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Introduction

Ask a question, get an answer. Parish 1Q
(Intelligent Query) provides a simple way to
build queries from your ParishSOFT family,
member, and contributions data. Just
choose the fields you need, select any
conditions, tell the system how to sort, and
execute the query. Parish 1Q returns only the
data you need. Print a list of the results,
merge to Word, or export data to Excel or
XML and use it any way you see fit...in any
application that accepts these formats.

You can save any Parish 1Q query and use it
again and again. Each time you run the
saved query, it updates with the most
current data from your ParishSOFT
software. Queries can be designated global,
to make them available to other authorized
users, or kept confidential so that only you
see the results.

Parish 1Q can also create static family
workgroups that you can use to send highly-
targeted communications to your families.

Parish 1Q gives you precise, creative ways to
analyze data on your families, members, and
contributions. The number of queries you
can run is practically unlimited, but here are
a few examples of questions asked and
answered in some of parish customers’
offices using Parish 1Q:

“Of our families with children in Religious
Ed, which adults are not volunteering in
parish ministries?”

“What is the average age of the registered

adults in our parish; and what are my age
demographics by ranges of 26—45, 46—65,
and 66 and older?”

“How many families registered within the
last 2 years; and how many registered
between 3—5 years ago?”

“Which families made an offertory pledge
last year but not this year?”

“Which of our older teens ages 15—19 have
been baptized but not confirmed?”

View a list of all families who are
contributing via Electronic Giving.
Compare their average pledge
contributions with families who pay by
non-electronic methods.

Whatever your question about families,
members, and contributions, you can get the
answers you want in just seconds.

About This Manual

This guide uses simple examples to illustrate
how to create and save a query, how to open
a saved query, and how to export your query
date to another format for use in other
applications.

The examples shown in this document use
demonstration data and do not represent the
actual records of any parish or diocese.
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Log I n 2. Enter the Username and

) ) ) Password that you use to access
Parish 1Q (Intelligent Query) is a desktop your other ParishSOFT applications
application that connects to a web service, and click Login.
making your ParishSOFT data available ParishSoft Parish Intelligent Query Designer :: Login

from your usual login. Bl

Username

| Bystam_admin |

TO Iog n: Pazsword

1. Double-click the Parish
1Q icon on your desktop.

[ togn ][ oo |

Database

CADemoD ata. mdb

3. The main Parish 1Q Query Designer
window will open. Use the controls
provided in the toolbar at the top of

Toolbar Controls the screen to use the query builder
as desired. (See page 8 to Create a

New Query.)

[ ParishSrfi Parish Intellipent Query Designer : C-\DemoData.mdb
| o Mew Query ||| Open Quary - ESave Query = i;Manage Queries | Execute Quary | ol Query Results - |G§5Advanced » ) About |ﬂExit PARISH IO

Query Parameters
Columns Retrieve Urique Recards Only: [] Conditions Sort Order
() Select records where all of the follawing apply Click here to add new column

Click here to add nevw column
Click here to add new condition

Records to Return: Query Properties
Name:

Query Results

Description:

Query DUID:  Owner:

Last Execution Date/Time:

|[never] |

Query Conditions:

Cancel
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Create a New Query

Parish 1Q lets you build a query by choosing
one field at a time. Each field results in a
column in your query results.

Fields are grouped into the following
categories: Families, Pledges,
Contributions, Funds, Batches, Members,
and Fund — Organization Summary,
Time_And_Talent, Sacraments, Religious
Education, view_QB_Pledges_2008 (Quick
Batch Pledges), and
view_QB_Pledges_2007.

Complete the following steps to create a new
guery using Parish 1Q. In this example, we
will find female members between the ages
of 18—45.

1. Click on the link
[Click here bo add new column] |

[wd ParishSoft Parish Intellige:nt Query

o Mew CQuery | | Open Qery ~ BS&

Query Parameters /

Caolumng

| [Click here ta add new caldmn]

2. Browse through the menu of
categories, subcategories and fields;
and click to choose the first field, or
column, for your query.

E('ﬂ ParishSoft Parish Intelligent {

o MEw DLery | | Open Query -

Query Parameters

Colurmns

Families

Fledges

Contributions

Funds

Batches

Mermbers

Fund - Organization Summary
Time_And_Talent
Sacraments

LS ReligiousEducation

T T YT YTETETETETTE

Families Y| Last Mame
Pledges 4 Suffix
Cantributions P Hick Mame
Funds | Full ame
Batches Y| Informal Mame
Members » Mailing Marme
Fund - Organization Summary ¥ Person Type

Entity Type ID
Member Type

If you would like to sort your query
on this field, click on the link

Hot sorted 4 choose either
Ascending or Descending.

To add another field, click on the
link [Click here to add new column] and
select the field you need. Repeat
adding columns and specifying
sorting options until you have all of
the query parameters (i.e., fields)
that you would like in your query.

To set any conditions for your query,
click the [Click here to add new condition]

link. Choose your field and specify
your condition statement. In the
example shown on the following
page, we have two conditions:
Member Gender Starts with F and
Member Age is between 18 and 45.
Condition statement options can
include:

starts with

contains

is equal ta

does not start with
does not contain
is not equal ko

is null

is not null



6. To save your query, click the

[=save Query ~ putton, type a unique
name, and click Save Query.

The columns (fields), conditions, and sorting
criteria, that you have selected for your
query will display in the three Query
Parameters windows (shown below). You
can remove or change these parameters—see
Edit Query Parameters on page 11 for
details.

BUILD & SAVE QUERIES

Columns Conditions

Eﬂ ParishSoft Parish Intelligent Query Designer : C:\DemoData.mdb

Sort Order

g Mew Query |/ Open Query - BSave Query - | s Manage Queties | “|Exedute Query ol Query Results ~ |L,’~“ Advanced - &) About

3 | Exit PARISH 10

Query Pardmeters

Columns Retrieve Unique Records Only: [

Conditions

SDROrder

() Members Full Mame a3 Members Full Mame : Mot sorted
() Members Age as Members Age : Descending
() Members. Contact Info Home Phone as Contact Info Home Phone Mot soted

() Select records where all of the following apply

[l () Members Gender starts with |

[l () Members &ae iz between 18 and 45
Click here to add new condition

() Members Age : Descending

Parish 1Q User Guide




Open a Saved Query

You can open queries that you have saved, as

well as any queries that other users have
saved and designated as ‘Global.’

1. Click the Open Query button and
select Open (or use the shortcut keys
<Ctrl + O>).

Eﬁﬂ ParishSoft Parish Intelligent Query Des

g Mew Query | | | Open Query - BSave [

~| Open Ctrl+0

Qluery Param _
|7 @ Fecent Queries 3
[re PRI

2. Click to select the query you need and
click the Open Query button.

Open Query From Database

Open Recent Queries

The Open Query menu has a Recent
Queries option that will display any queries
that you have opened in your current login
session. This list will be cleared when you
log out of Parish 1Q.

To open a recent query, click the desired
option from the list.

i | dMew Query |

Columng

[ ParishSoft Parish Intelligent Query Designer : C:1DemoData.mdb

|| Open Query ~ ESave Quexy = | i Manage Queries | | Execute Qu
<] Open Ctr+0 *

Query Paral

e Recent Queres  » | [ BlectronicBankingFamilies

() Families Mailing Mame as Families M ailing M am)
() Families. Bank Accounts is Enabled Electronic B

) Families.Bark Accounts Account Type as Ban|

Select Query to Open ... Bseu Qusiios:
Query Mame Date Created Date Last Modified  Owner Quern DUID
&EIeclrun\cBankingFamihes 20081118 21:08  2008-11-18 2108 {unknown} 4

&14_1 9B aptizedButotConfirmed  2008-11-18 21:08  2008-11-18 21:06  {unknown} 3

& FamileswithPledgesPaidinFul 20081118 21:01 20081118 2001 {unknawn} 2

&3 Females 1810 35 2008-11-18 1351 20081118 2052 {unknown} 1

Deszcription:

I

| [coneet |

By default, ALL queries, both global and
private, will display in the window any time

you open a query. To filter this view to show

just your private queries or just your global
queries, click the Show Queries lookup
table and choose the desired option.

Show Queries: | [GEREIEEENTT

Iwer Query DS

Global Queries Orl

inkmown) 4

12 14_19BaptizedButMotConfirmed
1 FamiieswithPledgesPaidInFul
123 Females 18 to 35

Manage Queries

You can also open queries
from the Manage Queries
screen. See page 27 for
details.



Edit Query Parameters

Once you set the parameters for your query,
you can move, change, or delete those
parameters using the Parish 1Q edit
functions—available from any link,
checkbox, or box (). The edit options
available from the boxes _J will vary
depending upon which one you select.

Edit Columns

To change a column, click the first link in the
Calurnns

row |(:J Members FuIINa#e,as Eull Mame : Mot sorted
and choose a new category and field.

To change the order of your columns, click
the box in the row you wish to move

Coldmns Fetriswve Unique |
(]Eount of Families. Bank Accounts iz Enabled Electronic B anking
Sarting b nts Account Tepe as Bank Accounts Acco
Diistinck onfaff alurmn
Move ko top
Move up
fove down
Move to bottom
Delete column
Colurnn type 4

and click either Move to top, Move up,
Move down or Move to bottom.

To remove a column, click the box in the
applicable row and click Delete column.

Aggregate or Simple Column
Types

You can use Parish 1Q’s aggregate function
to get a sum of any of the columns in your
query. To apply the aggregate function to a
column, complete the following steps.

1. Click the box [ for the data

element (i.e., column) you wish to
aggregate.

Parish 1Q User Guide
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2. Choose Column type >
Aggregate function.

[ Members First Mame a5 First Mame : Mot sorted

Sarking ¥ |column
Move up
Move down

Ceelete column

Column kype F Aggreqate Function

For example, if you wish to know how many
members each pledging families has, you
would add a member-related data element,
like Member First Name or Member Full
Name, to your query; set the column type to
Aggregate function, and execute the
qguery. Your member count would then

display in your query results.
Query Results \
come L X
» Fox 4318 Sa1] 2
Aarond aushard Family | 85770 a000
Abbeglenner Boo8 3000
Abbepers 6889 100
Abbottler £290 1000
Abeders 1 2000
Ahrams 1424 900
Ackermatski 2267 1500

Notice that Aggregate column types are
identified in your query parameters by the
term Count. In this example, Parish 1Q
changed our “Members First Name”
column title to “Count of Members First
Name” when the aggregate was applied.

To remove the aggregate function, click the
column’s box D, and select Column type
> Simple.

() Count of Families Bank &ccounts i
Sorting b nts Account T
Diskinct onjoff Dlurni

Move to top
Mowe up

Move down
Move to botkom

Delete column

Column type 3
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Edit Conditions

Conditions are If A, then B statements that
you apply to your data for statistical
analysis. You can apply one or several
conditions to your data using Parish 1Q.
Conditions default to the status of ‘all
apply’. You can change this setting to any

by clicking the all link and selecting any.
Conditions

[l () Members Gender | al
[l () Members Age izh any nd 35

l¥l You can ignore a condition within your
query by unchecking the box in the
applicable row.

To add a new condition bracket, click the
box (J in the applicable row and choose
Open new bracket. Use brackets to query
your database using a combination of any

and all statements.
Conditions

) Select recards where all of the follawing apply
Add new condition artz with F
Open new bracket meet 18 and 35

To delete a condition, click the box (1 in
the applicable row and choose Delete
current row.

Conditions

[ Select records where all of the folleing apply

[l () Members Gender starts wiLh/E)((

] Add new condition aftepCurrent B

[Cl  Cpennew brackepafter current
Delete current row

To edit the value of a condition, click the
applicable link, edit the value, and click off
the field.

Query Parameters

Columns Retrieve Unique Records Only: [ ]

Conditions

() Members Ful Mame as Ful Mame : Mot sorted

() Members &ge as Age : Mot sorted

() Families. Organization |nfo Organization I as Organization 1D : Mot sorted

() Families. Organization |nfo Organization Mame  as Organization Mame : Mot soted

[ Select records where all of the following apply
() Members Gender starts with |

[l () Members Age is between 18 and 35
[Click here to add new condition]

() Families. Contact Info Primary Phone  as Primary Phone © Mot sorted
{7 Families. Contact Info Email &ddress  as Email Address : Mot sorted
Click here to add new colurmn




Edit Sort Order

To change the way a particular column is
sorted, click the applicable sort link in either
the Columns window or in the Sort Order
window.

[ ParishSoft AIM Intellizent Query Designer
ry - [=|Save Query ~ | &Manage Queries | |Execute Query |l Query Results ~ | /% advan

i JNew Query || | Open QN

BuILD & SAVE QUERIES
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ed ~ & about | |Exit AIM IQ

Query Parameters

Columns \‘ Retrieve Lnique Records Only: [

Conditions

Son e~ __

() Families Family DUID as Family DUID : Mot sarted

() Members Age as Age : Not sorted
() Families. Orqanization Info Organization 1D as Drganization |0 : Descending

() Families.Orqanization Info Orqanization Mame — as Orqanization Mame : Mot sorted
() Families.Cortact Info Primary Phone  as Primary Phone : Mot sorted
() Families.Contact Info Email Address  as Email &ddress : Not sorted
() Funds Fund DUID as Fund DUID : Mot sorted
Click here to add new column

[ Select records where all of the follawing apply

[l () Members Gender starts with F

M () Members Age is between 18 and 35
Click here to add new condition

() Organization ID‘H)esc:ending

Parish 1Q User Guide
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Save a Query

Your Save Query menu offers the options

Save Changes, Save As, and Export

Query to File (see pages 18, 19 for more

information on the export process).

BSave Query | & Manage Quet

[]| Sawe Changes Ctrl+S
[ Sawve As ...

[ Ewport Query ta Fie

Save Changes (or the shortcut <Ctrl + S>
overwrites an existing query file. Save As
lets you create a new query file with a new
file name.

Global or Private
Designation

By default, Parish 1Q saves all queries so
that they are available only to your user
login. If you wish to share a query with other
authorized users, you can designate a query
as ‘Global’ by checking the Make Query
Global box.

Save Query As ... g|

(RN EEAIF ernalel embersdges] Sho 35

Make Ouery Global

[BSaveQuery l ’ Cancel l

You can share your queries with Parish 1Q
users in other parishes without giving them
access to your data using the Export Query
to File function. This export also lets you
share a query with another user in your own
office without making the query global for
all users. See page 18 for more information.
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Execute a Query

Once you have selected query parameters,
click the Execute Query button

[Bxecute QUENY. +o run the query and view
your results.

You can Edit Query Parameters (see page 11)
to refine your query as needed.

Once you have the results you need, use the
Query Results menu to export to Excel
(see page 19), merge to Word (see page 20),
generate an email address list (using
workgroups, see page 24), print results (see
page 23), or create a family workgroup (see

page 24).
[#] ParishSoft Parish Intelligent Query Designer : C:\DemoData.mdb
o Meswy Query | | | Open Query - B Save Query ~ | & Manage Queries | | Execute Query | ol Query Results » | 7 Advanced ~ &) About | 8 Exit PARISH IQ
Query Parameters
Columns Retieve Unique Records Orly: [ Conditions Sort Order
() Families Mailing Mame as Families Mailing Mame : Mot sorted () Select records where all of the following apply
() Families. Addresses Home Address 1 az Addresses Home Address 1 : Mot sorted [ () Pledges isPaidinFull is equal to Yes
Click any column header to Return ALL records, or just Query Properties identify the
sort by a different category the first 50, 100, 250, etc. name, Description, DUID, Owner,
Last Execution Date/Time, and
Query Conditions
i 1 " - I
Query Results l \ Records toRetun: AL %|  Query Properties
— o , ‘Addresses Home Address ‘Bddresses Addresses 'ﬂddless_es & w Name:
F amilies b ailing Mame 1 Hame City' Home Home Zip & — - -
4 State' Plus' FamiliestithPledgesPaidinFul
D' and s Kim & E agle 1000 Delhi Rd A Arbor bl 9405 1 Description:
Ms Teresa & Fear 855 E Mile Rd Whitmaore Lake ]l 9561 1
Ms Teresa & Fear 855 6 Milz Rd “whitrore Lake [l 9561 1
Ms Teresa & Fear 855 E Mile Rd “whitmaore Lake 5]l 9561 1
Ms Teresa & Fear 855 6 Mile Rd “whitrnore Lake [l 9561 1
Ms Teresa A Fear 855 6 Milz Rd “whitrnore Lake [l 9561 1 Query DUID:  Owner:
D and ke ‘william Gabriel 3450 Gettysburg Rd A Arbor bl 1541 1 2 {unknown}
D and s Wwilliam Gabriel 3450 Gettysburg Rd A Arbor bl 1541 1 Last Execution D ate/Time:
Dir and Mre williar Gabriel 3450 Gettysburg Rd At Arbor I 1541 1 11/18/08 @ 527 FM
D and s Wwilliam Gabriel 3450 Gettysburg Ad A Arbor bl 1541 1
Mr and Mrz Ralph Harris 323 Strawberry Lake A Arbor Ml 1 Query Conditions:
Mr and Mrs Ralph Harris 323 Strawberry Lake A Arbor bl 1 Pledges isPaidnFull is equal to Yes
Mr and Mrz Ralph Harris 323 Strawberry Lake A Arbor Ml 1
Mr and Mrs Ralph Harris 323 Strawberry Lake Ak Arbor bl 1
Mr and Mrs Frank Ingram 5088 Boulder Pond Anir Arbar [l 1 &
< >
(© | 448 rows returned in 00:00.51 mis Query Exec Time @ Server: 013 sec

Parish 1Q identifies the number of rows in your query and the processing time

Parish 1Q User Guide
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CHAPTER 2
l

USE QUERY DATA WITH OTHER
APPLICATIONS
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Export Query to File

You can export any executed query to an
xml file using the following procedure.

1. Execute your query.

2. Thokthe Save Query menu >

Export Query to File. Savein: | ) Paish3OFT v O % @
=l save Query »[ & Manage Quer = S
— -1 maac;
|L'| Save Changes  Ctrl+S % I3 AIMReports |EParishisuiteFullinstall
My Recent |2 AlMsuiteFulInstall |hPhatographs
= Save As ... Documents I Backup [C)PSTUition
i - |ZDicache |CIQBExparts
[=y Export Query to File @ [ Clients et
Desktop |2)Custom Reports ) Sounds
I)de |)spreadshests
. R . |[[Z)Diocesan ) Templates
3. Choose your file path and specify ) Covommensaton G
- IDes Ik
a Fl Ie Name My Documents I FamilyTrp || ParishIQ). TrustInfo, xrml
. | Images 12| ParishICyxml
J it 2| UsParishes,xml
. 8 E
4. Click the Save button. My Computer || 2%
XML query fl|eS can be transferred “_3 File narne: FrloesChiistmasCardsToF amilies_PledgePdinFL v
- iy Network 5 type: o] Files [* xml) C |
from one Parish 1Q desktop to another, AT e Bl ¥ [ comd ]

allowing you to share query files and do
collaborative data analysis with specific
users without making your queries global for
all users in your system.

In addition, you can share XML query files
with other individuals who may not have
access to your Parish 1Q global queries, for
example, you might share an exported query
file with a colleague from another parish—
it’s a great way to share best practices while
still protecting the security of your data.

The Manage Queries menu lets you export
any query to an .xml file—you do not need to
execute the query prior to exporting when
you use this method. Please see page 26 for
instructions.
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Export Query to Excel

You can export any executed query to
Microsoft Excel, where you can manipulate
your data freely, export it to one of the many
formats that Excel offers, and then import
the records into any other application.

1. Execute your query.
2. Click the Query Results menu >

Export to Excel (or use the shortcut
keys <Ctrl + E>).

=i Query Results '|_ - Advanced - & About
=] Export to Excel Ctrl+E

¥ | Merge to Word Document  Clrl+w

L)l Generate Emai Address List

(=) Print Results Ctrl+P

44 Create Famiy Workaroup

[ Open Results in New Window

[ Clear Results Pane

3. Follow the prompts to complete the
export.

Parish 1Q creates a spreadsheet containing
your query data and column names, title and
summary of the query results, and any query
conditions that you applied to get the data.

E3 Microsoft Excel - Book2 |Z||E|E|

@_] File Edit Wiew Insert Format  Tools Data  Window  Help

: prial -10 -|B I 1| == - $ % %

i # Py o @ A © | [# By ([ | ¥ Reply with Changes... End Review... !
Eg - .

A | B ]
ElectronicBankingFamilies_CountByType T

2 rows in query resuffs generated on 11718708 @ 546 PM by Systerm Admin
Queny DUIDE 5 Owner: funknownt

Bank Accounts is Enabled Electronic Banking Count’ Bank Accounts Account Type'

6 Checking
7 Credit Card

000 |~

o

Query Conditions:

‘ |

]
£

4 4 » M} PARISH IQ Query Results / [¢ S
iDrawr g | Agtoshapes N w [ O A I8 ol 2 E] WE| Sr e - A= = Izq

Ready

Parish 1Q User Guide
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Merge Query to Word

Parish 1Q lets you create a Mail Merge using
your query results. Be sure that your query
contains the columns (i.e., fields) that you
will need to deliver your merged document
(i.e., Mailing Name, address, city, state, and
zip)—only the fields that are included in
your query will be available for you to insert
into your Word template file.

Once you execute your query, use the
following steps to merge to Word.

1. Click the Query Results menu >
Merge to Word Document (or use
the shortcut keys <Ctrl + W>).

< Query Results =|| ' Advanced = & About

% || Export to Excel Ctrl+E
# | Merge to Word Document  Clrl+w
Generate Email Address List

Print Results Ctri+P

L

10§

[ %

Create Family ‘Workgroup

8

Open Results in New Window
o] Clear Results Pane

2. Choose either a blank document or an
existing .doc or .dot file as your Source

Document. A

Export to Word (Mail Merge)

Source Document
() Start with a blank document
(%) Start with the source document selected

Source Document File
C:\Program Files\ParishSOF T \Clients\Demah Templatesiwelcome D

erge Data File

(®) Do not save data file

() Retain data file [select location]

Merge Data File
[# | Exportto Word

3. If you wish to save a data file to retain a
record of your merge data, click the
Retain data file option and select a
location for the file.

4. Click the Export to Word button.
5. Add Merge fields and any necessary

edits to your document, and merge as
usual with your Parish 1Q query data.

Tune 19, 2008

whailing MNames
¢Home Address_ls
¢Home Citys, «Home_Stater «Home_ PostalCodes

Drear aMvlailing MNarnes,

Thank you for your generous School Building Fund pledge of $«Total Pledge Amounts! Because of the

Sample Word document
with Parish 1Q data

fields before merge (left)
and after merge (below).

generosity of parishioners like you, we are thrilled

new K-6 building in June 20009, June 19, 2008
Your commitment to this cause will provide greatl]
youth

Wahan Abbeyers
Peace! 340 Jennings Rd

Fr. Dema Dan

youth

Peacel

Fr. Demo Dan
Pastor

Mew Yorl, NY 10003

Drear Vahan Abbeyers,

Pastor Thank you for your generous School Building Fund pledge of $100! Because of the generosity of
parishioners like you, we are thrilled to armounce that we will be able to break ground on owr new -6
building in June 2009.

Your commitment to this cause will provide greatly improved classroom and extracurricular spaces for our




Email Merge

Microsoft Outlook users
can use the Merge to
Email function to send a
Mail Merge document
electronically to email
addresses returned in any
Parish 1Q query.

Emails will be sent
individually to each email
address (unless you specify
otherwise in your Send
options). A copy of each
message will be stored in
your Sent folder in
Outlook—so you'll always
have a record of what was
sent to whom.

Complete the following steps to create an
Email Merge from Parish 1Q.

1. Be sure to select an email address field
as one of the columns in your query
(e.g., FamilyEMail Address).

2. Create your Mail Merge from Parish
IQ as usual (for instructions, please Ou
see Merge Query to Word on the

previous page), and click the “ jcon
to view the contact information in

your merged records.

3. Click the Merge to Email icon on
your toolbar.

Acrobat Comments

Ol 9 3% v (@) | 4 Read

UskE QUERY DATA WITH OTHER APPLICATIONS

Click the Merge to Email button to —
turn your Mail Merge letter into an email. | 5=

by 15, 006

futr and ht= William Abbey

HLU Uamenon Sreat

Ao Aebar, b <3104

Dearinilam and Bizabath,

This is 2 remirdertha our famiby fun festiva kickes off on Friday!

Plegz e mvie wour famiy ard fiiendsto joinus formusic, food, fun, and mare forthe entire famiy. The
always popula durk ank withbe open Saurday & 103 m. — dontmiss your chanceta durk yours
truhy batween 10 and noon.

‘four homemiade cookies, breads, and athertasty treats are stil neadad forthe bae sde.

Tharks yiou foryour famiy's paticipaion nthis gea annualtadiion.

Peaca!

Fr. Uama Lian
Pastor

4. Specify your Message options:

Merge to E-mail @

Message options
To: FamilvEMaildddress W

Subject line: |Free Concert this Saturday at Parish Hall

Mail Format:  |HTML w

Send records

[ ol ] ’ Cancel

a. To: choose the email address
from your query.

b. Subject line: type the subject of
the email message

¢c. Mail format: choose HTML,

B +=,|§: He g;lab 'ﬁv

= ¥=

[ ———

Plain text, or Attachment (i.e., to
send your merge document as an

AR

Parish 1Q User Guide

attachment to the email).

Mail Format: | HTML [»

Attachment

send d
el s |Plain ket

@ al

21
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Specify your Send options:

a. All: Send email to all addresses
in this Merge

b. Current Record: Send email
just to person or family on the
current page of the Merge
document.

¢c. From/To: Send email to the
people or families in the page
range specified for the Merge
document.

Your Email will be sent immediately
from your default email account in
Microsoft Outlook once you click the
OK button (i.e., OK = SEND).
Emails will be sent to each
individual address in your selected
group. If you have multiple email
accounts, you can open Outlook and
click Tools > Email Accounts to
verify your default account
information prior to sending the
email.

Outlook’s Sent
folder shows a
copy of each email
message sent via
Email Merge.

E-mail Accounts

E-mail Accounts
‘fou can select an account and change its settings or remove it

Outlook processes e-mail For these accounts in the following order:

Mame Type
ParishSOFT Mail PORJSMTP (Default)
mail.odva.org PORJSMTR

Deliver new e-mail to the following location:

|Per50na| Folders b ‘ [ Mew Outlook Data File. .,

Change...

Remave

i

Move Down

< Back. ” Finish

] [ Cancel

(X

Sent ltems E

Arranged By: Date

(=1 ‘frinkplace@aa.org'

Family Fun Festival this Weekend!
‘tfear@parishsoft,com'

Farnily Fur Festival this Weekend!
‘rabab@yahooo, com'

Farmily Fun Festival this Weekend!
‘dwighthouse@umich, edu’

Family Fun Festival this Weekend!
‘TUser@ParishMail,com’

Family Fun Festival this Weekend!
‘greenlakeceramics@hotmail,com'
Family Fun Festival this Weekend!
‘Username@hotyah, comnet’
Family Fun Festival this Weekend!
‘thombrend@ameritech. com'
Family Fun Festival this Weekend!
‘hbonzak@att.world. net'

Family Fun Festival this Weekend!
lindabokong@hatrmail, corn’

Family Fun Festival this Weekend!
‘Bicsa@catholicweb, com’

Family Fun Festival this Weekend!
info@echurchmouse, com'

Family Fun Festival this Weekend!
‘bramos@haotmail, com’

Farmily Fun Festival this Weekend!
‘janderson@catholicweb, com'
Family Fun Festival this Weekend!
‘abbeyWE@parishmail com’
Family Fun Festival this Weekend!

LD PDDDDDDDDDDD DD

Mewest an top

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

Thu 07/10

-

s




Print Results

Once you execute your query, complete the
following steps to print your query results.

1. Click the Query Results menu >
Print Results (or use the shortcut
keys <Ctrl + P>).

| Query Results || . Advanced ~ & About
Export to Excel Ctr+E

[# | Merge to Word Document  Ctrl+W

"4 Generate Email Address List
Print Results Ctr+P

Create Family Workgroup

Open Results in New Window
Clear Results Pane

2. Parish 1Q will display a print preview of
your report. Click the Printer icon,
and then choose your printer and set
any print preferences.

Parish 1Q User Guide

USE QUERY DATA WITH OTHER APPLICATIONS

Females 18 to 35

Memnbers Full Name'  [Members Age’ [Caract o Home Phare?
Zarcheckish, Kalina 45 Em--ﬁa-z&s
Fewy | Teress 45 5550035
Ardkersan, Marfa 4 Eﬁ-mﬁ-ﬁm
Coulter, Hyse 4 73-231-838G
Kerilsl, Carterine 44 T-BE2-45EE
Lin, Arnarca 4 [313-555-1283
Ryan, Angeda 4 735559121
Arcerson, Carrie 43 TA-93-2103
Wk, Mancy 43 73-T7R-4581
Smith, Beh Arm 43 73-555-7H12
Whester, Diare 5] 734555 1688
Wall, Marie 43 735557374
Merwhi, Medincds 43 73-335-0230
Meman, Tiarrs i) T-554- 7RIS
Briris, Shirley 43 |555-555-5595
Catried, Karyn 42 73-555-0813
Wanchester, Adnarrs 49 T3-TRE-3235
Mandhester, Adiarma 41 T3~ TRR-I235
Trumg, vars 41 212-555-5555
Calires, Krizine i 73~ 1234567
Calires, Krisine 40 731234567
Jacksmn, Marie il 73-555-0000
Slervermon, Caraline ] 17-258-9859
Frarcis, Aoy ) 17-993-553
Jarekan, Marie ) 16-H25-6353
A, Caterine ] 735559751
Gerbert, Rached a 73d-THS-4554
Trump, Medaria ) 212-555-5533
Lok, Rikki a7 T3d-555-5821
Tharnas, At a7 734-555-0000
Zarnbyra, Hesrber a7 [310-301-0130
Todis, Margaret 5 731234561
Williarns, Karen 3] 513-453- 243
Flania, Sumrrm a5 457-3232
ingrarn, Datam 35 Eﬁ-ﬁiﬁ-a‘!?&
Camnp, Marian B 73d-555- 1881
Creighian, Christra (M 732323
Warsier, Betty B 734-555-20%0
Waghen, Bllen B 735551817
Bailery, Mancy 7] 734-555-1168
Bl Wartlg, Rateh A3 7343845200
Schmich, Jerry 33 U707
Jchretan, Emily Az T3-205-6355
Sepherss, Wiz At |82-988- 1337
Dericts, Detra @0 [734-654-0458

23
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Create Family
Workgroup

Use your Parish 1Q query to create a static
workgroup that contains every family in
your query results. Family workgroups that
you create using Parish 1Q are available
from your Family Directory software,
making it easy to communicate effectively
with any group of families via email, letter,
or NotifyNow, which delivers instant text or
voice messages to any group via phone, fax,
pager, or email address.

Static family workgroups created through
Parish 1Q are not dynamically updated like
gueries, so when you need to update the
information in your workgroup, simply run
the query again and create a new, updated
workgroup with a new name.

The Workgroup utility requires that you
have a Families Membershipid column
within your query so that it can map your
guery results to the appropriate family
records.

Use the following steps to create a new
workgroup from Parish 1Q.

1. If your query does not currently
contain the Ezamilies Membershipid
column, add it by clicking the link

[Chck, here to add new column] and
selecting the Families >
Membershipid field.

Click, here ko add new column]

Addresses

Families

Pledges Bank Accounts
Conkributions
Funds

Batches

Organization Info

»
»
Conkack Info 4
»
WorkFlow Group Membership

Members

* v v v v v [

Membershipid

Fund - Organization Summary Internal Diocesan I0

2. Click the Execute Query button
JBRECUE QUENY. 6 run the query.

3. Click the Query Results menu >
Create Family Workgroup.

= Query Results v]' " Advanced ~ & About

#%) Export to Excel CtreE
W || Merge to Word Document  Ctri+W
[ Generate Email Address List

(=) Print Results Cri+P

£y Create Family Workgroup

Open Results in New Window

a| Clear Results Pane

4. Parish 1Q will assign a Family
Workgroup Name based on the
name of the query—edit the
workgroup name if needed.

Create Family Workaroup

X

£y Create Family Workgroup l ’ Cancel ]

5. Click the Create Family
Workgroup button.

6. Parish 1Q will inform you that your
workgroup was created successfully.
Click the OK button to return to the
main window.
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CHAPTER 3

II
ADVANCED QUERY AND

SERVER MANAGEMENT
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Manage Queries

Filter/Sort the List View

The Manage Queries

f&:Manage QUENes k) tton opens the
Manage Queries window. Use
the Show Queries lookup table
to filter this list to view the
queries you wish to see,
including:

= ALL
= My Queries Only
=  Global Queries Only

Sort any list of queries by
clicking on the column headers.
Query lists will sort
alphanumerically by default. To

view the most recent in ascending order,

Manage Queries Pz|
Select Query to Manage ... e et
Guery Mame Date Created Date Last Modified Owner Guery DUID
& ElectronicB ankingF amilies_CountByType  2003-11-18 03:22PM 20081112 03:22PM  funknown} 5
& Electionick ankingF amilies 2008-11-18 09:08PM 20081118 0208 PM  {unknown} 4
& 14_13B aptizedB utM otConfirmed 2008-11-18 0306PM  200811-18 0206 P {unknown} 3
£ FamiieswithPledgesPaid nFull 20081118 0301 P 200811-123 0901 PM {unknown} 2
& Females 18t0 35 2008-11-16 OF:51PM 20081118 08:52PM  {unknawn} 1
[ Fiename Quen ] [ Delete Cuery ] I Irnport Guery from File I [ Open Guery ] [ Cloze

Export Query ta File

click the Date Last Modified column.

Click again to sort in descending order.

Rename a Query

To change the name of any query, select it 2)
from the list view and click the Rename

Query button. Edit the query name as

needed and click Rename Query.

Rename Query

Delete a Query

To delete a query, select it from the list view

and click the Delete Query button. Click
Yes on the confirmation screen to proceed
with the deletion, or click No to cancel.

:: Confirm Delete Query

Mame: test-tk
DUID: 14

Are you sure you wank ko deleke this query?

Query Mame: EIen::tn:nni-::El-ar'nk:.iru:lFarniIie:z: CountB

Cancel

Export Query to File

The Manage Queries menu lets you export

any query to an .xml file without requiring
you to execute the query first.

1. Click to select the Query Name you
wish to export.

2. Click the Export Query to File

button.

You can also export to XML from the Save
As window—see page 18 for details.




Import Query from File

You can import any .xml query file
to analyze and manipulate it using

ADVANCED QUERY AND SERVER MANAGEMENT

Parish 1Q.

1. From the Manage Queries
screen, click the Import
Query from File button.

2. Select the .xml file from your
local hard drive or network
location and click Open.

Manage Queries E|
Select Query to Manage .. Show Queries:
Query Mame D ate Created Date Last Modified Owner Query DUID
£ ElectionicB ankingF amilies_CountByType 20081118 09:22 PM  2008-11-18 09:22PM  {unknown} 5
& ElectionicB ankingF amilies 20021112 0903 PM 2008-11-128 0F02PM  {unknown} 4
£34 14_19B aplizedButM ot onfimed 2008-11-18 09:06 PM  2008-11-18 D306 PM  {unknownt 3
&FamllleszthIedgesF'aldlnFuII 20051118 0901 PM  2008-17-18 0%:01 PM {unknownt 2
&3 Females 18t 35 20081118 0751 PM 2008-11-18 02:52PM  {unknownt 1
e
\{\ Rename Query ] [ Delete Query ] r Import Query from File ] [ Open Query ] [ Close ]

3. Parish 1Q will import the file
and confirm the success of
the import—click OK to close
the popup screen.

PARISH 1Q :: Query Imported

Look i

x|

&

i Query was imported successfully, -
' Guery_DUID: & My R ecent
Documents
T,
Desktop

2>

Open Query

My Documents

@

From the Manage Queries screen, .

select the Query Name and click i Compe:
the Open Query button. -
My Net.wmk

Export Query to File

| &3 ParishSOFT

v @ O

Cmdaczs

|=5) ParishsuiteFulInstal
) Photographs

IC5) PSTuikion

@ QEExports

@ rpk

|25 Sounds

I_0) spreadshests

|C5) Templates

uk

F dsToFamilies_PledgePdInFull. <l
2| ParishIc TrustInfo,=ml

2] ParishIC)=ml

=
< B

UsParishes. xml

File: name: |FrJoesChristmasCardsToFamiIies_PIedgeF'dI nFL v | [ Open ]

[ Cancel ]

Files of type: | Query Files [*.xml) A |

Close Manage
Queries

Click the Close button or the red X Ein the
upper-right corner of the window to exit the
Manage Queries screen.

Parish 1Q User Guide
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Translate Query to SQL
Statement
Parish 1Q’s Advanced menu offers a View

SQL Statement option that opens the SQL
Statement version of your query.

+ Advanced ~| © About | ] Exit AIM IQ
g2 View SQL Statement  CtrShift+S

¥%  View Server Event Log

Server Configuration

i

Click the Copy SQL Statement to
Clipboard button to copy. You can paste
the SQL Statement and run it within your
Microsoft Access database.

View SQL Statement

S0L Statement

SELECT wiew_QE_Members. Fulldame 45 "Full Hame", view OB_Members.Age 45 Age, org_family_por.Organizationld A5 "'Organization 1D,
org_familp_por. Organizationt ame 45 "Organization Mame", view [0B_FamiluContact PrimayPhone A5 “Primary Phone",
view OB_FamilyContact. FamilyE mailtddress A5 “Email Address”, view_QB_Families. FamilyDUID A5 "Familp DUID"
FROM [[[dbo.view_QB_Members view_0B_Members
RIGHT OUTER JOIM dbo.view QB_Families view QE_Famiies OM [view_QB_Familiez.FamilyDUID = view OB_Members.Family_DUID )
IMMER JOIM dbo.view QB_Organizations org_family_por OM [view_GQB_Families.OrganizationlD = org_family_por. Organizationld ])
INMER JOIM dbo.view GQE_FamilyContact view GQE_FamilyContact OM [view QB_Families.FamilyDUID = view QB_FamilyContact. FamilyDUID )
‘wHERE

[
view 0B _Members Sex LIKE %' AND
view_0B_Members.ége BETWEEN 18 AMD 35

2| Copyp SOL Statement ta Clipboard




ADVANCED QUERY AND SERVER MANAGEMENT

View Server Settings

You can view and update your server
settings from Parish 1Q’s Advanced >
Database Configuration menu option.

[ Advanced ~

@) shout | 8] Exit PARISH IQ

g2[ Wiew SOL Statement  Ctrl+Shift+5

14% wiew Server Event Log

| - Database Configuration

The Server Settings screen
displays your Database
Name and Path and
Password field.

Change Database lets you
explore your network or
hard drive to select another
database to query using
Parish 1Q.

Save Settings & Close

29

ParishSoft Parish Intelligent Query Designer :: Server Settings

Databaze Marme and Path

Fazsword (if applicable)

Change Database

l [ Save Settings & Close ] I

Cancel

saves any changes and exits the Server

Settings screen.

Cancel abandons any unsaved changes to
this screen and restores your previously

saved settings.
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About this Manual, 6
Aggregate, 11
Columns
how to edit, 11
Conditions
defined, 12
how to set, 8, 12
Delete query, 26
Email
ParishSOFT, 2
to query-built workgroup, 24
Excel
export query to, 19
Execute query, 15
Export
to Excel, 19
to file, 18
Family DUID
requirement for workgroups, 24
Fields
how to edit, 11
Global queries, 14
Import query, 27
Introduction, 6
Login, 7
Merge, 20
Open query, 10, 27
Phone numbers
for ParishSOFT, 2
Print query results, 23
Private queries, 14
Query
add column (or field), 8
create family workgroup, 24
create new, 8
delete, 26
edit parameters, 11
execute, 15

export to Excel, 19
export to file, 18, 26
filter/sort options, 26
how to open, 27
import from XML file, 27
merge to Word, 20
number of rows, 15
open recent, 10
open saved, 10
print results, 23
processing time, 15
rename, 26
sort, 8, 13
SQL statement, 28
Query results, 15
Query view options
ALL, 26
Global Queries Only, 26
My Queries Only, 26
Rename query, 26
Run query, 15
Save, 14
Server
Base URL, 29
password, 29
revert to saved settings, 29
settings, 29
test connection, 29
username, 29
SQL statement, 28
Support
phone and email information, 2
Technical support, 2
Word
merge query to, 20
Workgroup, 24
Family DUID requirement, 24
XML export, 18, 26
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