Instructions on Reporting Subscriptions to the North Country Catholic

Located on the pastoral documentation website (http://pastoral.dicogdensburg.org/) under the North
Country Catholic you will find all the documents you will need for this year’s campaign.
Please use the automated system when sending us the information.

To access the information on the web:
1. http://pastoral.dioogdensburg.org/
2. Click on Office
3. Click on North Country Catholic
4. Click on NCC Campaign

To access the Automated System for reporting follow the above steps and click on NCC Campaign 2012
Automated System or enter in this web address: http://pastoral.dioogdensburg.org/NCC/Forms/NewSubs/

This will be the first screen you see once you have opened up the program.
1. Click on your Deanery
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3. If you have renewals click on Please Click here to enter Renewals. If you do not have any renewals,
only new subscribers click on that option. Also from this screen you can view the subscribers you have

already entered.
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4. If you clicked to enter renewals this is what you will see. Here you have the option to select the
subscriber you would like to renew. Select your contact and click Select this subscriber.

le i Drarrerit Windows Internet Expleser =
e R — B T
rvortry K Facebesk Of Yebeo! @& e
& Pastonl Documentation 8 Pavton | Documenttios 1 a8 - 3 Safety = Tock~ @~
Archived Documentation Links
Welcome
Sort your docnmestation below by: Diocese of

Ogdensburg

Office o A-Z

NCC Campaign
Renewals
Select a subscriber

[f the subscriber &= not sted please click here and enter 25 a ne

Costaer: ERITSTTETSS =] [Selact this Subscaibar |

5. If you need to modify the subscriber’s information ie: Title, address, dollar amount given, or number of
copies you may do so here. If you do not need to modify the subscriber’s information you can click

submit.



6. Here you can either click on Add Another Subscriber to add more subscribers. If you are done adding
renewals, but have some new subscribers to add to your list please click on Add another Subscriber.
This will bring you back to Step 3. You will notice that if you are adding another renewal the previous
name that was renewed is no longer on the list. If you are done adding names please click on Please
Click here to review you data and to proceed to the next step.

7. On this screen you will have the option to print all of the subscribers that you entered. Click on Print
this Page.  You also have the option to download the information you entered into an excel spread
sheet. Click on Or click here to download your data to Excel for you.
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It is very important that once you have printed the information or downloaded your information that you
click on step 3 on this page Click for Last Step. This is how | know that you have entered information.

8. Please print 2 of this page by clicking on Print This Page and send a check in the total amount shown
to address that is shown on this page a
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PO Box 106
Canajoharie, NY 13317

PLEASE ONLY SEND US A CHECK AND A COPY OF THIS PAGE, WE DO NOT NEED YOU TO RE-SEND US THE LIST. PLEASE DO NOT SEND US ANY CAMPAIGN ENVELOPES.
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If you have any questions please call our affice and ask to speak to Clwistine at 312.608-7526 or send an e-mal to cwmd § docadenshug o

You are now finished an email has been received notifying ns of your subscriptions. Thank You!!!

Piease close this window, you are finished.




You can continue to add information to your list throughout the campaign. If you choose to keep adding
information and send one big check in the end that is fine. Your balance owed will not change until we receive
a check from you in our office. Once we receive payment from you we will deduct it from the balance owed. It
is important however that you still click Click for Last Step every time you are done entering information.
This will ensure that we receive your information in a timely manner.

Please do not send us individual personal checks, rather send one parish check. Do not send us any
subscription envelopes. If you cannot use the automated system please download the appropriate
reporting form and send us a typed list of the subscribers (Full Name, Address, Amount Paid) who
have paid and a single check as you have done in the past. Please use this as a last resort.

It is also very important that when you deposit a parishioner’s check that you report that the parishioner
has renewed within the same week the check was deposited. This will help to prevent parishioners seeing
their check cashed, but not seeing their renewal change or a new subscription begin. Please do not hold
on to the renewals, we would like to receive the information from you as soon as you can get it to us.
Your first report should be to us by March 9, 2012.

Please do not send us any credit card information. If a parishioners decides to pay by credit card please
shred their information, contact them and have them either pay you in a different method OR go to our
website and they can pay by credit card there as well.

Subscribers can now receive their NCC through e-mail. If a subscribers puts their e-mail on their
envelope we are assuming that means that they want to now receive their paper by e-mail. When
entering their information enter in their e-mail address in the line provided on the form.

If you have any questions, regarding our new system please call Christine and she will be more than happy to
help you with this process. Phone: 315-608-7556; E-mail cward@dioogdensburg.org




