Church Office Management
Export Envelope File
For Our Sunday Visitor
Version 4.0

In PDS:
1. Click the Report tab.

PDS Church Office Management - ***Demonstration Yersion™ ™
File Edit Keywords Systern Processes  Backup/Restore  TestfFix  Help

Fund Setup

w= |/ PDS Church Office
iy I ,ﬁ\ﬁ Management

Reports |

Copyright Parish Data System, Inc.

Users and
Passworids

Exit

Thi= program is for the exclusive use of:

Farizh [rata System, Inc. - Demo
Fhoenix, Arizona
Lemonstration Wersion

2. Family Reports - Data Exports/Envelope Companies
Export to Envelope Companies
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PDS Church Office Management - ***Demonstration Yersion***
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Eamilies Select the Report:
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Members Open all | Close Al | o family =]
Fund Setup w Family Reports = inf-:-rrlnati-:-n to an
Fasy Lists B Listing Reports envelope company.
p Letters'Statements
Quick Postings p LabelEnvelope Reparts
& EFT Processes p Rolodesindex Cards
Processes w [ata Exports/Envelope Companies LI
Export to Envelope Companies b
IREPDI’TS FhoneTree Export
Users and « Family Easy Reports
Passwords w Financial Reports
; p Listing Repors
Exit p Financial Statements
p LabeliEnvelope Repars
p Ta=Repors -
. il
Add | Deletel I:-:-pn,rl Wiew Sample |
= Had | Mext = | Cloze
3. Next
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4. Family Report: Export to Envelope Companies
Name: Export to Envelope Companies

Description: Export family information to an envelope company

Company: Our Sunday Visitor

Filename: A:\####H# #HH#H (12345612345 — Account Number_Order Number)
If your computer does not have a floppy drive, feel free to save the file to your
Local Disk C: drive. Be sure you know the exact path of where the file is being

saved.

We also suggest you use the month abbreviation following the order number
Limit Envelopes: If you only use a series of numbers designate here,

otherwise use 1 thru 99999
Mailing Name Format — Always Choose This

Family Report: Export to Envelope Companies ﬂ
Set Name and Description:
— Hame and Description — Description

Name: IExpu:urttu:- Envelope Companies Export family :I

(Filename: PDS1061) informatian to an
envelope company.
Description: Export family information to an envelope company. ;I
[~

Envelope Company Information: =]
— Export File

Company: IDurSunday‘Jisitnr ;I

Filename: Ia:'lﬁ####d g

|7 Inzlude Famiby Envelopes
|_ Include Member Envelopes
I_ Limit to Those With Envelope User Chedibox baked

[¥ Limit Envelopes by IDé  From E'WE|°F'E=|1 thru:

|7 M ailing Mame Format I_ Faostal Farmat

I j=i=]=l=]e]

Few. F

Be sure Mailing Name Format is
selected. This will help meet our

Yien Sample |

formatting needs.

< Back | Next = |

Cancel |

5. Next
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6. Select the Families:
Name: Simple Selection — Never Saved
Sortation:
Sort Order: 1D Number
Active/lnactive: Include Active Families

***1f you use keywords — there is an additional step needed that is not listed here. Please
call us or PDS for assistance.

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.

Family Report: Export to Envelope Companies |
Select the Families:

Selection — List of Selections — Selection Infarmation

Infl:l-rmatll:ll'l Simple Selection - Never Saved Mame: I Simple Selection - Never Saved

Family Description:

Selections ;|

Additional

Selections ;I

— Sortation
Sort Order: I Humber ;I

[~ Include Family Maked as Loose Collections

— Active § Inactive Restrictions
[W Include Active Families

[T Include Inactive Families

-

Clear Selections Add Igeletel Eu:-p'g.rl Eeu:-rderl Eavel

Cancel |

7. Build
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Once the file is built, you will get the Report Summary. This will show you the parishioner
count. This should match the email response you get back from Our Sunday Visitor once your
email file is saved. It is located below the File Name on the report. The file name should show
you exactly where you saved the file to. You can reference this when attaching the file to your
email to assure that you are attaching the correct file. You can choose to print this report for
your records or you can close it.

Process Completed x|

Export Data process completed.

Envelope Company Report Summary (Qur Sunday Visitor) =
02/02/2009
Organization: Farish Data System - Demao

Fhoenix, Arizona
Oemonstration Wersiaon
Fhone Mumber;

Fax Number:

E-hail;

Contact Person: Baob

File Mame: (R Iat=ia” Tt il
4| i _’l—l

Print 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. You can include in the body of your email the
parishioner count that you get from the report summary. We also suggest that you include a
contact name and phone number so that we can contact you if needed.
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