PDS Exporting Instructions Version 8.0
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Export family and member information to an
envelope company.
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Under Data Exports

Export to Envelope Companies
PhoneTree Export - Primary Phone
PhoneTree Export - All Selected Phones
FACTS Demographic File Export
Export for Lifetouch or Olan Mills
Email Export to Constant Contact
Quick Communication

+ Family Easy Reports
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Choose Export to

Envelope Companies

Add || Delete Copy Reorder User Reports

Filename: PDS1061

Click Next
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Dashboard Families Members Contributions
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= Reports Name: Export to Envelope Companies
Return to Families Description: Export family and member information to an envelope company. Edit
Select a Different Report
Overview
Export: Filename: C:\Users\ntopp\Desktop\PDS
Export Setup File format: Other - Fixed Width (K) Print
Detailed
Select Families Gl Sort by: 1D Number Overview
Build Export File
Cancel the Report
Exit Program
Click Next
Build Export < Back Cancel
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Click on the Yellow f::lder where it says
Filename.

Use your drop down box to choose the
location you want to store the file.

**We suggest using your Documents or
create an “OSV” folder for your Desktop in
order to find it easily.

Random lists-1
TAQ TO DO
1, OLAftachments zip

(yellow folder) doesn’t
open, go to step 7 to
choose your Company.



Mo items rmatch your search.

Enter the name of your file as
either your Customer number or
the month/year then click open.

File name: 770000500010 July17.cav|
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Mame . Date modified Type Size

Open

Fileg of type: I}

- | | Cancel
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Company: Our Sunday Visitor

Fred F. Waliz Co., Inc.
Jefferies & Manz, Inc.
National Church Supply

Filename:

4| Include Membe Overt Press

Remey
Zartarian

o i AT

Include Family | Newton Printing and Mailing
Our Sunday Visitor Choose Our Sunday

|~ ChurchiD:

\ 0010 July17.csv

Visitor from the drop
down for Company.

#| Limit to Those Ywitn Envelope user LNecKDox Markea

/I Limit Envelopes by ID/Env: From Envelope: To:
iﬁling Mame Format 7 Postal Format
— 1

Mailing Name Format is grayed out by
default - If you are using an older
li version, you will want to check this box.

05/10/2017

9999




The check boxes below are based on individual Parish use. You will need to choose the options
8 || that have been entered into your system. The two main options would be using the Envelope

User Checkbox or an Envlope Range.

Y| Inclutrermermerormreope l

| Limit to Those With Envelope User Checkbox Marked If you want the Spouse First Names

 Limit Envelopes by ID/Env: &——Fro Envetope—— *| to beincluded, check the box.

Mailing Name Format /| Postal Format
YlInclude Spouse First Name

If you have been choosing “Envelope User” within the Family Records please choose “Limit to Those With Envelope

User Checkbox Marked” from the above screen.

II Families % ™ D/Envelope- Avail? | 2ndID:  84828-21
Option 1 try Family Mame: on_Jeff{Jeane) M/
Information L4 Show
Other Addresses ¥ Registered: 10/05/1998 #Envelope User Synchro
Family Recap & Status: Married | ~ Left Parish:
LI, TS, 5 Y Strest Addr- 14430 N 19th Ave Apt 30
Other Tasks Addr Line 2-
Individual Letter, Label City/State: Phoenix, AZ | -~ ZIP/Postal:
N Send Mo Mail Geog. Area:
Option 2 nily Envelopes If you are using an envelope range for your

contributors please check the box & use
this field to enter the information.

Include Member Envelopes
[ Limit to Those Vi

JILimit Envelopes by ID/Env: From Enveld

elope User Checkbox

9 be Company Information:
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ny: Our Sunday Visitor -

Eilename: C:\Users\Default\Desktop\770000500010 July17.csv =

Include Family Envelopes

“lInclude Member Envelopes

/| Limit to Those With Envelope User Checkbox Marked

7| Limit Envelopes by ID/Env: From Envelope: 1 To: 9999
Mailing Name Format /| Postal Format
¥|Include Spouse First Name
Date Used in Alt. Address Calculation: 05/05/2017 ‘E|
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Click Next
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Build Export Back to Overview = Back Next = Cancel
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ata process completed.

When this screen pops up you have completed your

Envelope Company Report Summary (Our Sunday Visitor) . .
05082017 l process. Please print this page for your records, use

the “File Name” path to find the folder and retrieve

Organization: Parish Data System - Demo . . . .
Phoenix, Arizona the file to email to Our Sunday Visitor.
Demonstration Version

Phone Number:

Fax Number:

E-Mail:

Contact Person:

File Name: CAUsers\mstallsmith\Desktop\770000500010 July17 csv

Only Members Included.
Total Number of Records: 37

File Format: Each record consists of 1 CRILF ended line. Comma Separated Values fields.

Envelope Number
Title

First Name

Last Name
Address 1
Address 2

City

State

Zip Code

Print Close

Create a new message or reply to the email reminder. Send file to envprocessing@osv.com. We would like to

request you enter the number of records in your email to indicate how many Parishioners you will be sending
envelopes to along with a contact name & phone number so we can contact you if needed. ***Please note that if
your file increases or decreases by more than 50 parishioners & you do NOT include the number of records in the
body of your email we will need a verbal or email confirmation this is a correct change to your account which can add
processing time to your order.



