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How Do | Find My St. John's?

Through the church website:

Access it through the “Members” menu at the top of the website.
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Through a URL:

Go to https://tinyurl.com/SJEportal .
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https://tinyurl.com/SJEportal

Register for My St. John’s

Go to My St. John’s (https://tinyurl.com/SJEportal) and click on “New User?”

Username *

Password *

New User? Lost password?
s,

inistrylD

Fill in the New User Registration form with your information. In the Organization drop-down, choose
“St John the Evangelist Episcopal Church, Saint Paul.”
Click Submit Registration when you are finished.

New User Registration Form

Step 1 Account Request

@ Organization Not in List? If your arganization is not available in the dropdown, please contact them for assistance.

rganization *
st John the Evangelist Episcopal Church, S v

User Name=

Password: A temporary password will be emailed to you following account approval.

, contact the arganization

Please monitor your spam folder. If you do net receive an email in the next few day
Step 2 Personal Information

This information is used to verify your identity in the database OR create a new family record.

First Name # Postl Cade +

Lest Neme + Address +

Nick Name

City:
Primary Phone =

State/Region:

Birth Date *

eg. MM/DD/YYYY ™ Country:

Step 3 Email Address

@ Why Multiple Email Addresses? Peaple occasionally change email addresses. If you are in the farmily database, the additional email fields help us find or update

your family record

Current Email * Prior Email #1
mail@domain.com optional

‘ Submit Registration ’

By clicking on Submit Registration you agree to our Terms of Use and Privacy Policy.

Confirm Current *——

cance |



https://tinyurl.com/SJEportal

My St. John’s is fully monitored to ensure that only people in the St. John’s community are allowed
to access the portal. (No spambots allowed!) This means that after you register, our parish
administrator will need to approve your registration. Once that happens, you will receive an email
with a temporary password to log in.

User Registration Submission Complete!

Current Status: Pending Review & Approval

Due to security and identity concerns, your registration information needs to be reviewed and approved
by staff before you can access the system. The time required for approval varies, but it is typically
complete within 1-3 days. Thank you for your patience!

We will send status updates to you at the email address below. Following account
approval, you will receive your account information and a randomly generated password.

example@email.com

Please monitor your spam folder!



Sign In
Go to My St. John’s (https://tinyurl.com/SJEportal), enter your username and password, and click Log
In.

Username *

Rachel522

New User? Lost password?
or

»< Login With MinistrylD

What's this?

If you do not remember your password, click “Lost password?” and follow the instructions to have a
new password sent to your email.

Change Password
If you are logging in for the first time with your temporary password, you will be prompted to
change it. Your new password must be at least 6 characters long and include 2 numbers.

Temporary Password Change
You logged in with a temporary password. Please enter a new and permanent password.

Passwords are case sensitive and must at least be 6 characters long. Two characters mwst be numeric.

New Passwordd®

Verify Passwordé®

Submit || Cancel

Then click to log in.


https://tinyurl.com/SJEportal
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Password Successfully Set

saQt password is now ready to be used.

Click here to login and access your information.

If you are logging in for the first time, you will also need to read and agree to the Terms of Use and
allow cookies.

Terms Of Use

ParishSOFT LLC TERMS OF USE

These Terms of Use are subject to the Software License Agreement between the diocese, parish, school, mission or other organization (“Organization™) and
ParishSOFT LLC (*ParishSOFT").

These Terms of Use apply to everyone who is authorized by the Qrganization to use ParishSOFT's software product, website, or service (*the Software”),
including staff, volunteers, visitors, and other designated users. Ifyou have not been properly authorized by the Organization, then please discontinue yeur
uze of the Software immediately.

To interact with certain features of the Software, you may choose to or may be required to register. As part of your eligibility to use the Software, you agree to
(a) provide true, accurate, current and complete information about yourself as prompted on the applicable registration form and (b) maintain and promptly
update the information contained on the registration form in order to keep it true, accurate, current and complete. Failure to do so may resultin the
Organization or ParishSOFT suspending or terminafing your account.

By creating a login, you agree that we can store and use your registration information for communicating with you about the ParishSOFT application in
providing services to support the application. You are agreeing to the Terms of Use and Privacy Policy. You have the right to revoke your consent to storage
and transmission of this information at any time by contacting the Organization for which you are registering.

When you complete your organization’s registration process, you will receive a username and password. You are responsible for maintaining the
confidentiality of the username and password, as well as for all activities that occur under your username and password. You agree to maintain security by
ensuring that you exit from your account at the end of each session and by notifying your Organization immediately in the event of any unauthorized use or
other security breach. The Organizafion and ParishSOFT cannot and will not be liable for any less or damage arising from your failure fo comply with these
provisions.

By using the Software, you state and guarantee that you are at least 14 years of age, of sound mind, are competent to enter into a legally binding
agreement, and have authority to bind yourself or the person or entity you represent. If parents and/or guardians wish to have family members under the age
of 14 use the Software, they must create an account first, and then add family members to their family account profile.

All features of this Software, whether they may be accessed with monetary charge or not, are subject to and shall be strictly govemned by these Terms of
Use. By using the features of the Software, you agree to be bound by these Terms of Use.

We use cookies to give you the best possible user experience. Click Allow to continue
to our site and allow the use of cookies.
To learn more about our cookie policy, click Read.




View & Update Your Family Information

Click on “My Family” - either in the sidebar or the link under Quick Links.
ParishgFt: Stlohn the Evangelist Episcopal Church, Saint Paul

Pictorial Directory  Giving History

Suspense Activity
My data changes that were not approved: (0). View
Activity

Then “Family Detail”

ParishgOFt: St lohn the Evangelist Episcopal Church, Saint Paul
A Home

32 My Family
My Family

Here you can review the contact information for your entire household.

Click the “Edit Details” button to begin making changes.

(319668)

Family Information




Adding a Family Photo
To add a family photo, click “Add”:

(319668)

Family Details Member Details (3) v

Family Information

Church of Registration Modified On: wednesday, April 26, 2023 7:31 PM
St John the Evangelist Episcopal
Church, Saint Paul

Frimary Address
Netman Home Address

First Namels) *

Rachel Home Mailing Other

Then click “Browse” to find a photo on your computer. The photo needs to be a JPEG, GIF, PNG, or
BMP file and should not be larger than 500KB. If it is too large, use a program like Paint to resize it.

The photos are shown in a box that is 130 pixels wide and 110 pixels high. If you upload a photo with
different dimensions, it will appear stretched out, so use a program like Microsoft Paint or Mac
Paintbrush to crop it before you add it. If you’re not sure how to do that, add the photo anyway and
then email Ellie in the office at communications@stjohnsstpaul.org to let her know you’d like to have
your photo cropped.

[y Upload Member Photo

EMBE The photo should not be bigger than half (0.5) megabyte (MB) and will be displayed at 130x110 pixels on the screen.

_ The changes that you make will only take affect after the photo is approved!

Current Image New Image
Supported formats are jpg, gif. png and b.

Cancel

ene nta

After you’ve selected the photo on your computer, it will appear in the “New Image” box. Hit “Save
and Close.”

Upload Member Photo

' The photo should not be bigger than half (0.5) megabyte (MB) and will be displayed at 130x110 pixels on the screen

____,, Thechanges that you make will only take affect after the photo is approved!
Current Image New Image

Browse...

Supported formats are jpg. gif. png and bmp

e
‘ Save & Close ’ Cancel


mailto:communications@stjohnsstpaul.org

Family Name, Family Phone, Email Addresses

Family Details Member Details (3) ¥

Family Information

Church of Registration
St John the Evangelist Episcopal
Church, saint Paul

Add
Last Name *
Neuman

[Racne| |
Email Address P . . .
klttentastlc@gma|I.cnm;rneumannEZz@gl%all.com <: TO edlt lhformatlonf Slmply CIICk and type
oo b directly in the box.

Please check that all of the following are correct:
e Last name (If the adults in your household have different last names, please enter it in as

hyphenated. For example, Jim Smith and Stephen Wilson would enter “Smith-Wilson” in the
last name field)

e First names of adults (For example, Jim Smith and Stephen Wilson would enter “Jim and
Stephen”)

e Email address (use semicolons with no spaces to separate multiple emails)

e Primary phone number for household

Address Options

Primary Address: | Home Address “
Home || Maiing | | Other <:: Click the tab to open each address option.
Valid From: |p0-p0 |to|op-00 | (mm-dd)

Country: United States
Postal Code: | 00000 ]

Address Line 1:

Address Line 2:
City:
State/Region:

Phone Number:

There are three address options available. If your home address is also your mailing address, you only
need to fill in the Home tab.

If you would like your mail sent to a different place than your home address, fill out the Mailing tab
as well.



If you are going to have a different address temporarily (for example, staying at a cabin for the
summer) you can put that address in the Other tab, along with the dates that you will be there.

Use the “Primary Address” dropdown above the tabs to select which is your primary address.

10



Publish Contact Info

send Mail: & Publish Address: [«
Publish Phone: & Publish Photo for Pictorial Directory: (¢
Publish Email: &

At the bottom of the Family Details page, there are a number of checkboxes. If you do not want
your phone number, email, or address to appear in the parish directory, uncheck that box. The
information will only be visible to staff.

Please make sure your contact info is entered in your record, even if you do not want it published.
This database is what clergy use to be able to get in touch with you if they need to, so it is important
to have your information correct.

Hit “Save” when you are finished updating your family information.

11



View & Update Your Family Members

To review the information on individual members of the family, or to add a family member, click
“Member Details.”

(319668)

Family Details Member Details (3) v

Family Information

Church of Registration Modified On: Wednesday, June 7, 2023 4:44 PM
St John the Evangelist Episcopal
Church, Saint Paul

Primary Address
Home Address

First Name(s) =

Rachel Home Mailing Other

Email Address Country

kittentastic@gmail.com

Primary Phone Postal Code

Emersency Phone Arddress [ine 1

|Lu cy Brown

To view or edit a ity Details Member Details (3) ¥
family member, c mn o
click the tab with Snome

. . Female
their name oniit. . =
Marital Status Religion
First Name + Single

MemberDUID: 1263144 Lucy .
Language Ethnicity

Special Needs Nick Name

Special Needs Detzils %

Middle Name

LastName =

Life Events Brown

Suffix
Maiden Name

Role *

Daughter

General Contact Sacrament C”Ck “ Edit Deta"s” tO

Contact Information

make any changes to the
651-228-1172

el Phone info shown.

Work Phone

12



Adding a Member’s Photo
To add a member’s photo, click “Add”:

Lucy Brown

Family Details Member Details (3) v

#Rachel Slucy &STodd & Add

Birth Date Birth Place
Gender * 5/8/2009 (]
Female v
Age
Title 14
hd
Marital Status Religion

Single v v

First Name *

et Lucy

S R Language Ethnicity
Nirlk =

e Mame aa s

Then click “Browse” to find a photo on your computer. The photo needs to be a JPEG, GIF, PNG, or
BMP file and should not be larger than 500KB. If it is too large, use a program like Paint to resize it.

The photos are shown in a box that is 130 pixels wide and 110 pixels high. If you upload a photo with
different dimensions, it will appear stretched out, so use a program like Microsoft Paint or Mac
Paintbrush to crop it before you add it. If you’re not sure how to do that, add the photo anyway and
then email Ellie in the office at communications@stjohnsstpaul.org to let her know you’d like to have
your photo cropped.

Upload Member Photo

The photo should not be bigger than half (0.5) megabyte (MB) and will be displayed at 130x110 pixels on the screen.

The changes that you make will only take affect after the photo is approved!
Current Image New Image

Supported formats are jpg. gif. png and bmp

Cancel

After you’ve selected the photo on your computer, it will appear in the “New Image” box. Hit “Save
and Close.”

13
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If a family member has special needs that you would like the church to know about, please click that
checkbox and explain them in the box below.

Lucy Brown

Family Details Member Details (3) v

#Rachel &lucy Q&Todd & Add

Birth Date Birth Piace
Gender * 5/8/2009 |
Female v
—_ Lge
tle 14
~
Marital Status Religion
First Name * single v v
- Lucy
A elete
Add Delete Language Ethinicity
Nick Name Lvs w
MemberDLID:

eads Middie Name Next Send? 0

Last Name *

Brown

Special

T

Suffix

Life Events

Maiden Name

Click “Save” when you are done.

Member Info
There are four entries that are required to be filled in for each family member:

- Gender: this software requires this to be filled in, and only gives the choices Male, Female,
and Unknown. If you prefer not to respond or you identify as nonbinary, please choose
Unknown. (We are sorry the gender options are not more inclusive. We have asked
Parishsoft to update this but they haven’t changed it yet.)

- First Name

- Last Name

- Role: Ideally, each household will have one adult set as Head of Household. Other adults can
have the role of wife, husband, adult, etc. Minors can be son, daughter, grandson,
granddaughter, etc.

So we can connect with you, St. John’s would also like to know your
- Date of birth
- Email address
- Atleast one phone number

All other fields are optional. We do NOT recommend entering your Social Security Number on the
general tab.

14



Lucy Brown

Family Details Member Details (3) v

#Rachel Qlucy STodd & Add

Gender *
Female

Title

First Mame *

Add Delete Lucy
Nick Name
MemberDUID: 1263144
special Needs [
Special Needs Details
Last Name *

Sensitive to flashing lights Brown

& Suffixc

Life Events

Maiden Name

Role *

Daughter

General Contact

Contact Information

Cell Phone

‘Work Phane

Export to New Family ‘ Save H Save & Close

Middle Name

Sacraments Misc.

Birth Date

5/8/2009 (]
Age

14

Marital Status
Single v

W

Language

‘ Cancel ‘ ‘ Close

Birth Place

Religion

Ethnicity

Next send? 0

Delete

15



Sacraments
You can also see information on baptisms, confirmations, and marriages, under the “Sacraments”
tab:

Life Events prown

Suffix

Maiden Name

Role =

Daughter

General Contact

Sacrament Entry/Summary

Sacrament Completed Prep Year Parish Celebrant

Baptism

Reconciliation Prep

First Eucharist

Confirmation

Marriage

Anointing of the Sick

Holy Orders:

4

These can only be edited by the church office. If you see something is missing or incorrect, contact
Sarah Dull at church@stjohnsstpaul.org to have it updated.

After you are done viewing and updating the member’s information, click “Save.”

16



Viewing Another Family Member
If you have additional members to view, click on the tab with the next member’s name.

Rachel Neuman

Family Details Member Details (3) v

*Rac&el alucy  &Todd e+ Add
Birth Date Birth Place
Gencer” 5/22/1983
Unknown
Adding a Family Member
Click the “Add” tab:
Rachel Neuman
Family Details Member Details (3) v

*Rac&el alucy  &Todd
Birth Date Birth Place

Gender* 5/22/1983
Unknown

Age

Add a photo by following the “Adding a Member’s Photo” instructions.

Then fill in the new member’s information. Four of the items are required:

- Gender: this software requires this to be filled in, and only gives the choices Male, Female,
and Unknown. If you prefer not to respond or you identify as nonbinary, please choose
Unknown.

- First Name

- Last Name

- Role: Ideally, each household will have one adult set as Head of Household. Other adults can
have the role of wife, husband, adult, etc. Minors can be son, daughter, grandson,
granddaughter, etc.

So we can connect with you, St. John’s would also like to know your
- Date of birth
- Email address

- Atleast one phone number

All other fields are optional. We do NOT recommend entering your Social Security Number on the
general tab.

Hit “Save” when you are finished.

17



Returning to the Home Page
When you are done editing your Family Details and Member Details, click “Save & Close.”

‘LUCy Brown

Family Details Member Details (3) v

#Rachel &lucy &Todd & Add

girn Date
Gender * 5/8/2009
Female

Marics| Stzrus

é\l\g\e .

Add Delete

Langusge
MemberDUID: 1263144
Special Needs[@ ext Send? 0
Special Needs Derails

Sensitive to flashing lights

Life Events

Msiden Name

Role
Daughter

General Contact Sacraments Misc.

Contact Information
Home Prone Email Addrass
651-228-1172 lucy.goosey.1337@gmail.com

Export to New Family | Save Save & Close: Cancel ‘ Close
——

Then click “Home.”

ParishgfFt Stlohn the Evangelist Episcopal Church, Saint Paul

Family Detail

My Family



Viewing the Parish Directory
From the Home Screen, click on “Pictorial Directory.’

ParishsopFt Stlohn the Fvangelist Episcopal Church, Saint Pa

)

A& Home Home

Home

Quick Links Suspense Activity
My F: My data changes that were not approved: (0

A list of all active adult members will appear, with contact info and with photos (if they have added a
photo). You can search by either individual members, or families.

ParishgoFt Stiohn the Evangelist Episcopal Church, Saint Paul e v

Pictorial Directory

St John the Evangelist Episcopal Churct
@ Allen, Elliott
@ Allen, Kathryn

Allen, Michaela

Anderson, Christina

t Paul MN 55125

- <H

Searching Members

Select “Members” in the Search drop-down. You can enter a first name, last name, or both. You can
also enter part of a name (for example, searching “Hans” in the last name will bring up both Hansen
and Hanson). Click “Search” to run the search.

Please note that only adult members will be listed in the parish directory; minors will not be shown.

Search —
Members A4 ‘ Clear

View Family Members

Williams, Lindsey

saint Paul MN 55106 %
View Family Members

A o

19



Searching Families

Select “Families” in the Search drop-down. You can enter a first name, last name, or both. You can
also enter part of a name (for example, searching “Hans” in the last name will bring up both Hansen
and Hanson). Click “Search” to run the search.

Last Name First Name Search —
[Sherfey Families hd m| Clear

Baumann-Sherfey, Bob and Bill

Ierpriderdsoemerm@gmail.com
a2

s i

Saint Paul MN 55105
View Family Members

You can click on “View Family Members” to see the adult members of that family.

You can also email the family directly through web-based email by clicking the email address shown
on their profile.

Last Name First Name Search
[Sherfey Families v | Clear

Baumann-Sherfey, Bob and Bill

saint Paul MN 55105
View Family Members

20



