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THE OFFICIAL CATHOLIC DIRECTORY [OCD] 

ANNUAL UPDATE PROCESS 

Please follow these instructions to correctly update your parish, school, or 

institution data. 

1. Log in using your email and password to view this screen. 
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2. Search in drop down [Diocese*] box for Sioux City, select Sioux City, and 

then at bottom of the page, click the blue [Search] box. 

 

3. Look through the list of entities and select your entity to begin review and 

editing. Please note claimed entities are in blue and unclaimed entities are 

in gray. 
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5. If you click on an entity that has already been claimed, you will see the 

following error appear: 
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6. Once you have selected your entity, you will the [Basic Info] page. Begin 

reviewing all data on this page and edit what you can if edits are needed. 

Please noted that some information, i.e., Organization Name, cannot be 

edited [in gray boxes] and thus the Chancellor’s office will need to be 

contacted if edits are needed. Once completing this page, please click on 

the green [Save] button before moving to the bottom of the screen and 

clicking on the blue [Next] button. 
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7. On page two [Organization Contact Info], enter or edit the Physical Address 

if needed. Please enter the address for the location of the main office. If the 

Physical Address is not the mailing address, please click the box in front of 

“Mailing Address different than Physical Address” and enter the mailing 

address. Please click on the green [Save] button before moving to the 

bottom of the screen and clicking on the blue [Next] button. 
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8. On page three [People], please edit phone numbers, contact persons, email 

address, etc. as needed. Most contact persons [i.e., priests and deacons] 

are already in the system. Thus, please do not create a new contact for 

person[s] who is already in the system. Please use the search feature to 

find the appropriate contact person. If you cannot find a priest or deacon in 

the system, please contact the Chancellor’s Office. If you need to add a lay 

person [i.e., a school principal or faith formation coordinator] and you 

cannot find the lay person in the system, you may add the person. Please 

click on the green [Save] button before moving to the bottom of the screen 

and clicking on the blue [Next] button. 

9. On page four [Sub-Organizations], which most parishes do not have [i.e., all 

Catholic Schools are their own entities with their own account to update], 

please update and edit any information that is necessary. Please click on 

the green [Save] button before moving to the bottom of the screen and 

clicking on the blue [Next] button. 

10. On page five [Statistical Overview], enter all requested data. This data 

ought to match the date reported on the Diocesan Vital Stats report. Please 

click on the green [Save] button before moving to the bottom of the screen 

and clicking on the blue [Next] button. 

11.  On page six [OCD Contact Info], enter the name of the person either 

completing this report or who is responsible for completing this report. This 

is the information OCD will use to notify your entity next year to complete 

next year’s report. Please click on the green [Save] button before moving to 

the bottom of the screen and clicking on the blue [Next] button. 

12.  After completing page six, after all pages have been reviewed and all 

information is correct, please click the blue [Submit/Print Data] button to 

give you a printed record of your information and to complete the process 

so your information is ready for review by the Chancellor’s office. 

13. Thank you for completing this process. 

14. If you have any questions, please call Renee DeMay. 

 

[6/24/2022-MJS] 


