
Printing Labels in PDS 
 
Open Family Reports 
and click on 
Label/Envelope 
Reports. 
 
  

Click Mailing 
Label. 
 
Click Next. 
 



  
 
This screen gives you 
an overview of what 
is going to be printed, 
where it’s going to be 
printed, label size and 
how your information 
is going to be sorted. 
 
If everything looks 
good, click Next. 
 
 
 
 
 
 
 
 
 

 
 

 
 
If you are connected 
to more than 1 printer 
the Select Printer 
screen allows the 
selection of a specific 
printer.   
 
Click Next.   



Choose the Label 
style by clicking the 
down arrow and 
selecting the 
specific label size. 
This info is available 
on the label box.   
 
Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
On the Selection 
Information tab 
choose how the 
labels will be sorted 
in the Sortation 
section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 
 

 
Click the Family 
Selection tab. 
 
Include all families 
for all parishioners. 
 
Include families with 
ID numbers to 
indicate a range of 
ID numbers. 
 
Include any of the 
following families to 
check mark specific 
families. 
 
 
Click Preview and 
print.   
 

 


