
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”  

 
 

Step 4 
 

 
You will now have a screen that looks like this: 

 

Click on [Select Fields].   



Step 5 
 
You will see the following window:  

 
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. 

 
Click on [Save]. 



The information you selected will now appear:  

 
 
 

Step 6 
 
 

Click on [Options].  

Click on [Export Group].  



Click on the format in which you need to export the data:  

 
The following box will appear:  

 
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.   

 
 
 
 
 
 
 
 
 

Step 7 
 

Your data will now be in the format that you need in the location 
where you saved it.  Simply burn the file to a CD or attach to an 
email. 


