
Printing Sacrament Certificates in Connect Now 

 
 

1. Please login to your Connect Now site.  You will see a screen similar to below 

 
2. Click on the Family Directory tab and then the Sacrament then the Add/Edit Sacrament 

area in the drop down as seen below: 

 
 

3. Click the arrow next to the Sacrament listing of Baptism, to select whatever sacrament you’d 

like to view.  In our example below, we’re going to print off a Baptismal certificate, so we’ll 

stay with the Baptism listing.  If you wish to enter in and search either by a date range or by 

family last name, first name, etc. enter in those parameters prior to clicking the Search 

button to find your information. 



 
In the example above, we’ve searched on a date range to print off all those baptisms that 

were performed by this parish within a ten month date range. 

 

4. Choose the members you wish to print the sacrament for.  You can either select one or 

multiple, as seen below by clicking the selection box on the far left of the screen. 

 
 

5. Next, click on the Mail Merge icon , you will be given an option of either mail merging 

all the records or only some of them. (as seen below) 



   
 

6. You will next see a screen where the Merge tool is loading, similar to the screen below:  

 
 

7. After it has finished loading, you will see a screen similar to the one below: 



 
In the sections above, the My Templates area is any template that you have already 

customized and saved as your own(even your own template that you marked as “global”).  

The Global Template area is any global templates other users in the Diocese of Madison have 

saved so that we can all share that template.  The ParishSOFT templates area are templates 

that ParishSOFT has pre-loaded in so we can use it either as template or a starting point for 

another.  

8. Please click on the ParishSOFT templates name in the upper header area, indicated below. It 

will open, as seen below.  

 

 
 

9. Click on the template you’d like to open, in our case, we’re going to click on the Certificate 

of Baptism. The template will open, connecting your members you selected on the 

Sacrament screen, to the information fields listed in the template. (as seen below) It will 

automatically take you to the Mail Merge tab, showing you that the members are connected 

and giving you different options across the top for how to handle/edit the mail merge: 



 
 

10. Please note, in the screen above, the “fields” that are being filled in with your data are seen 

by the indication of the << >> symbols. If we click on the Mail Merge tab, directly to the left 

of the area in pink above that shows the Design and Layout tab, we can verify and double 

check that our merge will work correctly. (it should, as it’s set up through the sacraments 

screen, but it’s good to check in case you have customized something) 

 



 

11. Please note in the area above, you can see what merge fields are possible to put into the 

document and which are automatically connected by clicking on the Insert Merge Field 

button, as seen in the image below: 

 
12. To verify the fields in the document are pulling in correctly, scroll down the merge fields to 

make sure they are listed in the template you’ve opened.  In the example above, we can see 

that the Baptism Parish Name and the Baptism Parish City are shown in the dropdown.  

13. Click Close (on the Insert Merge Field popup box) when done verifying that the merge will 

perform correctly.  

14. Click the View Merged Data button, indicated below, to see a preview of what the merged 

data will look like. 

 
15. If you wish to edit the fields of information that are shown, click again the View Merged 

Data button to be back on the layout screen and we can change the layout as seen below, by 

clicking on the Home tab, which will give us standard layout tools, and by clicking into the 

document itself and making changes to the font, formatting, etc. 



 
16. In the example above, the text: “This is to Certify” is Times 12 pt, italics.  Highlight the 

fields that you wish to change, then change them to what you’d like to see. (ExLTime, 14 pt, 

Italic in the example below) 

 
17.  To preview your edits, go back to the Mail Merge tab, then click the View Merged Data. 



18. Finally, to print off all the certificates, if you like what they look like, click the Merge to File 

option under the Mail Merge tab, as indicated below: 

 
19. You will see a popup Merge to File box, similar to below.  Click Ok. 

 
20. You will then see a request from Connect Now in your browser screen asking if you wish to 

open or save the document.  Click Open.  

 
21. The document should open in MS Word, similar to the screen below.  The merge should 

already be performed:  



 
22. Click Enable Editing, as seen indicated in the screen above.   

23. You will now have a standard MS word document listed (which was downloaded to your 

local computer) and which you can now click File then Print to print off the document.   

 
 

A Note:  There may be times when not all the fields pull into a template, as seen below: 



  
 

24. When we go back to the record, we can note that the parish name is missing, along with the 

dates, etc. 

 
25. We can also note that the merge is only showing one of the “parents” of this member.  We 

need to go to the actual member’s record to indicate the other parent for this member.  In the 

Note: no parish 

name is listed on 

the first line 



Family, clicking on the member, we can see the following detail from the General tab, under 

the member, seen below:  

 
26. Add in the extra parent, then save the record:  

 
27. The new merged information will show correctly on the template now: 



 
 


