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Data Admin 
Best Practices & Responsibilities 

The Data Admin plays a critical role in maintaining accurate and complete parishioner records within ParishStaq. As the primary data steward for the parish, this role supports all other ministries and departments by ensuring that contact information, household records, membership data, and giving records remain accurate and up to date. The following outlines their primary responsibilities:

Pending Profiles

Pending profiles are profiles that have been created by the system but have not yet been approved. 
They are commonly created when: 
· A recurring gift cannot be automatically matched to an existing profile. 
· A new person is added during batch entry. 
· A form payment cannot be automatically matched to an existing profile.

· Accept and Review Pending profiles 
Review pending profiles on a weekly basis, after financial batch entry is done and determine whether they should be accepted as new records or merged with existing profiles. Regular review helps maintain accurate parishioner records and prevents duplicate data from accumulating.


· Complete required profile information
Complete records to improve communication, reporting, stewardship efforts, and parish engagement.  Use the ParishStaq Portal or People Search tools to look for incomplete profiles, especially for your registered households. When accepting or creating new profiles, ensure ALL the following fields are completed:

· Family/Household Mailing Name (About tab)
· Family Informal Salutation (About tab)
· Membership Type (Admin tab)
· Membership Start Date, if the individual is marked as Registered (Admin tab)
· Giving ID, if the household uses envelopes (Admin tab)
· Envelope User field (Admin tab)

 *** Please note, as of 9/24/26, the "current state" is that the Giving ID from the ChMS and the Your ID in the Giving Portal are NOT synced. You, or your financial admin will need to look up the household in the Giving Portal and add the Your ID. This is expected to change in the next few months where these fields ARE synced.

Important: When working with pending profiles created through Recurring Scheduled Giving, always merge the existing profile into the new recurring giving profile. The new profile contains the active recurring giving schedule, and the system will not allow the merge to be completed in the opposite direction. 


· Reach out to those with incomplete profiles 
When limited information is available for a parishioner, (i.e. profile only contains an email or address, etc.) consider reaching out to:

· Verify contact information
· Thank first-time donors
· Identify additional household members
· Confirm parish registration status

Before contacting a parishioner, review their profile and involvement history to better understand their engagement with the parish and prospective engagement.

People Search - Examples

See below for the fields with incomplete or missing information, along with the corresponding People Search filters to find these records. 

	Missing Family/Household Mailing Name
	Missing Family Informal Sal
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	Missing Membership Type
	Missing Mailing Address
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Duplication Profile Management

To maintain accurate records and prevent fragmented giving, attendance, and involvement history, duplicate profiles should be reviewed and merged on a weekly basis (utilizing the ParishStaq Portal can be helpful to aid this work). Deduping is best done after financial postings for the week.

· Dedupe Profiles  
Review duplicate profiles on a weekly basis. Go to ChMS -> People -> Overview -> Duplicate Profiles. In the filter tab, you can filter by campus and profile type. See more information on deduping under the Profile Management tab in the Resources by Topic section of our Resource Page.

· Complete the Family Household Mailing Name and Family Informal salutation fields   
When on a profile on ChMS ensure that both the Mailing Name and Address in the “Contact Info” section, as well as their Family Household Mailing Name. To do so, Navigate to Edit profile -> About -> Scroll to “Family Informal Sal”
Review in Giving Portal and ChMS

· Review all active Forms
Review all active Forms to be sure Form Managers match profiles in a timely fashion. See instructions for this under the Form Management tab in the Job Aids section of our Resource Page.

· Review Giving
Online Gifts and Giving – Forms in the ChMS to be sure the Financial Admin is doing their work in a timely fashion. See instructions for this under the Financial Admin tab in the Job Aids section of our Resource Page.

For More Assistance and Training 

For additional ParishStaq resources, training materials, and support, please visit the ParishStaq Resources Page.

For foundational training on ParishStaq, see the ParishStaq Essentials Course information on the Resources page. Access to the course is provided upon request; please contact PES Support to request enrollment.
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