
Importing 2nd ID’s (Archdiocesan ID #’s) Into PDS from a  

File Provided by the Archdiocese 

 

It is extremely important that you follow this process EXACTLY as 
described.  Failure to do so could result in damage to your PDS database.  Please 
do a backup first!! 
 

Step #1: Create a Manual Backup from PDS Church Office 

• Go to File | Backup/Restore | Backup Current Data 

• Select the Specific Folder option (as shown):  

 
 

• Click the Browse button to choose a destination directory where the backup file will be 
saved.  The desktop is fine. 

• Click on Start Backup to begin the backup process.  When complete, click the Close 
button. 
 
 
 

Step #2: Import the 2nd ID #’s from the file provided by the Archdiocese 

• After completing the backup in step #1, click on File | Import Data | Import Family 
Information. 

• Please be absolutely sure that you check the checkbox next to ‘Advanced 
Options/Update Existing Information (as shown below): 



 
• Then, click the BROWSE button to locate the file for import.  Once you’ve selected the 

.CSV formatted file and clicked OPEN, you’ll see a screen that looks like the 
following.  Note, your families will be showing in the list: 

 
• Please double check that the fieldnames as shown above are displayed with the proper 

family information in each column.  Do not continue if there are any discrepancies in the 
fieldnames and data in each column. 



• Click on the Key / Env Number tab at the top and complete the screen as follows.  Be 
sure to check all items to make sure they match what is shown.  Failure to do so could 
result in damaged data via incorrect import: 

 
• Do not alter any of options on the other tabs (shown circled): 

 
• Click on the Process tab and then click on the Pre-Import Data Check: 

 
• That will produce a screen that will look something like the following.  Scroll through the 

results and be sure that all of the lines end with ‘….will be updated’: 



 
• When you are satisfied with the Pre-Import check, click the Begin Import button and the 

import process will commence. 

• When complete, you will be presented with a window like the following: 

 
• Click OK and then FINISH to complete the process. 

• This should import the Archdiocesan ID #’s into the Second ID field in PDS. 

• Congratulations and thank you for your assistance. 
 


