
Initial setup steps for creating an advanced export process. 
Only needs done one time. 

PDS Version 6.0. 
 
 

 

From the family 
screen, click on 
Reports. 
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Make sure you are 
under Family 
Reports and click 
on Family Easy 
Reports so that it is 
highlighted. 

Click on Add. 

 

 

Choose Export. 
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Click on Fam – Detail. 

 
 

 

Scroll through the list on the 
left in order to find each of 
the required fields you will 
need. The specific fields are 
listed in the box on the right 
of this screen shot.  

Click on 
Save/OK 
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To change the name of your 
export, you can click on Edit and 
change it. 

Click Next. 

Comma 
Separated 
Values (CSV) 
should be the 
format. 

 

Revised February 09 
 



 

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

 
 
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. 
 

 

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. 

 
 
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. 

 

Required Filename 
123456_11111.txt 

Click on Open when done. 
 
 
 
 
 
 
 
 
 
 

Revised February 09 
 



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. 
 

 

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

Sort Order can be 
either ID or Name 

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

mailto:envprocessing@osv.com


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. 
 

 

From the family 
screen, click on 
Reports. 
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Under Family Easy 
Reports, choose the 
export option you 
created in the initial 
setup. 
 

Click Next. 
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Make sure that this 
information is still 
correct 

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

Sort Order can be 
either ID or Name 

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

 
 
 
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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