
Exporting Envelope List to Send to Vendor 
 

There are two methods which can be used to export an envelope list to a vendor.  Either method 

requires the families to be marked to receive envelopes.  On each family record, there is a 

checkmark to the right of each Envelope number that says “Send Contribution Envelope”.  This 

box must be check marked in order for the family to appear in either of the envelope contribution 

reports. (see below)  

 

 
 

Standard Envelope File Export 
 

1. Open up ParishSOFT and go to the Family Directory tab, as seen below.   

 

 



2. The first envelope report/list is found under the Quick Reports menu on the right side.  

Click on Full Envelope Numbers. (seen below) 

 
 

3. This report will open in a new window and DOESN’T take into account any filters.  It pulls a 

listing of all families that have the “Send Contribution Envelope” check marked, regardless 

of the registration status or family group.  

 
4. To export this list, click to the right of where is says PDF so you have a drop down and 

select CSV.   

 



5. Next, click the Save icon (a floppy disk icon ) to the left of  CSV listing and it will open a 

dialogue box at the bottom of the screen, similar to the image below: 

 
 

6. You should see an Excel document open, similar to the spreadsheet below: 

 
7. Click File <Save as and save the file to a location you recognize with a name you will 

remember.  

 
8. If you vendor prefers only “data” and not information about the parish listed at the top, then 

highlight the top 4 to 5 rows and hit delete.  Then hit Save.   



 
9. After saving the file, attach it to your vendor’s email and/or upload the file to their website. 

   

 

Filtered Envelope file export: 
If you would only like a list only a certain “group” of families that ALSO have the Send 

Contribution Envelope box check marked, then you can also “filter” your main Family List 

screen prior to printing off a different envelope report.   

 

1. Click the Filter icon seen below: 

 
2. In the new screen, you will see the options for filtering your listings.  In this example, select 

only “Registered” and then the “Active” family group.  

 
3. Click Apply to see your filtered list on the main screen. 



4. With the main screen now showing only your filtered families, go to the Quick Reports area 

again and select instead Filtered Envelopes Numbers 

 
5. This report will show ONLY a listing of the filtered families (ie: Registered and Active 

families in the example above) AND ONLY those families that have the Send Contribution 

Envelope box checked. 

 
 



6. As before, you can select the CSV option from the upper right corner dropdown.  By clicking 

the disk icon you will save the file to a CSV file on your computer and from there send it to 

your vendor.  

 

Sending a Family Workgroup list to an Envelope company: 

 
It may be that you have a special grouping of families, perhaps “Special Envelope” holders that 

get their own envelopes.  If you wish to send a listing of just these families, you will typically 

NOT have the “Send Contribution Envelope” area checked. (as they’re not receiving the standard 

envelopes) You will them listed in a designated Family Workgroup.   

 

1. To export this list for your envelope company, go to the main Family List area, and click 

the Filter icon, as seen below: 

 
2. On the Filter screen, for the Membership select: Both, Family Group should be All 

Groups and the Send Envelopes should be No Envelopes.  Then click on the Family 

Workgroup on the right side that designates your special envelope holders. 

 
3. Clicking Apply, you will see your new grouping of families on the main screen, as seen 

below:  



 
 
 

4. Next, click the green Excel export button, indicated below.  

 
5. You will see an Excel document open, similar to the screen further below: 

 



 
 

6. Highlight each column you do not need, by clicking on the letter, then right click and 

select the Delete option.  

 
7. Remove all of the rows so you only see the Mailing Name, Envelope number, Primary 

Address, State/Region, Postal Code and Plus 4 as seen below: 

 
8. Click File < Save As then navigate to a folder and input in a name that you will 

remember.  (similar to below)  



 
9. After saving the file, send it through email as an attachment or upload the file to your 

envelope company’s website. 

 


