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Printing a Booklet Director

A Booklet Directory is possible if you are printing to a printer or copier that has a Booklet format option.
Church Windows has no printer functionality in the program. It relies entirely on the print options on your

system.

Go to Membership>Reports

STEP 1 - Select WHO should appear on the report

Use the Query Builder to Edit People Selection Criteria and Add Giving/Pledging Selection Criteria if you would like additional
criteria added to the Directory. Otherwise, by selecting Directory (on Step 2), the program will only show those
Individuals that have the Include on Directory box checked and Directory/Report Order filled in.

e Sorttab - choose Name: Last, First
- Alphabetical for an alphabetical

sort. Click Next.

@ STEP 1 - Select who should appear on the report

STEP 2 - Select the report layout/format

1. Options tab - choose
Directory.

By selecting Directory, the
program will only show
those Individuals that have
the Include on Directory box
checked and Directory/Report
Order filled in.

2. Under Directory, choose
one of the Booklet
templates.

Note: Click the Edit tab to
change the directory format.
Instructions on Page 2.

3. Click Print to show the
Print Preview and set
Booklet Printing
Options.

CoMmpUTER HELPER PUBLISHING |

(===
J Query Builder | Accounts |[ Sort (Name: Last, First - Alphabetical) | e
Add a people selection. Select a join method. Then select one or more giving/pledging selections.
Includes Members, Visitors,

1. I Edit People Selection Criteria
2, And/or |AND Use Giver # Current as of | 05/08/2020
3. I Add Giving/Pledging Selection Criteria J Join I AMD I { OR J

| [-- selection criteria -- [Edit |
Saved Selections | T EE

£ STEP 2 - Select the report layout/format =S
Options | Giving/Pledging Date Range (01/01/2020 - [ organization info |

OBasic A Report Options | Grouping/Page Break Options || Unlisted Options |
() All Information (%) Directory ) [ include year on Birth date
Uppercase last name (selected)
te] 3 Col Dir with Additi... -Etit :

[rerplte] - : B ] Indude family members (inked from other households)
([Template] 2 Col Picture Dir with Cell and Email ~

[Template] 3 Col Classic Directory For fai ‘es, use individual picture if not available

[Template] 3 Col Dir with Additional Fields id ter for Reporting: Semicokn;  [H G ,

[Template] 3 Col Dir with Cell and Email

[Template] 3 Col Dir with Children and Additional Fields

[Template] 3 Col Dir with Children, Cell, Email

[ [Template] 3 Col Dir with Children -
[Template] Booklet 1 Col Directory with Cell and Email

[Template] Booklet 1 Col Directory

[Template] Booklet 2 Col Directory

[Template] Horizontal Classic Directory

[Template] Horizontal Dir with Cell and Email

[Template] Horizontal Dir with Children, Cell, Email

[Template] Horizontal Picture Dir with Cell and Email

[Template] Horizontal Picture Directory
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https://churchwindows.com/wp-content/uploads/2020/05/MemDirectorywithCell22.pdf
https://churchwindows.com/wp-content/uploads/2020/05/MemDirectorywithCell22.pdf
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Test Church-Anytown OH

3/4/2020 Church Directory Page 1of 3

Apt 271

Gahanna OH 43230-5655
Address from 01/01 thru 0430
8773 Rich Estates

Orlando FL 43230

BELL Bill & Donna
6431 Elm Pike

Columbus OH 43216
(223) 555-8745

BERNARD, Evan & Nikki
Stewart; Eric
171 Green Pike
Westerville OH 43081

(223) 555-5123

FREY, Nicole
Victoria
2123 Third Center St.
Columbus OH 43236

(223) 555-1646

GREENE, Chris & Andrea
2022 Cedar Dr
Webster OH 45354
(223) 555-1234

HART, Brea
1281 Fourth Center St.
Columbus OH 43206

KNOX Jake & Sarah
Nate; Judith
7314 Main Bivd
Gahanna OH 43230-2155
(223) 555-9841

An HP printer is used in our example...Features may differ by printer and are not controlled by
Church Windows. Your printer must have Booklet Printing available to print properly.

1.

2. Click the Preferences tab.

CompuTER HELPER PUBLISHING |

At Print Options, select Flip on Short Edge
in the Print on Both Sides field.

Printer name:
Status:
Location:

Comment:

& HP LaserletProMa02-M403.. [v] | Preferences |

The printer is ready.

Document(s) in queue: 0

Number of copies: 1
Page range: @ all

() Current page

OPages::;r:’
Print on both sides: | [ {Fiip on Short Edge
Paper source: Printer auto select
Print to file: O
File path:
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#%0 \\CHP16\HP LaserJet Pro M402-M403 n-dne PCL 6 Properties X 1. Click Booklet Printing in the
Printing Shortcuts  Paper/Quality Effects Finishing  Advanced Printing Shortcut Options.
I:elpégl:g :I;o;f:tgfgid?cﬁ?lection of saved print settings that you can 2 S g Ioe iflte é ?_fta 5 ’g S’tng in the
Printing shortcuts: :
E= P : H
= General Everyday Printing A B 3. Click the OK
AN :
Envelopes
55 Paper size 85x 11 inches
== Labels Letter v]
_ Paper source:
AN . Printer auto select v
\\\ Transparencies
Paper type:
EL EcoSMART Sett = ]
E “ . Booklet Layout:
—— Left binding v]
E' v

| Saveds. _ Delete

Help |

OK | Cancel |

Printer name: '@ HP Laserdet ProMa02:M403... [v] [ Preferences |
i , Status: The printer is ready.
Click Print.
Location:
Comment:

Document(s) in queue: 0

Number of copies: _ 1
Page range: ® Al
() Current page
() Pages: |

Printonboth sides: | [§ Fiip on Short Edge ~
Paper source: Printer auto select
Print to file: O

File path:
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