The Grapevine Parish Database System was developed using Microsoft Access® Relational Database Management System for Windows™ Version 2.0 and Microsoft Access® Professional Developer.

It is the concept and design of Fr Patrick Lim, presently the Parish Priest of  Clarkson, Western Australia. 

The Marriage Register and Cash Book was completed on 30 June 1996.

Grapevine Parish Database System is designed to help you manage your Parish information more efficiently. If you have been looking for an easy to use Database for your parish you have found it. This database system has been designed for all busy pastors who would like to keep an up to date record of their parishioners and to be able to access the records easily as well.

The Grapevine Parish Database System is a relational database. It is designed to help manage the parish information. It is password protected. It is user friendly. Its main function is to provide a practical and easy way of storing Parish data that is easily accessible once the information is entered. It takes care of all information for the Pastoral  care of parishioners, the Administration and Financial information of a parish. It consists of:


Membership Database


Planned Giving Database


Registers Database

Membership Database

Database for the recording, retrieving  and printing of information of family and it’s members.

Planned Giving Database

Database for the recording, retrieving and printing of information of members of the parish who have made a pledge in the second collection, weekly envelope contributions and loose money in the weekly second collection.

Registers Database

Comprises of Baptism Register, Communion Register, Confirmation Register, Sick Register, Funeral Register and Marriage Register.


Baptism Register is for the recording, retrieving and printing of certificates and information of those who were baptised in the parish.


Communion Register is for the recording, retrieving and printing of information of those who made their first communion in the parish.


Confirmation Register is for the recording, retrieving and printing of information of those who were confirmed in the parish.


Sick Register is for the recording, retrieving and printing of information of sick parishioners who need pastoral care by the parish ministry team. It also includes the recording of next of kin's information.


Funeral Register is for the recording, retrieving and printing of funeral information that the minister has officiated. It includes the information of next of kin for pastoral care or contact.


Marriage Register is for the recording, retrieving and printing of Forms, Certificate and information of those who married in or outside of the parish.

Where can I find help?

Help is a key stroke away anywhere in the Grapevine Parish Database System. Press F1 or click help on the Menu Bar and you will get help instantly. You can also look up help by using the Contents or find a particular topic in using the Search facility.

Computer Requirements:

The Grapevine Parish Database System runs at it’s best on a computer with this minimum configuration:


486DX 4/66 computer or faster


8 megabytes of RAM or more


VGA Monitor with 256 colour mode


Windows 3.x or Windows 95 or any operating system capable of running Microsoft Windows software


Pointing Device (Mouse)


You need a laser or a ink-jet printer to take advantage of printing Forms and Certificates but if you have a dot matrix printer with the capability to print in landscape orientation it will do the job.

Grapevine Parish Database Installation

The Grapevine Parish Database comes in 3½ Floppy Disks or CD ROM Disks. The disks labelled Programs Disk 1 etc. or a single CD ROM Disk contain the programs files and dummy data. The Disk labelled Registration Disk contains the Registration File and Database blank files. You have to install files from all Programs Disks or CD ROM Disk before you can install files from the Registration Disk.

In the Registration Disk Setup you are given the option of installing the Registration File or the Blank Data Files. If you are a first time user of Grapevine Parish Database System, select Registration. When you are familiar with the program and are ready to start entering actual records of the parish you can then install the Blank Data Files from the Registration Disk. Unless you are a registered user you will not see your parish name displayed on the screens,forms, certificates or reports that you process.

Setup for Windows 3.x

1)
Start Windows, if it is not already running.

2)
Insert Programs Disk 1- Setup in a floppy drive or your CD ROM disk in a CD ROM Drive.

3)
Select File at the top of the Program Manager, then select Run.

4)
Type the drive letter (A,B or D), followed with a colon (:) and a backslash (\), and the word Setup. e.g. a:\setup then press Enter.
5)
The installation process will begin. First you will be asked where you wish the program to be installed. A default location will be displayed (C:\Parish). If you have already a sub-directory Parish than change it, otherwise it is recommended that you leave it as suggested.

6)
Once files from all the program Disks or CD ROM have been installed, place the Registration Disk into Drive A and repeat 3 & 4.

7)
A screen will appear for you to install the Registration and blank data files.

8)
Select the drive and directory where the Grapevine Parish Database System is located.

9)
Click the Registration button if this is the first time you are installing the Program. Click the Copy Blank Data Files button if you are ready to enter actual records of the parish in the Grapevine Parish Database System. 

10)
An hour glass will appear to show that it is busy copying Registration File or Blank Data Files to the directory you have chosen.

11)
You will notice that when copying is completed the button Registration File or Blank Data Files becomes disabled.

12)
Click Exit to return to Windows.

Setup for Windows 95

1)
Insert Programs Disk 1- Setup in a floppy drive or your CD ROM disk in a CD ROM Drive.

2)
Click on the START button, then select Run.

3)
Type the drive letter (A,B or D), followed with a colon (:) and a backslash (\), and the word Setup. e.g. a:\setup then press Enter.
4)
The installation process will begin. First you will be asked where you wish the program to be installed. A default location will be displayed (C:\Parish). If you have already a sub-directory Parish than change it, otherwise it is recommended that you leave it as suggested.

5)
Once the program has been installed, place the Registration Disk into Drive A and repeat 2 & 3.

6)
A screen will appear for you to install the Registration and Blank Data Files.

7)
Select the drive and directory where the Grapevine Parish Database System is located.

8)
Click the Registration button if this is the first time you are installing the Program. Click the Copy Blank Data Files button if you are ready to enter actual records of the parish in the Grapevine Parish Database System. 

9)
An hour glass will appear to show that it is busy copying Registration File or Blank Data Files to the directory you have chosen.

10)
You will notice that when copying is completed the button Registration File or Blank Data Files becomes disabled.

11)
Click Exit to return to Windows.

Running Grapevine Parish Database System

To run Grapevine Parish Database select the new GRAPEVINE PARISH DATABASE icon.

When you click on the Grapevine Parish Database icon, a window known as Logon appears, it contains two boxes with the labels Name and Password.

There is no password required if this is a Demo Registered copy of the Grapevine Parish Database System that you are using, you only need to type GRAPEVINE in the Name box. Next click OK or press Enter to continue. If you have paid for and  have received a licensed Registration Disk, you need to enter  the Name and Password you chose for the Logon window.

The next screen will show the Main Menu screen with six buttons. They are in the order of:


Membership


Planned Giving


Registers


Cashbook 


Setup


Exit Database

PASSWORDS
You need a password to gain access to Membership, Planned Giving, Registers and Cashbook. When you click on any of these buttons, a window will appear asking you to enter password. The default password for all is PASSWORD. You can change all passwords individually by clicking the Setup button in the Main Menu. You can assign a different password for each section. You can change the password anytime to protect your data. First, you will have to type in the Old Password, which in the first instant will be PASSWORD, then enter a new password of your choice.

At the bottom of the Families and Members screen you will notice seven large buttons. The last two buttons, Comment & Visit require a password to gain access. These are confidential information for the priest to enter. When you click on these buttons a password window appears to prompt you to enter the password. The password initially is PASSWORD. To change the password go to the Membership Menu:

1)
Click on the Utilities button

2)
In the Utility Menu click on the Change Password button

3)
Change Password Menu appears

4)
Enter the Old Password - PASSWORD initially.

5)
Then enter the new password of your choice for Visits and Comments.

Please note that you will also be requested to enter a password to process the Visits Report in the Membership Reports Menu. Enter the same password to access.

In the Current Giving menu you need a password to gain access to the Add Pledges, Edit Pledges & Reports sections. In the Archived Giving menu you need a password to access the Edit Pledges & Reports section. The password is PASSWORD initially.

To Change password:

1)
Click on the Utilities button in the Current Giving menu.

2)
In the Utilities Menu click on the Change Password button.

3)
Change Password Menu appears (you will also notice Change password for Archiving) see below Password for Archiving.

4)
Enter the Old Password - PASSWORD initially - in Change password for Pledges.

5)
Then enter the new password of your choice in New Password window.

6)
Enter the Old Password - PASSWORD initially - in Change password for Archive.

7)
Then enter the new password of your choice in New Password window (it is advisable not to use the same password as Pledges’)

Password for Archiving

The password for archiving should be different from that of Pledges’ password. As you do not want anyone who is not familiar with the Grapevine Parish Database System to unnecessarily wipe away the Planned Giving Record.

Important: Write down the passwords that you have assigned and keep them in a safe place. If you have forgotten your passwords contact MGR Computer Services Pty Ltd (09) 345 3364.

Overall Understanding of Grapevine Parish Database System

Since Grapevine Parish Database System is a relational database. The files are linked to one another by a number. Each record is given a unique number generated by the computer. For example each Family Unit will have a unique number and each member of the family will be linked by this number. Every member will also have a unique number to link them to other parts of the Database such as Planned Giving and the Registers. 

What must I do first?

The place to start entering information is the Membership Database. You can not go to Planned Giving to enter pledges until the Membership Database has the details of a particular Family and its Member(s). It is important to keep your Membership information up to date because information on a particular person will also be required by other section of the Grapevine Parish Database System  (the Planned Giving and the Registers except Funeral Register). You can still enter records in all the Registers except the Sick Register whether the person of the record you are entering is from your parish or not. It will make entering data easier in the Registers of anyone in the parish whose information is also recorded in the Membership database.

Using Membership

1)
From the Main Menu click Membership button.

2)
The Enter Password window appears.

3)
Enter your password and click OK.

4)
The Main Membership Menu appears - with six buttons:


Families & Members


View and Edit Members


Reports


Setup


Utilities


Exit Membership

Where do I go from here?

You can begin with the Setup if you wish.

In Setup Menu you have various buttons for adding, deleting or editing of data that are being used in the Family and Member screens. For instance the Member Status data describes the type of membership of a particular parishioner. You can use codes for your reference only or other descriptive labels to identify the status of each person.

It is not necessary for you to begin with Setup because new data can also be added to the Setup Files as you fill in information about each Family or Member in the Membership database.

When you have finished with Setup or you have decided to by pass Setup, you can continue with the entering of your first Family Record.

To enter Family information

When you are in Membership Menu:

1)
Click Families & Members button

2)
A screen appears - if this is the first time you are entering information a blank screen with only the default Year showing in the Census Year, a 0 on postcode and an X on Mail? Otherwise a record with information will appear.

3)
Click the Add button to start entering information of the family. By pressing F1 anywhere in the record help will be displayed.

4)
Start entering the information  ….

After you have entered the Suburb/Town/City the cursor will take you to the box below Address To. There are 4 boxes altogether:


The first box is for Title, Initials and Names that you would like for the Label e.g. [Mr & Mrs HH & AA Good] or [Mr Henry Good] etc.


The second box is for Name of Address for example New Retirement Village.


If the Postal Address is the same as the Residential Address click on Postal Same as Residential and the 3rd and 4th Boxes will be filled in automatically.


If it is different from the residential address enter the Post Box or other Address on the 3rd box and the Suburb/Town/City and Postcode on the 4th.

To enter Member’s details

1
From the Family Screen click Add Member button

2
The Member’s Screen appears

3
Start entering the information …

If you do not have the person’s D.O.B. (Date of Birth) but know that the person is 18 years and over, click on the small square next to the label Adult. If you know only the age but not the Date of Birth you can enter the age in the age field. If the person is 18 years and over an X will appear to indicate the person is an Adult.

If you have the date of birth the computer will automatically calculate the age and check the Adult field if the person is 18 years and over.


Click on the large button Page 2 when you have completed page 1.


If the person is an adult the next page (screen) will be a different one than if it is a child (17 years and below).


Click the large button Page 1 to return to Page 1.


Click Save and then click Exit to return to the Family’s screen after entering the information for page 2.

To add another member click the Add Member button until you have entered as many members as you wish for this family.

The Window will display the name the person normally known as, family status, age, religion & member Status.

Once you have entered all the membership records, you can produce all sort of reports in the Reports Menu. Do not be afraid to experiment because no harm will come to the data that you have entered.

Using Planned Giving

1)
From the Main Menu click Planned Giving button.

2)
Enter password window appears.

3)
Enter your Password and click OK.

4)
Planned Giving window appears - with 3 buttons:


Current Planned Giving


Archived Planned Giving


Exit Planned Giving

5)
Click on the Current Planned Giving button

6)
Current Giving Menu appears - with 7 buttons


Add Pledges


Edit Pledges


Reports


Setup


Utilities


Posting


Exit Current Giving

Where do I start?

The first thing you should do is to go to Setup.

1)
Click Setup button

2)
Setup menu appear

3)
Click on Change Year Start button (this allows you to start your Planned Giving program from the first of any given month and the computer will calculate for you the 12 months' period)

You may want to change the password now (see above Passwords).

Entering your first Pledge

1)
From the Current Giving Menu click Add button

2)
The Enter Password window appears

3)
Enter your password and click OK

4)
Add Pledges screen appears

You will notice that some boxes do not have labels. The labels will appear once you start putting in information in the record.

The cursor appears in the box labelled Members. It is a list of members that you have entered in the Membership database. You have to make sure that the information of those who have pledged is entered in the Membership record first. If it has not been done you will not be able to create a record of the person in the Planned Giving Database.

You are now ready to enter Pledges

1)
Type the Family Name of the person or Click the downward arrow on the right side of the box.

2)
A list of members will appear

3)
Select the correct person who has pledged

4)
The computer generates a new Envelope Number for the person. (see Please Note)

5)
If the person has an Old Envelope (which is the closing financial year Envelope number) enter that number in Old #
6)
Enter the Date Pledged

7)
Enter the Amount Pledged


(The Programme will not accept ‘0.00’ but if you wish to allow ‘0.00’ do not attempt to change it’s value ‘0’. Otherwise you have to click the Cancel all Changes button and start again)

8)
Select the Frequency

9)
Enter the Title (click the arrow and see the list)

10)
click the button Save.

11)
Repeat 1 to 9 for additional Pledges.

Tips for managing Planned Giving Database

Current Planned Giving records can be archived before the year end. This is to enable you to enter new pledges and print labels required for distribution of new envelopes for the next financial year. You can still continue to enter contributions or edit any record for the current year in  the Archived Planned Giving section. 

To Archive

Current Planned Giving

1
Click on the Utilities button in the Current Giving Menu.

2
In the Utility Menu click the Archive Year’s Information button

3
Enter your Password in the Password window

4
A warning message is displayed, asking you to confirm the action.

5
Selecting the action Yes will copy the Current Planned Giving information into the Archive database and create a new database file for the Current Planned Giving.

You are now ready to enter new pledges in the Current Planned Giving Database in preparation for the start of the new Planned Giving year.

NOTE:

Do not forget to make a backup of the file Pdsarcdb.mdb in the Grapevine Parish Database System directory before you perform this action as you may want to keep the old planned giving for future reference. Labelled the Disk and keep it in a safe place.

Contributions for the remainder of the financial year can be recorded in the Archived Planned Giving section. The Archived Giving menu is the same as the Current Giving menu. The only difference is that 3 buttons are not operational and 4 buttons are. They are Edit Pledges, Reports, Posting and Exit Archived Giving buttons.

Enter Weekly Contributions

To enter weekly envelopes and loose money from the Second Collection select the Posting button in Current Giving or Archived Giving menu. Posting Menu consists of 6 buttons plus an Exit button.

The 6 buttons are:


Enter Contributions


Edit Contributions


Enter Loose Plate


Edit Loose Plate


2nd Collection Reports


Posting Reports

To enter Envelope Contributions

1
Select Enter Contributions button.

2
Enter the Envelope Number in Env. # box.

3
Enter the Date as indicated on the Envelope (the default date is today’s date which can be overwritten - if it is not correct go and reset Date from Windows Accessories) The date you have entered will be defaulted to the next entry.

4
Type in the Amount if the amount shown is not the same. (When you type in the Envelope number the program automatically looks for the amount that was the actual amount pledged.)

5
Press Enter or Tab to enter the next contribution. (The Total box in the top right hand screen will give you a running total as you enter).

6
Repeat 1 to 5 till all contributions are entered.

7
When you have finished click Exit button.

To edit or view the records that you have just entered, select Edit Contributions button. Select the date where the record has been entered from the Edit Contribution for box.

To enter Loose Plate

1
In Posting Menu click Enter Loose Plate
2
Enter the Date of the Second Collect which contain the Loose Plate.

3
When you have finished, click the Exit button.

To edit or view the records that you have just entered, select Edit Loose Plate button. Select the date where the record has been entered from the Edit Loose Plate for box

Report for the Second Collection

You can print the Second Collection in 3, 6, 9 or 12 months period showing with weekly or monthly total of Envelopes or Loose Plate.

1
Click the 2nd Collection Report button

2
Click the selection and the report is displayed

3
Click Print on the Menu Bar to output to a printer

Reports for the Weekly Envelope contributions can also be printed in the Posting Reports section. You can select the particular date that you wish to print.

Using Registers Database

The Registers databases is linked with the membership database. You can enter a record of a person in any of the Registers even if that person is not recorded in your Membership database. It is recommended that if a person whose  information is going to be recorded in the Registers belongs to the parish, the person’s information should first be recorded in the Membership database.

For example: -


If a child received the sacrament of Baptism, Eucharist and Confirmation and the information is recorded in any of the Registers, the corresponding sacraments in the member’s record will be automatically updated as received.

GRAPEVINE PARISH DATABASE SYSTEM

GRAPEVINE PARISH DATABASE SYSTEM

Getting Started - #

# - Getting Started

Welcome to Grapevine Parish Database System

What is Grapevine Parish Database System?


Click on the down arrow of the bottom window as shown in the above screen. A similar screen as figure 2 appears.

Once the program from all the program Disks or CD ROM have been installed, place the Registration Disk into Drive A and:


First follow the instructions regarding setup in previous pages. You should have the screen as in figure 1.

NB: 
Follow the same procedure when you are ready to install the Blank Data Files (select the Copy Blank Data Files button instead).

Figure 1

Reports

You can produce a variety of Reports in the Membership Reports Menu, the Planned Giving Reports Menu, all the Registers Reports Menu sections, and Cashbook Reports Menu.

All reports are defined in A4 size.

No queries to type or remember! Just made your selection and print.

Help for Reports

If you need further help on any of the reports defined in the Grapevine Parish Database System just Press F1 in any of the Reports Menu and the help screen will be displayed. You then can select help for any of the reports.

Labels

You can produce a variety of labels  in the Membership Reports Menu and the Planned Giving Reports Menu sections.

You require mailing labels as described below:

Each sheet (210 mm x 297 mm) A4

3 columns

33 labels per sheet

Each label size 70 mm x 25 mm

IMPORTANT NOTE: 

It is recommended that you purchase Unistat Laser/Inkjet/Photocopier Labels - Code 38931 - size width 7 cm x height 2.5 cm each. You must not use other size labels.

All the Forms have been extensively test printed on HP Laser Jet 4P and 5L Printers. They have not been tested on a Dot Matrix printer.


Select C: and a screen similar to figure 3 appears displaying all the sub-directories on your C’s drive.

Figure 2

Figure 3


Click on Parish sub-directory and a screen similar to the figure 5 appears. Then click on the Register Product button. When the button Register Product is disabled click Exit and you should be able to run Grapevine.


You are now ready to run Grapevine Parish Database.


Use the Scroll Bar in the top window to scroll and locate the sub-directory Parish as shown in figure 4.

Figure 4

Registration and Blank Data Files Installation

The Marriage Register is to allow you to record all information required by the Registrar of Marriage and the Church authority. It will print for you most information requested in the Notice of Intended Marriage, Certificate of Marriage Form, Bride’s Certificate of Marriage, Pre-Nuptial Inquiry Form and Dispensation Form for Mixed Marriage and Disparity of Worship.

Included with this Programme are the following Forms:

1
A master set of three Marriage Information Forms.

2
Notice of Intended Marriage (blue)

3
Sample paper for Registrar’s Certificate of Marriage.

Marriage Information Forms

The master copy of the Marriage Information Forms is for you to make as many copies as you need for entry purposes. It is suggested that you use this forms to get all information from the couple you are interviewing before you Add Marriage Entry in the Marriage Register database.

If all data are filled in and questions are answered in these Forms it will print for you what are required by the Notice of Intended Marriage, Pre-Nuptial Inquiry and the Certificate of Marriage Forms.

Notice of Intended Marriage Form

In the Notice of Intended Marriage the Celebrant’s Name and Address and the data in the box For Celebrant’s use will not be printed. These can be hand written or typed. These  are deliberately not printed because the Celebrant or date and place could change after this form is printed.

Please note

he Notice of Intended Marriage and Official Certificate of Marriage have been approved by the Registrar General of Western Australia. If you are an interstate user please check with your own particular Registrar General to obtain the approval. 

WARNING

The Bride’s Copy of Certificate of Marriage has not been approved. Application has been made to have it approved Nationally. It is therefore illegal to have it printed as the Bride’s Copy of Certificate of Marriage or even as a second Copy to use during the Marriage ceremony. When it is approved you will be notified immediately.

Using Marriage Register

When you have completed the Marriage Information Form you are now ready to enter the information in the Marriage Register database. 

1)
First, start the Grapevine Parish Database System.

2)
From the Main Menu click on the Register button.

3)
The Enter Password window appears.

4)
Enter your password and click OK. (If you have not changed the password in Setup the initial password is PASSWORD.)


If this is the first time you are running Register, a window Finding Databases will appear. Click on ‘Click here to locate databases’.

5)
The Marriage Register Menu appears - with five buttons:


Marriage Menu


Reports Menu


Setup Menu


Utilities Menu


Exit

To enter Marriage Entry

1)
Click on Marriage Menu
2)
Marriage Menu appears - with three buttons:


Add Marriage Entry


Edit/View Marriage Entry


Exit

Click on Add Marriage Entry
A screen appears - there are six buttons at the bottom of the screen:


Exit


Cancel All Changes


Save


Add Groom


Add Bride


Other Information

Start filling in the information from Page 1 of the Marriage Information Form.


The layout of Marriage Information Form helps to make Marriage Entry very easy as you do not have to search for information. The sequence of field tab in Marriage Entry is identical with the Marriage Information Form layout.

If this is the first time you enter the Name of the Church a window appears asking ‘Do you want to add a new Church?’

1)
Click Yes

2)
Churches screen appears


You will notice the name of the Church is already entered in Name field

3)
Tab or press Enter till the cursor is in Place - Enter the Place where the Church is located e.g. Clarkson.

4)
Press Enter

5)
Enter the Full name of the State eg. Western Australia not WA.

6)
Press Enter and the Cursor will be on the Exit button.

7)
Press Enter again and it will return you to the Add Marriage Entry screen.

8)
Press Enter and enter the title and full names of the Celebrant.


If this is the first time you enter the Name of the Celebrant a window appears asking ‘Do you want to add a new Celebrant?’

9)
Click Yes

10)
Celebrants screen appears


You will notice that the Full names of the Celebrant is entered in Name field.

11)
Enter the residential address house number and street name - press Enter

12)
Enter the Suburb/Town/City, State and Postcode - press Enter

13)
Enter the Telephone Number

14)
Enter the Celebrant’s number e.g. W0007, if known, otherwise leave it blank.

15)
Enter Registered Minister of Religion or other description to solemnise  marriages in Title field - press Enter

16)
When you have finished entering Celebrant's information, click on Exit button to return to Add Marriage Entry screen.


To edit information of Church and Celebrant go to Setup Menu and select the appropriate button to access the file.

16)
The next field is According to the Rites of - the default value is The Roman Catholic Church. For user from another church enter the appropriate Rites.

17)
Press Enter and the cursor is now in Married in Parish?

To select press the Space bar on your keyboard or use the mouse place the pointer in the box and click the left mouse button.

18)
If the Marriage is celebrated during Mass select Married at Mass?
19)
Enter the Date of Marriage in the Date field. The Day is automatically calculated and entered by the computer.

20)
Enter the time of Marriage e.g. 11.00 am

21)
Next click on the Other Information button


A new screen appears with seven questions similar to the Marriage Information Form’s. There is a button First Page at the bottom right hand corner.


You will notice that some of the Labels are not in black characters and the fields are disabled. When you select (that is to answer Yes) the field will be enable and you can enter information in it.

If you wish to enter Comments, select question 7.

1)
A button Comments will appear. Click on it.

2)
‘Enter password’ window appears.

3)
Enter the initial password which is PASSWORD. If you wish to change the password go to Utilities Menu in Marriage Register Menu. See Change Password in this handbook.

4)
Press Enter

5)
A window (Zoom) appears.


Enter the Comments you wish to made. As you type the line will automatically scroll to another line. If you wish to enter another paragraph, hold Ctrl and press Enter on the keyboard. If you press Enter only without holding down Ctrl you will be returned to Other Information screen.

1)
When you select ‘If Dispensation require for - a) Mixed Marriage or b) Disparity of Worship?’ a button Dispensation Questions appears.

2)
Click on the button and the Dispensation Screen appears.

3)
Answer the following questions.

In question 1 you need to select one of the three selections a) a Domicile b) a Quasi-Domicile c) actually present - and enter the name of the Diocese the Catholic party is residing. If a Domicile is selected than in the Dispensation form it will be printed as:


1. Where is the Catholic Party a Domicile? Perth

If you wish to enter Comments, select question 6.

1)
A button Comments will appear. Click on it.

2)
‘Enter password’ window appears.

3)
Enter the initial password which is PASSWORD. If you wish to change the password go to Utilities Menu in Marriage Register Menu. See Change Password in this handbook.

4)
Press Enter

5)
A window (Zoom) appears.


Enter the Comments you wish to made. As you type the line will automatically scroll to another line. If you wish to enter another paragraph, hold Ctrl and press Enter on the keyboard. If you press Enter only without holding down Ctrl you will be returned to Dispensation Questions screen.

Select ‘Is this a Simple Validation or Retroactive Validation?’ if this is the case.

1)
A button Validation Questions button appears.

2)
Click on it and Validation Questions screen appears.

3)
Answer the following questions.

If you wish to enter Comments, select question 5.

1)
A button Comments will appear. Click on it.

2)
‘Enter password’ window appears.

3)
Enter the initial password which is PASSWORD. If you wish to change the password go to Utilities Menu in Marriage Register Menu. See Change Password in this handbook.

4)
Press Enter

5)
A window (Zoom) appears.


Enter the Comments you wish to made. As you type the line will automatically scroll to another line. If you wish to enter another paragraph, hold Ctrl and press Enter on the keyboard. If you press Enter only without holding down Ctrl you will be returned to Validation Questions screen.

When you have finished return to the First Page and Click Save.

Add Groom’s or Bride’s Information

When you have finished entering all the information from the Marriage Information Form of the Minister you are now ready to enter information from Bridegroom’s and Bride’s Information Forms.

1
To enter Groom’s information click on Add Groom button.

2
The Add Bridegroom or Bride Entry screen appears.

3
The Surname will be filled in. If the party is living in the parish and you already have the person’s information enter in membership database, click on the List Members button on the top right hand corner of the screen. If it is Bridegroom all the male person are listed. If it is Bride all the female person are listed.

4
A box appears next to it.

5
Click on the downward arrow in the box and members' list appears. Select the person and some information of the person will be filled in for you. Complete the Given Names and enter the rest of the information from the form.

6
When you have finished click Save and Exit.

To Edit or View Marriage Entry

In the Marriage Menu select Edit/View Marriage Entry.

A screen appears as Add Marriage Entry but with three addition fields:

Dispensation No.


Enter the Dispensation from the Curial Office when you received the dispensation certificate

Church Register No.


Enter the Church’s copy of  Marriage Register Number after the entry is made in the Register.

Certificate Receipt No.


Enter the Marriage Certificate Receipt Number received from the Registrar of Marriage when the necessary forms are send to the Registrar after the marriage.

There are two other buttons not in Add Marriage Entry:


Delete


Print Forms

The Add Groom and Add Bride button are not in Edit/View Marriage Entry.

View and Edit Parties Information

To View and Edit the information of Groom or Bride

1)
Click on the window of the party

2)
The party (Groom or Bride) screen appears as in Add.

To Print Marriage Forms

1)
In the Marriage Menu select Edit/View Marriage Entry.

2)
If the Marriage Entry is not on the screen Click on the List box at the top of the screen.

3)
Type the Surname of the Groom or click on the side down arrow of the List box and scroll through the List to select the Parties that you are looking for.

4)
Click on the button Print Forms located at the bottom of the screen.

5)
When you click on Print Forms the Parties in Marriage Entry is selected and the Marriage Print Forms Menu appears.

6)
Select the necessary Forms to print.

The Forms are:


Pre-Nuptial Inquiry Cover


Pre-Nuptial Inquiry Groom


Pre-Nuptial Inquiry Bride


Pre-Nuptial Inquiry Minister


Notice of Intended Marriage


Application for Dispensation Front


Application for Dispensation Back


Official Certificate of Marriage Front


Official Certificate of Marriage Back


Bride’s Certificate of Marriage


Notification of Marriage

To Print Pre-Nuptial Inquiry Forms

There are four pages for the Pre-Nuptial Inquiry as indicated on the Print Marriage Forms Menu - use plain white A4 papers to print these Forms. Print the Cover first and then hand feed it to print the Groom’s copy on the reverse page and the same with the other two or print all on seperate pages by itself. Select:


Pre-Nuptial Inquiry Cover


Pre-Nuptial Inquiry Groom


Pre-Nuptial Inquiry Bride


Pre-Nuptial Inquiry Minister

To print Notice of Intended Marriage

To print the Notice of Intended Marriage use the stationary supplied with this programme. To order more Notice of Intended Marriage forms contact your supplier. Select:


Notice of Intended Marriage

To print Application form for Dispensation 

To print the Application Form for Dispensation from Mixed Marriage and Disparity of Worship use a pink A4 size paper. Print the Front and than print on the reverse side the back page. Select:


Application for Dispensation Front


Application for Dispensation Back

To print Official Certificate of Marriage 

To print the Certificate of Marriage Form use the paper of a similar quality as per sample to print - Print the Front page than the reverse page on the other side of the paper.

To print Bride’s Certificate of Marriage

It is anticipated that the Attorney General’s Department will introduce new Regulations to the Marriage Act in regard to paper quality, size, fonts etc. These Regulations may enable a Bride’s Certificate of Marriage to also be issued by computer in the future.

Therefore you are not allow to print the Bride’s Certificate of Marriage and use it as such or as a dummy copy for framing etc.

Those who have been one way or another associated with the development, marketing and selling of Grapevine Parish Database therefore are not liable if legal action is taken against the user.

For the time being you can only print to amuse yourself and admire the layout!

Marriage Register

Please Note: 

Once the number is issued it cannot be changed. If you issued envelopes first and do the recording later, please ensure that the number correspond with the person you have issued the envelope when you Add Pledges.

Even though if you do not asked parishioners to make a new commitment every financial year in the Planned-Giving, it is strongly recommended that you issue new Envelope Number to everyone for the new year. Otherwise, if parishioners have left the parish you will have gaps in between that you have to fill in. This will take you time and energy to search and add the vacant spots.

This will not only give you a good indication of how many sets of Envelope you will have to order in the future but also save you money on the excess Envelopes you ordered and not used.

New Financial Year

See visual illustrations in the following pages on how to Install Registration Disk and Blank Data File

See visual illustrations in the following pages on how to Install Registration Disk and Blank Data File

IMPORTANT NOTE:

If you want to start entering you parish actual data do not just delete the dummy records but install the Blank Date Files from the Registration Disk. It may upset the numbering system such as the numbering of Planned-Giving Envelopes. The computer automatically generates an envelope number as you enter Pledges.

When you install the blank data files these will remove the demonstration files. If you wish to retain any changes you have made to the demonstration data you should back these up first.

Baptism Register

To Print Certificate of Baptism

1)
In the Baptism Register Menu click on Edit Baptism.

2)
Select the record that you would like to issue the Certificate.

3)
Click on Print Certificate button at the bottom of the screen.

4)
The Print Baptism Certificate Menu appears.

5)
Enter the date or accept the default date that the Certificate to be issued.

6)
Select option to print Original or Copy.

7)
Click on Report to preview the Certificate

8)
Click on Print on the menu bar to print to your printer. Use Certificate paper as recommended. 

Additional designed Certificate can be ordered from the supplier of this program or your Stationer (A4 size).

Print Baptism Notification

In the Baptism Reports Menu when you select Baptism Notification the program will generate all the Baptism entries that you have have selected Notification? in Add or Edit Baptism Register.

If there is no Notification? selected you will get a copy of Notification Certificate with lots of Errors printed on it.

After you have printed them on your printer Exit to the Baptism Register Menu. By selecting the button Clear Notification Required a window appears:

Do you want to set all notified flags?
If you select Yes it will remove the X in the box next to Notification?
If you wish to print Notification of a record go into Edit Baptism and select Notification? of that record.

Figure 5
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