Printing Sacrament Certificatesin Connect Now

1. Please login to your Connect Now site. You will see a screen similar to below
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2. Click on theFamily Directory tab and then th8acramentthenthe Add/Edit Sacrament

areain the drop dowras seen below:

=N
Connec'INow

Family Suite
Homea Family Directory Religious Ed. Offering istry Scheduler Tuition
Family List Member List Sacraments ¥ Family groups Member Workgroups
- . Add/Edit Sacrament,
Family List

Group Sacrament Entry

L M N o]
9 Filter Criteria: Nona

EEOSG Ve DN CrErrrmm

0-9 o i 2 3 4 5 6 7 8
10 records | v

HELP -

Q Administration

Reports

Good Shepherd Parish. Lima

CONTACT -

Good Shepherd Parish, Lima

Userl (Kimberly Spindler)

HOME -

Q_ | Clear Search Results

P Q R 5 T u v

Filter Column: Family Descending

[ Family v E-Mail Address Envelope # Primary Phone Primary Address

[ Zywicke, Marsha 555-2222 5820 Stewart Rd

[0 Zynda, Scott 555-2222 3819 Mac Nicholas Ave

[ Zvnda. Kimberly 8689 555-2222 4323 Luann Ave

[0 Zynda, Joseph 555-2222 - No Address-Text On File -

[ Zynda, Jason 555-2222 4400 Heatherdowns Blvd Ste 118
3. Clickthear row next to the Sacrament

l'i ke to view. I n our exampl e

SIGN oUT

W X Y z
Clear Filter
City
Ann Arbor
Ann Arbor
Ann Arbor
Ann Arbor
Ann Arbor
[ i st

bel
stay with the Baptism listing. If you wish to enter in aedrcheither by a date range or by

ow,

family last name, first name, etc. enter in those parameters prilickng the Search

button to find your information.
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4. Choose the members you wighprint the sacrament for. You can either select one or
multiple, as seen below by clicking the selection box on the far left of the screen.
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5. Next, click on the Mail Mege icor.
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, you will be given an option of either mail merging

all the records or only some of thefas seen below)
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6. You will next see a screen whete Merge tool is loading, similar to the screen below:
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7. After it has finished loading, you wilkeg a screen similar to the one below:



Select a template below, create a new one or open one.
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In the sections above, the My Templates area is any template that you have already
customized and saved as your ¢gewen your own template that you markediglsbab).

The Global Template area is any global templates other users in the Diocese of Madison have

savedso that we caall share that template.h& ParishSOFT templates asratemplates
that ParishSOFT has pleaded in so we can ugeeither & template or a starting poifdr

another

will open, as seen below.
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Select a template below, create a new one or open one.

Template Name

10 Envelope
Birthday Letter
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Certificate of Anointing Parish Detail

Certificate of Baptism
Certificate of Baptism Full

Certificate of Baptism Full Parish Detail

Certificate of Baptism Parish Detail

Certificate of Confirmation
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Certificate of Confirmation Parish Detail
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9. Click on the
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of Baptism. The template will open, connecting your members you selected on the
Sacrament screen, to the infation fields listed in the template. (as seen below) It will

automatically take you to thdail Merge tab, showing you that the members are connected

and giving you different options across the top for how to handle/edit the mail merge:
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<<Baptism Parish Name=>>, <<Baptism Parish City>>

This is to Certify

That <<Member First>> <<Member Middle>> <<Member
Maiden Or Last Name>>

Child of <<Father First>> <<Father Middle>> <<Father Last>>
and <<Mother First>> <<Mother Middle>> <<Mother Maiden>>

~

10.Please note,ihhe screen above, the Afieldso that ar
by the indication of the << >> symbol§we click on theMail Merge tab, directly to the left
of the area in pink above that shows DesignandLayout tab, we can verifyrad double
checkthatourmergei | I wor k correctly. (it should, as
screen, but i1itdés good to check in case you h
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<<Baptism Parish Name=>>, <<Baptism Parish City>>

This is to Certify

That <<Member First>> <<Member Middle>> <<Member
Maiden Or Last Name>>




11.Please note in the area above, you can see what merge fields are possiblteddhmt

document and which are automatically connected by clicking oimsieet Merge Field
button, as seen in the image below:
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Insert Merge Field
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Notation - Marriage Annulment Date - ]
CERTIFICATE
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L3
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<<Baptism Parish Name=>, <<Baptism Parish City>>

Baptism Parish State v

This is to Certify

Tnsert Close ) .

That <<Member First>> <<Member Middle>> <<Member
Maiden Or Last Name=>=>

Child of <<Father First>> <<Father Middle>> <<Father Last>>
and <<Mother First>> <<Mother Middle>> <<Mother Maiden>>

12.To verify the fields in the document are pulling in correctly, scroll down the merge fields to
make sure they are listedtinh e t empl ate youdbve opened. I n
that theBaptism Parish Nameand theBaptism Parish City are shown in the dropdown.

13.Click Close(on the Insert Merge Field popup baxiien done verifying that the merge will
perform correctly.

14.Click theView Merged Databutton, ndicated below, to see a preview of what the merged
data will look like.
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15.1f you wish to edit the fields of information that are shown, click agalr\/thw Merged
Data button to be back on the layout screen and wechange the layout as seen below, by

clicking on theHome tab, which will give us standard layout tools, and by clicking th&o
document itself and making changes to the font, formatting, etc.
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<<Baptism Parish Name=>>, <<Baptism Parish City>>

This is to Certify

That <<Member First>> <<Member Middle>> <<Member
Maiden Or Last Name>>

Child of <<Father First>> <<Father Middle>> <<Father Last>>
and <<Mother First>> <<Mother Middle>> <<Mother Maiden>>

born in <<Birth Place>>
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16, n the example above, the text: AThis is t

fields that you wish to change,hen change t hem t BxLWnmealdpty oudd
Italic in the example below)
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17. To preview your edits, go back to tMail Merge tab, then click th&/iew Merged Data.



