
Birthday reports for Specific Age range in ParishSOFT 

 

1. Log into ParishSOFT online and you should be at the main Home screen. 

2. Click on Family Directory and then the Member List as seen below: 

 
3. Next, click on the “filter” icon, which is the funnel image , as seen below: 

 
4. You will see the Filter screen, as seen below: 



 
5. To find birthdays for only those in your parish, verify that the screen is set up as 

seen above with the following: 

Membership Status: Registered 

Family Group: Active 

Member Status: Active 

6. Next, click on the Advanced Options name and/or arrow and you will see the 

additional advanced filter options, as seen below:    

 
 

7. Click on the box marked Age Range as indicated above, fill in the age range 

we’re looking for, and under the Birth Month area, click on the drop down and 

select the month of the birthday’s whom you’re looking to find.  (please note, if 

you want “all” the members with that age range, regardless of the month, then 

leave the month as ALL) 



 
8. To filter your user screen, click Apply 

9. You will now be back at your main Member screen again, but the screen will only 

show those members that were in our filtered criteria. 

 
10. In the example above, I can see that there are 13 members, who are adults with 

birthdays in June. 

11. To print off labels for these members, go to Quick Reports, select Members 

Mailing Labels  



 
12. With the Print Preview up, click the Printer icon, as seen below:  

 
13. Make sure the print preview has the option to select Actual Size of the document.  

Similar to the screen shot below: 

 
a. If it does not, as seen in the image below, click Cancel. 



 
b. Back on the print report screen below, instead click the Save icon 

indicated below. 

 
c. This will send the document to a PDF, which you can then open and from 

there, click File < Print and you will see your Fit/Fit to Page options.  

Always select Actual Size, then print off the labels. 

 



14. To close out of the labels preview, click X in the upper corner of that particular 

screen, as seen below: 

 
15. Back at the ParishSOFT Member list screen, to print off a birthday report of these 

members, go to the Quick Reports area on the right side and click the Birthday 

Report as seen below: 

 
16. The birthday report will open another screen similar to the one below: 

 



17. To print out this report exactly as it is (sorted by the age, low to high), click on the 

Print icon in the upper left side. 

 
18. If you wish to “re-order” this report, say by the month or days if there are many 

ages in your report, please go to the upper right corner where it says PDF and 

click the drop down arrow and select CSV from the dropdown list. 

 

 

19. Click the Save icon, in the upper right side  and you will see the system give 

you options for what to do with the data.   

20. If you click Open, it should open in a MS Excel document. (similar to below) 

 
a. If you’ve selected “Open” on the document and it doesn’t appear as seen 

above, then go back to the main birthday report, click the Save icon again 

and from here just when you have an option of opening or saving, hit the 

Save button to have it save to your “downloads” area on your computer.  

If you click your start button, then the area marked Computer on the right 

side, you will see a screen similar to the one below.  When you click on 

the Downloads folder on the right, you should see the downloads file 



(similar to the screen below) 

 
21. With th document open in Excel, it can now and be formateed as seen below: 

 
 

22. To sort the information only by the Month/day, highlight all the information from 

the header column, below, as seen below.  Then click the Sort icon on the Data 

tab. 

 



23. When given options of what to sort, indicate that your data has a “header” 

column, then choose the Day field to sort by, as seen below: (if you have multiple 

months, you may wish to sort first by the Month, then click Add Level and then 

sort by the Day as seen below) 

 
 

24. The results will now show your information by Days of the month (or Months 

then Days) of the information you exported.   

 
25. Finally, in order to send this information to the printer, first expand the collumns 

so they can all be viewed.  Click on the “box” between the A column and the 1
st
 

row.  This will highlight all the information in your document. 



 
26. Next, move your mouse between any of the columns, hovering on the line 

between them.  Wait till your mouse shows a line with two arrows, then double 

click with your mouse. 

 
27. This will make the columns “fit” to what is in them.  If you need to, adjust some 

of the columns slightly smaller after the fact, by clicking on a column and 

dragging it to the left to make it smaller. 



 
28. Finally, when printing the document, to make sure that all the columns stay on 

one page, in the printer options, switch the Orientation to Landscape.  Then 

switch the scaling to say Fit All Columns to One Page. (seen below) 

  


