Labels for Parish Mailings with Phone numbers.

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

HELP - CONTACT - HOME - SIGNOUT
_
P . -
COIIHECNOW Family Suite Sacred Heatt, Grosse Pointe
POWERED BY PARISHSOFT User11 (Kimberly Spindler)

Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition Q Administration

Home Pictorial Directory Organization Directory Giving History

Home
Quick Links Suspense Activity
Home Families With Suspense Activity (1 Show Details ¥
My Own Church
Family List View Suspense Family List
Member List
New Users In Suspense (1 Show Details ¥

View User Reqgistrations in Suspense

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

the filter icon (funnel) icon sedrelow to filter our families to only show those we want to
work with.

HELP - CONTACT - HOME - SIGNOUT

=
connec“ow Fam”y Suite Christ the Redeemer, Pontiac

FOWERED 8 FARISHEOFT

Userl8 (Kimberly Spindler)
\ Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition Q Administration
Family List Member List Sacraments Family Workgroups Member Workgroups Reports
Famlly List Christ the Redeemer, Pontiac v
v Q| Clear Search Results
AZ A B C D E F G H I ] K L M N o P Q R 5 T u v w X ¥ Z
0-2 0 1 2 3 4 5 & 7 8 a Filter Criteria: None  Filter Column: Family Ascending Clear Filter

=] & Envelope # E-Mail Address Primary Phone Primary Address City
| 555-2222 2516 Aldringham Rd Ypsilanti
| 555-2222 - Mo Address-Text On File - Ann Arbor
| Aasen, Mancy 555-2222 - Mo Address-Text On File - Ann Arbor
Aberg, JudyAnn 555-2222 - No Address-Text On File - Ann Arbor
(] Abler, Jason and Tracey 6491 demo@parishsoft.com 555-2222 5048 Rudgate Bhd Ann Arbor
[} Abney, Greg and Barb 2901 555-2222 4632 Wyndwood Dr Ann Arbor
[} Abramovicz, Tom and Jane 4995 demo@parishsoft.com 555-2222 4952 Highpoint Dr Ann Arbor
| Abrams, Angela 555-2222 81 Fox Run Ann Arbor
| Abt, Shirley 555-2222 - Mo Address-Text On File - Ann Arbor
(] Achterberg, Dean and Marg 1125 555-2222 4041 W Central Ave Ste 4 Ann Arbor

m | 3

Page 1 of 725 (7241 Records) 123 456 7 8 9 10 .. 721 722 723 724 725

3. Thefilter screen will show similar to below:
Filter

Please enter and or select the criteria for searching. Only entered and selected values wil be applied to by the fiter. NOTE, clear any values from
the 'Fitter search’ box, or change the 'Filter’ dropdowns if you do not want these additional constraints.

Membership: | Reqgistered sl g Family Work Groups
Family Group: | Active v |8 [ K Alumni F
Send Envelopes: | (Any) " [ Dynamic Workflow Groups

[ Famity Workflow Groups

Advanced Options ¥

Exact Search: []




4. 1 f you have fApreseto defaults, similar
AfRegi ster ed/ ghow Beleet 0 wha ncihl ifeasmi | i es youdd
Apply button.

Remember: there are some advanced options wh

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

5. Under theAdvanced Options screen, youmay also want to filter for only those families that
want to receive mail, as seen below:
Filter

Please enter and or select the criteria for searching. Only entered and selected values wil be applied to by the filtter. NOTE, clear any values from
the Fitter search’ box, or change the 'Fitter' dropdowns if you do not want these additional constraints.

Membership: |Registered el g Family Work Groups
Farmily Group: | Active v | [ oK Alurmni G
Send Envelapes: | (Any) » [ Dynamic Workflow Groups

[ Family Workflow Groups

Advanced Options &

Filter By 1D: | Diocesan ID v Registration Date: [
Enter ID: E-Mail Address:
First Name: E-Maill: | (Any) v
Last Name: Postal Code:
Address: City:
Phone #: State\Region: /
Show 'Send No Mail' Families: | Send Mail v 4/__
Show 'Do Not Publish' Families: | (any) v
Show Famiies With E-Mall: |(Any) v

Exact Search: [0]

6. After clicking Apply the main screen appears withly those families that fulfill your
filtered criteriaWe can see t he A tsddsedihthe recordmruraber a® f
indicated below:

=
im
=

p— - CONTACT - HOME - SIGNOUT
INo
con“ec OW Famlly Sulte Christ the Redeemer, Pontiac
ECIMERED BEEARIEHEOEY User19 (Kimberly Spindler)
Home Family Directory Religious Ed. Offering Ministry Scheduler Tuition 1Q Administration
Family List Member List Sacraments Familty Workgroups Member Workgroups Reports
Famlly List Christ the Redeemer, Pontiac v
v Q | Qear Search Results

AZ A B = D E F G H I J K L M N (o] P Q R E T u v W X ¥ z

0-9 0 i 2 3 4 5 [ 7 8 a Filter Criteria: Mone  Filter Column: Family Ascending Clear Filter
Wrecords v [/ B B BB P2 g E el ed Families Quick Reports ¥
[l Family A Envelope # E-Mail Address Primary Phone Primary Address City

Fl Aaland, Thomas 555-2222 2516 Aldringham Rd Ypsilanti

F Abler, Jason and Tracey 6491 demo@parishsoft.com 555-2222 5048 Rudgate Bhd Ann Arbor

O Abney, Greg and Barb 2901 555-2222 4632 Wyndwood Dr Ann Arbor

] Abramovicz, Tom and Jane 4995 demo@parishsoft.com 555-2222 4952 Highpoint Dr Ann Arbor

¥l Achterbera, Dean and Marci 1125 555-2222 4041 W Central Ave Ste 4 Ann Arbor

| Adam, Kevin 6367 555-2222 4006 Vermaas Ave Ann Arbor

] Adams, David and Jen 2545 demo@parishsoft.com 555-2222 1910 Chalice Way Ann Arbor

O Adams, Mary 5541 555-2222 4254 Stannard Dr Ann Arbor

] Adams, Todd and Jane 1129 555-2222 6059 Meedle Rock Ct Ann Arbor

¥l Adamski, Frank and MaryAnn 8914 demo@parishsoft.com 555-2222 2609 Isha Laye Way Ann Arbor

1 | 3
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7. The e are 2290 family records Tometareportod x ampl e
these families, which includes phone number, click orQthiek Reports button indicated
belowand select thEamily List in dropdown option.
[ | B o]

€| |Q Search wB ¢ & =

HELP - CONTACT - HOME - SIGNOUT it

Christ the Redeemer, Pontiac
Userl® (Kimberly Spindler)

10 Administration

Reports

Christ the Redeemer, Pontiac v

Q| Clear Search Results /

P @ R S5 T U V¥V wW X Y z
> Filter Column: Family Ascending Clear Fiter

3

iry Phone Primary Address Cif Family Mailing Labels
222 2516 Aldringham Rd yg Famiv Lt
Filtered Envelope Numbers
222 5048 Rudgate Bivd A Eull Envelope Numbers E
222 4632 Wyndwood Dr Ann Arbor
222 4952 Highpoint Dr Ann Arbor
222 4041 W Central Ave Ste 4 Ann Arbor
222 4006 Vermaas Ave Ann Arbor
2322 1910 Chalice Way Ann Arbor
8. A popup will show the followindype of list:
2 hﬂps:‘fa’-connectnaw.parishsnitcﬂnﬁarﬂBmd\fmFamilyRepu’tas - Internet =0
& https//. LLC[Us]
@ e Y page of o oY e A
Good Shepherd Parish
550 Clark St.
Lima, OH 45801
Family List
Family Envelope # | Primary Address City Postal Code | ST | Email Address Phone #
Aaland-Smith, Themas 2 | 2516 Aldringham Rd Braintres 02185 MA | athomasS1849@parismail.com 555-2222
Aaron, Ay 4 | - No Address-Text On File -
Abtes Ajulietie 1714 Denise Houston T7024 T
Achterberg, Dean and Marci 1125 | 4041 W Central Ave Ste 4 Ann Arbor 43108 Ml achterbergd1537@parishmail com 555-2222
Adam, Kevin G367 | 4006 Vermaas Ave Ann Arbor 43103 ("]l kadams27335@parishmail.com 555-2222
Adams, Barbara - No Address-Text On File - Ann Arbor 45103 Ml 555-4444
Adams, David and Jen 2545 | 1910 Chalice Way Ann Arbor 45108 MI demo@parishsoft.com 555-2222
Adams, Mary 5541 | 4254 Stannard Dr Ann Arbor 45108 MI madams92433@parishmail com §58-2222
Adams, Mike 825 Victors Way Ann Arbor 451058-25830 Ml |
Adams, Todd and Jane 1129 | 6059 MNeedle Rock Ct Ann Arbor 43103 ("1l tadams73591@parishmail.com 555-2222
Adamski, Frank and MaryAnn 8914 | 2609 Isha Laye Way Ann Arbor 45108 MI demo@parishsoft.com 555-2222
Ahles, Richard and Betty 957 | 5141 Corey Rd Ann Arbor 45108 MI demo@parishsoft.com §58-2222
Aieyo, Luis and Miguela 8986 NW 4Tth Court Coral Springs 33067 FL
Alland, Donald and Cynthia 5233 | 2403 Lost Creek Dr Ann Arbor 43108 Ml 555-2222

9. You can click orthe 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 outof thisvi nd o w a n Hackyoo thedmain farhilg list, still with the filter
active:



— HELP - CONTACT - HOME - SIGN OUT
m P~ i H Good Shepherd Parish, Lima
e
co“nec ow Faml ly SUIte Userl (Kimberly Spindler)

Home Family Directory Faith Formation Offering Ministry Scheduler Tuition Q Administration

Family List Member List Sacraments ¥ Family Warkgroups Member Workgroups Reports

Famlly List Good Shepherd Parish. Lima v
v | Q, | Clear Search Results

A-Z A B c D E F G H I ] K L M N o] P Q R 5 T u v W X Y z

09 0 1 2 3 4 5 6 7 3 9 Filter Criteria: None  Filter Column: Family Ascending Clear Filtar
wrecoss|v| | i B B M & V@ E) Quick Reparts ¥
[0 Family A Envelope # Primary Address City Statef/Region Postal Code Primary Phone E-Mail Address
[ Aaland-Smith, Thomas 2 2516 Aldringham Rd Braintree MA 02185 555-2222 athomas51849@pal
[ Aaron, Ay 4 - No Address-Text On File -

[0 Aates, Alulistte 1714 Denise Houston TX 77024

[1 Achterberg, Dean and Marci 1125 4041 W Central Ave Ste 4 Ann Arbor MI 48108 555-2222 achterberg91537 @
[ Adam, Kevin 6367 4006 Vermaas Ave Ann Arbor MI 48108 555-2222 kadams27935@pari
[] Adams, Barbara - No Address-Text On File - Ann Arbor MI 48108 555-4444

[ Adams. David and Jen 2545 1910 Chalice Way Ann Arbor MI 48108 555-2222 demo@parishsoft.ci
[ Adams, Mary 5541 4254 Stannard Dr Ann Arbor MI 48108 555-2222 madams92483@pai
[0 Adams, Mike 825 Victors Way Ann Arbor MI 48108

[0 Adams. Todd and Jane 1129 6059 Neadle Rock Ct Ann Arbor MI 48108 555-2222 tadams73591@pari

< >
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Note: you can tell the filterds active by no
were working wit earlier and also through then-filter icon (the funnel withhe red x) now
showing up next to the filter icon. We know a filter is applied when we can see that icon:

L I
11.To the ight of the uHfilter icon is anicon to export the information Bxcel. The green X
seen belowClick 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.

W

L]
A

12.You should see a pngpt for how to save the file, as seen below. Click on the dropdown
arrow next to the Save area and selzte As

HELP - CONTACT - HOME - SIGN OUT

_ B

H B Good Shepherd Parish, Lima

ConneclNow  Famiy suite AT
Home Family Directory Faith Formation Offering Ministry Scheduler Tuition 0 Administration

Family List | MemberList | Sacraments v | Family Workgroups | Member Workgroups | Reports

Family List Good Shepherd Parish. Lima v
v Q| Clear Search Results

AZ A B C D E F G H I 31 K L M N o P Q@ R S T U V W X Y z

es 0 1 2 3 4 5 3 7 8 9 Filter Criteriaz None  Filter Column: Family Ascending Clear Filter
EEE=RN e R N BRI R o rew Famiy Jf ool sclctad Famites

0 Family A Envelope # Primary Address City State/Region Postal Code Primary Phone E-Mail Address
[ Asland-smith, Thomas 2 2516 Aldringham Rd Braintree MA 02185 555-2222 athomas51849@pa
O saron, Ay 4 - No Address-Text On File -

[0 Aates, sjliets 1714 Denise Houston ™ 77024

[ Achterbera, Dean and Marci 1125 4041 W Central Ave Ste 4 Ann Arbor MI 48108 555-2222 achterberq91537@
[0 Adam, kevin 6367 4006 Vermaas Ave Ann Arbor ML 48108 555-2222 kadams27935@pari
O 15, Barbara - No Address-Text On File - Ann Arbor MI 48108 5554444

Do you want to open or save FamilyList.csv from connectnow.parishsoft.com? Open Cancel

Save
Saveas

Save and open

13. A navigation screeshould appear whicallows you to save the file to any location, as seen
below:



_
™l Desktop

-
(4% Save As

P~
UU 15| » Libraries » Pictures »

Organize v New folder

Pictures library

Includes: 2 locations

W

-
- Favorites Tl A
Arrange

& Downloads

| Recent Places

4 Libraries

5] Documents

JW Music House ideas ParishSOFT Sample Pictures
b=/ Pictures INages
#¥ videos

1% Computer

I L Network Drives (|
&, Local Disk (C)
= HP RECOVERY (T ~

File name:

Save as type: [Microsoft Excel Comma Separated Values File

14.Select your desktop, so you can 8afnd the file. It will be namedFamilyList, unless you
change the name at this step to something more descriptive.

Save as type: ’Microsoft Excel Comma Separated Values File

= Hide Folders

r,_"% Save As ﬁj
@\jﬁ Desktop » L4 | 3 | | Search Desktop pel |
Organize « Mew folder B== - l@l

¢ Favorites * Name Size Item type Date mc:dvified
B Desktop {#] Time Tracker June 2016 - Shortcut 1KB Shortcut 6/28/2016 2:15 AM
& Downloads [zl anna.delaney (T) - Shortcut 2KB Shertcut 6/27/201612:38 PM
':._"- Recent Places 2 Metwork Drives (B) - Shortcut 2KB Shortcut 2/17/2016 9:15 AM
| [#] ParishSOFT Tracking - Shortcut 3KB Shortcut 2/8/2016 9:21 AM
4 Libraries E | Testing File folder 2016 10:50 AM
3 Documents , Connect Now ParishSOFT Cleanup File folder 2016 11:01 AM
W J? Music . For Any database Cleanup File folder 6/28/2016 2:00 AM
W le=| Pictures . Zip Problems File folder 2/17/2016 9:08 AM i
i B videos ?‘ Metwork |
\ i 1% Computer
M Computer A Anna Delaney
S Netwaork Drives (| 4 Libraries
£, Local Disk (C)
N ~—a HP RECOVERY ([ ™
File name: m -
)

Coe |

Cancel ]

15. Next, minimize Connect Now, anopen aVIS Word template which includes the phone

number in the label. If you d@rhave this template, one can be requestad the Diocese.

16.The template, when open should be similar to the image below:
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«Mailing Name» «Next Record»«Mailing Name» «Next Record»«Mailing Name»
«Primary Address» «Primary Address» «Primary Address»
«City» «StateRegion» «City» «StateRegion» «City» «StateRegion» L
«Postal Coden-«Plus 4» «Postal Coden-«Plus 4» «Postal Coden-«Plus 4»
«Primary_Phone» «Primary_Phone» «Primary_Phone»
«Next Recordn«Mailing Name» «Next Record»«Mailing Name» «Next Record»«Mailing Name»
«Primary_Address» «Primary_Address» «Primary_Address»
«City» «StateRegion» «City» «StateRegion» «City» «StateRegion» L
«Postal_Coden-«Plus_4» «Postal Coden-«Plus_4» «Postal Coden-«Plus_4»
«Primary Phone» «Primary Phone» «Primary Phone»
«Next Recordn«Mailing Name» «Next Record»«Mailing Name» «Next Record»«Mailing Name»
«Primary_Address» «Primary_Address» «Primary_Address»
«City» «StateRegion» «City» «StateRegion» «City» «StateRegion»
«Postal_Code»-«Plus_4» «Postal_Code»-«Plus_4» «Postal Code»-«Plus_4»
«Primary_Phone» «Primary_Phone» «Primary_Phone»
«Next Record»«Mailing Name» «Next Record»«Mailing Name» «Next Record»«Mailing Name»
«Primary Address» «Primary Address» «Primary Address»
«City» «StateRegion» «City» «StateRegion» «City» «StateRegion»

i «Postal Coden-«Plus 4» «Postal Code»-«Plus 4» «Postal Coden-«Plus 4»
«Primary_Phone» «Primary_Phone» «Primary_Phone»
«Next Record»«Mailing Name» «Next Record»«Mailing Name» «Next Record»«Mailing Name» i
«Primary Address» «Primary Addressy» «Primary Address» f

List.

17.Click on theMailings tab in the upper header, then clg&lect RecipientandUse Existing

You will again have a navigation window. On the navigation at the left, select Desktop, then
theFamilyList documentThen clickOpento link the data that we exporté@m Connect
Now to this label template.



