Initial setup steps for creating an advanced export process.

Only needs done one time.
PDS Version 6.0.
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VxNOOvyEnNE e Parish Data System - Church Office

Information Setup / Admin. Backup [Restore f Test / Fix Data Sync. Online Resources Help f Support
« | Text for Family Mame Search.., @ Add
= . < Fan'lil\fI
. Qrder by: ID/Env Num - -
Dashboard Families Members Contributions T e ] Members - Cancel £ Family
Crats Screens Mavigation Tasks
Families %ﬁ‘ ID/Envelope: |1 Avail?  Znd ID: |34323-21 Avail? [~ Inactive
@Data Entry Family Name:l\!an Loon Jeffideane) kbl _I Also Visible In: @.
Frimary Information  * Showy Mame Formats
v
Sthe.rlA;dresses 7 Registered: 10/05/1995 i [# Enwelope User [ Synehronize with Diecese
amily Recap
Letters, Visits, Ete. v Statusz: Ml arried ;I Left Parish: I i/— From the famlly
Street Addr: 144320 N 19th Awe Apt 30 Map
Other Tashks H
- AddrLine2: | screen, click on
Individual Letter, Label

City/State: Thiw, AZ | zipPostal: |85023-B?D? I Reports_

Listing Screen

Send No hdail Geog. Area: |21-33
a

Reports

E-hdail: Ijj\ranloon@PDSDemo.com g Picture File Name:
Quick Posting ¥ Send E-Mail Instead of Mail when Possible |Photos? jpa =
ProcEasEs FPhones Family Keymards
Exit Program Pema RrmmEer DT ol Insert Description ﬂ
B 02y 2750052 Home r Delet B Founding Family
(602) 394 2334 Cellular I FletE P T ——
(B02) 393-4324 Altermnate Address |7 LI Reorder Census Card Beturned
Active In Blodk Vifatch
Femars

the parizh. They are alwayws willing to asist with fund raisers and

Originally fram Fram Akron,OH. Jeane's parents were founding members of ﬂ
wolutneering their time whenever possible.

[

{* General {~ Confidential * Insert Line Delete

Funds Used by this Family: 1, 2,3, 4,6,89 Humber of Members: 7 Screen Changed:

[]

Reorder

02/03/22009

Revised February 09




Ve O OVERAEELO -

el

Parish Data System - Church Office

Information Setup / Admin. Backup fRestore [ Test / Fix Data Sync. Online Resources Help f Support
ki & & &
o
Dashboard Families Members Contributions
Crata Screens

Families ) Select Report:

— * Family Reports
[ bata Entry " Al Reports Open All | Close All

Frimany Information
Other Addresses
Family Recap

4 Family Reparts

[p Letters'Statements
[ Label/Envelope Reports in Upper Case
I+ Label/Envelope Reparts in Mixed Case
I+ RolodesfIndex Cards

I+ Cata ExporsEnvelope Co
[l F amily Easy Reports

"
o P Listing Reperts
['s
»

Lettars, Visits, Etc.

Other Tashs

Individual Letter, Label

Lizting Screen

Make sure you are
under Family
Reports and click

Reparts A Steuua.rdlship . on Fam'ly Easy
[+ hdinistny - Time and Talent L.
Quick Fosting b Financis|- Treasure Reports so that it is
Froceszes [+ Combined Time, Talant and Treasure . .
Exit Frogram hlghllghted.
Click on Add.

Copy | Reorder User Reports

Add .Qe-r:'u':|-

= Back-[—fdext = |

Add Report

: Simple Reports || Advanced Reports |

Addd & listing style repott. The tems inthis report

List

are chozen by you from a list of available fields.

Letter Add a nev letter. The body of the letter is defined
by o,

Label Add a new label report. The information printecd
on the label iz defined by you.

Envelope Add an envelope report The information printed
ined by you
Form report. This iz like a label but includes

Custom Report

Addd an expott report. The informstion exported i

Export
e defined by you and written to a file.

Choose Export.

Cancel
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List of Fields to Print

Fields available to print:

Fields you want to print:

4
P
4
4

T W T VT VTV YTV

4 Fam

- Dretail

Y

Fam Kemord
Fam Letters

Fam Phone

A Mem

Mem - Detail
Attn
Badkground Chik
E Ml ail
Keynords
Letter
Ministries
Other Req
Phone

Sac

Sac List

Sac Extra
Sac Sponsar
Sac General
Talents

4 Fund

F

Click on Fam - Detalil.

Froperies of the field selected abowe

—

=
0 o

Left Label; |

Width:

Heading:

Cancel

List of Fields to Print

Fields available to print:

Fifam-

4 Fam

etail

Address 1

Addrass 2

Address Block

Address Changed

Address Remanis

All Member Hames

Alt Prefers E Mail

Alt Addresz Day to End
Alt. Address Day to Start
Alt. Addresz Manth to End
Alt Address Maonth to Start
Alternate Address Blodk
Alternate Address is Cerified
Alternate Address Line 1
Alternate Address Line 2
Alternate Carrier Route
Alternate City

Alternate City Only
Alternate 0P

Figlds you want to print:

Fam IDYEnv Number

Fam Name Farmat 8 [ hir. & b=
Fam Mame Format 5 (first name)
Fam Mame Farmat ¥ ¢ Smith, Jr.)

Fam Address 1
Fam Address 2

1 Fam City Only
Fam State Only ¥
L] Fam Zip
Scroll through the list on the
e of th left in order to find each of
CREREEEE the required fields you will
need. The specific fields are
(ieTie IE‘_ listed in the box on the right
Heading: |farl Of this screen shot.
1L
3 [
Lett Labsl; |
Click on —
Save/OK Savel/Ok Cancel
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@ VyxOhOr=N=ENdLe - Parish Data System - Church Office - O x

Information Setup / Admin. Backup /Restore / Test / Fix Data Sync. Online Resources Help / Support
|
Ll & & &
Dashboard Families Members Contributions

Diata Screens

Families # Overview:
= Repors Mame: INeuu Export
Return to Families [rescription: ;I Edit

Select 3 Different Report

Ohearviews v|

Export Setup Expart: Filzname: GAUTEMPIMIEXFORT TEST.cov
Select Families File farmat: Comma Separated Values (CSW) Print
Detailed
Build Expott File Selection: Sort by: Il Number Overview
Cancel the Report
Exit Frogram
To change the name of your
Comma export, you can click on Edit and
Separated change it.
Values (CSV)
should be the
format. Click Next.
Build Export = Back Mext = Cancel
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Parish Data System - Church Office

Ve DOVEAENLS -
Information Setup / Admin. Backup fRestore [ Test / Fix Data Sync.

| =
Dashboard Families Members Contributions

Crata Screens

- 0 =

Help f Support

To change the
location of
where you are
saving the file,
you need to
click on the
yellow folder.

Families # Export Properties:
= FRepors Expart File
Return to Families File Farmat: IComma Separated Walues [CEY) ;I
Select a Different Report Filename: IG:\!TEMP\mk’\EXPDRT TEST.caw
Overview Fields to Export
Export Setup Modify the List of Fields to Export
Select Families
How Should Add
o Shou . fesses IUse the Street, Mailing or Altermnate Addressj
. . be Handled:
Build Expart Filz
Cancel the Report D ate Used in Cheddng for Alternate lﬁ
Addresz and Other Date Calculations: 2052009 (]
(2 Pragren How Should Unlisted Fhane
Wumbers be Handled: IPnnt the Unlisted Numbers ﬂ
Build Export Back to Overview

= Back MNext = Cancel

You can save your parishioner file to any location on your computer. The
example is showing a specific drive. You can save it to any other
directory that works best for your individual parish. (example: C:\ local

drive)
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View the next step to see how to set up saving your parishioner list.

You can create a specific folder on the C:\drive specifically for Our

Sunday Visitor.

open 21|
Look in: | e Local Disk [C:] B e s At
oSy
| 2
File name:  |dats Open

Click on the New Folder button
to create a new folder. Then
you will need to name that
folder with a name that works
best for you. We suggest that
you use !OSV. When you go to
attach the file to your email, it
will be easy to find.

Filez of twpe: I j Cancel |

7

When naming your parishioner list, please reference your 6 digit account
number_your 5 digit list number. (List number currently represents your

order number) See example below.

open 2|

Laak i Ilﬂ logw j QT mE-
File name: |t bt Open
Filez of twpe: I j Carjcel

Click on Open when done.
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The step below may need to be changed to accommodate your
individual parish needs. (Example: If you use keywords for snowbirds or
other parishioners that are temporarily away, then there is an additional
step that needs to take place.) Please contact OSV or PDS for assistance

with this extra step.

o

VyxOOvYENENLe

= Parish Data System - Church Office - 0 x

Information Setup / Admin. Backup /Restore f Test f Fix Data Sync. Online Resources Help f Support
& & &
el
Dashboard Families Members Contributions
Crata Screens
Fanmilies % Select Families: Selection — A citional
& Reports List of Selections: Information | Selections Zelections

» Simple Selection - 1=

Return to Families Newer Saved

Select a Different Report
New Selection
Ohve i evy
Export Setup New Selection

Select Families

Build Export File
Cancel the Report

Exit Program

Selection Information

Hame: ISimpIe Selection - Hever Saved
[rescription:
-
-
Sortation
Sort Order: IID Number ﬂ

l_ Include Family Mared as Loose Caollections

Active ! Inactive Restrictions
|7 Include Active Familiez
|_ Include Inactive Familiez

Sort Order can be
either ID or Name

|

Save Add [ Delete

.'C.r:ar| Copy | Reorder
L
Imipy
B

Once you have the
proper selections
made, click on Build.

Back to Overview =Back = Build Cancel

Once the file is done building you should get this prompt.

Generating Export File

The data has been exparted to the file:
CATEMPYUK EXPORT TEST cav

Close

X
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Email the file to Our Sunday Visitor. Create new message or reply to the
email reminder. Send file to envprocessing@osv.com. Include your
parish Order number and/or Account number in the subject line. Attach
the parishioner file. We suggest that you include a contact name and
phone number so that we can contact you if needed.

**Please note that these instructions were created using a Demo of PDS
version 6.0. For further inquiries or questions, please contact Our Sunday
Visitor.
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This is what your screen should look like the next time you have to export
your list to Our Sunday Visitor. For PDS version 6.0.

Parish Data System - Church Office - 0 x

A

VxHOV=E8Le
Information Setup / Admin. Backup /Restore f Test f Fix Data Sync. Online Resources Help f Support

- « | Text for Family Mame Search.., u"\ . S o %adr:”
| Order by: ID/Env Num - Delet:
Dashboard Families Members  Contributions (e L] » | » Members -| M Cancel €3 Family

Crata Screens MHavigation Tasks

Families &ﬁ‘ ID/Enwalope: Avail?  Znd I |s4323-21 Avail? [~ Inactive
IE Data Entry Family Hame: [Wan Loon,Jefflzane),hishd _I Also Wisible In: @ .

Shawe Mame Formats

-

Prirnary Infor mation

»

"

SthelllA;dresses 2 Registered: |1D."05."1995 i p Envelope User l_ Synchronize with Diocese
amily Recap

Letters, Visits, Etc. o Status: I M arried ;I Lett Parish: I i

i Strest Addr: [ 14430 N 19th Ave Apt 30 /m{_ From the famlly

Addr Line 2: 1
Individual Letter, Label rhinez: | screen, click on

City/State: ' ;I Zip/F ostal: |85023-E?D? I
Lisifig) SEEEm [~ Send Mo Mail Gaog. Area: |2‘1-33 ReDOrtS
Reports X _

E-Mail: Ijjvanloon@PDSDemo.com g Ficture File Name:
Quick Posting |7 Send E-Mail Instead of Mail when Possible IPhUtlUQT"-J'PQ E
e Fhones - Family Keywords
it Prmgrenm Phone Mumber Description Unl. Insert Description s

P (G02)278-0932 Home r Delete P Founding Family
(G02) 2442324 Cellular r e
(602 395-4324 Alternate Address = LI Reorder Census Card Retumed
Active In Block Watch
Remarks
Qriginally fram From Akron,OH. Jeane's parents were founding members of &
the parish. They are ahways willing to asist with fund raisers and
wolutneering their time whenever possible. _I LI
-
(% General® = Confidential * Insert | Line Delete Reorder
Funds Used by thiz Family: 1, 2,3, 4. 6.9 Humber of Wembers: 7 Screen Changed:  02M3/2008
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VxDOvYENENL e

Information Setup / Admin. Backup fRestore [ Test / Fix Data Sync. Online Resources Help f Support

|-
Dashboard Families Members Contributions

Crata Screens

Families %ﬂu Select Report:
O Family Reports

@ [ata Entry " Al Reports Open All | Close All

Parish Data System - Church Office

4

- 0 =

Frimary Information ¥ 4 Family Reparts Description:

Other Addresses ' P Listing Reperts

el G v [p Letters'Statements

(et Wi, EE i [ Label/Envelope Reports in Upper Case

Other Tashs I+ Label/Envelope Reparts in Mixed Case

Individual Letter, Label b Relodenfindex Cards Under Family Easy

I+ Cata ExportsEmielope Companies

Reports, choose the
export option you

Lizting Screen

A Family Easy Repors
Reports ! APOR

Stewardsh H R
S —— created in the initial
Quick Fosting [+ hdinistny - Time and Talent
Froceszes [+ Financial - Treazure Setup
Exit Frogram [+ Combined Time, Talant and Treasure
Click Next.

Add || Delete | Copy ReorderUserRepors | Adv. Script | Save as Custom Report

Filename: PD51202 [ 1
= B Mext =
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Infarmation

Dashboard

Families

Familie=

&l Repords
o~

Return to Families

Owerviews
Export Setup
Select Families

Build Expart Filz
Canecel the Report

Exit Program

Select a Different Report

Setup / Admin.

&

Members

&

Crata Screens

i Overview:

Backup fRestore [ Test / Fix

Contributions

Parish Data System - Church Office

4

Data Sync. Online Resources

- O

Help f Support

Name: | o8V EXPORT FILE Edit
[rescription: ;I Edit
I
Expart: Filemame: GMTEMPA\MIMEXPORT TEST.csw
File farmat: Comma Separated Walues (C5V) Print
Detailed
Selection: Sart by I Humber Qverview
Make sure that this
information is still
correct
Click Next.
Build Export < Back MNext = Cancel
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VxOOVEAENL® ) -

Information Setup / Admin. Backup fRestore [ Test / Fix

& & &

Parish Data System - Church Office

Data Sync. Online Resources

Dashboard Families Members Contributions
Crata Screens
Families # Export Properties:
& Repors Expart File
= i . | Separated Values (CEV] x|
Return to Families Fla Femmes I omma Sep
Select a Different Report Filename: IG:\!TEMP\mk’\EXPDRT TEST.caw

Overview

Export Setup
Select Families

Fields to Export

How Should Addresses

Modify the List of Fields to Export

Build Export File (2 kel

Cancel the Report D ate Used in Cheddng for Alternate

I Uz the Street, Mailing or Alternate Addressj

Addresz and Other Date Calculations: |D2."05."20EIQ :

Help f Support

2 P How Should Unlisted Phone
Numbers be Handled: IPnnt the Unlisted Humbers ﬂ
Click Next.
AY
Build Export Back to Overview = Back MNext = Cancel
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= Parish Data System - Church Office

Information Setup / Admin. Backup fRestore [ Test / Fix Data Sync. Online Resources
ki & & &
o
Dashboard Families Members Contributions
Crata Screens
Families i" Select Families: Selection Farmily Adddtional
& Reports List of Selections: Information | Selections Selections

> Simple Selection - 1=

Return to Families Mewer Saved

Select a Different Report
Mew Selection
Overview
Export Setup New Selection

Select Families

Build Expart Filz
Canecel the Report

Exit Program

I~

Selection Infarmation

- 0 =

Help f Support

MHame: ISimpIe Selection - Never Saved
Description:
Y
-
Sortation
Sort Order: IID Number ;I

I- Include Family Mared as Lodge Collactions
Active f Inactive Restrictions

¥ Include Active Families

[~ Include Inastive Families

Savel

rlEa

[

Impy

Once you have the
proper selections
made, click on Build.

Sort Order can be
either ID or Name

Build Export

Back to Overview

=Back

Build Cancel

Once the file is done building you should get this prompt.

Generating Export File

The data has been expatted ta the file:
GATEMPUTK EXPORT TEST cav

Close

|

Email the file to Our Sunday Visitor. Create new message or reply to the
email reminder. Send file to envprocessing@osv.com. Include your
parish Order number and/or Account number in the subject line. Attach
the parishioner file. We suggest that you include a contact name and
phone number so that we can contact you if needed.

**Please note that these instructions were created using a Demo of PDS
version 6.0. For further inquiries or questions, please contact Our Sunday

Visitor.

Revised February 09



mailto:envprocessing@osv.com

	PDS - Initial setup steps for creating an advanced export process
	PDS - Exporting file using the advanced export steps

