Exporting Data for Church Directory

Step 1

Click on Groups Keeper Icon.

Step 3

Click on the Group that you would like to have information for. A
good choice for Directory information is “All Families Included in
Directory”
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Step 4

You will now have a screen that looks like this:
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Select Fields E

Click on [Select Fields]. —— e




Step 5

You will see the following window:
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In this window, select the fields that you need to provide to the
Company that is creating your Directory. Simply Double-click on the
field on the left and it will move over to the right hand side.
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Click on [Save].




The information you selected will now appear:
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Step 6
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Click on [Options].
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Click on [Export Group].



Click on the format in which you need to export the data:
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The following box will appear:

Export Group
Savein: | (L) My Documents [v] & ! P
4 [ﬁﬂEmaiI Templates
1 "3 i_f]:]HeIp Desk sheets
by Recent @ My Data Sources
Documents faz) My eBnnks
— G My Music
\ L 'i ;ﬂMy Pictures
Desktop lgi Online Help Word Documents
f_{ﬂPDF on server
lg2)5nap Shots
..-j [g) Source Docs
My Documents |
|
58 R
My Computer
€@ e -
Py Metwork | Save as bype: | Excel Spreadshest [7#z] ;v_fl Cancel

Choose the location to save your file and name the file. Click

[Save].

You will see the following screen: this will confirm your data was

exported correctly.

Your data will now be in the format that you need in the location

Servant Keeper - Membership Manager
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Step 7

where you saved it. Simply burn the file to a CD or attach to an

email.




