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Logging In

In most cases, you are logged in automatically. However, you may see the log in screen:
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Password:

OK || Cancel

Change Password
Mew Password:

Corfirm Password:

If you do not know your username or password, contact Parish Support 314.792.7716. You can also
change your password via the login screen.

Accessing a Location

If you only have access to one location or parish, you are automatically set to that parish and do not see
the screen below. If you have access to more than one parish, you see a dropdown list of the locations
you may access. Select the location you want (you can change locations at will through the menu).




Main Screen and Menu

The title bar on the main screen lists the currently selected location name as well as the location code
(parish number) where applicable. There are five main menu items: File, Procedures, Change Location,
Tools, and Help. The Tools menu is not accessible to all users. The Change Location menu is only
accessible to users with access to more than one location.

ﬁ Parish He

File Procedures Changelocation Tools Help v2021-07-28

File Menu

For Log Out and Exit. You can also just click the red X button on the top right of the window.

Change Location  Tools Help v2021-07-28




Procedures
Mass, Reconciliation, and Eucharistic Adoration Times

On this screen, is a grid of your location’s event times. You can Add, Edit, and Delete single events.

File  Procedures Changelocation Tools  Help  v2021-07-28

Language

Sunday 10:00 am Church English W | MFisherUser

Sunday F/9/2021 215 PM | MFisherAdmin
Saturday : : F/9/2021 220 PM | MFisherAdmin
Saturday 111772021 3:16 PM | MFisherUser
Monday T9/2021 216 PM MFisherAdmin
Tuesday F/8/2021 217 PM | MFisherAdmin
Wednesday 7972021 217 PM | MFisherAdmin
Thursday F/9/2021 218 PM | MFisherAdmin
Friday F/9/2021 218 PM | MFisherAdmin
First Friday : F/9/2021 226 PM | MFisherAdmin
Christmas 111772021 3:21 PM | MFisherUser
Christmas 111772021 3:21 PM | MFisherUser
Christmas Eve 111772021 3:18 PM | MFisherUser
Easter 111772027 3:25 PM | MFisherUser
Easter 111772021 3:22 PM | MFisherUser
Easter 111772021 3:23 PM | MFisherUser
Good Friday 111772027 3:20 PM | MFisherUser
Haty Saturday 11/17/2021 3:16 PM | MFisherUser




Add New Event

Click the Add button on the main Events screen. A new window opens with a blank record.

Select an Event Type (Mass, Reconciliation, etc.). The Sub Event Type is optional but can be used to be
more specific. Please note Start Day contains a drop down list of specific days and Holy Days for you to
scroll through and make a selection. The only time you need to put in an End Time is for something

that ends at a specific time, such as Reconciliation. To enter an End Time, check the Has End Time box
and the fields appear. Make sure you click Save to save all changes.

Add Mew Event - 8888 - Test Panish (5t. Louis)

Event Type: e

Sub Event Type:

Start Day: e
Hour Minute am/pm

Start Time: w| o v o

[] Haz End Time

Location: | |

Language: | |

Save Close

Edit Existing Event

To edit an existing event, select the row in the grid and click Edit. You can also double click the row to
open the record. Here you can make any changes needed. Make sure you click Save to save all
changes.



(Event with End Time)

Edit Event Details - 8888 - Test Pansh (St. Louis)

Event Type: | Reconciiation v
Sub Event Type: | |
Start Day: | Saturday ~

Sat Time: (4 v 00 v pm

[ Has End Time
End Day: | Ssturday v
Hour Mnute  am/pm

End Time: 4 vi 45 ~vipm v

(Event without End Time)

Edit Event Details - 8

Test Parish (St. Louis)

Event Type: | Mass v
Sub Evert Type: |
Rart Day: | Sunday v

Houwr Minute am/pm
Stat Time: |10 ~ 00 v am v

[[] Has End Time




Delete Event

To delete an event, select the row in the grid and click the Delete button. You receive the following
prompt to confirm the deletion. Click Yes to delete, No to cancel.

Are you sure you want to delete this event?

Location Information

Tﬁ Parish Helper Online est Parish (5t. Louis)

Procedures | Change Location Tools Help  v2021-07-28

IMass, Reconciliation, and Eucharistic Adoration Times

Location Information
Staff Report

Sacramental and Funeral Registers

Status Animarum

Parish Internal Control Questionnaire

End of Year Checklist

Current 5t. Louis Review Subscribers

Generate Email List for Parish Staff (4ll Parishes)




Location Info

The Location Information is the basic information for the location. This is the data that shows up on the
Archdiocesan website. Clicking this menu item brings up the following form:

F“‘ Parish Helper Online - 8388 - Test Parish (St. Louis — O *
File Procedures Changelocation Tools Help  v2021-07-28

Location Info  Administrative  Risk Management

ame: | Test Parish (St. Louis)

n Address: | 123 Fake Street

St. Louis Location State:  |MO

cation Zip: 63000 Location Zip 4 Location County: | St lLouis City

Dezrmery: | South City Deanery

n Type: | Select One Longitude

Parent Location: |Select One

Save Close

Location Type cannot be accessed if the Parish box is checked, therefore the information is grayed out
for parish users. The information on this tab is maintained by the Archdiocese. If any information on
this tab is incorrect, please contact Parish Support at 314.792-7716.

Risk Management

Risk Management information is maintained by the Office of Risk Management at the Archdiocese, and
is grayed out for parish users.

10




Administrative

On the second tab, labeled Administrative, is a grid list of positions, or assignments, at the location.
Here you can add, edit, and remove people from the staff list. **You cannot add/edit/delete Priest
and Deacon assignments. These are maintained by the Archdiocese.

P Parish Helper Online - 3888 - Test Parish (St. Louis) - O X
File Procedures Changelocation Tools Help v2021-07-28
Location Details
Location Info  Administrative  Risk Management
Assignment Rank  Assignment Name  Title Prefix First Name: Middle Name Last Name Suffix

ary

Bookkeeper

2703 Bookkeeper Deacon Jones
2704 Music Director Music Director Mr. Michael Robert Peters
2705 Youth Minister Youth Minister Mr. Mattea George ‘Wood
2819 DRE/CRE Director of Religi... |Ms. Sarah Catherine Jacobs

Add New Position

To add a new position, click the Add Person button. To add a new person, first search the database to
check if they already exist. On the search screen, the Add New is not accessible. This verifies that the
user actually searches the database for the person they are trying to add. It becomes accessible once
the search is completed.

11



Add a new person only if no existing record can be found. Select Highlighted Person

Example: If you need to add Matteo Wood as your Youth Minister. The first thing to do is search for
him. Type in his last name and clicked Search By Name. (You can search by Last or First Name, it can
be helpful to search without the first name in case of nicknames, i.e. Robert and Bob.) There are
results, but Matteo is not on the list. If he were in the results, you also have the address field visible to
help verify that it is the correct Matteo Wood. If he were already in the database, you want to click
Select Highlighted Person to open his record. Since he does not exist, click Add New.
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l:'ui“"j Add a new persan only f no existing recond can be found. [ aedrs — I
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After clicking Add New, you may see a prompt similar to this for confirmation:

There are already (36 people in the database that match your search
criteria.

If one of those people are the one you are searching for, choose "Edit
Highlighted Person’ instead of ‘Add New'.

Are you sure you want to add a new person?

I

After clicking Yes, you see the Person form. It has two different tabs: Personal Information and
Assignments

Personal Information
The Personal Information tab fields are mostly basic information. Personal information must include

an email address and those assigned to secretary, bookkeeper and business manager must include a
cell phone number.

Last Name Frst Name Mdde Name

[Wiood | [Matteo | [George ]
Prefe Suffie Prefered Frat Name .o Bob, Jm)

e 2l I |
Date of Beth Date of Death

[ 2nses B-|[O B-] ©Mie O Femse

Buldng Name, £ appicable (ex Cardnal Rigah Center)

[ |

Address Address Line 2

[157 Tucker || |
Cay State Zp Code

(2 Lous | [ur v| (3100 J

Add Phone Delete Phone Set Pamary Add Emal Delete Emad Set Pemacy

13



Location Info | Administrative | Risk Managi  Save  Cancel

Persondl Infornation | Assignmerts

Assignment Rank  Assignment
Secretary

Last Name Middle Name:

Bookeeper| [ ; | [Raver

i Prefix Preferred First Name (.. Bob, Jim)
|Mr

Bulletin Edito

[ AddPhone | [ Delete Prone | [ SetPimay | [ AddEmal | | Delete Email | [ Set Primary

Click on the “Add Phone” or “Add Email” tab to add contact information for staff. When adding a phone

number or email address use the drop down arrow to select the type of phone number or email entered.

Users may add more than one phone number or email address. If more than one phone number or email
is added, be sure to set one of them to primary by highlighting the number you wish to set to primary and
click the Set Primary button.

o Add Phone |-|'='| L

Add Phone |(314) 555-5617 | Ba [101_ (v

Home
Cell
Fam

14



Assignments
The Assignments tab designates an assignment or position, to a person.
Person

Save  Cancel

Personal Information Assignments |

Location:

Test Parish (5t. Louis)

Assignment Type:

In Matteo Wood’s case, you want to select Youth Minister. The title field is available for the user to
be more specific, if needed. For example, if Matteo was being hired as a groundskeeper, you would
notice there is no assignment selection for that. So select, Other, or even Maintenance, then in his
title field, enter Grounds Keeper. In many cases you can leave the title blank since the assignment
type is the same as the title.

15



Perzon

Save  Cancel

Personal Information | I Assignments |

Location:
Test Parish (St. Louis)

Assignment Type:

Athletic Association President
Bookkeeper

Bulletin Editar

Business Manager
Communications Director
Cook

Development Director
DREACRE

Evangelization Coordinator
Finance Committee President
Housekeeping

Liturgy Directar
Maintenance

Marmiage Prep Coordinatars Or Mentor Couples
Music Director

Murse

(QLFL Parish Rep

Cther

Parizsh Council President
Principal

RLA Parish Coordinator
Secretary

Stewardship Coordinator
Wellness Champion

Young Adult Ministry Contact
fouth Ministry Contact I

16



Person

Save  Cancel

Personal Information | ; Azgignments !

Location:
Test Parish (St. Louis)

Assignment Type:
Youth Minister

Title:

If title is the same as assignment, it remains blank. Make sure to save your changes by clicking Save on
the top left section of the window.

17



Location Details

Location Info  Administrative  Rigk Management

After hitting Save, you should see the newly added position in the grid list:

Assignment Rank  Assignment Name  Title Prefix First Name Middle Name Last Name Sufix
2702 Secretary Secretary Ms. Mary Elizabeth James
2703 Bookkesper Bookkeeper Deacon Daniel Peter Jones
2704 Music Director Music Director Mr. Michael Robert Peters

2705

Youth Minister

Youth Minister

Mr

Mattea

George

Wood

Edit Person

Select the person you want to edit and click Edit Person. The edit person tab allows changes to personal
information or change the assignment. To add an additional assignment to a person already existing in
the database select “Add Person” search for them by name, open their record and add the additional
assignment (s). See Personal Information and Assignments section above for instructions.

End Position

To end a position, simply select the record and click End Position. Their assignment ends and is removed
from the grid. IF A NEW PERSON IS BEING ASSIGNED TO AN ENDING ASSIGNMENT, DO NOT OPEN THE
EXISTING RECORD AND CHANGE TO A DIFFERENT PERSON. END THE POSITION, THEN ADD NEW
PERSON BY CLICKING Add Person.

**You cannot add/edit/delete Priest and Deacon assignments. These are maintained by the
Archdiocese.
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Staff Report

The Staff Report menu selection prints the personnel listed on the Administrative tab of the
Location Details window.

‘_ﬁ Parish Helper Online - 8 Test Parish (5t. Louis)

Procedures | Changelocation Tools Help v2021-07-28

Mass, Reconciliation, and Eucharistic Adoration Times
Location Information

Staff Report

Sacramental and Funeral Registers
Status Animarum

Parish Internal Control Questionnaire
End of Year Checklist

Current 5t. Louis Review Subscribers

Generate Email List for Parish Staff (All Parishes)

This is simply a list to verify staff assignments. The report reflects what is in the Location Information
tab. Please note that the list should contain a contact for ALL available assignments.

Test Parish (St. Louis) - 8888
() -

Parish Staff

Seqetary

Ms, Mary Elizabeth James
Bookkeeper

Deacon Daniel Peter Jones
Music Director

Mr. Michael Robert Peters

Youth Minister

Mr. Matteo George Wood
(314) 555-4444
Matteowood @testparish.org

Ms. Sarah Catherine Jacobs

19



Sacramental Data

To enter Sacramental data, select Sacramental and Funeral Registers from the Procedures menu.

u Parish Helper Online - 8888 - Test Parich (St. Louis)

File | Procedures | Changelocation Toocls Help v2021-07-28

Mass, Reconciliation, and Eucharistic Adoration Times
Location Information

Staff Report

Sacramental and Funeral Registers

Status Animarum 3
Parish Internal Control Questionnaire

End of Year Checklist

Current St. Louis Review Subscribers

Generate Email List for Parish Staff (All Parishes)

Guidelines for Entering Sacraments

If you are the Church of Baptism
A. Sacraments administered in the current fiscal year (July 1 — June 30):

a. Enter all sacraments administered at your parish in the current fiscal year. This includes
baptisms, first communions, confirmations, marriages, ordinations, vows, and funerals.
PHOL tallies these entries for the Status Animarum.

b. Enter all sacrament notifications received from outside the Archdiocese. Be sure to click
on the “Sacrament occurred outside of the Archdiocese of St. Louis” box. If this box is
not checked, the sacrament is included in the Status Animarum and needs to be
corrected.

c. Do not enter sacraments administered at another Archdiocesan parish.

B. Sacraments administered in prior years:

a. Asyou receive sacramental notifications, you may enter all prior year sacraments that
appear in your ledger. Be sure to enter the correct date and location of the sacrament.

b. If you find a duplicate record please email Sally Serbus (sallyserbus@archstl.org)
and include the Sacrament ID#’s in question.

If you are NOT the Church of Baptism
A. Sacraments administered in the current fiscal year (Julyl — June 30):

a. Enter all sacraments administered at your parish in the current fiscal year. This includes
baptisms, first communions, confirmations, marriages, ordinations, vows and funerals.
PHOL tallies these entries for the Status Animarum.

b. Click on the Notification button to print a notification for mailing. At this time, please
continue to mail notifications printed from PHOL to ALL parishes even though an email is
being sent.

c. Do NOT enter baptisms that were not administered at your parish — NO EXCEPTIONS.
For baptisms outside of the Archdiocese, you may enter the date and location of
baptism in the comments/notes field of the sacrament administered at your parish.

B. Sacraments administered in prior years: You may choose to enter prior year sacraments
administered at your parish.

20



Searching for a Person

Before adding a new sacrament you must first search for the person to verify whether or not their record
exists in the database.

‘_ﬁ Parish Helper Online - Test Parish (5t. Louis)

File  Procedures Change Location Tools Help v2021-07-28

Bef ddi;

g anew p . you must search for them to verify that they do not already exist in the database.

If they do exist. select the record for editing.

Date of Bith: | / / |[Csearch | | Refresh | | Select Person | | NoMachiAddNew | | Cancd |
Sacrament Last First Middle Date Place Baptism Profession of Baptism Baj
0 MName MName Mame of Bith of Bith Date Faith Date Sponsor 1 Spi

You can search by Last Name, First Name, and/or Date of Birth (or any combination thereof). It can be
helpful to search without the first name in case of nicknames, i.e. Robert and Bob.

The search determines whether or not a record for the person exists in the database. If so, click the
Select Person button. If no match is found, click No Match/Add New to create a new person.

Note: If two (or more) records exist for an individual please send an email to SallySerbus@archstl.org. Be
sure to include all the Sacrament ID numbers to be merged.

21


mailto:SallySerbus@archstl.org

(Match found)

P Parish H
File  Procedures Change Location Tools Help v2021-07-28

Before adding a new person. you must search for them to verify that they do not already exist in the database.

If they do exist. select the record for editing.

Date of Bith: | / / | Seach | | Refresh | | Select Person | [ NoMatch/addNew | [ Cancel |

Sacrament Last First Name Middle Datt_z F‘!ace of Baptism F‘rt_:fession of Baptism

1D MName Mame of Birth Birth Date Faith Date Sponsor 1
Kine C
Kine Jake Ryan 342001 | &t Louis 5/20/2001 Donald Vietor
Kine: Jessica Anne 7/4/1594 | 5t. Louis Missouri | 8/13/1994 Steve Kine

1375785 ine Joan Helen 5/18/1930

1317986 Kine John Kenneth 6/10/1551

1200343 KLINE JOSEPH PATRICK

1313917 Kine Joseph S.

1335754 Kine: Joshua

(No match found)

File  Procedures Change Location Tococls  Help  v2021-07-28

Before adding a new person. you must search for them to verify that they do not already exist in the database.

If they do exist. select the record for editing.

Sacrament 1D: | |

Last Name: |[Iuinq,r |

First Name: M |
Date of Bith: | / / | Seach | [ Refiesh | | Select Person [ MNoMatch/AddMew | | Cancel
Sacrament Last First Middle Date Place Baptizm Profession of Baptism

1D Name MName: MName of Bith of Bith Date

Faith Date Sponsor 1

22



Adding a New Person

After clicking No Match/Add New, a blank Sacramental Record page appears. The basic personal info is
on top. You cannot add any Sacramental data until the personal info is entered and Saved.

Delete Sacrament 1D: 1338216 Close
Last Name: First Name: Middle Name:

| Fisher | |Zoe | |Jane |

Date of Birth: Place of Birth: Personal Info Record Keeper: 3888 - Test Parish (St. Louis)

| T | |St. Louis, MO Personal Info Last Updated On: 7/30/2021 12:45:45 PM

Personal Info Last Updated By: MFisherlUser

Add Baptism Add First Communion Add Confimation Add Ordination Add Vows Add Funeral Print Baptismal
Info Form

Baptism  First Communion Confimation Mamiage Ordination Vows  Funeral

Parishioner/Child of Parishioner

|

]
[}
ra
iy
]
=]

Print Baptismal
Certificate Delete Baptism

After entering and saving the personal data, two things appear:

1. To the right of Place of Birth, is a box with three fields, Personal Info Record Keeper, Personal
Info Last Updated On, and Personal Info Last Updated By.

Personal Info Record Keeper: This is the location of the user that entered the record.
Users at that location are the only ones who can edit and delete this record. However,

all locations can see this record.
Personal Info Last Updated On: The timestamp of the last save of the Personal Info.
Personal Info Last Updated By: The User who last saved the Personal Info.

2. The Add buttons for all Sacraments are enabled.

Now that a record exists for a person, Sacraments can now be added.

23



Add Baptism

Before adding a new sacrament you must first search for the person to verify whether or not their record
exists in the database. See instructions on page 20-23. Do not add baptism if it did not occur at your
parish.

Once we have selected the correct record or have added our new person we click
Add Baptism.

Edit Sacraments - 8888 - Test Parish (St. Louis)

| save | [ Deete |  SacramentID: 1398213 Close
Last Name: First Name: Middle Name:

fuincy| | [Aex | |James |

Date of Birth: Place of Birth: Personal Info Record Keeper:8388 - Test Parish (St. Louis)

[#] 6/ 172021 | [st. Louis. MO | Personal Info Last Updated On 7/29/2021 10:44:58 AM

Personal Info Last Updated By: MFisherUser

| Add Fint Communion | [ Add Confimation | [ Add Ordination | [ AddVows | [ Add Funeral Pint Baptismal
Info Form

Baptism ‘ First Communion ] Confirmation I Mariage l Ordination I Vows I Funeral |

Ledger Number:
|123»B I Baptism Record Keeper:
Father's Name: Mother's Maiden Name: Baptism Last Updated On:

)&eﬁuﬁM\‘\LBﬁdga Clancy | Baptism Last Updated By:

< [ Parishioner/Child of Parishioner

Baptism Date: Profession Of Faith Date: ~ Sponsor 1: Sponsor 2:
[¥ 61672021 v| [CI11/ 42021 «|  [SeanClancy | [Grace Clancy |
Minister of Baptism {or Profession of Faith): Netations to Appear on Certificate:

IRev. John Donovan ]

Beptism Comments (will not show on cerfficate):

Baptism Location:
[Test Parish (St. Louis) |

Address:
[123 Fake Street |
Print Baptismal
s - Cotin
St. LOuis MO 63000|

Once the Add Baptism button is clicked, the Baptism Info on the Baptism tab becomes available. The
Baptism Location data fills automatically based on the Location set. This can be changed manually if it
is different.

Mother’s Maiden Name field must contain only her first and last name as shown on her birth
certificate.

Check the Parishioner/Child of Parishioner box if appropriate. The parents of the child must be
members of the parish to be considered a child of a parishioner.

After all data is entered, click the Save button.

24



After the Save button is clicked:
1. The Add Baptism button is disabled. A person can only have one Baptism record.

2. The Print Baptismal Certificate and Print Baptismal Info Form buttons become available.

3. The Baptism Record Keeper information is visible.

*Reminder — The Baptism Record Keeper is the Location that added the Baptism

Sacrament. All locations can VIEW the Baptism Record, but only the Record Keeper

location can edit it.

Edit Sacraments - 0800 - Old 5t. Ferdinand Shrine

[ save | [ Delete | SacrementiD: 1583610

Last Name: First Name: Middle Name:

|Quinc:)|r | |Alex | |Jarnes |
Date of Birth: Flace of Birth: Personal Info Record Keeper:0800 - Old St. Ferdinand Shrine
[ 6 12021 | [gt. Louis. MO | Personal Info Last Updated On: 11/4/2021 9:56:00 AM

Personal Info Last Updated By: MicheleFisher

| Add First Communion | | Add Corfimation | | Add Ordination | | AddVows | | Add Funeral

Baptism | First Commurnion | Corfirmation | Mariage | Ordination I Vows | Funeral |

Ledger Number:

|125—E | Baptism Record Keeper:
Father's Name: Mother's Maiden Name: Baptism Last Updated On:
|Michael Quincy | |Bridget Clancy | Baptism Last pdated By:

Parishioner/Child of Parishioner

Baptism Date: Profession Of Faith Date:  Sponsor 1: Sponsor 2
|¥ 862021 w| [CD1117/2021 ©]  [Sean Clancy | |Grace Clancy |
Minister of Baptism {or Profession of Faith): Motations to Appear on Certificate:

| Rev. John Donovan |

Baptism Comments {will not show on certficate):

Baptism Location:
[Test Parish (5. Louis) |

Address:
[123 Fake Strest |
Print Baptismal
City: State:  Jip: Certficate Delete Baptism

[Florissart | Mo | [e3300 |
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Add First Communion

Before adding a new sacrament you must first search for the person to verify whether or not their record
exists in the database. See instructions on page 20-23. Do not add the first communion if it occurred at
another parish in the Archdiocese of St. Louis.

Once you have selected the correct person or have added a new person click the Add First Communion.
The First Communion tab becomes available.

File  Procedures Change Location Tools Help v2021-07-28

Before adding a new person. you must search for them to venfy that they do not already exist in the database.

If they do exist. select the record for edifing.

Sacrament |D: | |

Last Name: |Dur1bar |

First Name: |.J |
Date of Bith: | / / | Seach | | Refresh | | Select Person || NoMach/addNew | | Cancel
Sacrament Last First Middle Date Place of Bith Baptism Profession of Baptism
D MName MName Mame of Birth ace Date Faith Date Sponsor 1
1104534 Dunbar Jacob Andrew 8/29/2003 |5t Louis, MO 10/10/2003 James Strest

Dunbar 5t. Louis, Misso Robert Cooper

As the record comes up, notice that, in this sample, his Personal Info and Baptism data sections are
visible but NOT available for edit. This is due to these records having a different Record Keeper. The
Personal Info and Baptism data Record Keeper is St. Peter (Kirkwood). The current Location is Test
Parish.

Since there is no First Communion record, the Add First Communion button is available.
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Exlit Sacrarments

Save Saeramant |D: 1338208

Cleae
Last Mame: Frdhhme Hd:leﬂ.!me
I:'EE {James Peter
Diste of Brth Place of Beth Personal Info Recond Keeper 0220 - 3. Peter (Krdowood)
ﬁ TALEN4 x: |5 Lonsa. Missoun | Pemonal info Last Updated On: 7172021 10:13:33 AM
Perscnal info Last Updated By: Michels Fisher
A First Communion Add Confemation i Circlinaation Add Vows Add Funenal Prvd Daptismal
Info Foem

Baptem  Fst Communion  Confrmation  Manmage  Ordination  Vows  Funerl

Ledger Mumber,

1_23-! Elaptism Riecond Kesper 0220 - 5t. Peter (Hrkowood))

Father's Hame Mcther's Hame (Maider) Blagtism Last Updated On: 7/13/°2021 10:16:22 AM

[Dariel Durbar [dbe Jomes Euactiom Last Updated By MichebaFisher

] PanshionerChid of Parishioner

Elnpitism Dlate Professon Of Fath Date Sporsor 1 Spormor 2

B T304 | [AE |Probart Cooper |Patncia Thomsen

Mirister of Bagtiem for Profession of Fath) Hatations bo Appesr on Certificate

Fev. Smon Stone

MNWLMM shaw an certfficate]

Esptem Location

2. Peter (Mrowood]

Address

243W. Anganne Dr

Forit Baptismal
Cay: Bate:  Tp: Coficale Dietete Bagra
Wrkwoad L] _f51122

Click the Add First Communion button and the First Communion tab becomes available. Enter the first
communion data. Be sure to check all boxes that apply.

*Reminder — The First Communion Record Keeper is the Location that added the First
Communion Sacrament. All locations can VIEW the First Communion Record, but only the

Record Keeper location can edit it.
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Edit Sacraments - 8888 - Test Parish (St. Louis)

Last Name: First Name: Middle Name:
Dunbar James Peter
Date of Bith: Place of Birth: Personal Info Record Keeper:0220 - 5t. Peter (Kidowood)
St. Louis, Missouri Personal Info Last Updated On: 7/13/2021 10:13:39 AM
Personal Info Last Updated By: MFisherAdmin
| Add Confimation | | AddOrdination | | AddVows | [ Add Funeml
Baptism | First Communion |C.onfirrnation I Mamiage I Ordination I Wows I Funeral |
Ledger Number:
|-||}_2 | Communion Record Keeper: 8888 - Test Parish (St. Louis)
Communion Last Updated On: 7/14/2021 10:27:.43 AM
First Commurion Date: Communion Last Updated By: MFisherAdmin
51672021 W
I Parighioner/Child of Parishioner Home Schooled [] PSR
Celebrant: Communion Comments:
|Rev. Donald Martin |
[] Sacrament occured outside of the Archdiocese of St. Louis
Communion Location:
[Test Parish (5t. Louis) |
Address:
[123 Fake Street | Print
Communion
City: State:  Zip: Certificate Delete First Communion
[3t. Louis |[mo | [e3m00 |
Print
MNotification

Please check all applicable Parishioner/Child of Parishioner, Home School, and PSR boxes. A parishioner is
someone that is a registered member of the parish. The parents of the child must be members of the
parish to be classified a child of a parishioner.

If you received notification of a First Communion taking place outside of the Archdiocese of St. Louis and
are entering the sacrament into Parish Helper On-line, be sure to check the “ Sacrament occurred outside
of the Archdiocese of St. Louis “ box.

When finished entering First Communion information click Save. Now the Print Certificate button is
available and Print Notification is available. It is not required to send a First Communion notification to
the Church of Baptism. Also, the First Communion Record Keeper information is now set and visible.

In this example, St. Peter (Kirkwood) is the Record Keeper for the Personal Info and Baptism data

(notice how the Personal Info is viewable but grayed-out), but Test Parish now controls the First
Communion data (not grayed-out and is editable).
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Add Confirmation

Before adding a new sacrament you must first search for the person to verify whether or not their record
exists in the database. See instructions on page 20-23.

Once you have selected the correct person or have added a new person click the Add Confirmation. The
Confirmation tab becomes available.

Edit Sacraments - 8888 - Test Parish (St. Louis)

Last Name: First Name: Middle Mame:
Dunbar James Peter
Date of Bith: Place of Bith: Personal Info Record Keeper:0220 - 5t. Peter (Kikkwood)

St. Louis, Missour Personal Info Last Updated On: 7/13/2021 10:13:35 AM
Personal Info Last Updated By: MFisherAdmin

| AddOrdination | | AddVows | [ Add Funeral

Baptism | First Communion | Corfimation |Man‘iage | Ordination | Vows | Fureral |

Ledger Number:
|| | Corfirmation Record Keeper:

Corfimnation Date: Confirmation Last Updated On:

1222021 w Corfirmation Last Updated By:

[] Parishioner/Child of Parishioner [ | Home Schooled [] PSR

|Confirrnati0n Name: | |Confirrnati0n Sponsor: | Corfimation Commerts

Minister of Confimation:

|
[[] Confimmed at the Cathedral Basilica

[] Sacrament occured outside of the Archdiocese of St. Louis

Corfimation Location:
[Test Parish (3. Louis) |

Print
Address: Corfirmation
|123 Fake Strest | Certificate Delete Confimation
: State:  Zip:
s =P Print
[5t. Louis |[Mo_|[samo0 | Notfication

Enter the confirmation data. Be sure to check all boxes that apply. If the confirmandi is a parishioner and
a PSR student and confirmed at the Cathedral, be sure to check all three boxes. A parishioner is someone
that is a registered member of the parish. The parents of the child must be members of the parish to be

If you received notification of a Confirmation taking place outside of the Archdiocese of St. Louis and are
entering the sacrament into Parish Helper On-line, be sure to check the “ Sacrament occurred outside of
the Archdiocese of St. Louis “ box.

When data entry is complete, hit Save. Now the Print Certificate button is available and Print Notification
is available. Print the notification and mail to the Church of Baptism. The parish is required to send a
written Confirmation notification to the parish of baptism, even if the parish is located within the
Archdiocese of St. Louis. Also the Confirmation Record Keeper info is now set and visible. . *Reminder —
The Confirmation Record Keeper is the location that added the Confirmation. All locations can VIEW the
Confirmation Record, but only the Record Keeper location can edit it
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Add Marriage

The Marriage section has a bit more to it since it involves two records. The first thing to do is search for
ONE of the participants. It is best to start with the person more likely to have a record in the database.

Example: In this case, Brett Jefferson and Jessica Kline are getting married. Jessica was baptized at Test
Parish, so start with her. Select Sacramental and Funeral Registers from the Procedures menu. That
brings up the Search Page. Search for Jessica Kline and select her record.

On her Sacramental record, go to the Marriage tab. She has no Marriage data, so the only button
available to click is Add Marriage.

Pemonal info Recond Heeper B85 - Test Parish (5. Lous)
Personal Info Last Updated On- 7/13/2021 11:35:43 AM
Pemonal info Last Updated By: McheleFsher

AddVows || AddFunedl |

Baptism  First Commurion  Corfionation  Mamiage  Ordination  Vows  Funersl

| Add Mamiage | |.‘“m',\’1 ::.'- TEIE
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After clicking Add Marriage, the window pictured below appears. The program needs to determine
which record is which. She is the Bride, so we select Bride and click OK.

Is JESSICA KLINE the Bride or the Groom?

Is JESSICA KLINE the Bride or the Groom?

() Bride
(") Groom

Now you must search for the Groom (if you had selected Groom on the previous page you would now
be searching for the Bride).

Enter the search data and click Search. Since the result shows the record you are looking for, click
Select Person.

Existing Person Example

Ote o Bt [ Relreh | SekeaPenn || MeMadvidites | | G
Isﬁmm-ﬂ m Dide Place of Bapte= Frdmpge ol Bagtiem Bt

of Beth Buth Date: Fath Dote Spormor 1 Sponsor 2
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If the Groom (or Bride) doesn’t show up in the search results, click No Match/Add New. This brings up
a new person form and the user would have to add and save the Personal Info for the Groom (or
bride). Both records must exist to enter the marriage (even if one of the records has no Sacraments).

(New Person Example)

Search for the Groom.
Bride: Jassica Kline
& m |
et e

D of Bt | / | [ Semen | | Retmsh = |

Sacrament Leest Frst
] e Hame

On the next screen you will be required add this person to
the database before creating the marriage record.
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Now that both records are selected, a form is available to enter the Marriage data.

Add Ne

Mamags Record Keeper,
Prnt Mamiags Mamisge Last Updated On:
Cartificate
Mamags Last Updsted By:
Pert.
Groom Sacramert I0: 1398210 Hecafication Bride Sacrament ID: 1338205
Groom Name: Bride: Mame::
Brett William Jeflerson dezsica Anne Kline
Groom Date OF Bath: Grocen Diate OF Death- Bride Diate OF Birth: Bride Diate Of Death
1/9/1955 TrA1984
= Sae Zp Cay S#e 2
1| |

[ Padshioner [ Parishicner
Mirester of Mamiage: Mamage Type:
| | v
[Test Pasish (. Louis) | .
[123 Fake Sireat !
City: State: dp: Mamage Winess 2
(5t Lows [mo] [0 | |
[ Sacrament occumed outside of the Archdocese of St Louss Prohidicns. Wamings
Annuiment Date:
e Mamage Comments
Oz y
Arewdment Number:
I [l

Close

Note: The Annulment date and Annulment number fields should remain blank when entering a new
marriage. These fields are only completed when or if this marriage is annulled in the future. These fields
are not intended to show an annulment date or annulment number of previous marriage of the bride or
groom.
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After entering all the necessary data, click Save. The Marriage Record Keeper data is now set. Now the
Print Certificate button is available and Print Notification is available. Print the notification and mail to
the Church of Baptism for both the bride and groom. (Assuming they are Catholic) The parish is required
to send a written Marriage notification to the parish of baptism, even if the parish is located within the
Archdiocese of St. Louis.

Add New Marnage - &

3 - Test Pansh (58 Louss)

Lo:lu-erhhw-ac Mariage R 4 Koo
gf:ﬁ_ﬁ; | Prrt Mamage Marmiage Last Updated On:
Mamiage Date Canificats

B szman | bnzgo tas Lesiatod By

Prrd

Gmom Sacrament 1D: 1338210 Hetfictan Bride Sacrament ID: 1333203
Groomn Name: Briche Mama:

Brett William Jefferson Jessica Anne Kine
Groom Date OF Beth Groom Date Of Desth Bride Diste OF Buth: Bride Dlate OF Death

1/5/1535 TA554
(1002 Oak Street 765 Surryside Drive |
Cay: Stete:  Zp: Cry: Bater  Zp:
|2, Lous MO 63100 Clayten |[Mo | [63105

[[] Pasishionar 4] Parishiones
Miister of Mariage: $ominge Type
[Rev. Joseph Love | Mhced S
[Test Parieh (. Lous) ] |
Address: Mamage Wineas 1
[123 Fake Sreet | [Horey Frarkin ]e
Qy: Sate:  Zp:  Manisge Wenen 2
[5t. Lous (MO | 63000 | {Martha Adams| |
[] Sacrament ccoumed outside of the Achdecsse of St Lous Prohibdions. Wamings |

g Dﬂl Mamiage Comments:

[T 732 ~ :

Annuement Mumber:
' i

Save Close
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Now the Marriage appears on Jessica Kline’s main Sacramental Record. The Groom has the same

marriage record on his main Sacramental record. Again, only the Marriage Record Keeper can
edit/delete the Marriage.

Edit Sacraments - 8288 - Test Pansh (5t Louis)

[ sawm | [ Deme |  SscrameniiD: 1338208
Last Nama: [First Nama: Medda Namea:

[Hame | |esses | [aene ]

Diste of Bith: Place of Bith:

Fersonal infi Record Keeper-8828 - Test Pansh (St. Louss)
Pemonal infio Last Updatesd On: 71372021 11:35:43 AM
Pemonal Info Last Updated By: MechadeFisher

[ 77 angs +]  [5t Lows Masour |

| AddOeaion || AddVows | AddFunenal |
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Add Ordination

Before adding a new sacrament you must first search for the person to verify whether or not their record
exists in the database. See instructions on page 20-23. Do not add the Ordination if it occurred at another
parish in the Archdiocese of St. Louis.

Once you have selected the correct person or have added a new person click the Add Ordination button.
The Ordination tab becomes available. Enter the information and Click Save.

Now the Print Notification is available. Print the notification and mail to the Church of Baptism. Also, the
Ordination Record Keeper info is now set and visible. If you received notification of a Ordination taking
place outside of the Archdiocese of St. Louis and are entering the sacrament into Parish Helper On-line be
sure to check the “Sacrament occurred outside of the Archdiocese of St. Louis” box . The parish is
required to send a written Confirmation notification to the parish of baptism, even if the parish is located
within the Archdiocese of St. Louis

*Reminder — The Ordination Record Keeper is the Location that added the Ordination. All locations can
VIEW the Ordination Record, but only the Record Keeper location can edit it.

Edit Sacraments - B335 - Test Parish {3 Lowis)
Sacrament |0 1338208

Midde Name
| Peter

Personal Infio Record Keeper 0220 - 5. Peber rowood)
Personal info Last Updated On: 771372021 10:13:39 AM
Personal Info Last Updated By: Michele Fisher

Add Vows Add Funersl

Baptism  First Communion  Confimation  Mamage  Drdination

Ledger Mumber

Mirister of Haly Orders

[ Orcasrsed at the Cathadral Baslica

[ Sacramert cccumed outssde of the Archdocess of 5t Lous
Ordination Location

Test Pansh (3. Lowss)

123 Fishe Sareet

Ly
5. Lous
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Add Vows

Before adding a new sacrament you must first search for the person to verify whether or not their record
exists in the database. See instructions on page 20-23.

Once you have selected the correct person or have added a new person click the Add Vow button. The
Vow tab becomes available. Enter the information and Click Save.

Now the Print Notification is available. Print the notification and mail to the parish of baptism. Also the
Vow Record Keeper info is now set and visible. If you received notification of a Vow taking place outside of
the Archdiocese of St. Louis and are entering the sacrament into Parish Helper On-line be sure to check the
“Sacrament occurred outside of the Archdiocese of St. Louis” box . The parish is required to send a

written Confirmation notification to the parish of baptism, even if the parish is located within the
Archdiocese of St. Louis

*Reminder — The Vow Record Keeper is the Location that added the Vow. All locations can VIEW the
Vow Record, but only the Record Keeper location can edit it.

Meimister of Vows

[0 Vows at the Cathadral Basdica

L] Sacrament ocoumed outsde of the Archdiooess of 52 Leuis

Save Tielese Sacrament 1D: 13308208 Cose
Last Name: Frl Hame: Middle Mame:
Duribar ke, Peter
Dt of Beth: Flace of Bath Personal irflo Recond Keeper 0220 - 51 Paber (Mrlkwood)
& 713201 | [ Lows, Masosi

Personal info Last Updabed On: 771372021 10:13:33 AM
Persconal info Last Updated By: MichalsFigher

Add Funenal
Baptism  First Commursion  Corfimation  Mamiage  Ordnafion Yows  Funersl

Ledger Humber

Viows Recoed Kesper

Vows Last Updated On
Wows Date
e = Vows Last Updated By
Rstgious Crder

Virars Commerts

Test Padsh (58, Lowss)
Prnd Dbt Vima
Address Hotfication
123 Fake Stresst
Caty Swe:  Tp
5. Lows L] S3000
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Add Funeral

Before adding a Funeral you must first search for the person to verify whether or not their record exists in
the database. See instructions on page 20-23. When entering a funeral for a female search for her record
by using her maiden name (first and last name as shown on her birth certificate)

Once you have selected the correct person or have added a new person click the Add Funeral button. The
Funeral tab becomes available. Enter the information and Click Save.

After you click the Add Funeral button, the Funeral tab becomes available. Enter the Funeral information

and click Save. The Burial Location tab features a list of local cemeteries or you may add one that does
not appear on the list.

*Reminder — The Funeral Record Keeper is the Location that added the Funeral. All locations can VIEW
the Funeral Record, but only the Record Keeper location can edit it.

Edit Sacraments - BE58 - Test Parish (5t Louwis)

Save Dielete Sacrament [D: 1298208

Cose
Last Name First Name Middie Name
Dunbar :Ju_ﬂf_—: Peer
Dﬂ.edﬂ-'m : F_‘ia-::enlw ) Pemonal info Record Heaper 0220 - 5. Peter (Krkwood)
E ANAANE 5. Lows, Mssoun Personal info Last Updated On: 771272021 10:13:33 AM

Personal info Last Lipdated By: MichelsFisher

Baptism  First Commurion  Corfrmation  Mamage  Oedination  Vows  Funeral

Ledger Number

A | s

Funersl Date Dste of Death Age ot Desth Fureel Last Updated On

0O iz @ | [0 e B [ Funeral Last Updated By
[ Received Sacraments Burial Dt

Residence T .

(-] & —
Hest of K

Burial Location i mot one of the avalable selections, you may hype it in)

et

Mext of Bin Addness

Audress
Cot & T
Fumeral Location
Test Parish (3. Lows) Funeral Comments
Addres
_123 Fake Strest
Ciy State '
5. Loun MO B Pent Delete Funers
Hotihcation
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Parish Helper On-Line Email Notification

After entering First Communions, Confirmations, Vows, and Ordinations into PHOL for individuals
baptized at a parish within the Archdiocese of St. Louis, the PHOL system automatically generates an
email to the parish of baptism notifying them that a sacrament has taken place and entered into PHOL.
The email is sent to the parish###f@archstl.org email address. Parishes should regularly check this
email for notifications and record them in their corresponding register in a timely manner. An example
of an automated email is below.

On Wed, Dec 30, 2020 at 3:04 PM Parish_Support <Parish_Support@archstl.org> wrote:
Parish Administrator,

0289 - St. Margaret Mary Alacoque (Mehlville) has entered or updated a Confirmation for
Sacrament I1D: 157826

Sincerely,
Parish Support
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Status Animarum

Parish Counts

Parish Counts are one of the items submitted every year. To enter your numbers, go to the Status
Animarum menu item under the Procedures Menu. There is a sub menu under that. It is the first item,
labeled Parishioner Counts.

rﬁ Parish Helper Online -

Procedures | Change Location Tools Help v2021-07-28

Mass, Reconciliation, and Eucharistic Adoration Times

Location Information
Staff Report
Sacramental and Funeral Registers

Status Animarum Parish Counts

Parish Internal Contrel Questicnnaire Baptism Register

End of Year Checklist First Communicn Register

Current St. Louis Review Subscribers Confirmation Register

Generate Email List for Parish Staff (All Parishes) Marriage Register
Funeral Register

Status Animarum Submission Form

The fiscal year for the Archdiocese runs from July 1 to June 30 and Fiscal Year you are submitting is
based on the June 30 date. For example, if the year ended June 30, 2021 you would select 2021. Using
the data pulled from parish Servant Keeper database (See Parish Support webpage for Statistical
Report Instructions), enter the counts in the five fields. Once the fields are filled, click Save. A user and
timestamp should appear to verify your save.
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Parish Counts

Parizh: Test Parish (5t. Louis)

Parish Number: 8388

Fiscal Year:

Registered Parish Households - CATHOLIC:
Registered Parish Households - MIXED:
Registered Parish Households - TOTAL:

Contributors:

Tatal Number of Catholics:

Last Updated By:  MFisherAdmin
Last Updated On:  7/13/2021 2:52 PM
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Registers

These items are a list of the selected Sacraments for the specified year. Keep in mind that the year is
the Fiscal Year, running from 07/01-06/30. So if a child is baptized on 9/21/20, their record would show
under Fiscal Year 2021. These lists are for your reference. You should compare these PHOL registers to
your official written parish registers. You can edit a record with the Edit Record button, as well as
export the list to Excel with the Export Spreadsheet button. These lists are automatically generated for
physical submission through the Status Animarum Submission Form (covered in next section).

‘_ﬁ Parish Helper Online - - Test Parish (5t. Louis)

Procedures | Change Location Toels Help  v2021-07-28
Mass, Reconciliation, and Eucharistic Adoration Times
Location Information
Staff Report
Sacramental and Funeral Registers
Status Animarum Parish Counts
Parish Internal Control Questionnaire Baptism Register
End of Year Checklist First Communion Register

Current 5t. Lauis Review Subscribers Confirmation Register
Generate Email List for Parish Staff (All Parishes) Marriage Register

Funeral Register

Status Animarum Submission Form

2021 v/ | EdtRecon | Export Spreadsheet | | Monthly Repott |
" Date. Profession Baptism "
Baptism First Middle Last Place Ledger Baptism Father's
Parishioner Date Name Name Name gﬂh Of Birth Number g;f:"h ‘:’pmmr Sponsar 2 MName

236
3/1/2021 | St. Louis, MO | 1237
6/1/2021 | St. Louis, MO | 1238
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Status Animarum Submission Form

File | Procedures l Change Location Tools Help Admin  v2021-04-14
Mass, Reconciliation, and Eucharistic Adoration Times
Location Information

Seaff Report
Sscramental and Funeral Registers
Status Animarum » Parish Counts
Pansh internal Control Questionnaire Baptism Register
End of Year Checidist First Communion Register
Current St, Louts Review Subscribers Confirmation Register
Generate Email List for Parish Staff (All Parishes) Marriage Register
Funeral Register

This form is used to submit your counts and Sacramental data. All of the sacrament numbers are
automatically generated based on your entries. Be sure to check your numbers before you submit. If
anything is/seems incorrect, there are shortcut buttons available to get you where you need to be to
make your changes. Once everything looks good, click the Submit Annual Report button.

Fiscal Year:
lepnnt Registers
2014 Repnri gisters

Submit Annual Submitted On:
Submitted By:

Parish Counts Confirmation
Registered Parish Households: Total Confirmations:
Contributors:

Total Number of Catholics:

Registered Parishioners Confirmed at Parish:
Registered Parishioners Confirmed at Cathedral:

NonRegistered Individuals Confirmed at Parish:
Edit Parish Counts
NonRegistered Individuals Confirmed atCathedral:

Baptism

Total Baptisms:
Total Parish Baptisms:

Confirmation Home School:

Total Baptisms of infants under 1 year old:
Baptisms of Parish infants under 1 year old:
Total Baptisms of children 1-6 years old:
Baptisms of Parish children 1-6 years old:
Total Baptisms of children 7-18 years old:
Baptisms of Parish children 7-18 years old:
Total Baptisms of persons over 18 years old:
Baptisms of Parishioners over 18 years old:

Confirmation Register
Marriage

Total Marriages:

0
0
0
0
0
0
0
0
0
0

Marriages (Catholic):
Professions Of Faith:

o

Marriages (Mixed):
Baptism Register Maniage Register
First Communion Funerals

First Communions:
Funerals:

First Communions - Home Schooled:
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Once submitted, the program automatically generates the Baptismal, Confirmation, and Marriage
Registers.

Print each one off before closing the form! The fourth form to open is the Reminders and Verification
page. All pages of the Registers and the Reminders and Verification page MUST be printed, signed
by the Pastor, and mailed to Parish Support, 20 Archbishop May Dr., St. Louis, MO 63119. First
Communion and Funeral registers are not generated.

(Reminders and Verification page)

eI - T A T S R R
IMainF‘.eport|

338 Tezt Parizh

BEMINDERS

A Regieration of real propesiy or siocks; bomds, debesmures or other securiesof 2 Pasich inasmy mames other fan
dhtiof the Archdiocaze of 51 Lomis (b propariifs ) & forbiddan . Accordingly, amy Pasich realpropenyor
mioc i, oy, dehesmere, or ofher secmrities ot are ofhermios regicssed chonld he fortreith raponad by the
Pasior wothe Catholic Cemerso fhaithe groper reginration and delvery canbe efecied

B MORTGAGES
Negotiation of mortzages by pasiors cnPasish Propesty isforbidden. Paxiors aseto ootifythe Chancery
immediately of 2oy ovaadingmonizage of recond oo Parih propessy.

C. NOTESWITH INDIVIDUALSCRE0CIETIES
Parich horroring fromasmy somrce ofhes o the Archdiorass of 31 Lowis i forbidden  Accordingh, the
execuicnof svidencesof Pasich indeednews o ampone, individm] or socieny excepd tat whichic in the
e of amote ofe Archdiocess of 31 Louds & foetidden Tn dhe avee dhere noer axis Pasih notey or ofher
evidence of indebiedoe s, payable o amyone othertan the Archdiocer, the Pasior & to ooty the Catholic
Cearier atonce sothal pegmmay be ke o effectprom Howidation theaof

L. DEPCEIT OF SURFLUS FUNDE
The Aschdicoess requinesthal any sarphe fandsbe deposiied with The 51 Lowis Aschdicoesan Fand This
T pays cosmpeitive: Smiare oo yorr accos and fhe momey e dhe promesty of e pasih or dcitsion
for withdaw] whenneadsd The 5 Lomis Archdiocssan Fand fhenprovides paniches who o oo Fands
withhelow marketrate lam Ao svery pasithin the Aschdioress hoxprofied fromthe loantmods
throngh The 5t Lowis Archdiocesan Faod It 52 mater of jostice fhat whena pasish becomes seif-safficien,
it axsisiother pasishes asil bas been axsimedimelf.

m

VERTFICATION
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Once all pages are printed, the following message appears, informing you that the submission process

is complete.

successfully submitted.

Status Animarum Online Submission

o Status Animarum Online Submission for Fiscal Year 2020 has been

You can verify your submission by the user and timestamp of submission. The Submit Annual Report
button becomes unavailable. If you need to reprint the Registers and Reminders and Verification Form,
a Reprint Registers button is now available. However, any changes you make after submission are not
reflected in the reprints. If you make any changes and need to re-submit, contact Parish Support at
314.792.7716 so they can reset the Annual Report for you to re-submit.

Status Animarum - Test Parish -

Parish Counts

Registered Parish Households:
Contributors:

Total Number of Catholics:

Edit Parish Counts

Baptism

Total Baptisms:
Total Parish Baptisms:

Total Baptisms of infants under 1 year old:
Baptisms of Parish infants under 1 year old:
Total Baptisms of children 1-6 years old:
Baptisms of Parish children 1-6 years old:
Total Baptisms of children 7-18 years old:
Baptisms of Parish children 7-18 years old:

Total Baptisms of persons over 18 years old:

Baptisms of Parishioners over 18 years old:

Professions Of Faith:

| Baptism Register

First Communion
First Communions:

First Communions - Home Schooled:

[ First Communion Register ]

Fiscal Year:
2014 = Reprint Registers

555
444

=== I = e e I e = [=N=]

(=]

Submitted On: 9/26/2014 3:44 PM
Submitted By: bvoss

Confirmation
Total Confirmations: 0

Reagistered Parishioners Confirmed at Parish:

0
Registered Parishioners Confirmed at Cathedral: 0
NonRegistered Individuals Confirmed at Parish: 0

0

NonRegistered Individuals Confirmed atCathedral:

Confirmation Home School: 0

[ Confimation Register |

Marriage

Total Marriages: 0
Marriages (Catholic): 0
Marriages (Mixed): 0

Marmiage Register ]

Funerals

Funerals: 0

Funeral Register
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Parish Internal Questionnaire- Optional

ﬁ Parish Helper Online - 8888 - Test Parish (5t. Louis)

Procedures | Change Location Tools Help  Admin  w2027-04-14

Maszs, Recanciliation, and Eucharistic Adoration Times
Location Information

Staff Report

Sacramental and Funeral Registers

Status Anirmarum

Parish Internal Control Questionnaire

End of Year Checklist

Current 5t. Louis Review Subscribers

GGenerate Email List for Parish Staff (All Parishes)

You only see one question at a time. Most questions require a Yes (Y) or No (N) answer. Some require
an open-ended text answer. Click the Next button to move on to the next question. You can also use
the Previous button to return to the previous question. You can Print the blank or the answered
guestionnaire out at any time. The Submit button is not available until you reach the end of the
guestionnaire. You can close out the window and return at any time. Your progress is saved
automatically.

*You may close out and retum at any time. Your progress will be saved automatically.

General Information

Are ALL activities of the parish,school, and parish organizations recorded in QuickBooks?

‘ Submit ]

[ Print Blank Questionnaire ]

| Print Questions and Answers |

[ Close




Some questions contain skip conditions. If, for example, there is a series of questions regarding your
school, the first question would be, “Do you have a school?” If you answer No, the questions regarding
the school are automatically skipped. There are also some questions that may require an explanation
based on your Yes or No answer.

Parish Internal Control Question

“You may close out and retum at any time. Your progress will be saved automatically.

General Information

Please explain:

[ Print Blank Guestionnaire |

[ Print Questions and Answers ]

l Cose l

Once you reach the final page of the questionnaire, the Submit button becomes available. Click to
complete the submission.

“You may close out and retum at any time. Your progress will be saved automatically.

Closing

The Parish Internal Control Questionnaire is complete. Please click the SUBMIT button to
complete online submission. You do not have to mail anything in. Thank you!

[ Submi ]

| Print Blank Questionnaire |

[ Print Questions and Answers ]

[ Cose ]
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If the submission is successful, you receive the following message:

Parish Internal Control Questionnaire for Fiscal Year 2014 has been
successfully submitted.

The submission timestamp appears on the top right corner of the window, as well as the Submit button
being disabled again. Also, you can navigate back through the questionnaire with the Previous and Back
buttons, but all answers are disabled and not editable.

*You may close out and retum at any time. Your progress will be saved automatically. Submitted on: 10/1/2014 10:50:04 AM

Closing

The Parish Internal Control Questionnaire is complete. Please click the SUBMIT button to
complete online submission. You do not have to mail anything in. Thank you!

‘ Submit ‘

| Print Blank Questionnaire |

| Print Questions and Answers |

[ Cose ]
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End of Year Checklist

File | Procedures | Change Location Tools Help  Admin  v2021-08-08

Mass, Reconciliation, and Eucharistic Adoration Times
Lecation Information

Staff Report

Sacramental and Funeral Registers

Status Animarum 3
Parish Internal Control Questionnaire

End of Year Checklist

Current 5t. Louis Review Subscribers

Generate Email List for Parish Staff (All Parishes)

The End of Year Checklist is a tool that allows you to keep track of your required submissions. If a task is
completed the status is Submitted On (or “Received On”): date and time. If you are exempt from
completing a task (i.e. only Parishes have to complete the PIC Questionnaire) the status is Exempt. Take
note of the image below on the School Budget item. This is exempt because this location does not have
a school. The status for items that still need to be completed (or have not yet been received or filed) is
labeled Incomplete. Keep in mind some things have to be mailed in and filed, so it may take some time
for it to show as submitted.

End of Year Checklist

| Print this Page for Your Reference

Fizcal Year:
2021 v|
Status
Status Animarum Online Submission: Submitted On: 8/3/2021 10:14:31 AM

Status Animarum Verfication Form (sent by mail): Received On: 8/16/2021 2:14:23 PM

Baptism Register (sent by mail): Received On: 8/16/2021 2:16:40 PM
Corfirmation Register {sent by mail): Received On: 8/16/2021 2:17:05 PM
Mamiage Register (zent by mail): Received On: 8/16/2021 2:18:22 PM
QB Review Started: Received On: 8/20/2021 5:49:56 AM
Parizh Budget: Received On: 9/23/2021 10:25:41 AM
School Budget: Exempt

Parizh Intemal Contral Questionnaire: Incomplete
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Current St. Louis Review Subscribers

Procedures | Change Location Tools Help v2021-07-28

Mass, Reconciliation, and Eucharistic Adoration Times

Location Information
Staff Report

Sacramental and Funeral Registers

Status Animarum
Parish Internal Control Questionnaire

End of Year Checklist

Current 5t. Louis Review Subscribers

Generate Email List for Parish Staff (All Parishes)

This option is no longer available in PHOL therefore is grayed out. If you need to add/remove
people from this list, please see the Parish Support webpage for St. Louis Review Monthly
Update Report instructions.

Generate Email List for Parish Staff

Procedures | Change Locaticn Tools Help  v2021-07-28

Mass, Reconciliation, and Eucharistic Aderation Times
Location Information

Staff Report

Sacramental and Funeral Registers

Status Animarum

Parish Internal Control Questionnaire

End of Year Checklist

Current 5t. Louis Review Subscribers

Generate Email List for Parish Staff (All Parishes)

The Generate Email List option allows the user to generate and export contact information for
individuals assigned to a specific position at parishes in the Archdiocese. You may select specific
assignments you wish to export or you may choose to select all assignments. In the sample
below we have selected secretary as the assignment.
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F.‘.‘; Paris

File  Procedures Change Location  Tools  Help  v2021-07-28

Which assignments would you like to export 7
[] Select Al
[ Secretany [] outh Ministry Contact [] DRE/CRE [] Bulletin Director

[] Bookkeeper [] *oung Adult Ministry Cortact [ | Principal [ Wellness Champion

[[] Business Manager [ RLA Parish Coordinator [[] Athletic Association President [ | Senior/Retired Group Leader

[] Liturgy Director ] OLFL Parish Rep [] Evangelization Coordinator || Aduit Faith Contact
[] Parish Council Presidert ] Stewardship Coordinator [[] Mariage Prep Coordinators or Mentor Couples

["] Finance Committee President || Communications Director [] Development Director

Once you have selected your assignment(s), click the export button and PHOL generates a Save
As window asking you to name you file. Select a file type and a location to save the file. PHOL
exports your file as directed and asks if you want to view the file. Click yes to view your file.
Below is an example of the exported file with the emails and contact information for secretaries.

H ©- &~ = Test - PHOL Export.xlsx - Excel ? B
FILE HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

HE k8 T =E 9 B B 2 & B E e by M

Paste o B I U- . &, A s === & 5= Merge & Center ~ $ BT Condltlf)nal Formatas Cell Insert Delete Format & Clear~ S.ort& Find

- Formatting= Table~ Styles~ - - - o Clear Filter = Selec
Clipboard & Font e Alignment e Mumber 5} Styles Cells Editing

A E c o E F G H [ Jd | K L M M a P ] ] s T u W

1 [lacationt locationhlame assignmes title prefis  firsthlams middleMame lasthame | suffis mailinghame building  address addiess2 city stateCod: zip5 2ipt  phonehumber  emailAddress emailTyp primaryEl deanery
2 101 Cathedral Bas Secretan Office M. Mis. Louise Jones Mrs Louise Jones  Rectory 2 SetonCt Saint Charle MO E3303 (36) 946-6717  ljones@seton.org work. TRUE  South City
3 102 Sts. Teresa & E Secretan Bookkes Mz, Dana Moore Mz, Dana Moore 4326 Frieda Stlouis MO B3ME (3M]E1-I7 sanam@SisTiB.arg work. TRUE  Marth City
4 104 Epiphany of OL Secretan, Secretar, Mis.  Paula James Krs. Paula James  Fectory | 6596 Smiley fAue Stlouis MO £3133 (314) 781199 Flames®Epiphany.org Wark TRUE  South City
5
&
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Help Tab

File Procedures Change Location v2021-07-28

Parish Support Information

User Manual

Sacramental Records Handbook

Parish Records Management Manual

Parish Helper Sacramental Guidlines

Parish Support Information

This is simply an easy way to obtain contact information for Parish Support. Parish Support is a
valuable resource dedicated to serving parishes and to support pastors and all parish staff
including Parish Employee Training (QuickBooks, Servant Keeper, Parish Helper OnLine-PHOL,
budgeting, etc.).

User Manual

This is where PHOL users may access the PHOL user manual. This manual is hosted here for your
reference.

Sacramental Records Handbook

This Sacramental Records Handbook a guide and reference tool for our parish clergy and personnel to
assist them in correctly and accurately keeping these records. Grounded in the Code of Canon Law and the
particular laws of the Archdiocese of St. Louis, it is meant to facilitate consistent recordkeeping across the
Archdiocese and to answer questions which may arise in unusual circumstances.

The handbook is not meant to be an exhaustive reference. If uncertainty remains in a particular
case, parishes should contact the Office of Archives and Records for clarification.

Parish Records Management Manual

This Parish Records Management Manual a guide and reference tool for our parish clergy and
personnel to assist them in managing their records from the moment of their creation to final
disposition. It provides a greater understanding of records management principles and facilitates
consistent recordkeeping across the Archdiocese.

The manual is not an exhaustive reference. If uncertainty remains in a particular case, parishes should
contact the Office of Archives and Records for clarification.

Parish Helper Sacramental Guideline

This is a quick reference on when to enter sacraments in Parish Helper Online.
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Statistical Report Instructions

(Instructions are based on Servant Keeper 8)

After completing the following directions please COMPARE THE RESULTS TO LAST YEAR’S FIGURES. If
there is any question that the figures are not accurate contact Parish Support at 314-792-7716 or 314-
792-7072.

In Servant Keeper

- Review Servant Keeper data to be sure the Religion field on the Individual profile contains either
Catholic or non-Catholic.

- Review Servant Keeper data to be sure the Type of Household field on the family profile contains either
Catholic or Mixed.

Continue ONLY IF the 5 groups are not in SK — ail groups should be in sk

from last year and should be used to retrieve the count.

- Create the following five Groups in Servant Keeper

@,

< 1-Status Animarum — Households: This group is used to determine the number of households in
the parish and is easily created by making a copy of an existing group used for your parish household
and/or mailing group. If this group already exists please verify that the criteria are correct. There is
no need to recreate the entire group again.
» Click on the “Groups Keeper” button — this will display your list of available
groups
» Click on the existing group you want to copy
» Click on “Copy Group”
= You will see the following message - “You are about to copy the selected
group. Are you sure you want to do this?” Click on “Copy”
» A new group opens
= |nthe “Enter a name for the group” field enter “Status Animarum —
Households”
= |nthe “List Search results using” field click on Family
= |nthe “Choose Search Field from;” field select “Show Family Fields”
= Verify that the search criteria is correct based on the group that was copied.
= (Click on “Save and Search”
» The group will open and be displayed. In the heading at the top of the group list
is a Total Records: followed by the number of records in the group. This number
is the Household number needed in the Status Animarum report. Please make a
note of it.



COMPARE THE RESULTS TO LAST YEAR’S FIGURES. If there is any question that the figures are
not accurate contact Parish Support at 314-792-7072 or 314-792-7716.

Sample query for Households

Add/Edit Group X4

Enter the Group Name Show Show Fields for:

a ) Individuals £& © Families | | Show Family Fields

éStatus Animarum - Households |

Add Criteria: Repeat steps 1-4 as needed to build the group
1. Select a field to search 2. Select how to search the field 3. Enter the item to search for

lA | [zl |

Eh}; Add Criteria

Group Criteria | Sharing | Description

( Field How To Search Item to Search For I ) l And/Or I
Member Status Equal to Active Member OR (@ Copy Line
Member Status Equal to Active-not use en... OR :
Member Status Equal to In-Active OR ¥ Delete Line
Member Status Equal to Nursing Home R... OR € Delete All
Member Status Equal to On-line Giving OR
Member Status Equal to On-line Giving - n... TR

e q S 9 9 . " Move Line

Move Line

Select Fields

Directory Name
Mailing Name
Salutation
Address

City

State

Zip Code
Member Status
Type of Househol¢

Include Disabled Records Group Category éStatus

w Saver 6 Close




«+ 2. Status Animarum — Contributors: This group is used to determine how many contributors gave
any amount to support the parish during the last fiscal year. If this group already exists please verify
that the criteria are correct. Be sure to change the dates to 7/1/2021 — 6/30/22. There is no need
to recreate the entire group again.

» Click on the “Groups Keeper” button

» Click on “Add Group” —a new group window will open

In the “Enter a name for the group” field enter “Status Animarum —
Contributors”

In the “List Search results using” field click on Individual

In the “Choose Search Field from;” field select “Show Contribution Fields”
Enter the following criteria:

Select a field to search — select “Contributions”

Select how to search the field — select “Equal to”

Enter the item to search for — select “General Fund “, “Offertory Gift” or the
equivalent fund used to record regular offertory gifts

Contribution Date — select “Between” and enter 07/01/2021 and
06/30/2022 for the date range

Total Gift — select “Greater than”

» Click on “Add Criteria”

» Repeat the above 6 steps if more than one general/offertory fund was used
during the search period. Be sure to select OR in the AND/OR column for
additional criteria.

» Click on “Save and Search”

» The group will open and be displayed. In the heading at the top of the group list
is a Total Records: followed by the number of records in the group. This number
is the Contributor number needed in the Status Animarum report. Please make

a note of it.

COMPARE THE RESULTS TO LAST YEAR'’S FIGURES. If there is any question that the figures are
not accurate contact Parish Support at 314-792-7072 or 341-792-7716.



Sample query for Contributors

Add/Edit Group 23
Enter the Group Name Show Show Fields for:
|Statu5 Animarum - Contributors | a © Individuals S  Families |Sh0W Caontribution Fields |"|
Add Criteria: Repeat steps 1-4 as needed to build the group
1. Select a field to search 2. select how to search the field 3. Enter the item to search for
|3 Contribution | ~ | |Equa| to | "| |Genera| Fund | '|
Contribution Date ~ | |07/01/2021 [ and L To P
‘Between |~ | [07/01/2021 [®] and[ 05302022 [m] [ Today ‘ == pdd Criteria
Total Gift ‘Greater than ‘ " | 0.00‘ P
Group Critriz | Sharing | Description |
{ | Field | How To Search ‘ ltem to Search For |j1 ‘AndfOr ‘

”Contribution ||Equa| to ”General Fund and date” || | 'l | (5 copy Line |
| Delete Line |
| & Delete all |

|_} Move Line
{I-- Move Line
‘ [3 Select Fields
Last Mame
First Mame
Mailing Mame
Member Status
¥ Include Disabled Records Group Category Status |'| ‘ E Save || 8 Close |




«»+ 3. Status Animarum — Catholics: This group is used to determine the total number of Catholics in
the parish and is easily created by making a copy of the Status Animarum — Households group. If
this group already exists please verify that the criteria are correct. There is no need to recreate the
entire group again.

» Click on the “Groups Keeper” button

» Click on the Status Animarum — Households group

» Click on “Copy Group”
=  You will see the following message - “You are about to copy the selected

group. Are you sure you want to do this?” Click on “Copy”

» A new group opens
= |nthe “Enter a name for the group” field enter “Status Animarum —

Catholics”
= Inthe “List Search results using” field click on “Individual”
= |nthe “Choose Search Field from;” field select “Show Individual Fields”
= Verify that the search criteria is correct based on the group copied.
= Add the following criteria
e Select a field to search — select “Religion”
e Select how to search the field — “Equal to”
e Enter the item to search for — select “Catholic”
e Click on “Add Criteria”
= (Click on “Save and Search”

» The group will open and be displayed. In the heading at the top of the group list
is a Total Records: followed by the number of records in the group. This number
is the Total Number of Catholics needed in the Status Animarum report. Please
make a note of it.

COMPARE THE RESULTS TO LAST YEAR’S FIGURES. If there is any question that the figures are
not accurate contact Parish Support at 314-792-7072 or 314-792-7716.



Sample query for Catholics

Add/Edit Group 2
Enter the Group Name Show Show Fields for:
!Status Animarum - Catholics | a (0 Individuals 83 ' Families lShow Individual Fields lj
Add Criteria: Repeat steps 1-4 as needed to build the group
1. Select a field to search 2. Select how to search the field 3. Enter the item to search for
‘ @ Member Status u |Equal to
’-(: Add Criteria
Group Criteria 3
( I Field ] How To Search l Iltem to Search For ] ) [ And/Or
(|[Member Status [Equal to | Active Member [ llor [~] ] (3 Copy Line |
Member Status Equal to Active-not use en... OR SRR
Member Status Equal to In-Active OR ‘ Delele e
Member Status Equal to Nursing Home R... OR 1 € Delete All ‘
Member Status Equal to On-line Giving OR
Member Status Equal to On-line Giving - n... ) AND 4t Move Line
Religion Equal to Catholic I
g < 1 -. Move Line |
| Select Fields ’
Last Name
First Name
Home Phone
Religion
Relationship

! Include Disabled Records Group Category status I;] ‘ B Save H 0 Close ’




4 - Status Animarum - Catholic Households: This group is used to determine the number of Catholic
households in the parish and is easily created by making a copy the Status Animarum — Households

group.

» Click on the “Groups Keeper” button — this will display your list of available

groups
» Click on the Status Animarum - Households

Y

Click on “Copy Group”

You will see the following message - “You are about to copy the selected
group. Are you sure you want to do this?” Click on “Copy”

» A new group opens

In the “Enter a name for the group” field enter “Status Animarum — Type of
Households - Catholics”

In the “List Search results using” field click on “Family”

In the “Choose Search Field from;” field select “Show Family Fields”

Add the following criteria

e Select a field to search — select “Type of Household”

e Select how to search the field — “Equal to”

e Enter the item to search for — select “Catholic”

e Click on “Add Criteria”

Click on “Save and Search”

» The group will open and be displayed. In the heading at the top of the group list

is a Total Records: followed by the number of records in the group. This number

is the Catholic Household number needed in the Status Animarum report.

Please make a note of it.

COMPARE THE RESULTS TO LAST YEAR'’S FIGURES. If there is any question that the figures are
not accurate contact Parish Support at 314-792-7072 or 314-792-7716.



Sample query for Catholic Households

Istatus Animarum- Catholic Households

How To Search

| Item to Search For |)

Member Status.
Member Status

- Member Status
Member Status
Member Status
Member Status
Type of Household

Equal to
Equal to

Equal to

Equal to
Equal to
Equal to
Equal to

Active Member

Active-not use en...
“In-Active

Nursing Home R...
On-line Giving

On-line Giving - n...

Catholic

I

 Directory Name
Mailing Name
~ Salutation




R/

#+ 5 - Status Animarum — Mixed Households: This group is used to determine the number of Mixed

Households in the parish and is easily created by making a copy the Status Animarum — Households

group.
>

>

Y

Click on the “Groups Keeper” button — this will display your list of available
groups
Click on the Status Animarum - Households
Click on “Copy Group”
=  You will see the following message - “You are about to copy the selected
group. Are you sure you want to do this?” Click on “Copy”
A new group opens
= |nthe “Enter a name for the group” field enter “Status Animarum — Type of
Households - Mixed”
= |nthe “List Search results using” field click on “Family”
= |nthe “Choose Search Field from;” field select “Show Family Fields”
= Verify that the search criteria is correct based on the group that was copied.
= Add the following criteria
e Select a field to search — select “Type of Household”
e Select how to search the field — “Equal to”
e Enter the item to search for — select “Mixed”
e Click on “Add Criteria”
= (Click on “Save and Search”
The group will open and be displayed. In the heading at the top of the group list
is a Total Records: followed by the number of records in the group. This number
is the Mixed Household number needed in the Status Animarum report. Please
make a note of it.

COMPARE THE RESULTS TO LAST YEAR'’S FIGURES. If there is any question that the figures are
not accurate contact Parish Support at 314-792-7072 or 314-792-7716.



Sample query for Mixed Households

Add/Edit Group

Enter the Group Mame

|Statu5 Animarum - Mixed Househaolds |

Show

a Individuals $& © Families

Show Fields for:

Show Family Fields

2. Select how to search the field 3. Enter the item to search for

Add Criteria: Repeat steps 1-4 as needed to build the group
1. Select a field to search

'3’1'; Add Criteria

Group Criteria | Sharing | Description

{ Field How To Search ltem to Search For ‘J ‘And,fOr |

( Member Status Equal to Active Member OR
Member Status Equal to Active-not use en... OR
Member Status Equal to In-Active OR
Member Status Equal to Mursing Home R... OR
Mermber Status Equal to On-line Giving OR
Member Status Equal to On-line Giving - N.. ) AND
Type of Household Equal to Mixed

Copy Line
Delete Line
& Delete All

" Move Line

I Move Line

[E Select Fields

Directary Mame
Mailing Name
Salutation
Address

City

State

Zip Code
Member Status
Type of Househol

[ Include Disabled Records Group Categaory |Status

M Save 6 Close
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PREPARING THE STATUS ANIMARUM

In Servant Keeper:

1.

Review Servant Keeper data to be sure the Religion field contains either Catholic
or Non-Catholic.
Review Servant Keeper data to be sure the Type of Household field contains
either Catholic or Mixed.
Edit all profiles to moved or deceased appropriately. Run the following five
Status Animarum groups in SK and write down the counts. The groups were
created in a prior year and need not be recreated each year. If the groups do not
exist in SK, use the Statistical Report Instructions (available on website) to
create them.
i. Status Animarum - Households
ii. Status Animarum - Contributors (remember to change the date
range to 7/1/2021 - 6/30/2022)

iii. Status Animarum - Catholics

iv. Status Animarum - Catholic Households

v. Status Animarum - Mixed Households

In Parish Helper Online: The following is a list of items to report/verify. For detailed
entry instructions please refer to Parish Helper Online User Manual, pages 40-45.

Log in to the Archdiocesan Data Center and select Parish Helper Online. Under Procedures
review/update the following:

1.

Review the Mass times, Reconciliations and Eucharistic Adoration times for
accuracy. Make any necessary changes or corrections.
Review Location Information verify/complete the following:
a. Location Info tab: Review to be sure that everything is correct, i.e. no new
buildings have been added, parking lots, buildings sold, etc.
b. Administrative tab: Review/complete the Parish Staff as follows:
i. Verify that clergy listings are correct. If incorrect contact Parish
Support
ii. Enter the following required staff and their contact information: (all
3 positions MUST be entered even if it is the same person - be sure
to enter email addresses)
a. Secretary
b. Bookkeeper - Shared Accounting parishes please
enter the Parish contact NOT the Shared Accountant
c. Business Manager
iii. Enter additional staff. This contact information is used by all offices
and agencies of the Archdiocese. Please keep all contact information
current throughout the year.
Review the following Status Animarum details:
a. Parish Counts: Enter numbers from the Servant Keeper Statistical Report.
b. Baptism Register: select Fiscal Year 2022. Review Baptisms to be sure all
baptisms for Fiscal Year 2022 have been entered. Be sure to check the box
for “Parishioner Child”, if appropriate. Make any corrections or changes.
c¢. First Communion Register: select Fiscal Year 2022. Review First
Communions to be sure all First Communions for Fiscal Year 2022 have



been entered. Be sure to check the box for “Parishioner Child”, “Home
Schooled” or “PSR”, as appropriate. Make any corrections or changes.

d. Confirmation Register: select Fiscal Year 2022. Review Confirmations to be
sure all Confirmations for Fiscal Year 2022 have been entered. Be sure to
check the box for “Parishioner Child”, “Home Schooled” or “PSR”, as
appropriate. Make any corrections or changes.

e. Marriage Register: select Fiscal Year 2022. Review Marriages to be sure all
Marriages for Fiscal Year 2022 have been entered. Be sure to check the box
for “Parishioner”, if appropriate. Under “Type” of Marriage, the entry
should be “Catholic” or “Mixed”. No other notation is acceptable in this field.
If the type is unknown, select “Catholic” and enter the following in the
Marriage comments: “Marriage type is unknown. The approved default of
“Catholic” was selected. Make any corrections or changes.

f.  Funeral Register: select Fiscal Year 2022. Review Funerals to be sure all
Funerals for Fiscal Year 2022 have been entered. Be sure to check the box
for “Received Sacraments”, if appropriate. Make any corrections or changes.

After all of this information has been completed and you determine that no

additional information is necessary, you can submit the Animarum to the

Archdiocese by clicking the “Submit Annual Report” button on the Status

Animarum. During the submission process, the Sacramental Registers for

Baptism, Marriage, Confirmation, and Verification pages will be printed. These

registers will have a signature line for the Pastor’s signature. The Reminders

page should be signed by the Pastor and the Finance Committee. The Status

Animarum is due by July 30, 2022.

When all pages of the Baptism, Confirmation and Marriage registers; and the

Reminders page have been signed, please mail these forms to:

Archdiocese of St. Louis
Parish Support

20 Archbishop May Drive
St. Louis, MO 63119

If you discover any errors after you have submitted your report, please
contact Parish Support at 314-792-7716 or 314-792-7072 to be reset.
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