
Steps to create a report that can be exported from PDS: 

 

1) Go to: Families and Report on the Families Tab

 

 

2) Click Add 

 

  



3) Click export 

 

 

4) Select fields from family detail: For Census reports to Diocese you will 

choose the following fields: 

Second ID 

Name format 14 

Address 1 

City only 

State only 

Zip 

Name format 2 

Phone Home 

Email 1 

Name format 13 

Family Keyword Description 

 

Choose here the 
fields from the 
list above  
 
Click the arrow 
to move each 
selection to the 
fields you want 
to print box. 



5) Verify Your Screen looks like this then Click Save/Okay 

 

 

6) Click Edit and Give your new report a Name “Monthly Census Export” 

Then click Next 

 



7) Click File Format drop down select Comma Separated Values if not 

already selected. 

8) Click Filename dialog box and set where you want to your file to be saved 

and what name you want to give it.  

You can do something similar each time you run this report. Example below. 

From F:\Diocesan\2017 ADDs\Census Update October_2017.csv 

 

9) Click Next (after you verify your filenames again) 

 

Change file 
path and file 
name here. 



10) In the Selection Information Tab, Click Add then Click inside the Name 

dialog box and give your Selection Type a Label Example (Monthly Census to 

Rockford Diocese) 

 

 

11) Click “Additional Selections” 

 

 

 



12) Click on “click here to add a new condition” 

 

 

13) Click “Fam Keyword”  

Click “Description”

 

  

Click Description. 



14) Click “is equal to” change to “is in list”, then select the blank line and 

check off all keywords for the Rockford Diocese reports. AC,DIN,NM etc 

15) Click Enter on your keyboard, Click Build 

 

Your report will build and export to the file location you listed under 

filename.  

17) Click View File then you can view your report, filter and sort in Excel  

 

 

 

18)Save it and send to the diocese at census@rockforddiocese.org with your 

parish name and number in the subject field and your .csv file attached. 

Your finished product will be a CSV file that can be imported by Rockford 

to Parish Soft. 1.Highlight your Header Row, 2.click Sort and Filter.  Then 

3. Filter Ascending on the “Keyword” Column 

1. Highlight your header row  
2.  Click Sort & Filter button 
and then click Filter. 
3. Move your curser to the 
Filter drop down on the 
Reason Column and sort 
Ascending. 
 

mailto:census@rockforddiocese.org

