Official Catholic Directory Users Guide for Diocese of Pueblo
Contacts: Ken Nufer 719-544-9861, ext. 1120, Mary Jane Chargin, Ext. 1172

Open your browser of choice (Firefox, Chrome, Edge) and go to https://ocdedits.com/login.
You should bookmark this link so you can easily get back to it. You will be at the following
screen:

Welcome! The Official Catholic Directory Online Update System is open for updating.

The deadline to submit data for the 2024 Edition is December 15, 2023.

Please Sign In
Email Address:
Password:

[} Remember Login
I e

Register | Reset Password

NOTE: Having trouble accessing the system? Please watch the brief video tutorial

Enter your email address and password. (password is the same as you used last year. If you
do not know it, select “Reset Password” button. You can select the “Remember Login”
option.)

Once logged on, you will be at the Entity Search Page. Enter Pueblo for Diocese (this is a
drop-down menu but type “PU” and it will bring you right to Pueblo. You can either hit the
blue search button and see a list of all entities in the Diocese of Pueblo, or you can type part
of your entity name to try to narrow the search, then click on the blue search box:

Entity Search

Search Criteria

* Only Diocese is required for searching. Additional fields are optional to filter/narrow results.
jocese * Entity Tt
Diocese o Entity Type o
-select- -select-

Entity Name

Search Tip: Try partial Entity Name searches (e.g. search Genevieve instead of St. Genevieve Roman Catholic Church).



https://ocdedits.com/login

After you click on the search button, you will see the search results. If you did not enter any
information in the Entity name box, you will see a full list for our diocese. If you did enter
partial information in the Entity name box, you will see all that match that combination of
letters. For example, if you type “Chr”, you will get every entity with that combination of
letters in the name as seen below:

Caution: If you enter a name or partial name, only matches will show up. For example

if you enter “SAINT” but your entity name uses the abbreviation of “St.”, it will not
appear.

Entity Search

(@ETEG R | Claimed By Other

Christ the King St. Mary Help of Christians

1708 Horseshoe Dr.
Pueblo, CO 81001

307 E. Mesa Ave.
Pueblo, CO 81006

When you see multiple entity listings, they will be color coded as indicate above the results —
gray, green, or blue. If no one has opened an entity and saved, it will Be “Unclaimed”. If
you previously opened an entity and saved changes, it will show as “Claimed By Me”. If
someone else has opened it, it will be “Claimed By Other”. You can only open those that are
unclaimed or Claimed by Me.

NOTE: Be sure to open your entity as the diocese does have several entities with very
similar names. Be sure you open the correct one. If you do open the incorrect entity, simply
click on the “X” in the top right corner of the window that opened, or the “Close” at the
bottom right of that window. Do not close your browser, which is the “X” at the top of the
computer screen. Be sure to work within the window that opened.

Next, you will select the correct entity by clicking on the gray or green box with the entity
information.



This will open a new window for you to review and complete for your parish:

St. Peter the Apostle X

IMPORTANT: Please carefully review the data on each screen. Red asterisks alongside the screen names below indicate there is required data
that is missing. Green check marks simply indicate there is no 'required’ data missing. However, please still be sure to carefully review the data
on each screen for accuracy. REMEMBER TO SUBMIT your data after you've verified or updated your information.

Fields marked with * are required

o Basic Info

Entity Contact Info

Entity Name *

People © St. Peter the Apostle
Sub-Entities (] Please record Entity Name changes on the "USCCB Certification' screen.

Entity Type *
Statistical Overview * Parish h
OCD Contact Info -]

Diocese * o
USCCR Certification * Pueblo

EIN
B 840525705

Submit / Print Data

_ EIN will not be published. Format: 99-9999999

Year Established

2 required steps remaining to 1910

submit this data.

<>

You will now go through each section verifying the information and adding your statistics.
Anything with a grey background cannot be changed. At the bottom of the page is a blue
“Next” button that will take you to each section. You can also just click on the blue section
titles on the left of the screen (Basic Infor, Entity Contact Info, People, Etc.).

CAUTION: TItis advisable to click on the green “Save” button after every screen is
complete to ensure data is saved so that if you have to close the window and come back
later, or something causes the window to close, the work you have done will be saved.

The section you are in will be the one in the blue box on the left of your screen:

SEE NEXT PAGE FOR EXAMPLE:




You need to go through each section and ensure the information is correct. Anything with a
red asterisk is required. Below is what each section will look like:

Basic Info o F

Entity Contact Info {I _
People o (

Sub-Entities o L

Statistical Overview *

OCD Contact Info = (

USCCB Certification *

|
Submit / Print Data

2 required steps remaining to |
submit this data.

SEE NEXT PAGE



Entity Contact Info: Please verify the Physical Address, Mailing address if different, phone
numbers, email addresses and web address if you have one:

Basic Info @
People ]
Sub-Entities ]
Statistical Overview *
OCD Contact Info ]
USCCB Certification *

Save

Submit / Print Data

required steps remaining to
ubmit this data.

CISIUD THdl RS Wil &7 di o reyuneu

Physical Address

(Mo PO Boxes; use Mailing Address)

Address Line 1 *

1209 Swink Ave. v
Address Line 2 v
City * State * Zip Code *
Rocky Ford v ‘ Colorado v ‘ 81067-1835 v
Mal I |ng Add ress (] Mailing Address different than Physical Address
Phone Numbers *
Number Extension Type Notes Add
Edit 719-254-3565 Telephone Delete
Edit 719-254-3921 Fax Delete
Email Addresses *
Email Publish Add
Edit sprockyford@spetersrf.org true Delete
Edit sppastor@spetersrf.org true Delete
Other

Web Address




People: In this section, you will ensure that you have the correct priests and deacons listed.

3asic Info (] Fields marked with * are required
People / Positions

This section is for the personnel within your entity that have been canonically appointed (including priests in
residence) or otherwise hold key positions within the entity. Each entity must list at least one person.

“ntity Contact Info

People

sub-Entities ° To change personnel (e.g. someone is no longer at your entity), please do not overwrite the existing person
record with the new name. Instead, please delete the person/position record using the Delete button to the
Statistical Overview * right of the corresponding name and add the new person/position.
3CD Contact Info (] Names will be printed in the order they appear here.
JSCCB Certification * You can re-sort the list by dragging the i beside each record up or down.
Person Position Add
o §## Edit Rev.Joseph Lawrence Arokiasamy Par. Admin. Delete
Submit / Print Data # Edit Dcn. Terry Marinelli Delete

equired steps remaining to

If your priest or deacon has changed, you need to delete the person who is no longer there
and add a new priest or deacon. Click the red “delete” to remove and click on the blue “Add”
button (see red arrow above) and it will open a new window where you will select the priest
or deacon:

Edit Person / Position

Person *

Select person _

Position

Click on the “Select person” link and it will open the search page:



Next, type in the last name of the priest or deacon and select the blue “Search” Button.

Search People X
FD’EQESIZ* v v OCD Person ID v

The search defaults to people that have worked in this entity's diocese.

If you know the person's OCD ID, this is the fastest way to narrow down the search
results

Last Name *

-—

First Name v

You may enter partial names to widen the search results

You may enter partial names to widen the search results

D =

You will then get the search results:

LEEWM  Create a new person record

Title First Name Middle Name Last Name

Select  Rew. Joseph Lawrence Arokiasamy

Religious Orders Ordination Year OCD Person ID

HGN 2016

Now click on the blue “Select” next to their name. You will be at the Edit Person/Position
window. Click on the down arrow in the position box and select the correct position. If they
are a Pastor, use the Pastor option, if they are a Parish Administrator, select Parochial

Administrator, and the associate pastor is Parochial Vicar:

Edit Person / Position

Person *
Rev. Joseph Lawrence Arokiasamy

Edit details for Rev. Joseph Lawrence Arokiasamy

Position

‘«v

Cancel Save




Sub Entities: If you have missions under your parish, they will appear in the Sub Entity

section.
Basic Info o Fields marked with * are required
Entity Contact Info ] SUb Entltles
People o Name Address
Sub-Entities Edit Mary Queen of Heaven 602 7th St
' Please review all Sub-orgs | Edit St. Peter Chapel 905 Main St.
Statistical Overview *

OCD Contact Info ] < Previous

Select the blue “edit” button next to each entity to open up their information and ensure it is
correct. You need to look at Basic Info, Entity Contact Infor, People, and OCD Contact Info.

NOTE: Statistical information for sub entities is reported as part of the primary parish
and cannot be reported in the sub entity tab. Please be sure to include their data as part

of your parish statistics:

Mary Queen of Heaven

IMPORTANT: Please carefully review the data on each screen. Red asterisks alongside the screen names below indicate there is required d:
that is missing. Green check marks simply indicate there is no 'required’ data missing. However, please still be sure to carefully review the d
on each screen for accuracy. REMEMBER TO SUBMIT your data after you've verified or updated your information.

Fields marked with * are required

. Basic Info
Entity Contact Info

Entity Name *

]
People ° Mary Queen of Heaven
]
o

Statistical Overview Please record Entity Name changes on the 'USCCB Certification' screen.

OCD Contact Info Entity Type *
Mission

Once you have updated or verified the sub entity data, select the green “Save” button. Then
select the “x” in the upper right corner. Do this for each sub entity.



Statistical Overview: This is the heart of the reporting. You will enter all the required
statistics for your parish and any sub entities for the 2024 calendar year:

Sub-Entities 9

Calendar or Fiscal Year? Unless otherwise noted, the totals asked for in this section cover a TWELVE MONTH
PERIOD. You may use a statistical projection at the end of the calendar year or fiscal year, whichever is more

= =] IR convenient to you or preferred within your Diocese. If at all possible, for consistency please use the same

OCD Contact Info (] period that was used in the past.
USCCB Certification * 2023 Edition 2024 Edition 2025 Edition
Statistic 2022 data 2023 data 2024 data
* Elementary School Students (CRP) 30 30 | =
Save
— * High School Students (CRP) 9 13 | A
Submit / Print Data
] = * Total Students (CRP-Catechesis Religious 39 43 | 2 |
Preview Listing Program)
Lrequired steps remaining to * Number of 'Religious’ Brothers 0 0 | 2 |
jubmit this data.
* Number of Lay Ministers (Full-time, paid) & 0 0 | =
* Number of 'Religious’ Sisters 0 0 | 2
* Number of Infant Baptisms (up to age 7) 3 1" | B
* Number of Minor Baptisms (ages 8 to 17) 0 0 | ~ |
* Number of Adult Baptisms (18 & older) 1 0 | =
* Number Received into Full Communion @ 1 0 | =
* Number of First Communions 4 1 | = |
* Number of Confirmations 8 8 | = |
* Number of Catholic Marriages €@ 2 0 | 2
* Number of Interfaith Marriages @ 0 0 | 2
* Number of Registered Parishioner Households 222 225 | o |

o _at e L _fe el 1t A oA arn [ 1

Add the appropriate data in the 2025 Edition Colum (this is the 2024 calendar year, meaning
you may have to project for the end of the calendar year). Do not leave any field blank,
enter 0 if you do not have any to report for that field. Once you have added all of your
statistics, be sure to use the next button or the green “Save” button. It is advisable to use the
save button after each screen even if using the “next” button.



OCD Contact Info: Please verify that the contact name, phone and email are correct for the
person completing the OCD information:

Basic Info (] Fields marked with * are required
ity Conactnfo o OCD Contact Information
° Please note that OCD Contact Info refers the person that you would like to be the primary contact for all issues

People related to your entity's OCD listing
Sub-Entities ]

Contact Person Name* ‘/

Pam Pantoya
Statistical Overview *

Contact Phone Number *
OCD Contact Info (719) 254-3565 v
USCCB Certification *

Contact Email *

v

sprockyford@spetersrf.org

< Previous Next >

Save

Submit / Print Data

Preview Listing

2 required steps remaining to
submit this data.

USCCB Certification: Use this screen to highlight if any changes have been made to the
name, address or other changes. NOTE: This should be marked as no changes made. If
you think you need to mark anything different, please contact the diocese.

Basic Info (. Fields marked with * are required

oty Contact Info o USCCB and Diocesan Certification

People ° Within the last year, has your entity changed any of the following?

Sub-Entities o (] This entity has not made any changes of the nature described below _
-0OR -

Statistical Overview * .
(J Entity name

OCD Contact Info o

[ Entity's address

USCCB Certification )
[ Corporate form of your entity

E.g.. change from a corporation into a limited liability company or vice versa

Save [J Material changes to your entity"s purposes, activities or sources of support




Submit/Print Data: Be sure to hit the green “Save” button before you go to submit.
This will open a new window with a summary of everything you have in the OCD. Please
print a copy for your records before submitting.

Basics

Entity Name: St. Peter the Apjitle
OCD ID: 131535
Entity Type: Parish

Diocese: Diocese of Pueblo
EIM: 84-0525705

Year Established: 1910
Parent Entity:

Status

Closed: false
Merged: false

Other

Once you are sure it is complete and have printed a copy for your records, select the blue
“Submit Data” button. This will not work if any required fields are not completed. Print
before you submit because once you submit, you will not be able to print the
information.

Congratulations! You have not completed the OCD Submission!



