Home Church Office V6 Auto Update
Solti Church Office™ Update (All Versions)

olutions You are now ready to update your program. After reading the text below, click on the "Yes’ button at the bottom of
Products this window to start the update process. Once downloaded, you will be prompted to click on an "OK’ button
Senvices to complete the update.
Support When your Church Office™ program restarts, you will 362 & message on your screen simiar to the image below. This message
Diwnloads will continue to be displaysd whils your data is being updated to the latest version. This update may take a few minutes. Please DO
Login Pages HOT stop this process
Special
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My Account
Call Suppart
Preferred
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About PDS
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Your new version
will appear here.

+ Updating Datarto...
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A nevver version is available. Do you want to dovenload and install the Church Office 6.0 B updste (12.9 MB)?




6. Click OK to restart the workstation when requested by the software.

8.

Information

. l ) Click OK to finish the update and restart.

! The program must be restated to complete the update.

16! Setup - PDS Church Office
Installing

Please wait while Setup installs PDS Church Office on your computer.

Extracting files...
CAPDSChurchPDS Church. exe:

=S

[lllll

Cancel |

If you are in a network environment,

the program. They simply need to cli

The update will install itself and restart Church Office.
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after the first workstation has restarted Church
Office, other workstations on the network will see a prompt the next time they restart

ck Yes to apply the update.
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Configure 2" ID Number

The 2" ID Number is used to link the family record between the local church database and the diocesan
database. It should be visible, but not editable.

On the Ribbon Bar select the Setup/Admin. page.

In the Setup section click Setup Options

Choose ID/Envelope Number Options

Put a dot next to Display the 2% ID Number.

Check t hDeo nbéotx Alol 8w Changes
Click SaveOk, then Close

ID Number/Envelope Number Options g|

BRI .

Family Information

@ Crizplay second |0 numbers on the Family Detail screen. Con't Allow Changes
O Lo HOT display second ID numbers on the Family Detail screen.

Automatic Assignment

When you add 3 new family, the pragram can automatically assign the next available I ar envelope
number. Mote: Only numeric walues can be assigned this way.

Automatically assign family ID¥enwelope numbers. Start with I 100
DAutomatically assign second 1D numbers. Start with I

SawelOkK

Family Synchronization
Family Synchronization is managed through the Church Office program.

Step 1. Mark Families to Synchronize

The program must know which families should be shared with the diocese. There may be many families
entered into the program which ar e nodronzadwiththe r e
diocese for a variety of reasons. Check with your diocese for the official policy.

The easiest way to indicate that a family should be synchronized is to check the Synchronize with Diocese
box on the Families Primary Information screen.

VYO OvyElEILe ) - Parish Data System - Church Office =1
Information Setup / Admin. Backup /Restore / Test / Fix Data Sync. Online Resources Help / Suppart
= =) Text for Family Mame Search... @] sve © %:rﬁu
4| Order by: ID/Env Num - Delet:
Dashboard Families Members  Contributions PR RS Members ~ Cancel €3 Family
Dita Screens Navigatian Tasks
Familizs &i‘ IDfEnwelope: |1 Avail?  2ndID: | 1000031 [ inactive
[ pata Entry Family Name: [van Loon,Jetfideane), hihi (] P Y )
on ¥ Shaw Mame Farmats

Registered 10051982 [E]|[¢] Envelope Uszer Synchronize with Diocess
- Status: Maried “  Left Parizh

e Strest Addr: | 14430 N 15th Ave #Apt 30 Map
Individual LeHer, Label AddrLine 2

City/State Fhoeniz, AZ v | ZipPastal: |s5023-5707 f
Listing Screen [] send No Mzil Geog. Area:| 21-3%
Reparts -
E-Mail jiwanloon @PDEDema. com
Quik Posting Send E-Mail Instead of Mail when Possible =
Fhones
Prosesses -
Exit Program Fhone Number Bescription Unl | A Description a
» (G0z) 2789032 Home r Delete B Founding Family
(602) 3942334 Cellular r o p—
(602) 398-4324 Altemate Address | ¥ | | Reorder Census Card Returned
Active In Block Wateh
Remaks
Originally frem From £kron,OH. Jeane's parents were founding members of A
stuiith fund raisets and
b
v
Insert | Line Delete, Reorder
Funds Used by this Family: 1,2, 3, 4,5, 6.0 Number of Members: 7 Sereen Changed:  06/15/2008
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If you have some common information that allows you to easily identify the set of families that should be
synchronized, you can use the Quick Posting of Synchronize With Dioceseprocess to quickly check all of the
boxes for the appropriate families.

On the Ribbon Bar select the Information page. In the Data Screenssection click Families. In the Other
Taskssection click Quick Posting. Finally, choose Synchronize With Diocese

Step 1. Configure the Web Service

The first time you synchronize,y ou  wi | | have to configure the web
easily skip over this step by just clicking Next.
@ VYOO EPERLe ) - Parish Data System - Church Office - 0O x

Infarmation Setup { Admin. Backup [ Restore / Test / Fix Data Sync. Online Resources Help / Support

@

Synchronize with Synchronize with PDS Connects

Ministry Scheduler Diocese
Data Synchronization

Click the Data Sync ribbon..

Choose Synchronize with Diocese

Select Web Servicedfor the Transfer Type.

Kathy Papalia from the Diocese of Erie will send you an e-mail with your settings for Organization ID,
Password, Web Service, Web Service ID, and Web Service Password.

Diocesan Synchronization EJ

1.
2.
3.
4.

Diocesan Connection Information

Thiz process transfers information from your church or school to the diocese. Before the informsation
can be transferred you must setup information about the Internet connection. This information should
be provided to you by your diocese:

Weh Service:
Organization |0 3333331
Passward: L
Internet Server: httpe il ocalHostiDCAWWSDioOHiceWWs dilbin

Wyeh Service D

Weh Service Password: Testthe Web Service Connection

[ = Back | Mext = Cancel

5. Copy and Paste (do not type manually) these from the e-mail. You can use the standard windows
keyboard shortcuts (CTRL+C to Copy, CTRL+V to Paste).
6. Click the Test the Web Service Connectiobutton. Contact Kathy if you receive a message other than

the one shown below.
7.1 f you get “Test Complete” click OK and then
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(nformation Note, once you have successfully setup this information for your
\i) Test Complete. The Web Senvice was susoessfully acsessed. church it will remain the same unless the diocese resets the
password for your church. Once setup, you will typically just click
Next to skip over this information.

Step 3. ldentify the Set of Families in the Church

On the next step of the wizard you will have to identify which families should be synchronized with the diocese.
Choose the first option to take advantage of the Synchronize With Diocese checkbox on the families screen.
Only those families who have this box checked will be synchronized. Otherwise, enter selections to represent
the set of families to use. If you enter any Additional Selections, these will be in addition to those options
selected at the top of this screen. Click Next to continue.

Diocesan Synchronization g]

Select the families to send to the diocese from your data
Synchranize with Diocese Option
Only Include Families With the Synchronize with Diocese Checkbox Marked.

Active fInactive Restrictions
Include Active Families.
Include Inactive Families.

1D ¥ Enwelope Mumbers
[ ]only Include Families With IERy Mumbers:

Additional Selections

) Choose recards where of the conditions in the following sub-section are true
@ Famlractive is equalto Mo or

@ & of the conditions in the following sub-zection are true
ZH0 Fam Keyword Description is equal to Sync \Aith Diocese  and

23 FamInactive iz equalto Yes
< Click, here to add new condition »

Clear Selections |:| Exclude rather than include the selected records.

= Back Mext = Cancel

6. Use this screen to identify the families in your church. This can be entered using the Synchronize With
Diocese or Active/lnactive checkboxes at the top; as a set of ID/Envelope numbers, or using Additional
Selections (these work exactly the same as Additional Selections for reports).

If you enter ID/Env Numbers as a range, enter the starting number, a colon, and then the ending number. For
example “1:2500".

Once configured, the program will remember these settings. This screen is typically NOT changed once it is
initially setup.

On this screen you must identify the set of families that represents the entire churchit is important that

you do NOT try to identify specific individual families. For example, in a couple of weeks, you recently added
severalnew families’™ screens. Do not try to help th
ID/Env number box. The program is expecting a set of families that represents the entire church
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Step 3. Start Check

Diocesan Synchronization

X

Check for additions, deletions and changes

Before sending your current information to the Dioceze, we need ta gather all the additions, deletions and
changes that will be made to the data, This includes changes made by you being sent to the Diocese and
changes made by the Diocese being sent back to you. After the information is gathered, you will be given
a chance to review these changes before they are made to your current data and sent ta the Diocese.

. StartCheck |
Current Status:

Print

= Back I Finish J Cancel

7. Click the Start Check button in the upper left corner. The program will compare the families you have in
your database with the families the diocese has in their database. Any additions changes or deletions will be
identified.
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Step 4. Review Additions, Changes, and Deletions

Diocesan Synchronization @

Review additions, deletions and changes
The following is & list of the additions, deletions and changes tothe data. On the screen below you can
chionze to accept or reject the addition, deletion of change. “ou can alzo choose not to select either box
and so put off the decizion until the nesxt time vou do this process.

List of Requested Additions, Deletions and Changes _

@ All Changes O Families Added by the Church (1) O Families Added by the Diocese (0)
(:) Families Changed by the Church (1] {:} Families Changed by the Diocese (0]
(:) Families Removed by the Church (1)

i Y
i | R Ce bo 12 b
I~ I~ Delete Family 206 Galdavarthy,Jason, br.
3 I~ Added Family 7802 M arcinkus, Rita, hs.
3 |7 I_ Changed by Church 1 Wan Loon,Jeffileane]),bdfhd

b
4 *
(][ «] AcceptAll | RejectAll || Clear Al

= Back Mext = Cancel

This screen allows you to review all information being sent to the diocese.

5/11/2010, 1:46 PM

At the top of the screen are several radio buttons allowing you to filter what is displayed in the list. You can

limit the list to just:
e Families Added by the Church
Families Changed by the Church
Families Removed by the Church
Families Added by the Diocese (uncommon)
Families Changed by the Diocese

For each entry you must either check Accept Request or Reject Request. If you uncheck both entries the

program will redisplay the family for review the next time you attempt the synchronization.

8. Use the navigation control at the bottom of the screen to display other records.
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9. Click the Details of the Current Item tab to display for information about a specific family.

Diocesan Synchronization

Review additions, deletions and changes
The followving iz & list of the additions |, deletions and changes to the data. Onthe screen belowy you can
choose to accept or reject the addition, deletion or change. “ou can alzo choose not to select either box
and o put off the decision until the next time you do this process.

Display: (%) Showr Al Mon-Blank Lines () Show Just the Red Lines () Show Al Lines
Action to Take: (#) Accept Changes () Reject Changes () Do Mothing
Church Data With Changes =¥ Diocesan Dats Being Changed 5
2nd 1D 1000031 1000031
Farmily Marme Yan Loon Jeff{Jeans) i “an Loon, JefflJeans) M
Mailing Marme he. & Mrs. Jeff Wan Loon Me. & Mrs. Jeff “Wan Loon
Formal Salutation | kr. & Mrs. Wan Loon hlr. & Mrs. Wan Loon
Infarmal Salutation | Jeff & Jeans Jeft & Jeane
Drate Redistered 10031 393 100031 393
Frimary Language | Englishi{MALE) English(MALE)
14430 M 15th Ave # 30 = (14430 1 19th Ave #opt 30 K
= Back Mext = Cancel

If either the church or diocese has changed information it will be highlighted in red. Use the option at the top of
the tab to show just the red line.

10. Click Nextwhen you are finished.

NOTE: The very first time you synchronize with the diocese,allo f your famil i es wi ||
by the Church?”. T h Yosir firstsynahronizatian will takedongertharenorinad ak .

the program uploads the initial set of families. Your second synchronization will take longer than norah
as the program downloads newly assigned'®ID Numbers. This is the link between the two systems. Do

not manually change the 2" ID Number for a family unless instructed to do so by the diocese.

After the family has been uploaded for the very first time they will be assigned a temporary 2" ID Number that

begins with an asterisk. For example: *1234. This number will be replaced with a permanent number after the
diocese performs the first synchronization step on their side.
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Step 5. Post the Additions, Changes, and Deletes

Diocesan Synchronization

x)

Updating the data with additions, deletions and changes
Press the 'Start Update' button to begin the process of applying the additions, deletions and changes
that you sccepted on the previous screen to the Diocesan data and to your data.

. Start Update |

Current Status:

Print

= Back Einish Cancel

11. Click the Start Update button.
12. Use the Print button if you need to print a copy of the changes you sent up to the Diocese.

13. Click Finish to complete the process.

Remember, your first two synchronizations will take longer than normal.
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Synchronization Issues for Cluster Churches

If your church is part of a cluster (several churches served by the same staff on the same computer) then there
are some additional issues to be aware of.

Icons
PDS will set up several icons so that cluster churches may access their database.

The main Church Office icon is used to access all families within the cluster. Use this for your day-to-day work
and when you want to do bulk mailings including all churches in the cluster.

There will be additional Church Office icons to access only the families and member for each church in the
cluster. Use these church specific icons when you add or remove families from the cluster or to synchronize
with the diocese.

For example if you have a cluster of St. Mary, St. Mark, and St. Paul, there will be 4 icons total. Using the
main Church Office icon will open the database and show you all families in the cluster. Use the St. Mary
Church Office icon to access the database and only see the families and members for St. Mary.

Synchronization

The synchronization process works the same as previously described. However, you must use the individual
church icons to synchronize the families. The diocese is still tracking these families as separate churches even
though they are served under a common cluster.

Do Not use the main Church Office icon to synchronize with the diocese. Do not even bother to fill out the web
service configuration information for the main Church Office icon. Only do this within the individual church
icons.

Adding and Deleting Families and Members

The separate icons each represent a different view of the database. We have one shared view (which is used
when you need reports of everyone across churches) and then individual views for each church. The main
Church Office icon is just a separate view of the database.

When you add a new family to the main Church Of
that family visible in any of the church specific views. Likewise,you woul dn’t expect t
St. Mary would make the same family visible in St. Paul. So, there is a minor amount of extra work that must

be done.

f
h

First, to recap a fundamental assumption, all primary day-to-day work is done from the main Church Office
icon.

After adding a family to the main Church Office
the cluster. This is not as difficult as it sounds and does NOT require you to reenter any information, but rather
just make a link to the family you just added.

1. Start the main Church Office icon.
2. Click Families.
3. Click the Add Family button.
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4, Browse through t

Add Family

Adding a Family

The list below contains family information that was sither previ
oriz currently in the Formation or School pragram

Iy delated fram this program

To use this information, select the family, then click the Use This Family button.
To enter a new family, click the Add New Family button

Mote: Memberinformation is not automatically added.

ID/Envelope

-
Number Street Addres.

Family Name

} Andersen,Joseph (June)Mr. & hirs,
Austin Harold (Donna)hdr. & hrs.
Cochrane Ben fifendy).hr. & Mrs 2

265 N Harris Dr

9328 E Pueblo Ave
11128 W Citrus Growe Wia
Cola Janice,Ms. 6610 M g47th Ave Ste 2
Dailey,George (Loma)Mr, & Mrs. 1904 W Villa Rita Dr v
< ¥

Find this Family: A4

Cancel Add

[ Use this Family ][ Add New Family ]

5.
6.
7.

he

Enter the Family Details and click Save
Enter any member information for the family.
Go back to your Windows Desktop and double click the icon that represents Church Office for the
specific church in the clustgou wish to add the family.

and

Here is where youactually add the family to the individual parish:

8. Click Families.
9. Click the Add Family button.

5/11/2010, 1:46 PM
ver i f yAdd New Faindymi | vy

10. Now you know the family is already in the database, find them using the Find this Family pull-down or

scroll through the list and click Use thisFamily.

11. Click the Mark All button to select all the family members.
12. Click the Use Marked Membersbuttons.

Add Family Members

Add Family Members

The list below contains member information thatwas either previously deleted from this program or
i curently in the Formation or School pragram.

To use this information, selact the member, then click the Use Maked Membens) button.

hark A b
to Add hember Name Relationship Date of Birth
P ™ [Hagan.Thomasg(Tomymir Father 03121962 |B
I~ Hagan,Theresa(Teri)[Humphrey],Mrs. | hiother 05131963 |A
[~ [HaganHeidifu ] Miss Child 07121992 |9
|_ Hagan, Thomas Tom),hr.,Jr. Child 03/20/1995 |6
v
< >
bt ade All ClearAll
Uze Marked Membens) Cancal Add

Just a few extra clicks and the family is visible in the main view and the specific church view.

In a similar manner if you add a member to an existing family in the main databas e

member to a specific cluster church. Again, this just involves connecting to the existing record, NOT re-

entering all of the data.

Li kewise, when you del
from the other “views”
Officeiconyou’ | | want t o fi

et e

n

of
s h

a
t

h
t

f
e
h

you’ I | have t
i 1y usi ngemaveiite o f
atabase. Once yo
ob by duplicati ng
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