
Printing Workgroup lists without Envelope numbers from Connect Now 
 

 

1. After logging into your Connect Now site.  You will see a screen similar to below 

 
2. Click on the Family Directory tab and then the filter icon as seen below: 

 

 
3. You will see the filter icon as seen below.  If you are only looking for those “registered” 

families in a workgroup, your filter area will appear similar to below. (selecting a single 

workgroup on the right, unless you want to see multiple workgroups at once) Also, if you 

think there is any families that may NOT want to be contacted, you can also reference the 

“do not mail” families, if you wish under the Advanced filters. 



 
 

4. After setting the filter up, click Apply and your main screen will now show those families 

you’ve selected. Note in the image below, we can see that there are 404 families that are in 

our “School Families” in this example.  

 
 
 

5. Next, click on the Quick Reports area on the right side (seen above) and select Family List 

in the dropdown option.  You will see a popup window similar to the one seen below.  Please 

note that the new screen is in front of the Connect Now screen. 



 
6. In the upper right corner of this screen, where it says PDF, click the drop down on the right 

and select XLS and then select the save icon, immediately to the left of the XLS designation, 

as seen in the example below: 

 
7. Your internet browser will ask what you’d like to do with the file, as seen in the image 

below:  



 
Or it will just show you to document, as seen in this image:  

 
 

8. Click to open the document and you will see it open your results in Microsoft Excel 

(indicated by the arrow below)  

 

  

9. Click on the area in yellow, where it indicates you should Enable Editing, so that we can edit 

this data in Microsoft Excel. The enabling edit area will disappear as seen below and you will 

have a more complete “tool” bar. 



 
 

10. Click on the column header where it says E, to highlight that area and the whole column, as 

seen below:  

 
11. With your mouse still over the column header that says E, right click and select the Delete 

option to remove the Envelope # column.  Your screen will now appear similar to below:  

 



12. Next, on the left side, select the File area, then click the Print option, as seen below:  

 
13. Finally, close the screen you are on, by clicking the upper right most X area for this window: 

(indicated below) Do not save the document. 

 

 



14. And the upper right X for the other window. As indicated below: 

 

 
15. You will be back on the main Family Directory area now, ready to do your next project.  

 

 
 


