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Financial Admins
Best Practices & Responsibilities 

The role of Financial Admin is critical in keeping things on track within the ParishStaq system. From Batch Entry (or supervising someone else doing batch entry), to creating batches for Pushpay Online giving transactions into the ChMS, there are key things that need to take place on a weekly and monthly cadence. The following outlines their primary responsibilities:

Batch Entry 

· Giving Portal – Entry
In the Giving Portal, enter Batches (or supervise the entry of batches) 

· Ensure process weekly or more frequently
Ensure that ALL Batches move through the full batch lifecycle:

In Progress → Completed → Deposited. 

For detailed instructions, see Pushpay Help Article: Pushpay Help Article - Batch Entry 

· Reconcile Batches
Optionally, use the Reconciliation tool in the Giving Portal to reconcile batches

 
Online Gift Processing

· Review unmatched Online Gifts
In the ChMS, go to Giving on the left side navigation and ensure that ALL Online Gift transactions are batched by completing the following two steps:

I. Go to Giving → Online Gifts - Match any transactions that have not automatically matched to an existing people profile

II. Go to ChMS → Online Gifts - Create batches for the Online Gift transactions.  

For detailed instructions, see Pushpay Help Article: Pushpay Help Article – Processing Online Gifts

· Form Payment Transactions
In the ChMS and ensure that ALL Form Payment transactions are batched by completing the following two steps:

I. Go to Giving → Forms in the ChMS - Match any Form Payments that have not automatically matched to an existing profile. 
For detailed instructions, see Pushpay Help Article: Pushpay Help Article - Form Responses

II. Go to Giving → Forms in the ChMS - Create batches for the Form Payment transactions in the ChMS.  

For detailed instructions, see the Pushpay Help Article: Pushpay Help Article - Form Payments


Parishioner Giving and Stewardship

· Oversee Recurring Gifts
Assist Parishioners with managing their recurring online giving schedules. 

· Manage stewardship campaigns
Create the annual Stewardship Campaign for your parish and manage pledge entry for the campaign. 

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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