
Alternate Pledge reporting through Connect Now 

 

A typical example of Pledge reports/statement in Connect Now is seen below.  If you 

wish a different format, you can follow the steps below to export the current information 

(as of today’s date) along with the family’s contact information and from there merge it 

into a mail merge letter.  

 

 
 

1) After logging into Connect Now and you will be at your typical homescreen. If 

you click on the Offering tab and then click on Pledges, your screen will be 

similar to the one below: 

 



 
2) Under the Fund area, in the dropdown select the fund you wish to report on.  

Likewise, to the right of that, double check the status of families you’d like to see 

and then click the View Pledges button. 

 
 

3) The screen will have refreshed with pledge family data.  Click the Export icon to 

export this information to an Excel spreadsheet: 



 
 

4) You will see an popup bar at the bottom of the screen which you will want to 

click on the Open button to open your Excel document.  In this document you 

should see a header with the amount, balance, start date, and information about 

the family.  Click File <  Save As and save this to a location and name you 

recognize. 

 
5) If you have a standard MS Word document open, please click the mail merge 

icon, insert in the correct fields to your standard template and merge the data. 

 

Finding Additional Pledge Info: 

 

1. If you need more information to compile a pledge letter, (ie: frequency of  pledge, 

payments, etc.) then you will want to go to the IQ tab in Connect Now and run a 

global pledge report. 

2. First, you will need to know the fund # for the pledge which you are finding 

information on.  Go to Offertory tab, then the Funds designation to view your 

funds management screen, as seen below: 

 



3. Note the Fund ID number for the fund you wish to report on.  In the screen above, 

if we are finding additional information for the 2015 Offertory Envelopes, we’d 

write down: 14192 

4. Next, click on the IQ tab.  You will see the main IQ screen, as seen below: 

 
5. Click on My Queries in the middle of the screen, as indicated above.  You will 

see a listing of your queries you’ve created along with any queries that have been 

made global in our Diocese. 

 
6. Find the query named: Pledge Info via Fund and click to select the radial button 

in front of it, then click Open at the bottom of the screen.  You will now be back 

at the main query screen, but with the query open. 



 
7. In the Query Conditions as, indicated above, click on the 0 and type in your fund 

ID that we recorded earlier for the lines indicating the Funds Fund DUID and the 

Pledges Fund DUID.  Hit Tab, Enter or click elsewhere on the screen to save 

your entered information. 

 
8. Under the Query Results in the bottom section of the screen, click on the 

Execute Query area.   

9. Once you have information on those families that have pledged, you may export 

this information by clicking on the Query Results button and then choosing how 

you wish to export this information.  

 
10. By clicking Export to CSV that will export the information into a Excel type of 

document, from which you can set it to merge into your document. 



11. If you wish to only view those members with a outstanding balance, you may 

indicate so by clicking on the checkmark box in front of the Query Condition 

which says “Pledges Balance is greater than 0.00”.  Next, click the Execute 

Query button again and the results will only show those where their pledge still 

has a balance. (more than 0.00) 

 
 

12. If you wish to save this query as your own, click on Save Query As, as seen 

below.  Name it what you wish and then click Save.  

 
13. Otherwise, close out of this area by clicking on another tab and then selecting 

Leave this page when given the option. 

 

14. If you wish, under the Query Results area, you can export the data through the 

“mail merge” function in Connect Now and use a global pledge letter which is 

saved in our Diocese. 

 

15. Click on Mail Merge area under the Query Results 

 
16. You will see Connect Now opening Microsoft Silverlight which is where there are 

standard and diocesan templates stored. 



 
 

17. The Mail Merge program should open to your main template screen, similar to 

below: 

 
 

18. To find the Global Pledge letter, associated with this pledge, go to Global 

Templates on the left side. 

 
 

19. Click Open, this pledge letter has all the fields formatted so they read correctly. 

To view the information in the merge, click the View Merged Data button. 

 



20. If you’d like to save the document to your local computer, work on it and then 

upload it to your templates again to use and save for future use, please click on 

File < Save as (Local) seen below: 

 
 

 

 


