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1 INTRODUCTION
Parish Manager (referred to as PM throughout this User Manual) is a web-based
application to assist in Church Management. Users log on via the Internet using their Web
Browser.
Access to PM is by multiple users, each with a their own User Name and Password. Each
user is allocated to one of four access levels. These will allow Full, Write Limited, Read
All, or Read Limited access to the data files. Each user can be restricted as to which
information they can access about people known to PM. This manual is written assuming
the user is logged in with Full access.
Basic knowledge of the operation of FileMaker Pro will be helpful to the user, particularly
the find functions. An excerpt of the FileMaker Pro documentation is found in section 4.1
2 MAJOR FUNCTIONS
2.1 Information about People
PM takes an integrated approach to all people that are entered into the database. Regular
members, visitors and those preparing for baptisms, weddings and funerals are all
incorporated into the database of people known to PM. Hence the find function will be
applied to all known people.
Each person is defined to be a member of a family. The family shares the common
information of address, home telephone, and family status. When this information is
changed for one member of the family, the change is effective for all members of the
family.
Required information such as Safe Ministry Training completed and Working With
Children Check (WWCC) verifications can also be stored for each individual and used to
trigger necessary alerts.
2.1.1 Names, Addresses and Contact Details
The basic information of surname and address is held for each family, and the individual’s
contact details (work, mobile, email, etc.) are held for each person.
2.1.2 Group Memberships
Each individual can be noted as a member of multiple groups, as attending multiple
church services, and taking multiple ministry roles. The groups, church services and
ministries are defined by the user. Attendance records for each member of each group or
church service can be kept and used for pastoral follow up.
2.1.3 Pastoral Care
Attendance records for each individual can be held and used to trigger suggestions for
individuals to be followed up should their attendance show a declining trend.
Follow Up records can be kept, including an unlimited number of Pastoral Notes per
individual, helping to track the “Who, What, Where, When & Why” of follow up
interactions.
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2.2 Information about Sunday Services
Details of who is allocated to lead, preach and celebrate at each Sunday Service can be
noted and combined with the order of the particular service, music selections, sermon
topic and readings.
Other roles such as Bible Reader and Prayer can be filled in manually as well or
incorporated from the automated rostering function of PM.
2.3 Rostering of People to Tasks
Once the Sunday Services are defined, including which roles are to be rostered for each
service, each individual can be noted as volunteering for the particular roles. With this
done and the records for each of the services to be rostered have been made, PM can be
requested to fill in up to 20 rosters per service (or group). Conflicts and absences are
noted and avoided.
2.4 Section removed version 13

3. LOGGING IN
Normal log in is as a web user. Enter the following URL into the address field of your
Browser (i.e. Internet Explorer, Safari, Chrome ..),
https://parish-software.com
then click on the link
PARISH MANAGER
Enter your Account Name and Password. You will be logged into PM with the access level
determined by the Account Name and Password.
--To log in using FileMaker Pro (as a network client),
double click on the file
Start PM as Client
in the directory/folder
Start Parish Manager
Enter your Account Name and Password. You will be logged into PM with the access level
determined by the Account Name and Password.
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4. GENERAL CONTROLS
Navigation through the PM functions is achieved by clicking on the button objects on each
display screen. There are several buttons that appear on most screens.

Perform a find. Click once and then enter the
criteria to search for, and then click again to
perform the find. For more detail and
complex finds see 4.1 below.
Go to
previous
item

Submit. Click on this button once a change has
been made. Mainly for use by web users.

Go to next item

This will close the current window.

Where this button appears, a print version of
the current information will be prepared and a
printer dialog box will appear for you to direct
the printing appropriately.

Where two numbers appear, these indicate which item of how many is
being displayed at the time. In this example the first in a selected
group of 551 items is being shown. Clicking on the “GO TO” words
allows the user to jump swiftly to another person by selecting them
from a list, see 4.2 below.

4.1 Finding a desired set of people
When the “FIND” button of the Person screen is clicked, PM Displays an empty Person
display, with a different set of buttons. These allow the user to perform complex find
operations.
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*** THE FOLLOWING TEXT AND TABLES ARE EDITED FOR PARISH MANAGER FROM
THE FILEMAKER PRO USER’S GUIDE – CHAPTER 2 ***

Finding records (People)

To find particular people in your database, you can make a find request in Find mode

Making find requests in Find mode
When you perform a find in Find mode, you type criteria (the value or values to find) into fields in
a find request, which looks like a blank record. FileMaker Pro searches through all the records in
a table, comparing the criteria you specify with the data in the table.
Records with data matching the criteria become the found set, which is the subset of records being
browsed. Records that don’t match are omitted. You can constrain (narrow) or extend (broaden)
the found set in Find mode.
You can work with just the records in the found set. For example, you can view, edit, calculate
summaries for, sort, print, delete, export, or replace data in these records.
To make a find request
1. Enter Find mode, by clicking FIND on the Person Screen
2. In the find request, select a text, number, date, time, timestamp, or calculation field to use for
finding, and then type a value in the field.
You can click Include/Omit to exclude records matching a specific set of criteria.
3. Click Perform Find.
Your find request returns a found set of records.

© Copyright Ian Rienits 2020

© Copyright Ian Rienits 2020

© Copyright Ian Rienits 2020

© Copyright Ian Rienits 2020

Finding duplicate values

You can find all records for which one or more fields contain duplicate values. For example, you
might want to find all records that aren’t unique, then examine them to decide which records to
use or delete. To find all duplicate records, in Find mode, type ! in the field.

Finding records that match multiple criteria
You can narrow or broaden your search by using more than one criterion.
Logical AND search
To narrow your search, enter criteria in as many fields as needed to make your request specific,
then click Perform Find.
Constraining (narrowing) a found set
You can narrow find results incrementally, looking for more specific detail as you search your
database.
For example, after searching for all of the employees who work in Sales, you can narrow the
search to find all of the employees in Sales named Alvarez:
1. Perform a find to find all of the employees who work in Sales.
FileMaker Pro displays the found set in Browse mode.
2. Click Find and type the criteria to narrow the search (type Alvarez in the Last Name
field).
3. Choose Requests menu > Constrain Found Set.
The found set now consists of employees in Sales named Alvarez.
Logical OR search
To widen your search, enter criteria in the first request. Click New Request. Enter the second (set
of) criteria. Continue adding requests for each (set of) criteria, then click Perform Find.
You can navigate among multiple requests using [Left Arrow/Right Arrow]
Examples:
- To include customers in New York and customers in Paris in the found set, type New
York in the City field in the first request, then type Paris in the City field in the second
request.
- To include companies with more than 100 employees and companies with more than
$100 million in assets, type >100 in Number of Employees in the first request, then type
>100,000,000 in Capitalization in the second request.
- To include 6th grade students who are in Algebra and 7th grade students who are in
Geometry, type 6 in Level and Algebra in Course in the first request, then type 7 in Level
and Geometry in Course in the second request.
Extending (broadening) a found set
You can broaden a found set to expand your search to include additional applicable records
without starting over.
For example, after searching for customers in New York, you can broaden the search to also find
customers in Hong Kong:
1. Perform a find to find customers in New York.
FileMaker Pro displays the found set in Browse mode.
2. Click Find and type the criteria to broaden the search (type Hong Kong in the City
field).
3. Choose Extend Found Set.
The found set now consists of customers in New York and Hong Kong.
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Finding records except those matching criteria
You can exclude (omit) records while performing a find. In other words, you can find information
in your database that “does not equal” your specified criteria. For example, you can find all
invoices except those created in the past 30 days.
Finding records that don’t match criteria
1. In Find mode, type criteria for the records to omit.
2. Click Include/Omit.
3. Click Perform Find.
Finding some records while omitting others
For example, to find vendors in the state of New York except those in New York City:
1. In Find mode, type the criteria for the records to find (type New York in the State field).
2. Click Add a Find Request.
3. Type criteria for the records to exclude (type New York in the City field).
4. Click Include/Omit.
5. Click Perform Find.
Keep these points in mind:
- You can have omit criteria in more than one request.
- FileMaker Pro works through the requests in the order you create them.
For example, in a Customers database with customers in the US and France:
- If the first request finds all customers in Paris and the second request omits all
customers in the US, the found set contains all customers in Paris, France, but none in
Paris, Texas, or anywhere else in the US.
- If the order of the requests is reversed (the first request omits all customers in the US
and the second request finds all customers in Paris), the found set includes all customers
in France, and in Paris, Texas, but no records for customers elsewhere in the US.

*** END OF TEXT AND TABLES EDITED FOR PARISH MANAGER FROM
THE FILEMAKER PRO USER’S GUIDE – CHAPTER 2 ***
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4.2 Using “GO TO”
When the “GO TO” button of the Person screen is clicked, PM displays a list of the people
in the current “Found Set” (see 4.1 above). The user can jump immediately to view the
details of a particular person, or modify the list of those people to remain in the found set.

The “Show” button beside a particular person will return the user to the Person screen
showing the details of the selected person. This allows the user to jump between people
without using the Find command.
The Check Boxes and the four associated buttons allow the user to modify the Found Set.
For example, you may want to send an email to (almost) all men with an email address.
You would use the Find button on the Person screen to find all men with an email address
(see 4.1). Then click the “GO TO” button on the Person screen. The list will show the
Found Set of all the men with an email address. Assuming that there are two men that
you do not want to receive the email …
Click “Mark ALL” – this will set the check box for everyone in the list
Then move through the list to find the two men, click on their check boxes to clear
them
Then click on “Reduce to those marked only” - this will remove the two unchecked
men from the list. (Note this does not delete anyone from the overall database).
Now, assuming you wish to also send the same email to your (female) Secretary …
Click “Expand to show all people” – this will include all people in your database,
with the men previously selected still showing their check boxes selected.
Move through the list to find your Secretary’s name. Click on her check box to set
it
Then click on “Reduce to those marked only” – the list will now show the selected
men and the Secretary
And then send the email to the Found Set …
Click “Person” to return to the Person screen and then “Functions” etc to send the
email to the Found Set.
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5. PEOPLE FUNCTIONS
When the “People” button of the Main Menu is clicked, information about each individual
is displayed, one person at a time on the “Person” screen.
5.1 Person

ADDRESS

AGE

CONTACTS
SEARCH CATEGORIES

SERVICES

ADDRESS
The address fields here are the family address, which will be the same for all members of
this household.
Prefix
Number
Street
Suburb
State
Postcode
Telephone

Unit 25
(for example)
21
Boston Road
Flinders
NSW
2529
>> this is the family home telephone number

AGE
The age of the person is calculated according to the current date and their date of birth. If
the actual date of birth is unknown, the age known in a certain year can be entered to
have an approximate age calculated. Ages can be printed in the published directory – if so
only ages of those marked as children who are under a configurable years of age will be
printed. The directory can be printed without any ages shown. (see 5.7.2.1)
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SURNAME
The surname shown at the top of this screen is by default the surname of the family. A
person who has a surname different from the family surname can be included in this
family. To achieve this, click on the surname on this screen and respond to the prompts.
This “different surname” is used throughout PM and will show in printed lists such as the
published directory, and will be used in find requests.
CONTACTS
Each person can have an unlimited number of contacts (Phone, Mobile, Fax, Email or
Other). To add a contact, click on “New Contact” button, then find the empty entry at the
bottom of the list using the scroll bar on the right of the contacts list, then fill in the fields.
Type
Description
Detail

select from the drop-down list (Phone, Email, Fax, Other)
enter a short description (Home, Work, etc)
enter the actual phone number or email address, etc

There are two check boxes to set or clear
Primary
one of each type (Phone, Email, Fax, Other) can be set as primary
- these are sorted to appear at the top of the list on this screen.
The email set as Primary is used for emails sent out by PM.
The phone set a Primary is used for SMS’s sent out by PM.
Publish
check this if you wish this contact to appear in the published
directory
The remove symbol

on each line will allow you to delete a contact for this person.

SERVICES
Each person can be shown as attending multiple services. To add a service that this
person attends, click the add symbol
and then select the desired service from the
displayed drop-down menu and click
. The list of services available on the dropdown menu is defined in Parish Setup (see 17.1). These selections affect the Print Service
Roll and the Mark the Roll functions (see 5.7.1.1-2).
The remove symbol
on each line will allow you to delete a service for this person.
Checking the “Inactive” box will temporarily remove a person from this service.
Clicking on the
of any particular service will display some summary information about
that particular service, and the first 200 (alphabetically) people who attend this service.
SEARCH CATEGORIES
The search categories for both the individual and family are completely configurable by
the user. To add a category, click on the
. This will bring up a dialog box into which
you can enter the text of your new category. When you move to another person, the new
category will be available for you to select. Please note: Question marks “?” in these
categories will make searching fail.
Categories remain available while at least one person has that category checked. Once no
one has a particular category checked, the category disappears.
To add a “Found Set” (see 4.1 above) of people to a category, use the
remove a “Found Set” of people from a category, use the
button.
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button. To

TITLE

PHOTO

GROUPS
STATUS

PUBLISHING

TITLE
Each person can have a title (Mr, Mrs, …). A drop down box will give the most common
selections although any text may be entered into this field (Prof).
The gender of each person should be set to either M (Male) or F (Female).
Each person is required to have a designated rank or position in the family.
H
Head of House
S
Spouse
A
Adult
C
Child
This ranking is used for sorting of the families for printing or using the Sort button
(See 5.8).
The gender and ranking are usually set when a new person record is created, although
they can be altered at any time on this screen.
PHOTO
To insert a photo of the person, simply drag and drop your photo into the photo area.
(Some Browsers may require you to select Insert/Photo from the Browser menu)
Family photos can be included on a different screen (see 6).

The Map function was removed in Version 18
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STATUS
A record of the first contact with this person and their current status of attending are
selected from drop-down menus.
Once a person has left the parish, their date of leaving can be noted. Clicking on “Left
when?” will insert the current date in the field and allow you to edit it should this not be
the appropriate date.
When a person leaves it is also important to ensure that they can no longer be
automatically placed on a roster by the rostering function. To achieve this, click on the
“Inhibit Rostering” radio button. To enable this person for rostering once “Inhibit
Rostering” is set, navigate to the “Rosters” screen for this person and make changes there.
(see 5.5.5)
To remove a person from PM, the User needs to be logged into the Supervisor account for
the parish (see 20.1). When logged in as Supervisor, an additional check box will be seen
in the bottom right of the screen. People records are not deleted from PM, but rather
“hidden”. To hide a person, check the box “Hide this Person in the PM Archive”. The
person is now only visible if logged in as Supervisor.

PUBLISHING
Set this check box to include this person in the published directory. Individual members
of families can be included or excluded.

GROUPS
Each person can be shown as attending multiple groups. To add a group that this person
attends, click the add symbol
and then select the desired group from the displayed
drop-down menu and click
. The list of groups available on the drop-down menu is
defined in Parish Setup (see 17.1).
The remove symbol
on each line will allow you to delete a group for this person.
Checking the “Inactive” box will temporarily remove a person from this group.
Clicking on the
of any particular group will display the summary information about
that particular group plus a list of all the members of that group.
Clicking on the
(see 5.1.2).

button will display the ministries that this person undertakes

5.1.1 The Map function was removed in Version 18
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5.1.2 Ministries
The ministries are completely
configurable by the user. To add
a ministry, click the add symbol
. This will bring up a dialog
box into which you can enter the
text of your new ministry.
Ministries remain available while
at least one person has that
ministry checked. Once no one
has a particular ministry
checked, the ministry disappears.

Children’s Ministry Roles are
shown on this screen as well as
on the Safe Ministry and WWCC
screen. The fill colour behind
the text alerts the user should
the person be disqualified for
the position or needing an
accreditation update shortly.
See 5.7.4

© Copyright Ian Rienits 2020

5.2 Family
The family button shows the members of the family of the particular person. They are
sorted with Head of Household, then Spouse, then Adults, then Children in descending age
order. Only ages of children under the user configurable age (see 5.7) are shown on this
screen if the publish children’s age box is checked on the Functions screen (see 5.7).
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5.3 Attendance
This screen is used in association with the Roll Marking and Follow Up functions (see
5.7.1). The elements of this screen are described below.

THIS TERM

STATISTICS

ATTENDANCE ARCHIVE

THIS TERM
Attendance is recorded by PM on a rotating 13 week basis. This corresponds to a quarter
of a year, or a school term plus associated holidays. The title lines of figures show the
date of the Sunday (read vertically) for which the attendance is recorded.
The red asterisk indicates the last entry recorded by PM. When PM is requested to record
the following week it will overwrite the next entry to the right (currently showing data
from last term). Once the rightmost entry is recorded and the next week is to be
recorded, PM will place this in the leftmost position, and overwrite the data there. The
asterisk will be moved to the leftmost position. The following week PM will choose the
next entry to the right. In this way the attendance of this person is recorded and available
for the last 13 weeks.
The white bar with the 1’s and 0’s is the actual attendance. With a 1 indicating
attendance and a 0 an absence. The field can be left blank for a “don’t know”. This might
happen if the roll was not marked for that week. PM functions assist with the roll
marking and recording (see 5.7.1)
The percentage figure to the left of the 13 weeks is the average attendance of this person
over the last 13 weeks. Blank weeks are ignored in the calculation.
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ATTENDANCE ARCHIVE
The attendance archive maintains a summary attendance for the previous five 13 week
periods. The dates at which they were archived and the average attendance for the 13
weeks at that date are recorded, with any data previously in the fifth archive period being
discarded.
STATISTICS
The Trend figure is calculated by PM as an indicator of the trend in attendance of this
person over time. A positive figure indicates that this person is recently attending more
often than they have in the past. A negative figure indicates a decline in their attendance.
This figure is calculated for each individual in the light of their previous attendance, with
weight added to their recent attendance more than their older attendance rates.
The Trend figure is used by the Make Follow Up Suggestions function (see 5.7.1.4)

5.3.1 Charts

With the Browser interface, only one chart is shown at a time.
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5.4 Follow Up
This screen is used to initiate and track pastoral follow up. On the left side there is
maintained a one-line entry for the last three Follow Up requests. On the right there is
the ability to record an unlimited number of pastoral notes to assist in coordinated care.

5.4.1 Follow Up Request
Clicking on the “Follow Up Requested” button will cause the record of the last three
follow up requests to be shuffled down, with the oldest being discarded. A new blank
entry is created at the top of the list. Also the current date is inserted into the Follow Up
Requested field.
While the Follow Up Done date in the new entry is blank, the follow up request is deemed
to be active. It will therefore appear on the Follow Up Reports when they are viewed or
printed (see 5.7.1.6-7)
The reason for follow up should also be filled in from the drop-down list. This reason will
appear on the Follow Up Reports as well.
The Notes field is for longer term notes which may be helpful in the follow up of this
person. Such as contact information of a relative in the case of a frail aged member.

© Copyright Ian Rienits 2020

5.4.2 Pastoral Notes
The display of Pastoral Notes is sorted so that the most recent note is at the top of the list.
Pastoral notes have the following fields
Type
Date
Author
Action by
Note Text

the types are determined by the user (i.e. Visit, Phone, Care Card, …)
the date of creation will be inserted and can be altered
the name or initials of the author of this note
the name of the person expected to act on this note
free form text note

To create a new note, click on the New Note button and then fill in the fields as required.
The backspace symbol

on each line will allow you to delete a pastoral note.
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5.5 Other
The “Other” button displays a list of other screens available. Select the desired screen
from the drop-down list and then click on “Go” which will appear just below the selected
screen name.
Examples of the available screens are shown in the following sections.
5.5.1 Just Names
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5.5.2 Name, Address, Phone
The following is a sample of the screen once it is printed. The screen version has the
fields more widely spread.
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5.5.3 Check Off List
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5.5.4 Roll Authority
This selection will display the information that has been selected for publishing in the
printed Directory. The format is dependent on the settings for Age, Photos and Size on
the Functions screen (see 5.7). The following is a sample of the screen once it is sorted
appropriately and printed. See section 5.7.2.1 to see a sample of the directory format
with photos in two sizes.
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5.5.5 Rosters
This screen is used to note for which rosters at which services and groups that this
person is volunteering. It also notes known absences and any restrictions that need to be
applied when rostering this person for these roles.
Before this screen can be used properly, the Services and Groups need to be defined by
Parish Setup (see (17.1).

RESTRICTIONS

EMAIL

UNAVAILABLE
WHICH ROSTERS

WHICH ROSTERS
To note this person volunteering for a particular roster, click on an entry under “Roster”
and select the appropriate Service & Roster combination
Add more rosters by filling in multiple lines.

RESTRICTIONS
PM allows you to place restrictions on rostering this person on a per roster basis, and on
an overall basis.
OVERALL RESTRICTIONS
In this field you note the weeks of the month (1, 2, 3, 4, 5) and the Holiday (H) or
Non-holiday (N) seasons that this person is unavailable for any rosters.
Restrictions can be entered in any order but must have spaces between them. For
example
13H
would indicate that this person is not available for
rostering on any 1st or 3rd Sunday of the month and they are not available at all
during Holidays.
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INDIVIDUAL ROSTER RESTRICTIONS
The same restriction codes can be entered on the corresponding lines of individual
rosters. This allows a high degree of control over when this person may be
rostered for a particular role. It would be possible for a person to volunteer for
rosters on two different morning services and to indicate which weeks they are
available for which service, say 1st, 3rd, and 5th Sundays at the first service and 2nd
and 4th at the second.
Note that if no restrictions are noted, PM will assume that this person is available
for each and every one of their nominated rosters every week. This is the default
position and gives the rostering system the widest choice of people to roster.
PARTNERING
Where two or more people are required for a particular roster, one person can be
linked to another to force the two people to be rostered together. For instance
there may be two people to be rostered as Welcomers and a husband and wife
desire to be rostered together.
When you click in the “Partner for Rostering” field, PM then presents a list of
known people with that are volunteering for this roster. Click on the person
desired as the partner. Note: Both people should each should show the other as
their partner. Click on NO PARTNER to blank out the partner name.
CHECK BEFORE ROSTERING
This field can contain any text describing some special condition to be considered
before rostering this person to any role. This allows the operator to make
decisions during the rostering process that PM cannot take into account. i.e. “Does
not drive at night outside daylight savings time”.
UNAVAILABLE
Note the dates on which this person is unavailable for rostering for any reason. Up to
twenty dates can be entered in any order. Once the date has past, its entry can be reused
or deleted.
If a person is unavailable for an extended period, you could enter H N into their Overall
Restrictions field to lock them out from any rostering – however you will need to clear
this once they have returned and are available.
EMAIL
Rosters can be delivered by email from PM (See 12.4). To validly receive rosters by email
the person must have the “Rosters by Email” box checked and also have a Primary Email
Contact defined in their contact list (See 5.1).
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5.5.6 Name Tags
The text apart from the person’s name is editable.
It is possible to place a graphic behind the text.
(Click in the white space beside the name and use the FileMaker Pro “Insert Picture”
menu item)
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5.5.7 Care Network
PM summarises, for each person, the relationships that exist between them and others
known to PM. Extended family and close friends can be noted, and relationships through
“Care Giving” groups (as defined on the Service / Group Definitions screen, see 17.1) are
shown.

CARE NETWORK

RELATIONSHIPS

RELATIONSHIPS
Extended family relationships and friendships can be made known to PM by clicking on
the “Add a relationship” button. This function first requests the user to identify the
related person and then to specify the relationship between the two. PM creates the
reverse relationship at the same time – for example, David Pellicci is Louisa Baker’s
father: David Pellicci will show that Louisa Baker is his daughter.
CARE NETWORK
The care network seeks to identify internal relationships between this person and others;
relationships which might be expected to result in pastoral care of one to the other.
Common membership of a Bible Study group is assumed to provide this opportunity,
whereas attendance at the same Church Service is not. Other groups can be identified as
“Care Network Giving Groups” when defined (see 17.1). These groups appear under the
heading Caregiving Groups of this screen.
The list of people on the right (Internal Relationships) is generated by PM. These people
are in the same Bible Study or Caregiving Group as the person we are considering.
The indicator ”Has Internal Relationships beyond Family” shows whether, or not, this person is
isolated due to having no internal relationships apart from family.

© Copyright Ian Rienits 2020

5.5.8 Birthdays
On this screen the user can view the Birthdays of those known to PM (the Person’s date of
birth must be known to PM). The report shown below is produced from the “found set” of
people and printed by clicking the Print button on the Birthdays screen.
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5.5.9 Envelopes
Fill in the “From:” field on this screen.
Envelopes are standard DL size

Two different screens are available for
Individual or Family addressing.

5.5.10 This function was removed in Version 18
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5.6 New (Person)
A record for a new person is created by filling in the entries on this screen
First Name

the new person’s first name

Surname

this should be the surname of the FAMILY of which this new person
is a member (if their surname is different from the family surname
you will change this later on the Person screen (see 5.1) )

Gender

this should be set to either M (Male) or F (Female)

Position

Each person is required to have a designated rank
or position in the family.
H
Head of House
S
Spouse
A
Adult
C
Child

Once these entries are made, click on the SUMIT button.
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Once this data has been submitted, a list of families with that family surname is shown. If
no list is shown then PM does not have any families with that surname. The list shows the
first name of the Head of House of the family, a partial address and telephone number for
each matched family.
If the family of the new person is shown in the list, click on that line.
Otherwise, click on the “NEW Family” button at the bottom of the screen.
This will create a new family if required and a new person record and then change the
screen to the Person screen for you to enter more details about this new person. (See 5.1)
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5.7 Functions (People)
The following sections describe the functions available via the “Functions” screen.
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5.7.1 Attendance and Follow Up
PM can record the attendance of individuals on a weekly basis. To do this, the individuals
must have one or more Services or Groups marked on their Person screen (5.1). Using
these functions, the user can
print out a Services or Groups Roll which can then be physically marked
mark the roll electronically onto PM
store this marked roll in the appropriate place for the date of attendance
From the attendance records, PM can be requested to make suggestions for following up
people whose attendance is declining. (See 5.3)

5.7.1.1 Print Services Roll / Print Groups Roll
The following is are samples of the printouts produced. The individuals are sorted
alphabetically within their Services or Groups. (See 5.1 SERVICES and GROUPS)

© Copyright Ian Rienits 2020

5.7.1.2 Mark the Roll (Services or Groups)
To mark the roll for a Church Service, click the “Mark the Services Roll” button then select
(and submit) the Service Name from the drop down menu.
The list in the four columns of the screen shows all those who are selected as attending
the service specified.
To mark the roll, the user enters a 1 or a 0 into the field alongside the name. The field
may be left blank indicating a “don’t know”. Move down the list easily using the Return
key. Move to the next column with the Tab key.
Please note: Once this has been done, the data entered has not yet been recorded under
the appropriate date in PM. This is done by the next step, “Record the Attendance from
the Marked Roll …” (5.7.1.3).
The user can mark the roll for another service by clicking the “Mark Roll for a different
Service” button and specifying a Service Name.
Once completed entering the marked roll(s), click on the “Return to People Functions”
button.
To mark the roll for a Group, click the “Mark the Groups Roll” button then select (and
submit) the group from the drop down menu.
Mark the roll with 1’s and 0’s as noted for the Services Roll.
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5.7.1.3 Record the Attendance
PM records the weekly attendance under the date of the Sunday of that week. This should
only be done once all the roll information for that week has been entered for the Services
and Groups (see 5.7.1.2). When you select this function, PM will prompt for the date of
the Sunday to use for this data. It will show the just past Sunday as the default. Once the
date is correct, click OK.
PM will transfer the Marked Rolls (5.7.1.2) to the appropriate date record for each
Person, Service and Group.
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5.7.1.4 Make Follow Up Suggestions
Once the Roll has been marked and recorded (5.7.1.2-3), the user may request PM to
make suggestions as to which people might require following up. These suggestions are
made on the basis of the calculated trend of attendance (see 5.3) and the trigger criteria
that have been set by the user. (See 5.7.1.4.1)
Note: The request for follow up suggestions should be made after the roll has been
marked and recorded and before the “Blank Out This Week For All” function is used. (See
5.7.1.5)
Clicking on a green entry in the Trend column will display the attendance Charts for this
person. Clicking on a green entry in the Follow Up Request column will change the screen
to the Follow Up screen (5.4) to allow you to initiate follow up for this person. (Clicking
on CLOSE on the Follow Up screen will return you to this Suggestions screen.)
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5.7.1.4.1 Set Criteria
PM makes the suggestions for follow up based on the criteria that the user has set.

The Trend Limit is a threshold below which a person might be suggested for follow up.
This trend is a calculated indicator of the attendance trend of the particular person. The
user will need to tune this value to their needs.
The Re-Follow Up number of Weeks restricts PM to suggesting an individual no more
often than the number of weeks specified.
5.7.1.5 Blank Out This Week
This function removes all the 1’s and 0’s from the marked roll to present a clean roll for
the coming week. It does not affect the data that has been recorded to the appropriate
date in PM.
5.7.1.6 View Follow Up Report
A screen view of outstanding follow up requests is generated with this function.

5.7.1.7 Print Follow Up Report
A printout of outstanding follow up requests is generated with this function.
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5.7.2 Publishing
The Print Directory, Email to selected people, SMS to selected people, Print Grouped
Distribution and Print Group Membership Summary functions are described below. The
Print Authorities function produces the same printout as has been described in 5.5.4.
5.7.2.1 Print Directory
PM can produce a directory of names, addresses, contacts and family members for
distribution to your members. Using the check boxes, the directory can optionally have
family photos included in one of two sizes, the ages (configurable) of children shown, and
can be a complete directory of all people known to PM or just those indicated for the
Published Directory (see 5.1). Each type of directory is printed on A4 Landscape paper
and is designed to be photocopied back-to-back and then folded into an A5 booklet.
Individuals can have selected contact information shown or withheld from the directory
(see 5.1).
Sample entries of the directory with and without photos follow.
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5.7.2.2 Email to selected people
Once a group of people known to PM has been found and it is desired to send an email to
each person in the group, the user can select this function.
PM compiles a list of the email addresses of each person separated by “,”. This list is
presented to the user on the following screen:

The user then selects the text of the address list and does a copy and paste from PM into
their local mail application (ie Mail or Outlook). Depending on the mail application, the “,”
separators may need to be replaced with “;”. To do this, click on the “;” button before
copy and pasting.

5.7.2.2 Print Grouped Distribution on Top of Sheets
Once a group of people known to PM has been found and it is desired to distribute copies
of printed material to them, this function will group households together and print each
of the selected people at the top edge of an A4 sheet, one per household.
See also 12.4 for automated distribution via email and print of Rosters produced by PM.
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5.7.2.3 Print Group Membership Summary
This prints all the defined groups showing their Meeting and Leader’s details and the
names of the members of each group. The Meeting and Leader’s details are defined with
the Parish Setup function (see 17.1).
Shown here is a sample of the summary printed.
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5.7.2.4 SMS to selected people
Once correct configuration information is entered, this function can be used by users
logged in either via FileMaker Pro or a Web Browser.
Setup for SMS sending: This function requires an account with SMSGlobal
(http://www.smsglobal.com) and costs of sending SMS’s need to be prepaid by the
Parish. Entering the SMSGlobal account information into PM is done on the Parish Set Up
screen (see 17) by the Supervisor User.
Setup for Email sending with this function: As this function may not use the local
computer’s mail application, the information found at the bottom of the screen is required
to be entered in order to send emails. Each user can have a different set of four items.
Once a group of people known to PM has been found and it is desired to send a message
to each person in the group, the user can select this function. Data is filled on the
following screen.
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Select SMS or Email as the first method of sending.
Fill in the “SMS From” field - if this is a mobile phone number, the receivers can reply to
this number. However you can set it to a descriptive word (ie Church).
Fill in the Subject, Salutation, Message Text, and Signoff. If you select “Include First
Name”, multiple SMS’s, Emails and Memos will be generated. NOTE: Large groups of
messages can be quite tedious to send if you select “Include First Name”.
Once data is entered, click on SEND. When the function is completed, click on PERSON.
When you are logged in via FileMaker Pro.
If you select SMS, PM will look at your “found set” and send an SMS to each person
that has a “Primary Phone” contact entry that begins with 04. You will then be
given the option to send an email copy of the message to the remainder. Should
any of the remainder not have a “Primary Email” contact entry, you will be given
the option to print out a Memo format of the message for these people.
If you select Email, the process begins with email and no SMS’s are attempted.
Once completed, a summary of who was sent the message by what method is
available for printing.
When you are logged in from a web browser.
If you select SMS, PM will look at your “found set” and send an SMS to each person
that has a “Primary Phone” contact entry that begins with 04. Any of the
remainder who have a “Primary Email” contact entry will be sent an email copy of
the message. No Memo format of the message is printed for any further remaining
people. There is no option to just send SMS’s and no emails to the remainder.
If you select Email, the process begins with email and no SMS’s are attempted.
Once completed, a summary of who was sent the message by what method is sent
by email to your designated printout email address.
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5.7.3 Administration
5.7.3.1 Quarterly Attendance Archive
The attendance records for PM are kept and archived on a quarterly basis. At the end of
each quarter, the user should ensure that the previous 13 week summary is archived
using this command.
Note: When using the “Record the Attendance” function (5.7.1.3), if PM is requested to fill
in the last entry of a quarter, PM will prompt the user to allow the Quarterly Attendance
Archive to run automatically at that time. Normally it would be appropriate to let the
function run at that time. However it is available here for manual initiation.

5.7.3.2 Section removed version 12.0.1

5.7.3.3 Section removed version 11.0.1

5.7.3.4 Set Initials to Names
A list of initials to names is maintained to assist in entering Preachers, Leaders,
Celebrants, etc. when setting up individual Service records (see 10.2). The list is set up
with this screen. These initials are required if the automated rostering is to check for
roster incompatibilities with the Leader, Preacher, or Celebrant (see 17.1).
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5.7.3.5 This function was removed in Version 18
5.7.3.6 This function was removed in Version 18
5.7.3.7 Export People Data
In order to prepare lists from the PM database for the user to merge into correspondence
or to format in ways different from the standard PM formats, this function will export to a
file some basic information about the people in the current “found set”.
The number below the “Export People Data …” button is the number of people in the
current “found set”.
The exported data is held on the user’s local computer and not on the Parish Manager
Server and is no longer password protected. Administrators should ensure this data is
secure and included in their local backup procedure.
This file can be of a number of formats.
Use the “Merge” format to obtain a file suitable for doing a Mail Merge in Microsoft
Word.
Use the “Comma Separated Values” format to enable applications such as EXCEL to
easily read the file.
When this function is used from a Web Browser, the file with the exported data is
downloaded to the standard Download folder of the relevant browser being used.
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5.7.4 Safe Ministry and Documentation
5.7.4.1 Dates of completion and expiration of Forms

5.7.4.2 This Report was removed in Version 13
5.7.4.3 This function was removed in Version 13
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5.7.4.4 Safe Ministry and WWCC Records
This function is only available to authorised users. See 17.3.1.2
On this screen relevant records for each individual involved in Children’s Ministry is
recorded and checked for compliance. (Compliance is based on advice from Sydney
Anglican Diocesan Professional Standards Unit, late 2013)
A fully compliant person would be shown like this:

Areas that do not meet requirements will be highlighted in red. Areas that require action
to update a qualification within the next preset months will be highlighted in orange. The
status lines in the top right-hand corner summarise where action is required.
A partially compliant person might be shown like this:
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An automatic exemption from WWCC is noted if the person is under 18 years of age.
A WWCC exemption can be noted for a Children’s Ministry in which the person is a parent
of a child who attends. This is signified by the Ex checkbox on the Children’s Ministry
line.
Both these exemptions cause a note to be made in the WWCC section.
5.7.4.5 Safe Ministry and WWCC Report
This function is only available to authorised users. See 17.3.1.2
This report can be generated automatically by PM each week and emailed to a specified
address. This is part of Parish Setup (Section 17)

5.8 Sort
This button will cause a list of people to be sorted into their families, and then by their
position (Rank) in the family and their age.
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6 FAMILIES
The Families screen shows a summary of the family information.
To insert a photo of the family, simply drag and drop your photo into the photo area.
(Some Browsers may require you to select Insert/Photo from the Browser menu)
Photos of individual people can be included on the Person screen (see 5.1). The family
photo can be included in the printed directory (see 5.7.2.1).
A postal address can be entered on this screen for the family. It will appear on the
printed directory (see 5.7.2.1).
The panels at the bottom of the screen show the situations for which this family is known
by PM. The individual members of the family are shown, the dates of any Weddings of
family members, the name of any persons from this family who have a PM Baptism
record, and the name of the Deceased for whom a family member was the Funeral Contact
person. Clicking on any of these entries will bring up another screen with further details.

© Copyright Ian Rienits 2020

7 BAPTISMS
PM assists in tracking the status of Baptism enquiries and preparation. Once it is decided
to proceed with the baptism beyond the enquiry stage, the child, mother and father are all
added to PM known people.
7.1 List
The list screen is shown when the Baptism button is clicked on the Main Menu. It shows
the list of current enquiries and baptisms under preparation. Baptisms marked as
“Completed” or “Cancelled” are not included.
To show past baptisms, click on “List All”.
Click on any of the green fields in a particular line to take you to a Detail screen for that
baptism.

7.2 Detail
This detail screen will be displayed for Enquiries. Once it has been determined to
proceed with preparation for the baptism, click on the “After Interview – Proceed with
Baptism” button.
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7.2.1 Proceed with Baptism
When you proceed with a baptism, PM ensures that each of the Child, Father and Mother
become known to PM. To do this PM needs to link them into either an existing family or
create a new family record. For each person the “New Person” screen is shown (see 5.6).
If this is a new family, click on “New Family” for the Child definition. The family list for
the Father will then show the new family, click on this line to link them to the same
family.
Once the new record is made, the screen changes to the following baptism detail screen.
More information such as God Parents can be recorded for the baptism.

7.3 New (Baptism)
The New button will open up a blank Enquiry Detail screen (7.2)
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8 WEDDINGS
PM assists in tracking the status of Wedding enquiries and preparation. Once it is decided
to proceed with the wedding beyond the enquiry stage, the bride and groom are added to
PM known people.
8.1 List
The list screen is shown when the Weddings button is clicked on the Main Menu. It shows
the list of current enquiries and weddings under preparation. Weddings marked as
“Completed with payment” or “Cancelled” are not included.
To show past weddings, click on “List All”.
Click on any of the green fields in a particular line to take you to a Detail screen for that
wedding.

8.2 Detail
This detail screen will be displayed for Enquiries.

On the enquiry screen, you can enter the names and addresses of the bride and groom
and other enquiry information.
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8.2.1 Copy address to other
There are two buttons to copy one party’s address details to the other. Fill in the details
of one and click on the button to copy it to the other.
8.2.2 Proceed with Wedding
Once it has been decided to proceed with wedding preparation, click on “Proceed with
Wedding”.
PM ensures that the Bride and Groom become known to PM. To do this PM needs to link
them into either an existing family or create a new family record. For each person the
“New Person” screen is shown (see 5.6).
Once the Bride and Groom are defined, a detail screen is displayed to allow you to enter
more information concerning the wedding.
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8.2.3 Make Couple Married
To inform PM that these two people are now married, and therefore to be recorded as
being in the one family, click on the “Make Couple Married” button. PM leads the user
through a series of questions to determine what the new living arrangements are and
where.
The bride’s maiden name is still available on the List screen (see 8.1) and on the Detail
screen (see 8.2.2)
8.2.4 Section removed version 13.0.1

8.3 New (Wedding)
The New button will open up a blank Enquiry Detail screen (8.2)
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9 FUNERALS
PM assists in tracking the status of Funeral enquiries and preparation. The Contact
Person for the funeral is added to PM known people.
9.1 List
The list screen is shown when the Funerals button is clicked on the Main Menu. It shows
the list of current funerals under preparation. Funerals marked as “Completed” or
“Cancelled” are not included.
To show past funerals, click on “List All”. Click on any of the green fields in a particular
line to take you to a Detail screen for that funeral.

9.2 Detail

9.3 New (Funeral)
Clicking on the “New” button cause PM to create a new funeral record and to ensure that
the Contact Person becomes known to PM. To do this PM needs to link them into either an
existing family or create a new family record. The “New Person” screen is shown (see
5.6).
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10 CHURCH SERVICES
PM can be used to plan church services, preaching series, bible readings, service running
sheets, etc..
10.1 List
The list screen is shown when the “Church Services” button is clicked on the Main Menu.
It shows the list of all services defined with a date greater or equal to the current date.
To show past services, click on the green button above “List ALL”.
Click on any of the green fields in a particular line to take you to a Detail screen for that
service.
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10.2 Detail
The Detail screen allows you to record the various personnel required for the service, the
bible readings, sermon topic, order of service, selected music, etc..
The church calendar day is filled in automatically from the PM lectionary (see 10.7)

PERSONNEL

MUSIC

PERSONNEL
The Preacher, Leader, Celebrant and Musician are recorded either by their predefined
initials (see 5.7.3.4) or by their actual name. When entering any of these, the user is
presented with a drop-down list of all those who have initials defined to PM. Selection
can be made from the list or any other entry may be made.
The people noted for Prayer and Bible Readings are filled in either manually or by the
rostering system of PM (see 13).
MUSIC
PM maintains a list of known songs / hymns. Each item can have multiple references to
the music books in which it may be found. Entering the reference code in the left column
of the music selection will cause PM to fill in the title if that particular reference code is
known. Four brackets of three songs plus a single benediction song can be entered.
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10.2.1 This function was removed in version 18
10.2.2 Export Services Data
This function is available to both Web Browser users and FileMaker Pro users.
In order to prepare lists from the PM database for the user to merge into Service Running
Sheets or to format in ways different from the standard PM formats, this function will
export to a file some basic information about the services in the current “found set”.
The number below the “Export Services Data …” button is the number of services in the
current “found set”. This function will ask the user whether the complete “found set” is to
be exported, or just the current service.
The exported data is held on the user’s local computer and not on the Parish Manager
Server and is no longer password protected. Administrators should ensure this data is
secure.
This file can be of a number of formats.
Use the “Merge” format to obtain a file suitable for doing a Mail Merge in Microsoft
Word – a suggested method of making Service Running Sheets.
Use the “Comma Separated Values” format to enable applications such as EXCEL to
easily read the file.
When this function is used from a Web Browser, the file with the exported data is
downloaded to the standard Download folder of the relevant browser being used.
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10.3 Personnel
When allocating personnel to multiple services, it can be more convenient to view the
services as a list. Entries can be made into the Preacher, Leader, Celebrant and Musician
field as per the detail screen (10.2). Communion Assistant and Prayers fields can be filled
in by the rostering system of PM (see 13).

10.4 Music Summary
The music selections for a group of services can be printed on a “Music Summary”. The
following is a sample of the screen once it is sorted appropriately and printed.
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10.5 New (Church Service)
The “New” button of Services takes the user to the following screen. This allows very
basic information to be entered about any new services that are being created.
To create a group of church services for a particular date range, click on “For a Date
Range of Regular Services”. (see 10.5.1)

10.5.1 Make new services: for a date range of regular services
For this function to work, the user needs to have defined what church services are to be
known to PM. (see 17.1)
Once the button is clicked, the user is prompted for a start date and a finish date for the
group of services to be created. Once these are entered and the function proceeds, the
new records are created, determined by the Service Definitions (17.1). The user is then
returned to the New Services display (10.5) to begin filling in details for these new
services.
10.5.2 Make new services: a one-off special service
Clicking this button will cause PM to make a blank service record and change the screen
to the Detail screen (10.2) where the user can enter date, time and other details.
10.6 (see 11 below)
10.7 Lectionary
This button is only available on the church services Detail screen (10.2). It allows the
user to view the predefined church calendar provided with PM.
10.7.1 Make Year
The “Make Year” button is only available on the Lectionary screen. It allows the
Administrator User, only, to generate a year of church calendar into the Lectionary data.
The user is prompted for the year of the beginning Advent Sunday, and then the date of
the following Easter Day. From this information a year’s calendar is generated and added
to the Lectionary data.
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11 MUSIC – this button was removed from the Main Menu in Version 18
PM maintains a list of known music. Each song / hymn can have multiple references to
the music books in which it can be found.
The box in the lower right shows the dates and times of church services known to PM in
which this song / hymn has been used.
The information in the upper right shows the music selections for one church service, the
date and time of which are shown in the title. The user can move through the defined
church services using the Previous and Next buttons.
While the Music screen is displaying a particular song, clicking in the abbreviation column
(left hand) of the church service information will show a drop down list of the music
sources for this particular song. Selecting one will place that song in that position in the
church service currently shown.
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11.1 Music List
The songs / hymns known to PM can also be viewed in a list form. Using the Find and
Sort buttons on this screen can assist the user to make music selections. As with the
Music screen, entries can be made directly into the church services as required.
Firstly click on the line of the song required, then click in the Abbreviation Column of the
song position desired in the service, make your selection from the drop-down list shown.

11.2 Update Last Used Dates
This function is carried out automatically by PM. Note: after an update of PM, the first
operations of Music and Music List will be slow due to the Last Used Dates for all music
being recalculated.
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12 ROSTERS
PM Rostering integrates the Services / Groups Definitions (17.1), Church Services (10)
and People Rosters (5.5.5). Rosters are generated using the Rostering function (13).
When the “Rosters” button on the Main Menu is clicked, the currently generated rosters
for a month from the current date are displayed. No new rosters are generated by this
function.
12.1 Show a month
This screen shows one service on one day at a time. They are ordered by date and within
that date by the defined display order of the particular services (see 17.1).
The roster titles are taken from the Service Definitions (17.1) and the service information
on the left is taken from the Services record (10.2).
The names of those rostered are able to be changed on this screen.

© Copyright Ian Rienits 2020

12.2 Show a range of weeks
The default date range is from the current date for a month. Clicking on “Show a range of
weeks” allows the user to enter some other range, such as a calendar month, or a
particular date.
The following dialog screen is displayed. This is also used for the “PRINT a range of
weeks” (12.3) and “DISTRIBUTE” functions (12.4).

12.3 Print a range of weeks
The formatting of the printout allows for multiple weeks to be displayed on one A4 sheet.
It is helpful to note the order of printing the rosters for each service when defining the
rosters in Service Definitions (17.1). Blanks can be left and paired rosters can be put
together by defining the rosters in a thoughtful order.
Of particular note should be the Prayer roster and the two Bible Reader rosters. By
placing them in roster positions 1,2 & 3, they are conveniently located with the Service
Reader and Preacher and the Bible Readings on the printout.
The number to the left of “Prayer” is a prayer cycle indicator – it is entered on the Service
Detail screen (10.2)

12.4 Distribute (Email & Print)
The printed version of the selected date range will be emailed to all people who volunteer
for rosters for each particular service. To receive the rosters by email the person must
have “Rosters by Email” checked on the person’s Rosters screen (see 5.5.5) and the
person must have a Primary Email addressed defined (see 5.1). A paper copy can be
printed for any who will not receive it by email. The printouts are personalised, with the
rosters for that person individually highlighted.
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13 ROSTERING
When the “Rostering” button is clicked on the Main Menu, the following Rostering Menu
screen is displayed.

Before using the “Roster a new range of weeks” function, the following should be set up
Service Definitions see 17.1

Define the services to be rostered
Define the rosters for each of these services

People Rosters

see 5.5.5

For each volunteer, define which rosters

Personnel Initials

see 5.7.3.4

For each person who may be selected as
Service Leader, Preacher, or Celebrant

Services

see 10.5

Make a service record for each service to be
rostered, specifying the Leader, Preacher etc.

NOTE: The HELP button on this page assembles the User Manual pages for these various
sections into a single file for convenient access.

13.1 Set Up Rosters for the Services
This button displays the Service Definitions screen to allow the definitions to be made or
altered (see 17.1). When that screen is closed, the Rostering Menu screen is again
displayed.

13.2 Set Up Rosters for People
This button displays the People Rosters screen to allow the volunteers for various rosters
to be made or altered (see 5.5.5). When that screen is closed, the Rostering Menu screen
is again displayed.

See below for “Pre-Roster some people”, “Set Up Teams”, “Ask about Unavailable Dates” and
“Configuration Summary” buttons descriptions (see 13.4-7).
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13.3 Roster a new range of weeks
This button will present the user with the following dialog to allow the entry of the
desired dates to be rostered. The rostering will proceed for all services enabled for
rostering within the date range. This will include special services (i.e. Good Friday) if
they have been defined.

During the rostering, the user will be prompted as required.
For each week, the user will be asked whether the particular date is a Holiday or
not. This allows PM to take account of the various restrictions that the people and
service definitions require. (see 5.5.5 and 17.1)
If a person has a “Check before rostering” item, PM asks the user whether the
particular person is eligible for a particular roster on a particular date, due to the
check that has been defined. (see 5.5.5)
The rostering proceeds through each date in the date range and each rostered service in
turn.

13.4 Pre-Roster some people
To force a particular person to be rostered to a particular role on a particular day, click on
this button and then fill in the data on the following screen. When that screen is closed,
the Rostering Menu screen is again displayed.
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13.5 Set Up Teams
Team Rostering enables the user to define any number of teams and have those teams
volunteer for one or more rosters. For a team to be successfully rostered, the team and a
user-defined minimum number of its members must be volunteering for the particular
roster, and must be available. If the required number members is not available (due to
conflicting rosters, or being away, etc.) then the team will not eligible to be rostered on
that date.
When the “Set Up Teams” button is clicked, the following screen is displayed, with a list of
the currently defined teams.

Click on a “Select” button or “New Team”, then fill in the rosters, restrictions, etc. and the
membership of the team on the screen that is then displayed.

RESTRICTIONS

MEMBERS

WHICH ROSTERS

WHICH ROSTERS
To note this team volunteering for a particular roster, click on an entry under “Roster”
and select the appropriate Service & roster combination from the drop-down list
Add more rosters by filling in multiple lines.
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RESTRICTIONS
PM allows you to place restrictions on rostering this team on a per roster basis, and on an
overall basis.
OVERALL RESTRICTIONS
In this field you note the weeks of the month (1, 2, 3, 4, 5) and the Holiday (H) or
Non-holiday (N) seasons that this team is unavailable for any rosters.
Restrictions can be entered in any order but must have spaces between them. For
example
13H
would indicate that this team is not available for
st
rd
rostering on any 1 or 3 Sunday of the month and they are not available at all
during Holidays.
INDIVIDUAL ROSTER RESTRICTIONS
The same restriction codes can be entered on the corresponding lines of individual
rosters. This allows a high degree of control over when this team may be rostered
for a particular role. It would be possible for a team to volunteer for rosters on
two different morning services and to indicate which weeks they are available for
which service, say 1st, 3rd, and 5th Sundays at the first service and 2nd and 4th at the
second.
Note that if no restrictions are noted, PM will assume that this team is available for
each and every one of their nominated rosters every week. This is the default
position and gives the rostering system the widest choice of teams to roster.
MEMBERS
Add members to this team with the
button.

button, remove members from the team with the
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13.6 Print a Rostering Configuration Summary
This function will produce a printout summarising the current configuration of the
rostering system, including defined incompatibilities, restrictions, repeats, and team
memberships.
A sample of the printout:

13.7 Ask People for their Unavailable Dates
Once the Services (dates and times) have been set (see 10.5), this function is used to send
an email to all those who have volunteered for at least one roster, and have a defined
Primary Email address.
This email contains a link for the recipient (unique to them) to click on which will allow
them to indicate what dates if any they are unavailable for rostering. The information
they provide by this means is entered directly onto their specific “Rosters” page.
This should be done with enough time for them to respond before the actual rostering of
those weeks is intitated.
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14 Section removed version 13.0.1
15 Section removed version 13.0.1
16 Section removed version 13.0.1
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17 PARISH SETUP

On this screen some Parish-wide information is entered, and the buttons allow the user to
define the Church Services and Groups to be know by PM, and to change the users and
passwords to gain access to PM.
Parish Name

appears on various printed reports and on the Main Menu

Name Tag Lines

can be entered here or on the Name Tag screen (see 5.5.6)

Wedding Enquiry Lapse Days
this determines whether an Enquiry is shown as “Lapsed” on
the Weddings List screen (see 9.1), the value can also be
changed on that screen.
Expected
Attendance

This figure is used to initialise the attendance records for this
person so that the trending calculation (see 5.3) has a base
from which to work. Once the PM roll marking (see 7.1) has
been in use for some time, the default figure set by PM is the
current average attendance of all who are on the roll to
attend services.

Enable SMS
Messaging

Clicking on this field will turn SMS Messaging capability on
or off. This can only be done by a Supervisor User. To turn
SMS Messaging on, a User Name and Password is required for
SMSGlobal. (See 5.7.2.4)

Enable Auto SM n
WWCC Alerts

Clicking on this field will turn automatic reports of those
involved in children’s ministry on or off. This can only be
done by an Authorised User. To turn the reports on, an email
address to receive the reports must be supplied. (See 5.7.4.5)
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17.1 Service / Group Definitions
Each regular gathering is defined to PM using this screen. This must be done before people can
be shown as members of a group or attending a service. It must also be done before the
rostering function is run.

NAME etc.
RESTRICTIONS
OPTIONS

ROSTER NAMES

INCOMPATIBLES

NAME etc.
Title

Any descriptive title (it is best to avoid using numerals in this field)

Type

Select a type of gathering from the drop-down list
(Church Service, Bible Study, Adult, Youth, Children, Other)

Time

Starting time of the gathering

Location

Any descriptive location. A drop-down list shows all the locations currently
defined for other gatherings – choose one of these or enter a new one.
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OPTIONS
Check the “Enabled for Rostering” box if PM is to include this group in the rostering
function. Any type of group or service can be set for rostering.
Check the “Care Network Giving Group” box if PM is to regard this group one which can
be expected to deliver pastoral care to its members by other members of the group. See
the Care Network screen description 5.5.7.
ROSTER NAMES etc.
Up to 20 Roster Names can be defined for each gathering. It is useful to consider the
order in which they are specified. See the notes in 12.3.
To be consistent with the printed rosters produced by PM, Prayer and Bible Readers
should be placed as entries 1, 2 & 3.
A number in the Repeat column beside a particular roster specifies the number of people
required for this roster each week. A blank is the same as a 1.
If this roster is to be filled by a team, not individuals, check the Team box for that roster.
The minimum number of members of a team required to be available can be set in the
Req column. If this is blank the whole team must be available for the team to be rostered.
The Prior column is for a future feature.
The SMS column specifies that this roster is to be notified by SMS to the people rostered
on the Friday before the particular Sunday service. NOTE: The Leader, Preacher and
Celebrant have separate SMS checkboxes on the right of the screen.
The Fill Order is set up by PM. It indicates the order in which the rosters for this service
will be filled. PM attempt to fill the most difficult rosters first.
Using the /\ and \/ arrows, the printing order of the rosters can be changed.
INCOMPATIBLES
The first to columns of boxes display and control the Incompatibilities between rosters.
For example someone rostered on the Creche roster cannot be also rostered as for Prayer
or Bible Reader on the same Sunday.
Indicate an incompatibility by checking the box at the intersection of the two Rosters on
the grid. The reverse relationship is automatically checked on the grid.
The first column (showing some red boxes) indicates which rosters a incompatible with
the selected (yellow) roster.
So, showing above, “red box” rosters are incompatible with the person leading the
service.
If you click a box in this column, then you can see which rosters are incompatible with the
newly selected roster.
The second column boxes allow you to change the compatibility status between the
current (yellow) selection and the roster in the row in which the second column box was
clicked.
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RESTRICTIONS
In the Restricts column you note the weeks of the month (1, 2, 3, 4, 5) and the Holiday
(H) or Non-holiday (N) seasons that this roster should not be filled.

17.1.1 New service or group definition
This button will create a new definition and allow you to enter the information using the
above screen.
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17.2 Change Password
Each user can change their own password. This does not change the level of access for
this user, just their password.
PM implements four levels of access, plus “Supervisor” (see 20).
Enter the new password twice as requested and click on “Make Password Change”. Note:
the password you type will be seen in clear text as you type it. Be aware that observers
could see your password at this point. Your password will not appear in clear text at any
other place in PM.
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17.3 Maintenance
The Maintenance Screen is only available to Supervisor users and allows the user to
define and change User Names, Passwords and Access Levels.
The System Administrator only has other maintenance options available via this screen.

17.3.1 Edit Users
The current user must have “Supervisor” access to PM to be able to edit users.
On this screen the currently defined users are shown and their Access Levels and Viewing
Restrictions can be changed.

Clicking the “Reset Password” button will set the User Password to the same as the User
Name. PM will require this to be changed the first time the new user logs in. The red *
indicates a User who needs to set their own password after a Reset.
Clicking the “Delete this User” button will delete the user. PM will not permit the
Supervisor Access user to be deleted.

17.3.1.1 Add a User
The current user must have “Supervisor” access to PM to be able to add a new user. The
User Name should be entered and then the Access Level selected from the drop-down
menu. User Names are unique across all the Parishes using PM – it is suggested to try a
combination of the user’s first name and surname (i.e. IanR). If it is rejected, please try a
different new user name.
When the “Add as a new User” button is clicked, the User is created with the Password set
the same as the User Name. PM will require this to be changed the first time the new user
logs in.
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17.3.1.2 Restrict Views
This screen allows the Supervisor to set which categories of personal information are
permitted to be viewed by the user being modified. Checking the box allows access to the
information in that category. As well as this, entries can be made on the right hand of the
screen to prohibit viewing of named screens.
Authorisation to access Safe Ministry and Working With Children Check (WWCC) records
and reports can be given to a user by checking the relevant box.
Once changes have been made, click the “Apply” button.

17.4 This function has been removed.
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18 SYSTEM REQUIREMENTS
Web access to PM is via standard Web Browsers.

FileMaker Clients should use at least version 16 of FileMaker Pro.

19 INSTALLATION
Access to PM is supplied as a download that includes a “Read Me” file with installation
instructions.
The System Administrator can import data from previous database or spreadsheet
systems. Contact: support@parish-software.net

20 ADMINISTRATOR and SUPERVISOR USERS
20.1 Administrator User - Removed as PM is now a shared on-line system.
20.1 Supervisor User
There is a Supervisor user for each “Account” (Parish or Centre) defined. The User Name
of the Supervisor user is the same as the (Parish or Centre) name.
Supervisor users have PM Full Access Level and are able to perform the “Maintenance”
functions of “Parish Setup” (defining new users, changing their access levels and viewing
restrictions, etc.) (see 17.3). Supervisor users see all person entries and are permitted to
hide and unhide individual person data from being seen or modified by other users.
Supervisor users can only access information within their own Parish or Centre.
Initial log in for the Supervisor: Both the User Name / Account and the Password are the
same as the Parish or Centre name. The password is required to be changed the first time
it is used.
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