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F Send E-hail Instead of Mail when Possible

Fhone Mumber Description Unl.
Home I-
Cellular |_

Altemnate Address |7

g Picture File Name:

|Photos? jpg =
Family Keywards

Insert Description ﬂ
» Founding Family

Delete
Gaone In Summer
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Froceszes [+ Combined Time, Talant and Treasure

Exit Frogram

Add .Qc-lete -Copy Reorder User Reports

Revised February 09



VxOOvyvENsEeLe ) - Parish Data System - Church Office - O

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

[ bata Entry " Al Repors Open All| | Close All o
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Lettars, Visits, Etc.

[p Letters'Statements
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Other Tashs I+ Label/Envelope Reparts in Mixed Case

Individual Letter, Label b Rolodexlndex Cards

A Data ExpordsEnvelope Companies
Listing Screen Select Export to
Reports PhoneTree Expart- Primany Phone
FhoneTree Export - All Selected Phones Envelope
Quick Fosting FACTS Demaographic File Export R
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Exit Program A Stewardship
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Filename: PDS1061 [
| Mext=

Click on Next.
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Export Setup Expo. Filemame: Ahdata
Select Families File farmat: Our Sunday Wisitor Print
Detailed
Build Export File Selection: Sart by I Humber Qverview
Canecel the Report
Exit Program
.
Click on Export and your
screen should open up and
appear like the screen below.
Build Export < Back MNext = Cancel
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Families # Envelope Company Information:
= Reports Expart File
Return to Families (CemEn? I Our Sunday “isitor ;I

- 0 =
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Select a Different Report Filename: IA:\data
Overviow |7 Include Family Envelopes
I_ Inzlude Member Envelopes

Export Setup
i, I_ Limit to Those With Envelope User Checkbox Maked
Select Families
|7 Limit Envelopes by IDMEnwv:  From Envelope:| 1 To:IQQQQQ

Build Export File |7 Mailing Mame Format |_ Fostal Farmat
Canecel the Report

Exit Program L

The fields that are marked
above may need to be altered
to meet your individual parish

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

needs. Mailing Name format is
no longer necessary.

Build Export Back to Overview = Back MNext = Cancel

You can save your parishioner file to any location on your computer. The
examples are showing either the A:\drive (3 2 floppy) or the C:\drive
(Local Disk). You can save it to any other directory that works best for

your individual parish.

View the next step to see how to set up saving your parishioner list.
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Below, we are showing that you can create a specific folder on the

C:\drive specifically for Our Sunday Visitor.

Look if: | < Local Disk [C:]

j@? ?:E,

2%

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.

I osy

KT ol
File name: Idata Open I
Files of type: I j Cancel |

4

When naming your parishioner list, please reference your 6 digit account

number_your 5 digit list number. (List number curr
order number) See example below.

ently represents your

open 21
Look j: I ) losv j € T e -
Example Filename
123456 _11111.ixt
File name: Iﬁﬁﬂ#ﬂ.txt Open
Filez af tupe: - Cancel
| =4 y

Click on Open when done.
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Informatmn Backup /Restore [ Test / Fix
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Crata Screens
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Setup
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Fan
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Dashboard
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# Envelope Company Information:
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Dat@ync. Onlinegources Help&pport

Once you have
your file named to

Familie=

& Reports Expart File
Return to Families (CemEn? IGurSunda\,ersltor ;I
Select a Different Report Filename: IC:\!DS\:’\#####.M

|7 Include Family Envelopes
I_ Inzlude Member Envelopes
I_ Limit to Those With Envelope User Checkbox Maked

Overview

Export Setup
Select Families

= what you want, it
should bring you
back to this page.

|7 Limit Envelopes by IDYEm:
|_ Fostal Format

From Envelope:| 1

Build Expart Filz
Canecel the Report

|7 M ailing Name Format

Exit Program

To :| 00009

Build Export

Back to Overview = Back MNext = Cancel

Click on Next.

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.
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Description:
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Export Setup Mew Selection
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-
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e — .
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Glear| | Copy || Reorder
[ Export el to a File ]
Impart Sel. from a File
Build Export Back to Overview = Back Build Cancel

Once you have the
proper selections
made, click on 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 (COur Sunday Visitar) =
02/02/2009
Orpganization: Farish Data System - Demao

Fhoenix, Arizona
Demonstration Yersion
Fhone Mumber:

Fax Mumber;

E-Mail:

Contact Person: Baob

File Mame- Y Inf=iva" Tt x
< i _>I_I

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.

**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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