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Fall is in the Air!  

D i o c e s e  o f  S u p e r i o r  -  F i n a n c e  D e p a r t m e n t  

    October, 2014

                           

In last quarter’s newsletter, the theme was honey.  This quarter the theme is 

apples.  I think I must be hungry when I write this article. 

 

Last year my husband and I had our two apple trees grafted for the first time.  

The grafter said that they may not produce well this first season and he was 

right.  We have apples but not many and very few from the grafted branches.  I 

am eager to see what next summer brings. 

 

When our trees produce well and the apples are good, we like to share our 

treasure.  Many people have shared with us as well.  We have received tasty 

apples from the Bayfield Apple Festival in past years, we have received 

sparkling fresh apple cider from the “Apple Man” in Duluth and we have in turn 

donated apples to local food drives. 

 

Fall, with its rich blessings of abundant produce, is a wonderful time for sharing.  

As you can see on pages 2 and 3 in this publication, many of you have shared 

helpful tips or suggested topics to make our jobs easier or more 

understandable.  Thank you so much for thoughtfulness.  I have learned so 

much from these as well and am so grateful and glad to be passing them on in 

this way.  

 

Enjoy your fall – the apples, the pumpkins, the fall colors, the produce, and the 

festivities when those little ghosts and goblins come knocking on your door 

soon…. another time for sharing. 

 

Happy Halloween! 
 
 
 

  

 Rebecca Aitken 
 Parish Accounting Clerk/Newsletter Editor 
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Bookkeeping Tips 
 

 Tip #1:   

A bookkeeper has a cluster of three parishes for which she is responsible.  There are  

several bank accounts for each parish and the bookkeeper has found it difficult to  

remember which accounts she has reconciled and if/when she is done for the  

month.  To keep herself on track and organized, she has created a form that  

includes all the bank accounts for each parish and checks them off as she completes 

them.  She also has space to check off “Emailed Beckie at the Diocese”.  Of course 

included in that email is her name, the name of the parish, the parish number and 

the month reconciled. (Hint, hint! ☺ ) 

Great creativity, bookkeeper! 

Tip #2:   

The QuickBooks Calendar can also be a place for task reminders.  When you click on the Calendar button on the 

task bar (or go to Company, then click on Calendar) you can add tasks by clicking on the “Add To Do” button.  You 

can then specify: 

 - “Type” of event for the calendar – Call / Fax / E-Mail / Meeting / Appointment / Task 

 - what the priority level is – High / Medium / Low 

 - what time that event should occur 

 - any details about it 

 - what the status is – Active / Done / Inactive 
 

Then watch the clock icon in the top right-hand corner of the QuickBooks screen for a number that shows how 

many events for the day.  When you click on this clock icon it will bring you to a page that says “To Do Notes”.  You 

may need to double click on those words to reveal the list of items to do. 
 

You can set preferences for your reminders by clicking on “Set Preferences…” on the bottom of the ‘Reminders’ 

page.  Take a look at that page to see if these reminders can be beneficial to you.  The “Company Preferences” has 

many options and the “My Preferences” has a box to check if you would like to have the Reminders List shown 

when you open QuickBooks. 

 

 

 

The Diocese Finance Department 

should have all parish financial records 

as of June 30, 2014.  If your records 

have not been submitted, please do so.   
 

Thank you. 

 
Rebecca Aitken 

Parish Accounting Clerk 

Diocese of Superior 

raitken@catholicdos.org 

715-394-0231 

 

“Common sense and a 

sense of humor are the 

same thing, moving at 

different speeds.  A 

sense of humor is just 

common sense, 

dancing” 
  

-William James 

 via Rev. Dr. Karl R. Kraft 

 Dover, DE 
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Questions, Answers and Suggestions 
 

 Q:  How long do we save the Status Animarum? 
 

A:  It is at the discretion of the local parish administration whether and how long to keep the SAQ reports.  The 

diocese does maintain electronic copies of the SAQ reports that have been submitted in the past.  Probably the 

most compelling reason to maintain the records at the parish is that the information maintained by the diocese is 

in a format that is quite difficult to utilize because it does not include the questions, only the answers.  If a new 

Pastor comes, and you have these reports readily available, he can easily review the SAQ and see a lot of history 

for the parish.  It would also be beneficial to keep at least the last 10 years’ reports as a reference to be used in 

long term planning in your parish/cluster. Dc. Dennis Geisler 

 Parish Services Specialist 

 Director of Diaconal Life 

 

Q:  Can I recover a deleted check in QuickBooks? 
 

A:  No.  What you can do is generate the “Audit Report” under the Reports > Accountants & Taxes either for the 

day or range of dates when the entry may have been deleted.  You will have to sort through the entries to find the 

one that was deleted but the report will show the entry that was deleted and any prior versions.  You can then use 

this as a reference to re-enter the check as it was. 

 

 

Q:  How do I show details when creating reports in QuickBooks?  Example:  I want to find a specific memo in my 

deposits. 

   

A:   1) Click on ‘Reports’  5) Choose date range   8) Scroll down to ‘Detail Level’ 

 2) Go to ‘Banking’ 6) Add “Memo” to ‘Columns’    9) Choose ‘All Except Summary’ 

 3) Choose ‘Deposit Detail’ 7) Click on ‘Filters’ 10) Click ‘OK’ 

 4) Click on ‘Customize Reports’   

  

Alter the details of these steps depending on your specific inquiry. 

 

 Suggestions: 

Tip:  A bookkeeper was looking at her Profit & Loss Report (a good thing to do at least monthly☺) and noticed that 

her electric payment had been $266,581.11 for a single month and her gas payment had been $-263,591.16 for 

that month.  She knew something was wrong! 
 

The total utility bill had been for only $2,989.95 with a split for electric and gas - the electric portion being 2658.11 

and the gas portion being 331.84.  Well, with a slip of the fingers, the bookkeeper had accidentally entered 

266,581.11 for the electric and QuickBooks automatically entered the balance of 

 -263,591.16 for the gas. The bookkeeper could not see the whole number since 

her columns in the bill entry page were not fully extended.   If they 

had been extended, so that she could see the whole number, 

she may have noticed that the amount she had entered 

was way too long and incorrect.  
 

Moral of the story:  Check column widths to make sure the total amounts 

are shown and check Profit & Loss reports for accuracy. 
 

Good catch, bookkeeper! 
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It’s “Ap-pealing” 
 

 Catholic Services Appeal 

The following are points as to how the CSA factors into the  

fulfillment of pledges toward the Faith in Our Future Campaign:  
 

1) Through the Faith in Our Future Campaign’s receptions and promotional 

materials, it was made clear that those who participated should consider a gift 

“over and above their normal giving” and that the annual appeal would return 

the following year.   

2) The goal was achieved through the participation of only 9,135 out of our 30,000 plus diocesan-wide 

households.  That leaves a strong pool of potential CSA donors. 

3) We also know that many regular annual appeal donors – about 33% - did not to give to the Faith in Our Future 

Campaign. 

4) Many major contributors made gifts of transferred stock, which would not affect their traditionally smaller 

gifts to the CSA. 

5) History shows the Capital Campaigns have a way of engaging donors which usually results in increased overall 

giving. 
 

 Diocesan Special Appeals (Collections) 

The mission appeals are nearing an end for the calendar year but the following is a 

heads up for the collection dates for 2015 and 2016. 

Remember that donations are sent to the Chancery within thirty days of the date 

of the collection for disbursement to the national offices and ultimately the causes 

for which they are intended.  Any subsequent donations should be mailed to the 

Chancery to be placed in the appropriate liability account and eventually added to 

the funds from next year’s collection. 

 
Diocesan Catholic Schools 

January 25-32, 2015 

Jan 31-Feb 6, 2016 

 
Operation 

Rice Bowl 
February 18, 2015 

February 10, 2016 

 
National Black & Indians 

Missions 
February 22, 2015 

February 14, 2016 

 
World Concern 

March 15, 2015 

March 6, 2016 

 

 
Holy Land 

April 3, 2015 

March 25, 2016 

 

 
Catholic Home Mission 

Appeal 
April 26, 2015 

April 24, 2016 

 

 
National Concerns 

June 21, 2015 

June 19, 2016 

  

 

 
World Mission 

Sunday 
October 18, 2015 

October 23, 2016 

 

 Contributed by Steve Tarnowski 

 DOS Director of Development 

 

 



 
 

 

Finance Department 

Personnel Directory 
 

 

 

 

 

Director of Finance 

Richard Lyons 
715-394-0203 

rlyons@catholicdos.org 

 

Assistant Finance Director 

Cindy Gronski 
715-394-0230 

cgronski@catholicdos.org 

 

Supervisor or Insurance Admin. 

Bernie Kroseman 
715-394-0232 

bkroseman@catholicdos.org 

 

Accounting Clerk  

(A/P, A/R, Collection Checks, Stipends,  

St. Pius Priest Fund, Diocesan Payroll) 

Sheryl Petrey 
715-394-0210 

spetrey@catholicdos.org 

 

Parish Accounting Clerk 
(Internal Audits, PC Site Uploads, 

QuickBooks Downloads, Newsletter  
Production) 

Rebecca (Beckie) Aitken 

715-394-0231 

baitken@catholicdos.org 

 
Data Base Manager / Gifts Processor 
(from the Department of Stewardship and 

Development Office) 

Cathy Lovejoy 
715-394-0226 

clovejoy@catholicdos.org 
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Whether you are using the QuickBooks remote system or sending 

monthly reports to the Parish Communication site, please give me 

a quick email when you have completed your monthly bank 

reconciliations.  Please include: 
 

1) Your name (there are more than one Mary, Sandy, etc.) 

2) Your Parish name and number (there are more than one St. 

Anthony, St. Peter, etc.) 

3) Which month you have reconciled 
 

Thank you so much.  –Beckie Aitken 
 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 
 
 
 
 

 
If you can start the day without caffeine,  If you can conquer tension without 

If you can resist complaining and boring   medical help, 

 people with your troubles, If you can relax without alcohol, 

If you can eat the same food every day If you can sleep without the aid 

 and be grateful for it,  of drugs. 

If you can understand when your loved Then you are probably  

 ones are too busy to give you any time,   the family dog. 

If you can take criticism and blame   -via Rise Samra 

 without resentment,   Hallandale Beach, FL

  
 

 
 

 
 
 
 
 
 

 
 

 
 

 

This publication is intended to be a helpful, educational tool for the parish worker. It will include items 

such as updates, helpful tips, information that needs revisiting, contacts, resources, etc. 
 

If you would like to see something specific addressed in an upcoming newsletter, please contact 

Beckie Aitken at raitken@catholicdos.org or 715-394-0231. 

 

 

 

Try to Remember….. 
           and if you remember…. 
                                          ….. then follow  
                     …… (these guidelines) 

 
 

  
 

 
 

 
 

 

 


