
Labels for Parish Mailings with Phone numbers. 
 

1. Please login to your Connect Now site.  You will see a screen similar to below 

 
2. Click on the Family Directory tab and then the Family List area as seen below.  Next, click 

the filter icon (funnel) icon seen below to filter our families to only show those we want to 

work with. 

 
3. The filter screen will show similar to below: 

 



4. If you have ñpresetò defaults, similar to what is seen above, then you will see your standard 
ñRegistered/Activeò families show.  Select which families youôd like to view, then click the 

Apply button.   

 

Remember: there are some advanced options where you can better designate whom youôre 

working with and/or select criteria like Family Workgroups from this screen. 

 

5. Under the Advanced Options screen, you may also want to filter for only those families that 

want to receive mail, as seen below: 

 
6. After clicking Apply the main screen appears with only those families that fulfill your 

filtered criteria. We can see the ñtotalò number of families listed in the record number as 

indicated below: 

 



7. There are 2290 family records in the example that weôre using above.  To get a report of 

these families, which includes phone number, click on the Quick Reports button indicated 

below and select the Family List  in dropdown option.   

 
8. A popup will show the following type of list: 

 
9. You can click on the print icon to print the report (upper left side) or on the right side you can 

export the report as a PDF file, Excel spreadsheet, etc. 

  

10. Close out of this window and youôll be back on the main family list, still with the filter 

active: 



 
Note: you can tell the filterôs active by noting the number of records is still the number we 

were working with earlier and also through the un-filter icon (the funnel with the red x) now 

showing up next to the filter icon.  We know a filter is applied when we can see that icon:  

 
11. To the right of the un-filter icon is an icon to export the information to Excel.  The green X 

seen below. Click that icon to export the families on this screen to your desktop.  From there 

we will link this document to a label template to create the labels with phone numbers that 

we need. 

 
 

12. You should see a prompt for how to save the file, as seen below.  Click on the dropdown 

arrow next to the Save area and select Save As 

 
13. A navigation screen should appear which allows you to save the file to any location, as seen 

below:  



 
14. Select your desktop, so you can easily find the file.  It will be named FamilyList , unless you 

change the name at this step to something more descriptive.  

 
15. Next, minimize Connect Now, and open a MS Word template which includes the phone 

number in the label.  If you donôt have this template, one can be requested from the Diocese.  

 

16. The template, when open should be similar to the image below: 

 



 
17. Click on the Mailings tab in the upper header, then click Select Recipients and Use Existing 

List.  

   
 

You will again have a navigation window.  On the navigation at the left, select Desktop, then 

the FamilyList document. Then click Open to link the data that we exported from Connect 

Now to this label template.  


