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Notice to readers and users: 

 

This document is not intended as complete formal documentation for all the features and functionality 

available in the ParishSOFT Safe Environment Program Manager. Rather, it is a practical field guide for 

use by those who have a need to monitor the results of background screening reports and attendance at 

SEP orientation and training events. 

 

The page images herein are based on the state of the SEP software and the Diocesan SEP system 

configuration as of March 2010. The Diocesan Office of Information Systems and Office of Child and 

Youth Protection has successfully integrated existing background records into ParishSOFT SEP Database.  

The Organization Users of SEP (Parish and School) will need to make some changes such as assigning 

position and assigning end date if the Volunteer/employee is no longer part of your organization. The new 

background records will be entered by individual school office or parish office.  

 

The software and its accompanying formal documentation are released by ParishSOFT under a practice of 

continuous improvement, and the diocese may reconfigure the application as policies and procedures 

change. Thus, this document, while accurate in March 2010, may become obsolete as ParishSOFT 

enhances the products and as the diocese refines the configuration.  If major changes occur that impact 

this documentation, a new field guide will be prepared by the diocese and released to users. 
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ParishSOFT Safe Environment Program Manager 

 

The Safe Environment Program Manager (SEP) is a secured web-based application which collects Safe 

Environment Program data about individuals and stores it in a central diocesan database. Safe 

Environment Program Manager helps Diocese of Metuchen and its organizations to protect those whom 

we serve by ensuring that the employees and volunteers across diocese exemplify civil law compliance 

and personal integrity. The SEP Manager protects the SEP data, while utilizing address and other basic 

information provided by the other users of SEP database. SEP user shares the name and address record for 

a person with other users of the SEP database. So, when John Smith, Director of Youth Ministry at St. 

Mary parish, Perth Amboy, moves to St. Joseph Parish, Carteret as the Director of Youth Ministry, 

everyone who needs John Smithôs current business address will automatically be updated when his 

business address is changed to reflect the move. The SEP Manager provides the user with the advantages 

of both a standalone and centralized database system.  The organizational level user process consists of 2 

basic steps: Online Staff Management and Safe Environment Program Manager. 

Diocesan Office of Child & Youth Protection SEP Setup 

The page images and information of SEP setup herein are based on the state of the SEP software and the 

Diocesan SEP system configuration as of March 2010.  

 

The organization users are required to assign the appropriate position in order to keep track of 

SEP information.  

List of SEP Positions tied to the SEP Requirements 

Position Categories 

Deacon Deacons( Will be entered by designated Diocesan Office) 

Deacon Candidate  

Deacon Candidates( Will be entered by designated 

Diocesan Office) 

Diocese Employee (Working with 

Children)  

Diocese Employee working with Children( Will be entered 

by designated Diocesan Office) 

Diocese Volunteer (Working with 

Children)   

Diocese Volunteer Working with Children( Will be 

entered by designated Diocesan Office) 

Parish Employee Working with 

Children Parish Employee Working with Children 

Parish Volunteer Working with 

Children  Parish Volunteer working with Children 

Priest  Priest ( Will be entered by designated Diocesan Office) 

Principal School Employee 

School Employee School Employee 

School Volunteer School Volunteer 

Priest Applicant Priest ( Will be entered by designated Diocesan Office) 

Vendor working with Children Vendor Working with Children 

 

Safe Environment Program Manager Requirements as of March 2010 

 Criminal Background Screening Information ( Read only for Organizational Users) 

 Virtus Training Information  

 Completion of Forms 
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 NJ Dept. of Ed Criminal History Background Evaluation No Recheck   (School Only) 

 School Criminal History Background Evaluation Recheck (School Only) 

Accessing & Navigating the System: 

Online Staff Management 

 

Login:  

 

In order to manage the staff for the organizations you are responsible for you will need to access the 

Online Staff Management website. 

 

1. Launch Internet Explorer 

 

2. Enter the following URL: https://parishsoft.diometuchen.org/AIMsync/HostedSites 

 

3. You will get a server password prompt that will look similar to the screen below.  Enter the User 

name and Password to access the Diocese of Metuchen secure site. This information will be 

provided during the training. To obtain the server user name and password, please contact the 

Office of Child and Youth Protection at 732-562-1990 Extension 2413 or Extension 1209. 

 

 
 

 

     

4. After entering the server connection information you will be brought to the main Online Staff 

Management login screen, like the one below, and asked to enter in your specific username and 

password.  The Safe Environment office at the diocese will be supplying you with your unique 

username and password login information. 

 

https://parishsoft.diometuchen.org/AIMsync/HostedSites
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5. Once you have reached the main login screen you can add this website to your Favorites list in 

Internet Explorer for easy accessibility in the future.  To add this site to your Favorites list select 

Favorites from the Internet Explorer screen and select Add to Favorites.  You may want to rename 

the label on this Favorite to something easily identifiable such as ñParishSOFT Staff 

Managementò. 

6. Enter your username and password provided by the Diocesan Office of Child and Youth 

Protection. This username and password is different than the user name and password for the 

server.  

 

Search Existing Staff Records 

 

Logging into the Online Staff Management screen will bring you to a screen similar to the one below 

where the organizations that you have permissions to view will be listed. 
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Select the Organization you wish to manage staff records for by single clicking on the organization name 

in the Organization column.  You will be redirected to a screen like the one below that will list the current 

staff records for the selected organization.  If you manage more than one organization and need to get 

back to the organization list view, select the Organizations link on the left side of the screen. 

 

 

 

 
 

  

To view the details on an individual staff record single click the icon with the paper and feather to the left 

of the desired staff memberôs name.  Below is an example of the details screen and the information you 

can view and edit from this screen.   
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Parish/School Offices are required to input home address, work address, and contact information. To 

maintain the Safe Environment Process details, Parish/School offices are required to assign the SEP 

specific position. Please refer to page 2 of this manual for assigning SEP Positions.  When employee of 

Parish/School Office holds more than one position in Organization, it is important to assign two different 

positions. For example, Parish Secretary provides support to Religious Education Program in the same 

Parish Center during the weekend. In this case, Parish Secretary will be assigned the position of Secretary 

and Parish Employee Working with Children. 
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After any modifications you must click the Update button at the bottom of the screen to save the changes. 

 

 

Adding a New Staff Record 

 

In some cases the staff member record may not already exist in your organization.  In these situations you 

will need to add the new member into the staff list and populate the appropriate information on their 

details screen. 

 

From the main staff list, like the one below, you will select Add New which is the first item in the staff 

list. 

 

                     



9 
 

 

After selecting Add New you will be directed to the Search screen. Enter in the Last Name of the person 

you are looking for and click the Search button to see if the member already exists in another organization 

or needs to be added as a new record to the system.  

 

                      
 

After clicking the Search button any matches to your search will be returned below the search box on the 

search screen similar to the example below. 
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The search results will display the date of birth for each record returned as well as address and 

organization information if available.  If one of the results records is your desired individual you will click 

on the word óAddô to the left of the personôs name.  This will add the person to the organization and bring 

you to their details screen so any updates to the individualôs details can be made. 

 

If you do not find the person you are searching for, you will need to select the link that appears in red 

below the search box labeled óclick here to add new member manuallyô.  When you choose this option 

and informational message like the one below will be displayed.  You may simply click OK to this 

message and you will then be taken to the staff details screen to fill in the details on this particular 

individual.   

 
  

Be sure to click the Update button when you have completed your data entry on this record. The data 

entry person must be designated Organization Admin in order to Add Staff. Once the Staff Information is 

completed, Organization Admin will need to log in to Safe Environment Program Manager to Complete 

the Virtus Training Information and Completion of Forms. 
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Safe Environment Program Manager (Parish Only) 

Using Safe Environment Program Manager, Parish Office will be able to track Virtus Training 

Information and Completion of Forms. Parish Office will be able to see Background Information for the 

individual associated with SEP. 

1. Launch Internet Explorer 

 

2. Enter the following URL: https://parishsoft.diometuchen.org/AIMsync/BKGRDCK/ 

 

3. You will get a server password prompt that will look similar to the screen below.  Enter the User 

name and Password to access the Diocese of Metuchen secure site. This information will be 

provided during the training. To obtain the user name and password, please contact the Office of 

Child and Youth Protection at 732-562-1990 Extension 2413 or Extension 1209. 

 

 

4. After entering the server connection information you will be brought to the main Safe 

Environment Program Manager Login screen, like the one below, and asked to enter in your 

specific username and password.  This is the same username and password supplied to you by the 

Safe Environment office at the diocese for the Online Staff Management login. 

 
  

https://parishsoft.diometuchen.org/AIMsync/BKGRDCK/













