
Diocese of Sioux Falls is utilizing ParishSOFT for parish management.
This new sletter w ill be sent periodically to assist in your transition.
Please encourage other ParishSOFT Users  in your organization to
subscribe.  Thank you!  Carla Haiar
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Pledge Processing for CFSA 
Follow the steps below to manage and process your CFSA pledges.

CFSA 2014 card will have the option for parishioners to give
one-time or on a scheduled payment plan.  Please create zero
pledge records at the beginning of the CFSA campaign so that
you may determine who has yet to pledge to this campaign in
future mailings.

Carla Haiar <chaiar@sfcatholic.org>
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Under Offering,
1. Click Fund Management
2. Click Add Fund

Enter the information for the year 2014 as show  above.
Click Add Fund button



1. Pledge Management.
2. Select Fund CFSA 2014.
3. Family Status = Registered, Family Group = Active, Click View  Pledges.
4. Add $0 Pledges

1.Verify your Organization.
 Fund = CFSA 2014
 Family Status = Registered
 Family Group = Active
2. Pledge Date = 1/1/2014
3. Click Create

 



Depending on the size of your parish, you may w ish to begin this process before you head out to lunch or
break.
1. Click OK to add $0 Pledge records..

 

1.  Verify the number of pledges created, this should equal your Registered and Active count in your Family
Directory.
2. Click OK.

 



1. Select the fund CFSA 2014, Registered, Active and Family are all displayed on your f ilters.  
2. Click View  Pledges.
3. Names of all persons currently Registered and Active w ill be displayed along w ith an 0 pledge record
created.  This number of records should match your count generated in the previous pop-up.

 

Upon receiving your Pledge Cards and payments, please count and total
the Pledge Amount and Down Payments. For example:

16 Pledge cards were received for a total of $14, 000
12 Pledge cards had a down payment included for a total of $10,000

These numbers will be used in batch processing.

 

1.  Offering.
2. Batch Management.
3. Add Batch



1. Enter the Batch Name.
2. Select the Fund CFSA 2014.
3. Enter Date Opened.
4. Enter the Cash Amount (sum of Dow n Payments received).
5. Enter the Pledge Amount (sum of Total Pledge box on Pledge card).
6. Click Add Batch.

1. Verify that the batch w as successfully received.
If everything looks correct, click Close, otherw ise click Edit and correct.
2.. Click Close.

1. The Open batches w ill appear, take note of the Batch name.

 



Under Offering Tab,
1. Click Pledge Management.
2. Click CFSA 2014 from the Fund drop dow n.
3. Click View  Pledges.
 

1.Click on the Edit icon next to the pledge record you w ish to add.  
2. You may enter an envelope number to f ilter.
3. You may enter a last name to f ilter.
 



1. Enter today's date as the First Payment Date.
2. End the Dow n Payment amount you received.  This w ill reduce the Contributions dollar amount in your
batch.
3. Enter the Payment Type and Check # if  available.
4. Select the Batch from the Drop Dow n box.
5. Enter the Total Pledge Amount.
6. Enter the Frequency of payments expected.
7. Enter the amount of the Payment to appear on the Pledge Statement.
8. Select the months you w ish to mail a statement.
9. Add Reason -- New  Pledge
Click save

Let's see w hat happens in the batch.
1. Click on Batch Management.
2. Check the box next to the desired batch.
3. Click on the Quick Reports, select View  Batch Details List Report.

 



1. Batch name and date is listed.
2. Note the pledge information entered.  Includes Start Date, Total Pledged, Balance, Contribution Type, Family
and Fund.
3. Note the Contribution Posting amount from the Dow n Payment.  This amount is batched.
4. Note the Pledge section w here the Pledge Record created reduces the Batch Pledge Total.
5. Note the Contribution Posted section w here this amount is reduced by the Dow n Payment.
 

1. You may EDIT and CHANGE a Pledge at ANY Time.  How ever, w ith EACH edit you need to enter a reason
for the change.  This is required even w hen entering the pledge to a $0 pledge record the f irst time.
2.  You may at any time review  the APPLIED payments to this pledge by clicking on the QuickReports, Pledg
Details.

 



Sample of Pledge Detail report.  

 

Sample of Pledge Detail report.  

Please note the POSTING DATE!  CN Family Suite posting of the
Down payment on the Pledge Record will post with the current
date.  At this time, you are not able to change this date! 

Continue to post the Pledge and Dow n Payments.  You do NOT need to post the Dow n Payments on the Contribution
Posting Screen, as long as you correctly select the batch from the Batch drop dow n box.
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