Parish Reporting System

Reporting Xpress is the reporting tool that is used to access Parish Reports for the Annual Catholic Appeal.
This system has replaced the former AA Reporting tool, which was accessed through Citrix. With this
system, users will access their parish reports via the new self-serve online portal. Reports will be available
anytime and anywhere (mobile friendly). Citrix access is no longer needed.

What information do | need to access this reporting tool?

To access the Reporting Xpress online portal, users will enter the following
address: https://archstl.reportingxpress.org

Your username and password has been to sent to you from the ACA Office. To
reset your password, please contact our office at 314.792.7680 or
acaoffice@archstl.org.

What will | see when | get ready to login?

You login to the Reporting Xpress portal via a Microsoft login page. You will then be prompted to enter
your username and password, which was provided to you by the Stewardship and Annual Catholic Appeal
office. After logging in the first time, you will be prompted to create your own password.

= Microsoft

Sign in Enter username

Emaﬂ,phonerorSkype

Can't access your account?

Sign-in options

Back

A pop up screen will ask if you would like to save your password; it is recommended that you DO NOT
save your password for automatic login. After closing the pop up screen, you will be taken to the
Reporting Xpress portal.
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https://archstl.reportingxpress.org

I’'m logged in, now what?

After logging in, you will see the below screen, your parish interface. To view reports, double click the

“parish reporting” file folder on the upper left side of your screen to expand it and select your parish
folder.

X Report Explorer

¢ @ © & hitps/archstlreportingxpress.org/ReportExplorer v @B

K'F?-:e;:-cmr.g e Parish Reporting Search reports

No reports found
-3 Announcements

‘€ Favorites

- Catalog search

v !_. Parish Reporting

i Ascension Parish-20)

How do | access my reports?

g ] Parish Reporting
In the parish reporting folder you will find virtual cards A
representing each of your parish reports. Each report will
. Ad d Mail (PDF, Ad d Mail (XLSX]
have two cards of the same color. One card will access a vanced Ml een) ) veneed Mal s ,
RE7 Uploads of report 'Advanced Mail RE7 Uploads of report 'Advanced Mail
PDF file and the other will access an excel file. for Parish 300 (Queen of Al Saints for Parish 300 (Queen of All Saints
Parish) Parish)
@& © Selectareport. v @& © Selectareport. v
Pawm O Pew=m &

The list of all available reports and their descriptions is located at the end of this document. A description
of the functions of each card is below.
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| Setreport as Favorite

View selected report

Advanced Mail (PDF)
"\ RE7 Uploads of report 'Advanced Mail'

“or Parish 300 (Queen of All Saints Select a report
Parish) /
Download selected report A e
\ \\ //
s x
\ﬁ ©  Select a report... v Manage run
Subscribe to SMS alerts S, opo yd report history
B B "= i
«
7 X
i \‘ijsmbe to email delivery
Subscribe to email alerts

Choose the Select a Report drop down box to choose the date of the report you wish to create
(most likely the most recent date).

Select the View button to view the report online.
Select the Download button to download the report.

Select Subscribe to SMS alerts to receive a text message when a change to the report is made
(usually daily).

Select Subscribe to email alerts to receive an email when a change to the report is made (usually
daily).

Select Subscribe to email delivery to receive a copy of the report to your inbox. You can choose
the frequency of delivery.
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Select Set report as Favorites to place the report in your “Favorites” folder on the parish
interface. Consider adding your most commonly viewed reports, such as the progress report and
pledge detail, to your Favorites folder.

Select Manage run report history to view all reports that have been generated for the parish.

What are the functions of the interface features?
Home

At any time while using Reporting Xpress, you can click the Reporting Xpress icon in the top left of the
screen to return to your parish interface.

Navigation
There are two options for navigation: the Navigation Path Tree and the Navigation Drop Down. If a Path (in

either option) has a } beside it, then you can expand by clicking on the } . Changes in the drop
down will also reflect in the Path Tree.

The Path tree can be collapsed by clicking the < to the right of the area.
View

There are two types of views available for the Report Tiles: List or Tiles. If your computer screen’s
resolution is less than 800, the view will default to list. You can swtich between the layouts by clicking on

these icons: -EE

Report List View

@ 300 - Parish Progress Report G { & © Selectareport.. v @ @ o 'ﬁ}
@ 300 - PDF - RE7 Advanced Mail @ 7 & © selectareport. PR wm
Ia 300 - PDF - RE7 Current Year Online @ 7 & © selectareport.. SR o)
B 300 - PDF - RE7 Last Year Not This Year ... G 1 & © Selectareport. v E,% @ ) Q
a 300 - PDF - RE7 Matching Gift G J & © Selectareport. v E,% @ o 'Ia'
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Report Tiles View

Cr

@
300 - PDF - RE7 Advanced Mail

Parish Progress Report Advanced Mail

Queen of All Saints Parish-300
for Parish 300 (Queen of All Saints
Parish)

6 o
Pawm o

B @ vy

300 - PDF - RE7 Never Gave

@ © Selectareport.

PRwm
B

300 - PDF - RE7 New Donor

Select a report. v

Never Gave New Donor

RE7 Uploads of report ‘Advanced Mail'

Cr

B @ vy
300 - PDF - RE7 Current Year Onl...

Current Year Online

RE7 Uploads of report 'Current Year
Online’ for Parish 300 (Queen of All

Saints Parish)
- @& ©@ selectareport. v
o Pawm o]

B

300 - PDF - RE7 Parish List

C

Parish List

B @ vy
300 - PDF - RE7 Last Year Not Th...

Last Year Not This Year No Refusals

RE7 Uploads of report 'Last Vear Not
This Year No Refusals' for Parish 300
(Queen of All Saints Parish)

@ © Selectareport. v

B & w Fo3
B @ vy

300 - PDF - RE7 Pledge Detail

Pledge Detail

B @ vy
300 - PDF - RE7 Matching Gift
Matching Gift

RE7 Uploads of report 'Matching Gift' for
Parish 300 (Queen of All Saints Parish)

6 o
PRwm o]

B C vy

300 - PDF - RE7 Progress

Select a report... v

Progress

RET Uploads of report ‘Never Gave' for
Parish 300 (Queen of All Saints Parish)

RE7 Uploads of report "New Donor" for
Parish 300 (Queen of All Saints Perish)

RE7 Uploads of report 'Parish List' for
Parish 300 (Queen of All Saints Parish)

RE7 Uploads of report ‘Pledge Detail' for
Parish 300 (Queen of All Saints Perish)

RET7 Uploads of report 'Progress’ for
Parish 300 (Queen of All Saints Parish)

O o
P 2=

@ © Sselectareport. -

g Pam

@ © Selectareport. v

g Pawm

@ © Selectareport.. v

® o
o Pam 0]

Select a report. -

g Pam

Select a report... v

Communication and Notification Preferences

You can change your communication and/or notification preferences and log out using the User Settings

feature in the top right of the screen B

About Me

*Alows you to manage your email address, culture (language and country (e.g. EN-US), add phone
number, add additional details about your notification preferences and subscriptions for email and
SMS alerts and/or delivery.

*Notifcation preferences are intially set when users subscribe to SMS or email notification. These can
be configured to be recieved instantly, daily, or weekly.

Report Error

eAllows you to report errors directly to Reporting Xpress, however, it is preferred that you first report
any issues to the ACA Office at acaoffice@archstl.org or 314.792.7680.

Session Details

*This allows for the ability to view technical details about the current session. This information will only
be needed if requested by Reporting Xpress or the ACA Office for technical assistance and error
resolution.

Log Off

eLog out of the system.
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What do all the File Folders on the Left side of the Screen mean?

| Announcements m

Welcome to Reporting Xpress

\, Favorites

If the System administrator has any messages for ' (No Category)

you, they will appear in this folder. Also, if you - Catalog search Welcome to Reperting Xpress.

have subscribed to any of your reports, you will , Parish Reporting As you begin to navigate the system

. . e . - - i
receive a text notification of your announcement and the reports please provide
feedback or questions to Jenny Schmidt

if you provided a cell phone number in the @ jenniferschmidt@archstl.org.

notification set-up.

Thanks for your continued support of -

\, Favorites

This folder contains all reports that you have selected as your favorite. We suggest placing your most
commonly accessed reports, such as your progress report and pledge detail, in your Favorites folder.

2 C *

- - Advanced Mail

When you click on the STAR in the top |

right corner of any report tile, the Advanced Mail
color will change to blue. This will RE7 Uploads of report 'Advanced Mail'
place the report in your Favorites for Parish 300 (Queen of All Saints
folder for easy access. .

Parish)

& © Select areport... v

P & m 10,

- Catalog search

This folder allows you to search for reports containing text or numbers.

1. To utilize the catalog search folder, at the top of the screen type what report you are looking in
the search folder box.
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Search reports o

2. Example: Type “Progress” in the Search field, and the three reports that have the word

“Progress” in the title will be populated.

Catalog search

’;wmum”

3 Anrouncements

G| B

300 - Parish Progress Report 300 - PDF - RE7 Progress
\( Favorites

l Catalog search

- Parish Reporting

Parish Frogress Repart
Cueen cf Al Saints Parish-300

Progress

RET Uploads of report Progress' for
Parsh 30 (Queen of All Saints Parish)

& O Scledtareport. M

PRw

@ O Sckcareport. v

0 PEw 0

g ! Parish Reporting

In your parish folder within the parish reporting folder
you will find cards representing all of your parish reports.
Each report will have two cards of the same color. One
card will access a PDF file and the other will access an

excel file.

B

300 - XLSX - RE7 Progress

Progress

Search box

RE7 Uploads of repor: Progress for

Perigh 300 (Queen of All Szirts

& O Scectarzport.

Faw

Parish)

AN

&

Results Populated here

K/.:;

Advanced Mail (XLSX)

RE7 Uploads of report 'Advanced Mail'
for Parish 300 (Queen of All Saints

Advanced Mail (PDF)

RE7 Uploads of report ‘Advanced Mail'
for Parish 300 (Queen of All Saints

Parish) Parish)

@& © Selectareport. v @& © Selectareport. v
S

P&awm o Pawm 104

The list of all available reports and their descriptions are located at the end of this document in the
appendix. A description of the functions of each card is below.
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| Setreport as Favorite

View selected report

Advanced Mail (PDF)
"\ RE7 Uploads of report 'Advanced Mail'

“or Parish 300 (Queen of All Saints Select a report
Parish) Ve

Download selected report

*,

™ N ‘/,’
@ ©  Selectareport. v

Subscribe to SMS alerts E S Q
S — h;._/] =y e

X L3

Manage run

A" report histary

&

r

™,
/ “Subscribe to email delivery
Subscribe to email alerts

Choose the Select a Report drop down box to choose the date of the report you wish to create (most
likely the most recent date).

Select the View button to view the report online.
Select the Download button to download the report.

Select Subscribe to SMS alerts, to receive a text message when a change to the report is made (usually
daily).

Select Subscribe to email alerts, to receive an email when a change to the report is made (usually daily).

Select Subscribe to email delivery, to receive a copy of the report to your inbox. You can choose the
frequency of delivery.

Select Set report to favorites to place the report in your “Favorites” folder on the parish
interface. Consider adding your most commonly view reports, such as the progress report and
pledge detail, to your Favorites file.

Select Manage run report history to view all reports that have been generated for the parish.
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What does subscribing to the reports mean?

Subscribing to reports allows the user to be alerted when new reports are ready for viewing. To
subscribe, you must ensure that your contact information in the About Me section in the User Settings is
up to date. There are three ways to subscribe:

1. Subscribe to SMS alerts will send a text message to your phone letting you know that a new
version of the report has been uploaded in the folder.

2. Subscribe to Email alerts will send an email to your email address notifying you that a new version
of the report has been uploaded in the folder.

3. Subscribe to Email delivery will send you the actual report as an attachment once it has been
updated in the folder.

| want to subscribe to the report, now what?

To subscribe, simply click the button of the subscription method you would like and you’re done! Once
you have subscribed, the icon will change to blue.

If you want to go back and make sure your subscription is confirmed, you can go to User Settings >About
Me to verify your settings

How do | change how often | am subscribed to reports?

To change the frequency of your subscribed notifications, go to User Settings>About Me. There will be a
section titled Notification Preferences. In the drop down you have the ability to select: Instant, Daily,
Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, or Saturday. When these notification
preferences are selected, it will apply to ALL of the subscribed reports.

Example: You subscribed to the Parish Progress Report via a text notification and the
LYBUNT Report via an email notification. If you update your notification preferences to
Monday, then both notifications will sent on Monday.

| want to unsubscribe from the report, how do | do that?

To unsubscribe from a report, click the button on the report tile of which subscription method you would
like to unsubscribe from. Once you have unsubscribed, the icon will no longer be blue.

If you want to ensure your subscription has been canceled, you can go to User Settings>About Me to
confirm.

I’'m ready to view my reports, how do | do that?
To view your report, you will start by:
1. Select which version of the report you want to view from drop down box. (Select a Report)

2. Select the icon for how you want to access the report:

a. Download Button - Allows you to download the report or save it to your desktop.
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Advanced Mail (PDF)

RE7 Uploads of report "Advanced Mail'
O for Parish 300 (Queen of All Saints

b. View Button — Automatically opens the report. Farshy

i. If noreportis first selected, user will be prompted to select the © sclectareport., .

report to view and then will open in web browser view.

Select a report...
02/11/2021 10:22 PM
02/09/2021 10:30 PM
= 02/08/2021 10:28 PM
Q RE7 Last Y 02/07,2021 10:25 P
C. Run Button - Allows you to open the report. Last Year N 02/06/2021 10:28 PM
. . . (XLSX :
i. If you select this button, user will be prompted to select the ;3£7||)| ) N
report to view and then will open in a web browser that
gives the user the option to view the report or
download the report RE7 Advanced Mail - PDF - 300 D x
ii. If you select view, it will open the report in From: = ™ = c
a web browser. 02/11/2621-10:22 PM—edvancedMai_300 pdt Lo &
fi. If you select download, it will openthe  Jwmem oo woemessmes [ @
report in a PDF format. 02/08/2021 10:28 PM  advancedMail_300.pdf © H
02/07/2021 10:26 PM  advancedMail_300.pdf © 6
What if the data in my report does not match up with my records? 02/06/2021 102 PM clvancedMail_300.pdl © &
. . . . 02/05/2021 10:30 PM  ad! dMail_300.pdf © 6
If the report data does not coincide with what you believe to be B —
true, please contact: ACA Office at 314-792-7680 or by email at O2/CA/02T TR P scvanceahal 360pat i
acaoffice@archstl.org .
Include Archive Cancel

| want to view an older copy of a report, but it is not available when | click on the “select a report” drop
down

To search for older/archived reports not listed in the “select a report” drop down, complete the
following:

1. Onthe Report Tile, click the “Select a Report...” drop down.

2. Select the “More” option at the bottom of the drop-down menu.
RE7 Advanced Mail - PDF - 300 7 X

From: E T & C

02/11/2021 10:22 PM  advancedMail_300.pdf
- Enter the dates for which

02/09/2021 10:30 PM  acvancedMail_300.pdif © . .

1o advancedVial 3t0e i you would like to view the
02/08/2021 10:28 PM  advancedMail_300.pdf (53 report
02/07/2021 10:26 PM  advancedMail_300.pdf © &
02/06/2021 10:28 PM  advancedMail_300.pdf © .

08! e bt Search Results will
02/05/2021 10:30 PM  advancedMail_300.pdf o & populate here
02/04/2021 10:49 PM  advancedMail_300.pdf © &

Include Archive Cancel
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3. Enter the date range of the report which you are looking for.
a. If necessary, click ‘Include Archive.’
4. All reports meeting your date range criteria will be listed.
5. Select the report you want to view.
a. You then have the option to download or view the report.

Can | print the reports?
Yes, at any time you are able to print the reports from your PDF viewer or from the web browser.
| need some help navigating the system. Who can help?

Should you require any assistance navigating the system for the first time, you can contact the ACA Office
at 314-792-7680 or by email at acaoffice@archstl.org.

List of Available Reports

All reports are available in two formats, .PDF and Excel, and can be either viewed or downloaded. The
reports available are:

- Advance Mailing

- Current Year Online Gifts
- LYBUNT

- Matching Gifts

- Never Gave

- New Donor

- Parish List

- Pledge Detail

- Parish Progress Report

- SYBUNT

- Not Given This Year

- Three Year Giving History
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