
FORMS TRAINING
COUNCIL FORMS TRAINING



COUNCIL FORMS FOR THE YEAR

¡ Report of Officers Chosen for Term – 185

¡ Service Program Personnel Report – 365

¡ State Directory Information - https://kofc-az.org/state-forms%2Freports

¡ Family of the Month – Each council should be considering this. The family of the 
month then gets submitted to Supreme a chance to become family of the year.

https://kofc-az.org/state-forms%2Freports


LOG INTO OFFICERS ONLINE
GO TO MEMBER MANAGEMENT



COUNCIL OFFICERS – FORM 185 

¡ The fun part of the Online Submission

No where on the form does it say Form 185!



CLICK ON LIVE
CLICK ON 
LIVE



CLICK ON COUNCIL ADMINISTRATION



CHOOSE 
COUNCIL 
OFFICERS 
CURRENT & 
NEXT

CHOOSE 
NEXT 
FRATERNAL 
YEAR



1. Choose the Role

2. Click on Search by 
Last Name

3. Click on Search 

4. Highlight the 
name

5. Put in Start date

6. Click on Assign

ADDING IN NAMES



THE NAME POPS UP. 
CHANGE THE ROLES FOR ALL ROLES YOU ARE FILLING.



CLICK ON SUBMIT ONCE DONE



NOTES

¡ The only positions that you need filled are:
¡ Grand Knight

¡ Financial Secretary

¡ If you do not have all the positions filled, don’t worry. Submit anyway. 



ONCE COMPLETE, GO TO PRINT CENTER-MM

Choose “2. Next Fraternal Year Officers” if doing 
prior to July 1
Choose “1. Current Officers” after July 1



CLICK ”CLICK HERE TO OPEN” TO OPEN THE REPORT



REPORT

¡ This will open the report in a PDF. Save the file to your hard drive! Check your 
“Downloads” folder if you cannot find it. It is called “NextFraternalYearOfficers.pdf”

¡ Rename the file to append the Fraternal Year and Council Number.
¡ Example: NextFraternalYearOfficers-2019-2020-10062.pdf

¡ Email this to:
¡ Rick Garrison – azknights@q.com

¡ Your District Deputy

¡ If you make changes, make sure you email the updates!

mailto:azknights@q.com


SERVICE PROGRAM PERSONNEL CURRENT & NEXT

¡ The fun part of this form – No where on the form does it say Form 365!



CLICK ON COUNCIL ADMINISTRATION



CHOOSE 
SERVICE 
PROGRAM 
PERSONNEL 
CURRENT & 
NEXT

CHOOSE 
NEXT 
FRATERNAL 
YEAR



QUIRKINESS….
YOU HAVE TO CHOOSE “COPY CURRENT YEAR” TO PROCEED. 

If not, you get this 
when trying to 
assign



1. Choose the Role
2. Click on 
Search by 
Last Name 3. Click on Search 

4. Highlight the name

5. Put in Start date

6. Click on Assign

SERVICE PERSONNEL 



THE NAME POPS UP. 
CHANGE THE ROLES FOR ALL ROLES YOU ARE FILLING.



CLICK ON SUBMIT ONCE DONE



NOTES

¡ There are only 5 roles that are Required:
¡ Program Director

¡ Community Director

¡ Family Director

¡ Membership Director

¡ Retention Chairman

Bolded members are required to take Safe Envioronment training.



ONCE COMPLETE, GO TO PRINT CENTER-MM

Choose “4. Next Fraternal Year Service Program Personnel” 
if doing prior to July 1
Choose “3. Current Service Program Personnel” after July 1



CLICK ”CLICK HERE TO OPEN” TO OPEN THE REPORT



REPORT

¡ This will open the report in a PDF. Save the file to your hard drive! Check your “Downloads” 
folder if you cannot find it. It is called “NextProgramPositions.pdf” or 
”CurrentProgramPositions.pdf”

¡ Rename the file to append the Fraternal Year and Council Number.
¡ Example: NextProgramPositions-2019-2020-10062.pdf

¡ Email this to:
¡ Rick Garrison – azknights@q.com

¡ Your District Deputy

¡ If you make changes, make sure you email the updates!

mailto:azknights@q.com


FILL OUT THE STATE DIRECTORY 
FORMS
STATE DIRECTORY INFORMATION -
HTTPS://KOFC-AZ.ORG/STATE-
FORMS%2FREPORTS
SEND TO AZKNIGHTS@Q.COM

https://kofc-az.org/state-forms%2Freports


WHY 2 SEPARATE FORMS WITH THE SAME INFORMATION????

¡ The first Officers Chosen for Fraternal Year is a Supreme Form. Supreme automatically gets this when you fill it 
out online. 

¡ Unless councils sends a copy of the PDF to azknights@q.com, we don’t have access to it. 

¡ The ONLY way we get it currently is through the State Directory. 

¡ This is CRITICAL for disseminating information to Grand Knights and Officers throughout the year. 

mailto:azknights@q.com


SIDE BAR

¡ Use Email to send as many forms as possible to Supreme. Try not to snail mail.

¡ If you don’t have a scanner, use your phone! There are apps out there for both Android and Apple: CamScanner, 
Tiny Scanner. 

¡ REMEMBER TO SAVE AS PDF TO EMAIL TO SUPREME!



FAMILY OF THE MONTH – #10668

¡ Due 15th day of following month

¡ To be selected as Family of the month, each family should stand out as 
an exemplary model to others in the parish.

¡ The following factors should be considered when selecting a Family of 
the month:

¡ • Is the family tight-knit? Does the family spend quality time together?

¡ • Does the family attend weekly Mass together?

¡ • Does the family pray together outside of Mass?
¡ • Has the family made significant contributions to the parish and 

church community?

¡ • Does the family serve as a model of Catholic family values?
¡ Talk to Pastor about presenting Family of the Month at a mass the 

Family attends 
¡ You can use this as a soft ”recruiting” event.

¡ SEND TO SUPREME AND azknights@q.com



QUESTIONS???


