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2024 CDM+ Users Conference Classes

Accounting General Ledger

This class takes the next step in CDM+ Accounting
and delves deeper into ledger entries, budget, bank
reconciliation, period closing procedures, and Advanced
Fund Accounting. Learn how to save time by using Ledger
recurring transactions for month-end transactions and
check-writing. Emphasis is also given to troubleshooting
issues such as finding and correcting ledger mistakes, and
understanding the relationship between Contributions,
Accounts Payable, and Payroll.

The General Ledger class is one class spread over two class
periods repeated two times. Participants should plan to take
the same Part A & Part B together.

Accounting, Getting Started

In just one session, we cover the basics of CDM+
Accounting beginning with the Accounting setup
window and moving through the Chart of Accounts to
the General Ledger. Participants receive a solid "how-
to" introduction to Accounting Beginning Balances and
Ledger entries, including Deposits and Journal entries,
are explained. This class also covers an introduction
to double-entry accounting including Account Types,
Debits and Credits, Funds, and Fund Accounting, and
the relationship of Ledger Entries to Income/Expense
and the Balance Sheet reports. (Payroll is covered in
separate classes.)

Accounting Reports

This class will go over all of the Accounting reports in
CDM+, the different features found in ledger daily/week
work reports, budget reports, and month-end reports.
This class offers an in-depth review of ledger reports,
including Monthly Comparison, Monthly Summary,
Range Summary, Ledger by Accounts, Accounting
Balances-Balance Sheet, Trial Balance, and Fund
Activity using reports as troubleshooting tools is also
demonstrated.

Accounts Payable

This session covers the Accounts Payable process.Vendor
setup and reports, including 1099 vendors, is presented.
Creating recurring and non-recurring invoices, the use
of Mobile Receipts and the use of invoice reports is
demonstrated. We help you understand the purpose
and function of accrual accounting and how easy it is in
CDM+. This class also covers how to select invoices for
printing, check printing, and re-printing, if necessary. The
Post to Ledger option and posting reports is detailed.
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Accounts Receivable

The Accounts Receivable area of CDM+ Accounting is
a valuable tool for any type of invoice/billing needs;
i.e., churches with a school or day care center. This class
reviews all aspects of Accounts Receivable. See how easy
it is to keep track of money owed to your organization
and to present professional invoices/statements. We will
also cover Engage Billing, which allows customers to see
their balance and make online payments.

Administering CDM+

Get familiar with the essential CDM+ administrative
features. We'll discouss best practices for managing users
permissions and review systems and user preferences to get
the most of CDM+. Using the Audit log to review detailed
record changes will also be covered.

Archiving & Data Cleanup

Confused about archiving? Learn the purpose and benefits
of archiving and tips and techniques for cleaning up your
data. This class teaches not only how to archive CDM+
data, but when and what data to archive. Tools to make
bulk updates and corrections are also covered, as are best
practices for standardizing your data to improve reporting
and data analysis.

Attendance, Getting Started

Learn how to enter event, class, and list attendance for
worship services, Sunday School, small groups, and even
board meetings! Putting individuals in classes or groups,
as well as preparing attendance worksheets (barcoded
and not), is taught. See how easy it is to take live
attendance with the CDM+ Mobile app, easily accomplish
Class promotion, and create Attendance Histories.

Attendance Analysis & Reports

Attendance tracking accomplishes little without
attendance analysis! Vital individual and group analysis
is demonstrated by using the Missing Analysis report and
the Attendance by Date report. Learn how to view a full
year’s attendance summary for an individual. Exporting
attendance records and event statistics are examined.
Master accessing and analyzing the significant individual
and group attendance data tracked in CDM+.

CDM+ Mobile

This class introduces the CDM+ Mobile app for iPad®,
iPhone®, and Android™ phones and tablets. We cover
how to connect a device to your database and control
which features each device you can use. Using the CDM+
Mobile sub-apps (Individuals—including Visitation and
Pastoral, Attendance, Mobile Receipts, Check-In, Check-
Out, and Churches) is covered in the relevant classes.
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Check-In/Check-Out

CDM+ Check-In/Check-Out is a versatile addition to the
CDM+ suite that tracks everything from childcare, to
youth groups, adult classes, and more. This class covers
every main window in the Check-In/Check-Out program
including setup, performing check-ins and check-outs,
and running reports. We also discuss how to configure
Check-In/Check-Out for a broad range of events, from
security-conscience childcare to automatic attendance
entry using self-check-in, including using the CDM+
Mobile app.

COG Regional

This class is specific to staff of the State Offices of
the Church of God (Cleveland, TN). We will examine
importing and processing Treasurer, Minister, Girls Club,
and Women's Reports. The online Women's Reporting
tool will be covered along with specific items related
to church tracking, minister tracking, and all of the
special reports that the state office receives from local
congregations.

COG Reporting For Churches

This class is specific to Church of God (Cleveland, TN) users
only. It focuses on how to configure CDM+ to automate
the creation of the Treasurer Report and submit it to
State/Regional and International Offices. A must-have
class for all Treasurers of COG churches and State Office
staff who receive the reports!

Contact Management

Looking for an effective way to stay in contact with
people related to your church or organization? In this
class, we demonstrate how to set up a custom follow-
up contact process with reminders for when action
should be taken and by whom. Learn how to enter
contacts and actions completed for individuals or
families, using both the CDM+ Membership desktop
software and using the CDM+ Mobile app. We also
cover how to control who has access to contact
history. If your organization needs a custom solution
for recording contacts and scheduling follow up, come
to this class.

Contributions Comparison Reports

In this session, we review many of the reports within
Contributions. Comparative reports and exports are
investigated. Learn how to create Contributions letters
to givers that include their Year-to-Date giving totals
right in the text of the letter! Listing reports, including
Giving Detail by fund(s) and Giving by Date, are effective
evaluation tools for stewardship committees. Analysis of
giving by dollar ranges and increase/decrease in giving
by individuals or giving to specific Giving Funds is taught.
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Contributions, Getting Started

Here, we cover everything you need to begin entering
contributions, including setting up Giving Codes
and Giving Funds, viewing individual Giving History
(both in CDM+ Contributions and CDM+ Mobile), and
the Groups field on Giving Unit records. Basic Batch
Contributions setup and entry is explained. Everything
you need to know about linking to Accounting and
Posting to Accounting is explained. Learn to verify your
contributions entry through the use of Daily reports.

Contributions Pledging

Churches often use the pledging process as a financial
forecasting tool. Learn how to enter annual pledges
and use the Multi-Year Pledge function. Learn what
“projected” pledges are and how they are integrated
into the reporting process. Pledge comparison reports
are reviewed and the process of creating a Letter Notice
with a member's actual Pledge Amount included is
demonstrated in this class.

Contributions Procedures

Go beyond the basic Contributions Entry and the
Daily Report of Giving. Maintaining the integrity of
the Contributions History file is covered, as well as
demonstrating its printing capabilities. The use and set
up of “Special” and “Visitor” giving codes to track loose
cash and visitor gifts are explained. If you receive regular
checks or electronic fund transfers that are generated
by givers' banks, you'll also learn how to streamline
entering those in your contributions records. Information
about handling special offerings, gifts-in-kind, and
non-deductible gifts is given. Tracking and reporting of
Memorial Gifts is also covered.

Contributions Statements

Accurate and timely Giving Statements promote good
stewardship by members and donors. This class reviews
the Contribution Statement report options built into
CDM+ so you can decide which is best for your church.
This one class covers the creation of, paper, e-mailed,
and online Giving Statement reports. Using contribution
Receipts is also covered. If you have the responsibility to
prepare Giving Statements, don't miss this class!

DOC Search and Call

This course will walk through the DOC Search and Call
processin order to demonstrate how CDM+ programs and
tools work at each step along the way. Some topics we
will cover include: creating a ministry position, building
a congregational profile, searching minister profiles,
flagging profiles for a ministry position, generating profile
documents, using minister and ministry position notices,
and creating CDM+ records for the called minister.

2024 CDM+ Users Conference



DOC Minister Reporting

This course will cover the processes DOC regions use
to report minister information to the minister directory
database at Disciples Home Missions. The topics we will
cover include: overview of DOC Minister and Church
tabs, recording and reporting church of call, reporting
functions, when and how to submit a regional directive,
annual renewal of standing, using Engage and CDM+
Mobile for minister data.

DOC Regional with DHM/OCV

Thisisanintentional time for connection and conversation
with DHM Office of Christian Vocations (OCV). Lorna
Hernandez, Anne Marie Moyars, and Kelly Harris will
share helpful updates and information and offera Q & A
session. During this time, the OCVTeam and DOC regional
staff will learn and share about the differences/similarities
between the DOC and Regional CDM+ products, the
ways in which they communicate with each other, and
the opportunities for mutual support and collaboration.
Bring your questions, comments, feedback,

Engage Administration

Bring fresh, enriching content to your organization’s
website, and know that any information you publish
thereisis updated whenever you make changes in CDM+.
This class walks you through setting up CDM+ Engage,
managing Engage user accounts, and publishing Engage
to your members, supporters, and visitors. How to work
with Web Ministry Tools (WMTs) is included, as is granting
access to staff to manage just the right areas of Engage. If
you administer Online Giving, Directories, Payroll, Events,
and so in, this class is strongly recommended for you!

Engage Giving and Online Payment Processing

Online giving and payment options are plentiful, but only
one solution—Engage Giving with Payment Processing—
automatically enters donations and payments into CDM+
Contributions and CDM+ Fund Accounting! Learn how to
set up Engage Giving to allow easy, secure one-time and
recurring online giving via debit card, credit card, or ACH
bank account transaction. Find out how to organize funds
using giving sets, and how to handle gift notifications,
confirmation e-mails, processing fees, and more. Plus
we will discuss how to track these online gifts, event
registrations, and payments from receipt to posting to the
ledger. Our unique Deposit Processing tool automatically
reconciles electronic deposits made into your bank
account and creates ledger entries that track the income
and fees associated with these transactions. Learn how
to track the status of payments, including failures and
returns, and how to issue refunds.
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Event Registration A - Event Setup

This class covers the powerful CDM+ Event Registration
program. We will walk through the steps to create
an event record, structure custom activities, setup
confirmation emails, create an online registration
option through Web Ministry Tools, and record manual
registrations. We will also highlight how to tie event
payments and fees to CDM+ Fund Accounting and how
you can see historical event registrations for members in
CDM+ Membership. CDM+ Event Registration tool is an
ideal solution for camps, Vacation Bible Schools, mission
trips, retreats, fundraiser, dinners, community service,
and many more events. Come create an event with us!

The Event Registration class is one class spread over two class
periods repeated two times. Participants should plan to take
the same Part A & Part B together.

Event Registration B - Event Management

CDM+ Event Registration provides you with multiple
tools to help make your event a success. This class will
focus on what to do with all of your online and manually
entered registrations. From our robust reporting system
to creating name badges to sending out follow-up emails
and letters we will walk through these features that will
help you manage your event like a pro.

The Event Registration class is one class spread over two class
periods repeated two times. Participants should plan to take
the same Part A & Part B together.

Membership Data Management

Learn to customize CDM+ Membership with an in-
depth look at the Master Coding System and how to
best set up Membership to support the ministries of
your church. Learn how to use List Maintenance, Field
Maintenance, and list transfer to manage groups and
personal data. Discover the expansive possibilities the
User Fields offer you to track a wide variety of family and
personal information. This class will focus on cleaning
up Membership records and maintaining them on an
ongoing basis.

Membership, Getting Started

We begin with an in-depth review of the Address and
Individual Records, including the membership records
screens and fields, their features, and toolbars. The
relationship between Address Records, Individual
Records, and Giving Unit records is explained. Adding
Address Records and Individual Records is demonstrated.
Using Online Directories in Engage and working with
Individuals in CDM+ Mobile is covered. This class is an
effective introduction to Membership, providing the
beginning user everything needed to get started.
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Membership Reports

Discover the many membership reports you can create
using CDM+ and its multiple configurations. Learn how
to create Yearbook Directories and Name Badges for
your members or staff to use. Discover the strengths of
the Custom Listing reports and how they enhance your
capacity to view your data. We will review how to export
data from CDM+ to other programs and how to manage
simple and complex queries. Join us as we look at how
CDM+ Membership Reports can enrich your effectiveness
and your productivity.

Notices

Want to save yourself the extra steps of exporting email
addresses or creating merged letters? This class covers
how to use the word-processor-like features of Notices in
CDM+ to create eye-catching, personalized cards, letters,
and emails from within CDM+. We also cover organizing
notices by category and set access to saved notices. Put
the power of CDM+ to work in your communications!

Payroll, Getting Started

Proper payroll setup and payroll procedures are the goals
of this class. You will learn time saving steps to assist with
adding new employees. Participants also receive an in-
depth understanding of exactly how CDM+ calculates
payroll, writes checks, posts to the ledger and can be
viewed in Engage Payroll. The relationship of CDM+
Payroll with Accounts Payable and the General Ledger is
presented. This class is for both the new or experienced
user of CDM+ Payroll.

Payroll Procedures & Reports

You have just run this quarter’s 941 and it shows you owe
money! How could this be? This class features a review
of the basic Payroll reports including explanations with
particular attention to the impact of correcting errors.
Considerations on how to assure that 941, W-2, and W-3
printing will run correctly are covered. Direct Deposit
payroll setup and processing is explained. If you are
responsible for payroll, fit this class into your training
schedule.

Regional

The CDM+ Regional program tracks data needed by
judicatory bodies or multi-level organizations to manage
data for multiple organizations, such as a regional office
overseeing a group of local churches. The course will
cover the Church Records window and data. It will also
cover differences in Engage and CDM+ Mobile as well
as Address, Individual, and Giving Unit Records when
Regional is installed.
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Roommate Facilities Manager

Roommate is your solution for facilities scheduling. Here
we present in detail how to use CDM+ Roommate to
track your events, rooms, and equipment, whether on
campus or off. Discover other uses of this powerful tool in
scheduling staff, categorizing events by Department, and
keeping an up-to-date inventory of your organization's
assets. Creating effective reports for staff and members
is taught. Looking to use the Calendar Web Ministry Tool
on your website? Take this class also!

Searches/Custom Listings

At its core, CDM+ is a powerful database engine, and
learning how to master searching and reporting will
transform CDM+ into an invaluable tool for your mission.
This class covers using simple and advanced find features
in CDM+ to locate the exact information you need,
including searching across programs. We'll review how
to build custom listings and exports with formatting,
subtotals, and more. Learn how to save searches and
custom listing setups for maximum efficiency. This class
is applicable to all areas of CDM+ and is a great way to
level up your CDM+ game!

Tips & Tricks

Whether you're a seasoned pro or brand new to CDM+,
this general session has something for you! Our trainers
will take turns sharing invaluable time-saving tips, tricks,
and strategies for getting the most of out of CDM+. From
keyboard shortcuts to customizing your workspace, this
session will cover all areas of CDM+ and turn you into a
CDM+ guru, ready to wow your co-workers when you
return home!

Visitor Tracking

Growing churches know who's visiting and follow a
process to minister to and assimilate visitors into their
fellowship.This class demonstrates a process and presents
you with the tools through the Membership/Attendance
and Contributions programs to implement an effective
procedure for ministering to visitors and prospects.
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Getting Started - Membership

The Membership program stores, tracks, and manages information about people. As such, it is the heart of
CDM+..The Attendance, Contributions, Event Registration, Check-In/Check-Out, Accounts Payable, Accounts
Receivable, Payroll programs, CDM+ Engage, and CDM+ Mobile apps all access data in the Membership
program. Here you maintain records for members, visitors, and others connected to your church/organization.

Address Record
» Program P Membership » Address Records
.08 e People in CDM+ are grouped by
. = b ey avcn Addresses or households. This
B T R e e e o makes the Address Record a key
o3 ST partofthe Membership program.
- - — — Household information is
—ee o= = ==+ kept on the Address Record
i Aetrn A o il and a change here affects all
i e D g B L er— individuals in the family and
: _::_" T | e e e address links in other CDM+
ey e e programs.
ey A Household information such
s LN e T st as Address, Last Name, Family
B e o Status, Giving Units, and
o e Photos are maintained here.

- ——

* Record Frames can be filtered. For example, a selection of 'All' can now be secondarily filtered to show
all who have 'Directory' checked.

Address tab contains basic family address information:

Name: Last Name
Mailing Name (Mr. & Mrs., Mr. and Mrs.)
Salutation (first names for letter or label)

Address:  Place apartment numbers, suite numbers, lot numbers, etc. on same line as the street.

Rural Route numbers and boxes also are on 1 line in this format: RR 2 Box 123. (NOTE: Many
addresses have changed from RR Box to a street address to facilitate 911 emergency services.)

If a family has their mail delivered to a PO Box, put the PO Box in the 2nd or 3rd Address
Line and the street address in the Address Line immediately above it. Since the Post Office
machinery reads an address from the bottom up, the mail should be delivered to the PO Box,
but you will also have the street on file for visitation purposes.

NOTE: Any information that is not part of the USPS mailing address, such as a company name,
care facility name and/or room number, or private mailbox (PMB) number, should always be
placed on a separate line ABOVE the street, PO Box, or Rural Route mailing address line.
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Address Record used for connections to:

Giving Unit records attached to the Address Record and Individual Record
Attendance records attached to the Individual Record

Visitation Records and Pastoral Records

Registration records in the Event Registration program

Vendor records in the Accounts Payable program

Customer records in the Accounts Receivable program

Employee records in the Payroll program

CDM+ Mobile app

Engage

Mailing Code - Important field for selection of records to include in mailings, directories, and archiving out
non-current records. This field can also be used to identify addresses for other purposes like: other local
churches, news release agencies, and denominational offices.

Care Group Code - Designed to assign a code to the Address Record for grouping purposes. For example,
Shepherding Groups, Prayer Chains, Stewardship Teams, or Geographical areas. NOTE: the title of this field
may by changed in: »CDM+(macOS)/File(Windows) »>Preferences > CDM+ System P> Membership
& Attendance tab P> Fields icon; select Address Fields and change the title.

Newsletter and Directory Checkboxes — Address reports and labels can be printed for just those addresses
that have either or both of these boxes checked. These checkboxes are also on the Visitors record window.

Alternate Address - Two addresses for each family may be tracked in CDM+; such as winter/summer or
college/home address combinations. Use the Alternate Address tab to enter the second address. Use the
Swap button or set the effective dates on the Alternate Address tab to set the current address.

wzT v

e
ey Aoria

Oy Cwarsais Bmm P Tig  BAENE- BN
Canar=ry Cwr'e S 13

L] Bkl LF

* If using the effective dates with an Alternate Address, you may want to chose the Current Address
option on the Format tab of Address reports to insure the current address is used for mailings or labels.

Individuals - All individuals related to this address are listed here.

Doy | P iaie | Lasd Mirne T Family Status codes are User Defined fields and can be
# ¥ mchad Bisney Figid of Hauschsld edited or added under:
: : e Ll :F""'” » CDM+(macOS)/File(Windows) P File D Master
Lile Uiy milg

Coding System

Double-click on a name to open that person's Individual Record. Click the Individuals button in the sidebar
to open Individual Records for everyone connected to the address.

To add an individual to the address, click Change, place your cursor in First Name field and begin typing.Use
the red arrows to reorder individuals in the list; the red X deletes an individual.
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More information accessed by clicking on other tabs:

Phones - Enter phone numbers for the entire family or household on the Phones tab. You can assign phone
numbers to individuals in the household by selecting ‘Address’ in the Individuals column. You can assign a
phone number to an individual in the household by selecting their name in the Individuals column.

1 “ .H:II'II.I Faorss I:';1.-l Fhoma. Groups Linse P Cevireg Linsta. 'l'_-u1 F‘:-
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Email - Enter email addresses on the Email tab. As with phone numbers, you can enter email addresses
that apply to the entire household or assign them to specific individuals.

T - e B ey P N B T
& [ acpary i Pamea i L S [ S

il IS ST ST T
Photos - Enter phone numbers v = e L e
fortheentirefamilyorhousehold == T—
onthePhonestab.Youcanassign G CE P i i

T

phone numbers to individuals * =
in the household by selecting
‘Address’ in the Individuals
column. You can assign a phone
number to an individual in the
household by selecting their
name in the Individuals column.

Groups - used for groups related to this family (not individuals)—for example, geographical groupings.

User Fields - information related to this family in a wide variety of formats—text, whole numbers, currency,
dates, yes/no (Boolean) check boxes, Web pages (URL), and raw data. Other Information sets created on the
Master Coding System window can organize types of information.

Giving Units - click this tab if you are using CDM+ Contributions and wish to assign Giving Units to this
family. All units, individual and family, are listed here.
:ﬂuua.'s._-u- Farar (LR T

= L S Raivig e Luvt K e

Lt WO N e LU R Siotsminy Mlian Disay, Tolie Dhepngy

One default Giving Unit is automatically created for the family. This default entry may be deleted or changed.
You may also add additional Giving Units.

Giving Units can be assigned at any time on this tab or through the CDM+ Contributions program.
Visitation - visits made to this family (not individuals) entered through the Visitation Records window.

Pastoral - Pastoral notes for this family can be viewed (access settings apply) or added here. Selecting an
Individual when adding a pastoral note will cause this note to appear on that person's Individual Record also.
Double-clicking on an entry will open the Pastoral Record window. NOTE! Care should be taken entering
pastoral notes from this tab. Unless you open the Pastoral Record window to change the Access Setting for
an entry, it will have your Default setting (viewable by all users you have marked under »CDM+(macOS)/
File(Windows) P> Preferences P>User »>Membership and Attendance PPastoral icon.
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Notices - displays a list of all Notices (letters, cards or emails) that have been sent to the family address.
Requires setup in Preferences to activate this pane and the tracking of notices under »CDM+(macOS)/
File(Windows) P>Preferences P> System P>Membership & Attendance tab). Notice tab may also be present
on the Individual and Giving Unit records.
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Individual Records

Allinformation that you track on an individual is conveniently organized here on tabs: Name, Phone Numbers,
Email Addresses, Personal, Membership, Photos, Groups, User Fields, Attendance, Pastoral, Visitation, Events,
Notices, and Check-In. (Some of these tabs may not appear depending on your CDM+ suite licensing.)

An individual’'s Engage account connects to the database through their Individual Record.

»Program P>Membership P> Individual Records
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Connected to Address Record:
CDM+ can handle different last names in a blended family
Preferred name field - click checkbox to 'Use Preferred Name' as First Name on reports
Do Not Print check box - keeps individuals off lists and reports
-use for deceased and transferred out
-may override during report setup

g Guidelines for changing information of a deceased individual:

« Go to Individual Records and find the record of the deceased
« Under the Name tab, in the Individual Information section, check the “Do Not Print” box
« Under the Personal tab, complete the Death Date and Death Place fields

+ Gotothe Address Record and make appropriate changes to the Family Status options, including Mailing,
Label, and Salutation names. If this is the only person on the Address Record you may wish to change
the Mailing Code to “Archive” to prepare the record for removal the next time you archive.

+ Go to the individual Record of the spouse of the deceased and change the Marital Status found on the
Personal tab to the appropriate code.
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Phones tab and Email tab - enter individual phones and email addresses by user-defined type; extensions
and notes can also be entered. Individual emails can be sent by clicking the icon by the Type column.
Phone numbers and email addresses can be marked as Unlisted.
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Personal

Complete appropriate personal information for the individual:

«  Age will automatically calculate

+  Gradefield can be quickly updated by using Membership Utilities (»>Program »>Membership »>Address
Utilities)
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Membership

Care should be taken when defining and using Membership Code and Membership Status since these fields
are often used for reporting purposes. These codes are setup/modified under the Master Coding System.
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Photos - Individual photos may be imported into CDM+ by selecting one of the three buttons: Import from File;
Import from Clipboard; or Retrieve. NOTE: Individual photos are not used in the Individual Yearbook Directory.
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Groups

User-defined code types and related codes allow you to track virtually any type of information for an individual;
example - Current Church Groups, Church Offices, Children Ministries, Time and Talent, interests and skills,
Spiritual Gifts, etc.
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User Fields
Use the User Fields tab to track additional personal information, such as:

- Date Background Check Completed

- Emergency Contact information

- Medical information or Allergies

- Attach scanned documents such as Baptism Certificate or Living Will
Record information related to the individual in a wide variety of formats - text, dates, whole numbers, currency,
yes/no check boxes, web pages, and raw data (scanned documents, audio, and video files).

Create User Fields sets on the Master Coding System window to organize types of information.
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Attendance

This pane lists the individual's Attendance history. Attendance information for the individual may be added
or deleted from this pane by clicking the appropriate button.
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Pastoral

Pastoral notes for this person can be viewed (access settings apply) or added here. Double-clicking on an
entry will open the Pastoral Record window. NOTE: Care should be taken entering pastoral notes from this
tab. Unless you open the Pastoral Record window to change the Access Setting for an entry, it will have your
Default setting (viewable by all users you have marked under »CDM+(macOS)/File(Windows) D>Preferences
P User > Membership and Attendance tab P>Pastoral icon).

Visitation

View existing or add visits made to this individual here. Highlight an entry and click the Visitation button at
the bottom of the window to open the Visitation Records window, where more information can viewed or
added. NOTE: Care should be taken adding visitation notes from this tab because it will use the Default access.

Events

Displays a list of all the events this individual has registered for utilizing CDM+ Event Registration program.
This tab only displays if you have the CDM+ Event Registration program.
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Notices

Displays a list of all the Notices (letters, cards, or emails) which have been sent to the individual. Requires
setup in System Preferences to activate this pane and tracking of notices (»CDM+(mac)OS/File(Windows)
P Preferences P> System P>Membership and Attendance tab P> Notices icon). Notices tab is also present
on the Address record and Giving Unit record.
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Check-In

Displays Authorization information, Preferences, and History on individuals entered through CDM+ Check-
In/Check-Out program. Tab only displayed if you have the Check-In/Check Out program in your CDM+ suite.
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Actions in the Individual Record sidebar:

Address - opens Address Record of this individual.

Giving Unit - opens Giving Unit Information for this individual.
Visitation - opens Visitation Records for this family.

Register - quick link to register this individual for an event already setup in Event Registration.

Connections

Using Connections, CDM+ gives you a deeper perspective on how individuals and entities in your database
relate to one another and to the church as a whole. The Connections tab is now the last tab on the Individual
Record, and you can click on a connection to expand records to reveal the greater "web" of connections at
the heart of your organization .

Under the Connections Tab, now the last tab inside the Individual Record, other records in CDM+ can be
linked to track relationships.
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NOTE: Church Records and Contacts will only appear if you have the CDM+ Regional Program.

Individual Record Connections

B

Inside Master Coding, a list of connection types can be created and used across all connection records. Codes
can also be created and added to Master Coding as connections are being created.

A few examples of individual Connections (Codes) could be:

Mother Stepmother
Father Stepfather
Sister Stepsister
Brother Stepbrother
Grandmother

Grandfather

2024 CDM+ Users Conference

Aunt
Uncle
Cousin

Godmother
Godfather

Spouse
Partner
Friend
Employer
Co-Worker
Neighbor
Babysitter

Getting Started - Membership
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P File »>Master Coding System p>Codes P-All
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To add a connection code on the fly, simply type the words that describe the relationship you wish to define

and you'll be prompted to add the code to the Master Coding System:
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Entering a Family Connection

»Program P>Membership P> Individual Records P>Connections tab

After locating the individual for whom you would like to create a connection:

1. Change Record (located on left hand side)
2. New (located under the individual's name)
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3. Select the type of connection to add, in this instance, "Individual Records"
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4, Locate the record of the individual to connect:
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5. After selecting an individual, click Next in the lower right corner.
6. Enter or use the drop down arrow to choose a connection code.
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7. Choose Done in bottom right-hand corner. Then click Save in the upper left hand bar.
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Viewing Connections

To expand the family connections, simply click the individual you would like to view and a second window
will open to the right showing their connections. As the viewer continues to click, windows open to follow
the web of connections.

O cotmem

5 s

Following the same directions, Connection Types can be added for the following records:

Address Event Resource
Check-In/Check-Out Event Giving Unit Room

Church Individual Vendor
Contact Memorial Gift Designees Visitor Address
Customer Payer

Employee
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Adding an Address Record
»Program P>Membership »>Address Record

Click on the Add button; if you are adding multiple records, click the Multi-Add button to allow the entering of
multiple records without clicking on the Add button each time. Complete the information on the appropriate

tabs for each family. Click the Save button after each record; click the Finish button to complete the Multi-Add
session.

After entry of the Address record, click Individuals in the sidebar OR click on the name of the individual in
the Family Listing to open the Individual Record.

How to Enter Couples with Different Last Names

Some married partners choose to continue using their own family names. Here is the procedure for entering
their Address Record in CDM+ so that it appears correctly in the directory and on address labels.

For example, you wish to enter a record for Jim Miller and Joy Ross. Type Ross in the Last Name field and
Jim Miller and Joy in the Mailing Name field. This way, when the address label prints for the newsletter, for
instance, the label will read, Jim Miller and Joy Ross.
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This takes care of the mailing label, but what about the church directory? If someone wishes to find Jim Miller,
he would be printed with the Rs under Ross. To remedy this situation, add another Address Record so this
family can be cross-referenced under Miller.
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Click Add and type Miller in the Last = = i
Name field. There is no need to enter & i . L i
any other family name or address - —— . =
information because this record will - i
be used strictly for directory cross * grp -

reference purposes. :

In the Mailing Code field, select g 1 S W [4h
Directory Cross Reference. If this P

mailing code does not appear on the e Ll
drop-down list, create it either through e
the Master Coding System or by typing O i e
it in the Mailing Code field. — S

Lol & &

NOTE: Always include the Directory
Cross Reference code when printing
a church directory. Never include it
when doing a mailing.

The additional Address Record would , _

look like the one at right. Miller w« oo e R

appears in the Last Name field and ** = - e
Directory Cross Reference in the N

Mailing Code field. N T =

Insert an Individual Record for this & « : . e e =l =~
Address Record.Type MillerintheLast = =** g o ——
Name field and See Ross in the First = ww " i
Name field (since the family actually s B o
appears under Ross in the Address . S
Record). The new Individual Record e, by e [
will look like the screen shown here. o R

B ey

L

When entered in this way, the two Yearbook Directory entries print as follows:

Family entry:

Jim Miller & Joy Ross
1144 Main Street Big City, KY 40123 859/555-8149
Jim Miller* Joy Ross*

Cross-reference entry:

Miller
See Ross

In this way, when looking up Miller in the directory, you are referred to Ross, where the family appears with complete
information. Of course, if you wish, you may place the husband’s name last on the first Family Address record so it
reads Joy Ross and Jim Miller. Ross would then be cross-referenced and referred back to Miller.
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Adding an Individual Record

»Program PMembership P> Individual Record

Click on the Add button; if you are adding multiple records, click the Multi-Add button to allow the entering of
multiple records without clicking on the Add button each time. CDM+ will prompt you to select an Address Record
for the new individual. Individual Records in CDM+ must be connected to an Address Record. After selecting the
address, CDM+ will return you to the Individual Record window. Complete the information on the appropriate
tabs for each individual. Click the Save button after each record; click the Finish button to complete the Multi-Add
session.

Moving an Individual to a Different Address Record
1. Key question: to which Address record is the Individual going to be moved?
2. FindtheIndividual record of the person who is to be moved and click on the Change button in the sidebar.

T ——p o b D I S —

3. Inthe Address Information section of the pane,
click the Select Address button.

4. |Ifitis an existing address in CDM+ Membership, i
find it, highlight it and click OK. My

5. Ifitis a new address, create a new Address record = ot
by clicking on the Add Address button and entering
the new information; click OK when finished.

6. The individual is now moved to the new address. =t | [N
You may need to update their family status.

7. If there are Giving Units tied to an individual you are moving, you will be asked if you wish to update the
address for the Giving Unit record also.

8. Ifnolndividual records or Giving Unit records remain tied to the old Address record when you are finished,
you may delete it.
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Membership Reports . s s

. . T

Print Reports from Find Results L R oA TR G .
. . . . . . m .'. 3

Clicking on the Reports button will bring up a list of available g bt | Srpmivrran

report options related to the Membership window you have & N vt

open;i.e., Address reportsif the Address record windowisopen. . =7 .

You can choose to print

- the entire results list
- a selected record (highlighted) -
- multiple selected records (highlighted).

NOTE: Multiple records may be selected (highlighted) by holding down the Command or Control key
while clicking on the desired records.

Reports Menu
P Reports P> Membership Reports

CDM+ Membership Reports are grouped into seven
headings for ease of use: Directories, Listings and
Exports, Summaries, Labels, Notices, and Visitation
Details.
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Visitation Visitation

. . Listings . .
Directories and Exports Summaries Labels Notices Details Selected Types
Address Addretss.Master Addres.s Address Labels/ Address Letters | Detail by Staff
Directory Listing Summaries Envelopes
Address -
Yearbook Address P.hone/ Ind|V|du.aI Address Address Cards |Detail by Address
- Email Summaries Name Badges
Directory
Individual | AddTesSCUStOm |\, iation | Individual Labels/ . Detail by
Director Listing Summary by Type Envelopes Address Emails Individual
y and Export y oy lyp P
Individual Visitation Custom Visitation Individual -
Yearbook - Individual Letters
- Listing and Export Summary Name Badges
Directory
Family Status/| Individual Master Pastoral Records Individual Cards
Giver Code Listing Labels/Envelopes
Family Info | Individual !:’hone/ Individual Emails
Sheet Email

Individual Custom
Listing and Export

New Member
Listing

Birthdates by
Month

Anniversary by
Month

Pastoral Records
Listing

Pastoral Custom
Listing
and Export
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Membership Data Management

Master Coding System

The Master Coding System allows you to customize CDM+ to meet the ministry needs of your church or
organization. There are three types of code options found under the Function column: Codes, Groups, and
User Fields. Select the desired option under the Program, and Field Code Types will appear. Edit or Add Codes
as desired. Attendance may be taken on any Groups code and selected Codes options. The Master Coding
System is found under the File menu: PFile P>Master Coding System

Tab Action Displays Where

Codes

Defines codes of system fields; (these
fields cannot be deleted; some field
names can be changed under System

Appropriate fields on Address,
Individual, Contribution, Attendance,
Visitor, and Roommate records

Preferences)

Groups Create user-defined lists and codes On Groups tab of Address, Individual,

(unlimited number) Visitor, and Giving Unit records

User Fields

On User Fields tab of Address,
Individual, Event Registration, and
Roommate Resources records

Create user-defined fields: text,
number, date, time, Yes/No, web page
(URL), raw data (documents, video,
spreadsheets etc)

(unlimited number)

See when a code
was entered and
last modified

Codes are organized by program. Click on the Click a code to
Only programs which can be red X to delete start editing it
accessed will appear acode

See every-
where a code
isin use

Click Add Code or clickinto  The Save button will
the list and tab to a new light up when there are
line to add new codes changes to be saved

Use the sidebar to
switch between
window functions

Print a report of the
Master Coding System
data at any time
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Codes
P File »>Master Coding System PCodes tab

Because of their widespread use, some important codes to remember are:
+  Mailing Codes — Address records

«  Care Group - Address records

+  Membership Codes - Individual records

+  Membership Status Codes - Individual records

+  Church (Sunday) School Class Codes - Individual records

+  Notice Category - All Notices

Groups
P File »>Master Coding System P>Groups tab
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Moving Groups - For instance, you e —— . —
] - .

have accidentally added the Education
committee Group to Current Church Groups.
You wanted it to be under Current Church
Committees. Select the Group under Current —
Church Office Groups column and click the P
Move to Group Type button. This reveals R

a list of all the defined Group Types. You m
select the Current Church Committee and
the group is moved.

Detail Tracking - Select this box to activate a feature to track group membership history, including terms,
dates enrolled and de-enrolled, and position for each Individual group, Address group, Visitor group, or
Giving Unit group.
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Track Attendance - Select this box to activate Attendance tracking for the selected Group Type. Attendance
will be entered in the Attendance program of CDM+.

g One Time Mailing: Create a Code Type (group) called “Special Temporary List” or “Temporary List” to

group unrelated records together for a one-time mailing or emailing. Use Individual List Maintenance to
add individuals to the Temporary List (and remove them after use); this Code Type (group) can be used
over and over again.

Ranked - Groups normally display their assigned records in alphabetical order. If you want to specify the
assignment order of a group, select the group and check the Ranked box. Use List Maintenance to re-

order assignments on ranked groups.
User Fields Codes
P File »>Master Coding System PUser Fields tab

The User Fields option allows you to create user-defined codes of various types including: text, numbers,
yes/no, date, time, raw data, and web pages (URL). These fields are set up to display on various record types
throughout CDM-+.
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User Fields Codes may be organized into Sets for ease of use.

Unassigned Codes will appear by default in a Loose set. Note there is a Loose set on the User Fields tab of
the Master Coding System window for each Code Type of record. Click to highlight any of the Loose sets to
see all unassigned User Fields Codes for that record window type.

NOTE: Codes can be moved from one Set to another. Click the Move To Set button and select the desired Set.

To create a User Fields set, first select the record window type from the Program column on the Master Coding
System window, then click the small Add User Field Set button at the bottom of the Sets column. Type a
Description for this Set and click Save.

This User Fields set will now appear on the User Fields pane of the record window type you chose. But you
must also add codes to the set. Users Field codes can be added by clicking the Add User Field button on the
Master Coding System window or "on the fly" on a record window.
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To add User Field codes to a User Fields Set on the Users Fields tab of a record window, click the Set once in
the list on the left to highlight it, then click the small Add User Field button, type the description, and when
finished adding, click Save.
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Locked Set

If the box in the Locked column is checked for a User Field set in the Master Coding System, all codes within
that set will display on the record window when the set is selected, instead of choosing a code from a drop
list. For example, the Background Check set on the Individual Record contains codes that relate to the steps
of completing a background check for persons who work with youth.

i Virew e L ] B g el g rinan My L fomil A w Fand

Examples of uses of User Fields codes:

Address Text field - Comments or Diocesan code

Address Web page — Family Web Page

Individual text field — Medical Info (Allergies to food or medicine; medical conditions)
Individual Raw Data field — Scanned Trip Permission Form

Individual Date field - High School graduation, College graduation, or Completed training
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Address/Individual Field Maintenance

Address Field Maintenance and Individual Field Maintenance allow you to quickly make additions or changes
to multiple records from one window. You can narrow your list of records based on a query (Standard or
Advanced Find) or you can show all records in the database. To open the Address Field Maintenance window,
follow these steps:

»Program P>Membership »Address Field Maintenance

R ArTead o M s To add the Zipcode as shown in the example
by rnslaaa N - atleft, click the Add Field button and choose
=T ’ the Zipcode from the list. With a field chosen,
=T B W e you can then make the additions and
e = changes you want on multiple fields.

i Ryt To replace all the data in a column, click the
S Pencil icon, choose Assign Columns, enter
the new data, and click OK.

To find certain text and replace it with
something else, click the Pencil icon on a
column, and choose Find/Replace Columns.

NOTE: You can also swap data in different fields. This is done by choosing at least two fields (they will display
in different columns) and clicking the 2-Window icon beside the Pencil icon. You will be asked to choose
whether you want to Swap the data or Copy the data. Choose Swap the data and the data will be moved
from one column to the other.

This works exactly the same in the Individual Field Maintenance.

Address/Individual List Maintenance

The Address and Individual List Maintenance provides a quick and easy way to add records to your groups
and lists. To get to the Individual List Maintenance, follow these steps:

»Program P>Membership P Individual List Maintenance

P p— - = * Note the Individual Information

' section provides Address, Primary
Phone, Family Status, and Birthdate
of the highlighted Individual record;
this can be used to verify the correct
individual has been selected.

EEEEEEREEEEEL

Adding Individuals to a Group or List

2024 CDM+ Users Conference Membership Data Management 2-5



On the left side of window, you will see tabs for Individuals and List. With the Individuals tab selected, you
may either Show All records or use the Advanced Find to query for a specific list of records. Select a Code
Type and Code using the drop lists above the right hand panel. To assign individuals to the selected list,
double-click their name on the left-hand list to transfer it to the right-hand list. Or you may select multiple
names and transfer them by dragging or clicking on the Transfer Selected button. When all the individuals
have been added, click Save.

Moving Individuals from one Group to another Group — Promotion Sunday

With the List tab selected,

you may choose an existing - ar i
Group or List. Click on the e

down arrow and select a .

Code Type, such as Sunday

School Class. Then click on : v
the down arrow and select — e
a Code, such as College T

Class. The list of all records

with that assigned code

will appear in the left hand

panel.

Now select the Code Type above the right hand panel, again choosing Sunday School Class; now select the
Code of the class the individuals are moving in to, such as Single Adult Class. To assign individuals to their
new class, double-click their name on the left-hand list to transfer it to the right-hand list. Or you may select
multiple names and transfer them or clicking on the Transfer Selected button.

NOTE: There are two modes of transfer—Move and Copy. Click on the radio button to select one. A name
that is moved will be cleared from the original list; one that is copied will remain.

Ranked Groups

When working with a ranked group, assigned records will be listed with their ranking. To adjust ranking,
select one or more records and drag them to the desired position. You can also use the To Top and To Botttom
buttons to easily move record(s) to the top or bottom of the list.

Common Uses for List Maintenance

« Assigning/changing mailing codes to Address Records through Address List Maintenance
+ Assigning individual membership and status codes

« Adding individuals to groups, offices, committees, etc.

« Adding individuals to Church School Classes

+  Sunday School/Church School promotion
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Updating School Grades

Note that school grade promotion is done on the Membership/Address Utilities window. Note that this
action does not automatically move children from one class or group to another. You must use Individual
List Maintenance as explained above.

»Program P»Membership P> Address Utilities

This window includes three utilities to aid in maintaining your database:
Update Grades, CASS Certification, and National Change of Address.

Update Grades facilitates the quick updating of the “Grade”field on the
Personal tab of the Individual record. Set the update chart to move the
Current grade to the New grade; when setup is correct, click the Update
button. Clicking the Swap button reverses the grades; clicking the B
displays a list of the individuals in the Current grade for previewing.

For information on the CASS Certification and National Change of
Address portions of this window, see the Discount Mailing section of
the online CDM+ manual.

]

0

Detail Tracking in User-Defined Groups

This feature tracks group membership history, including terms, dates enrolled and de-enrolled, and position
for each Individual group, Address group, Visitor group, or Giving Unit group. Detailed Tracking for a group
type must be turned on in Master Coding System as described above (see Master Coding section).

To add detail for codes (groups) assigned to individuals, open the Individual List Maintenance window and
select one of the codes (groups) for which you checked the DT box on the Master Coding window.

i

To the right of the list of individuals assigned to this code are columns for Position, Date Enrolled, Date De-
Enrolled, Term Begin, and Term End. This is the detailed information you can now track. Click on Modify to
change information for existing individuals. Select a Position from the drop list or type to add a new Position
code, such as Member or Chair.

NOTE: While working on the list you may choose to hide the source list on the left, which allows you to
expand the window to the right to avoid scrolling. To do this, just click the Hide Source check box.

Default values - You may set default values for any or all 5 fields that are tracked. Click the Defaults button
to open a pop-up window.
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Enter the desired information, click OK, and those fields with default values will auto-fill when you add a new
individual to the group. To change all individuals in the group to one or more default values, check the Reset
box next to the desired field(s), and click the Reset button.

Historical entries - You may
choose to display Historical
entries by clicking the Show
Historical check box in the top
right corner of the Individual List
Maintenance window. Historical
entries will display with the name
grayed out and a gray circle next
to the name. An entry becomes
Historical either when a Date De-
Enrolled is entered or by clicking
the Mark Historical button below
the list.

Membership and Attendance Preferences
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The detailed tracking information entered in
Individual List Maintenance is available on the
Individual Record window. For example, if you
choose to enable Detail Tracking for Current
Church Offices, when you select the Groups
tab on an Individual Record window, you will
see a "people's heads" icon next to the groups
listed under that type. Click on the icon to
see details of this individual’'s membership
in the group.

CDM+ allows for both User and System Preferences to be setup which determine how selected features work
within the programs. System Preferences are chosen or setup and effect all users; User Preferences are chosen
by the individual user and effect only that user.

System Preferences

» CDM+(macOS)/File(Windows) »>Preferences »>CDM+ System P»>Membership and Attendance tab

Fields icon

EE—

2-8 Membership Data Management

This window allows you to rename some of the
fields used in CDM+.

The panel in this window has two columns. The
column on the right is the default name of the
fields on the Address Record that can be renamed.
The column on the left is where you rename those
fields.
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This renaming can also be done for fields in the Renaming is also an option for Visitation Fields.
Individual Record.

Defaults icon

e e ] The defaults portion allows you to define
D E — - your default city, state, ZIP, country, area
— é e = L code, and Mailing code.

A —— Sav.e Sent Notices - allows users to
[:‘: E‘ M T & optionally save sent Letter and Card
= e from Membership, Attendance, and

Contributions. Email Notices are always
e i B T e saved.
= e ) e P
o i G The screenshot to the left shows the three
s - e options for each of the notices sent from
- s [ .

the program: Do Not Save, Save Always,
and Prompt to Save. Make your selection
for each item and click Save.
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User Preferences

Once you click Save Always or
Prompt to Save for any of the
items, a new Notices tab will
show on the Address Record,
— Individual Record, and/
sess s = 0or Giving Unit Information
iy : window(s). When you send a
: Letter, Card, or Email Notice
and it is saved, it will appear

under this tab.

» CDM+(macOS)/File(Windows) »>Preferences »>CDM+ User P>Membership and Attendance

Fields icon
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You have the option to include Address IDs on the Address and beviation Mar e B Sutee

Individual Records window and in Find lists and Export lists.

Visitation icon
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Pastoral icon
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2-10  Membership Data Management

Lt S b & M M Dy

Provides two options for the display of Visitation
Reminders:

« during startup of CDM+
+  checks for reminders every minute and displays
the reminder at the time entered on the reminder

Set other user's access to this user's Visitation Records
and Reminders using the two code lists on this tab.

Set default access to user's Pastoral Records
on this tab.
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Membership Reports

Reports in CDM+ share a common framework. This framework provides for rapid development, easier and
more effective maintenance, and a lower learning curve for the user.

Reports Menu

a
v
P Reports »>Membership Reports P> (selected
heading)

CDM+ Membership Reports are grouped into seven
headings for ease of use: Directories, Listings and
Exports, Summaries, Labels, Notices, Visitation details,
and Visitation Selected Types.

¥y F ¥ PR P YRR FEE FEE

Report Windows
There are two main components to a report window: the search and the options.
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These components are available on nearly all reports in CDM+. Within each main component of this window
are several other common features. In the search area, many reports offer Standard and Advanced Search
options, and when opened from a record frame window, a Window Results option.

SrardEnd Sasnch Advenitd Sdanch Winaoa Resules
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Report Window Options

In the Options area, there are various tabs available that allow you to customize the report. Which tabs are
available depends on the type of report and the specific report itself. Here are some tabs you might see on

CDM+ reports:
Report - Report-specific opti
@ Report eport - Report-specific options
=L Format - Make report column selections, etc.
b ———1=]

s FOrmat

Page Setup -Choose paper size, orientation, margins,

and scale
Page Setup
Logo
|
Logo Text -Set font, header/footer options, etc.
Text Custom Listing
[ s Export - Select fields to export orinclude on a custom
&y Custom Listing list
Notice
Export
Labels/Envelopes - Select and edit the label/envelope
MNotice for Labels/Envelopes and Card Notice
Cards
Labalg/Emnsiopes Some reports have additional report-specific options
+ tabs.
Y cards
Load/Save Report

If your ministry is like most, you tend to need
the same reports over and over. With the Load/
Save Report feature, you can save the search
criteria for an oft-repeated report along with
its formatting and other options. What a time
saver!

If you have previously set up the report you
need, simply click the Load/Save Report button
at the bottom of the report setup window,
highlight the report in the list and click Load.

If you have not yet created the report you need,
you may set up the search and formatting
options for the report first, then click Load/
Save Report when you're ready to save and
name the report. Or, you may click Load/Save
Report before creating the report and use the
Load Defaults feature as a starting point for
your new report.

Lelagad

There is a Saved Reports Window for each type of report, and you're likely to return to them often. The Saved
Reports Windows are also where you find options to Replace, Rename, or Delete previously saved reports.

3-2 Membership Reports
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Labels/Envelopes

»Reports P>Membership Reports PLabels P Address or Individual Labels/Envelopes

Creating labels from CDM+ provides you with many choices. The Labels/Envelope report window allows
for the selection of : Labels, Envelopes, Cards, Name Tags, Rolode, File Folders, Electronic Media, Dymo
Labelwriter, and Favorites.
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Under the Labels/Envelope tab, click the arrow beside Labels, scroll down to select the appropriate label; a

preview of the label shows to the right.
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+ Report, Format, and Text options further customize your
selections

« Hundreds of editable label and media types to choose from
« Option to skip labels on the first page of printing
- Edit paper/page options and label setting for page

» Name Badge printing including Barcode

* For label formats that you use often, click the Mark
Favorite button to move that label up under the Favorites
section for quick re-use.

The Edit button allows you to change the setup
on the selected label.
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Directories
»Reports P>Membership Reports P Directories P>Address or Individual Directory

A very popular and useful report, the Directory lists the results of a Standard Search, Advanced Find, or
Newsletter/Directory grouping (Address reports only) in an easy to read numbered format: Name, Address,
Phone. The report is also available to print the results of a Find from the Print button on the Address or
Individual record window.

Report Options and Sort Order are selected on the Report

=He. 00 S tab.
i i . . o .
(.. [e— T == Format tab provides selection of Individual Name Options,
N v ures Address Name Options, Address Options, Unlisted Phone
B, P i Numbers, and Other Phone Numbers.
5 paen
g
= m
e
i T
‘_ b )
| Colamar
Diractory
Current Church Cices equal to. Board
Bamrd
Hama iddress City. State Jip Prione Mumber
1. Wchel Mecarder £ Shady Lans Bug Caty, XY 40123 Bo5 A2 MR
2. Villam fden 1574 Stevens Lane Big City, KXY 40123 BESLAXLL455
3, George Bakdwn 50 W Oak Lane Big City, KY 40123 BES B 8459
4 Lircon Barymons 450 Wasn Sireed Big Caty K¥ 40023 BLE-BE T OaNL

Yearbooks
P Reports P>Membership Reports P> Directories PAddress or Individual Yearbook Directory

B i ke Pl - 1 R r Click Add, select a template, enter a
— i S description, then click OK - OR - select an
A re existing report and click Edit. The Modify

Yearbook Directory window will open.

@ Create custom designed Family
(Address) directories
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vaaitesh (et Sabus Click Directory Setup at the bottom of
e o e kit T the Modify Yearbook Directory window
to choose page and margin, column,
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' i A S —— The report has a completely user-
e e definable layout area. Click to select
. : ' ' a field, then click Item Settings to

l change font, size, style, alignment,
— J and other options. Click the Fields tab

' to click-drag and add new fields to the
layout. Click the Drawing tab to add
lines, shapes, text boxes, or graphics.

[

Some fields on the yearbook directory have additional settings under the Options tab on the Item Settings
window. Those fields include:

Address: Block

Address: City, State, Zip, and Country
Address: Lines 1 and 2

Full Name

Individuals

Other Phones

Phone

Work Information

Click to select the field on the Design pane, then click the Option tab on the Item Settings window to see
available options for that field.
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Notices

Notices provide the CDM+ user the option to create custom communications using Letters, Cards, or Emails.
Multiple Notices (Letters, Cards, or Emails) can be created and saved for repeat use. Each option includes
word processor-like capabilities and embedded data fields. A wide selection of Formats, Alignment, and
Spacing selections are supported, and Graphics and signatures can be inserted into all Notices. As a result,
personalized letters, cards, and Emails can be created.

To learn more about creating/formatting notices in CDM+, take the Notices class or see that section of this
manual.

P Reports P>Membership Reports P>Notices P> Address or Individual Letters

hEs it Lars — You may choose an existing Letter Notice to edit or
™ = N A use asis, oryou can create a new Letter Notice. Begin
s et Bl b by clicking the small Select/Add button.
g ang S a8

Jﬂllllniu

- Calasar - e B e e

A new window will open in which you'll see any existing notices. On this window, you have the option to
choose an existing notice, add a new notice, duplicate an existing notice, rename an existing notice, or delete
an existing notice.
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P Reports »>Membership Reports P>Notices P Address or Individual Cards

Click Select/Add to view existing cards or add a new  [= . >
card. % 'm
L ngr'sd gl b e
Add, Duplicate, Rename, or Delete cards. Brarn 2
Click the Cards tab to select the desired card format. L i e
The Edit button allows you to change the setup on the o e
selected card or label format. Pt 12 ey o
Lo e ; : !
m r‘ -

Saving Sent Notices

In the Membership, Attendance, and Contributions programs of CDM+, sent Letters and Cards have an optional
Saved status. All letters or cards selected to be Saved will update the recipients' Individual or Address Records
Notice tab with a Saved entry.

NOTE: All Email Notices will be automatically Saved and noted on the recipients' Notices tab.

» CDM-+(macOS)/File(Windows) P>Preferences »>CDM+ System »Membership and Attendance
P Notice icon

—— There are 3 options for each type
- _J EI, S ' h of Letter and Card notices sent

‘ from the program: Do Not Save,
Save Always, and Prompt to Save.
Make your selection for each item
and click Save.

o0 o0 o0

After you set the Notices preference to Save Always or Prompt to Save for any of the items, a new Notices tab
will show on the Address Record, Individual Record, and/or Giving Unit Information window(s). When you
send a Letter or Card Notice and you marked it to be saved, it will appear under this tab. All Email Notices
sent from CDM+ will be saved on the Notices tab.

b T Fraicny e iy drrsdarcm Fasiaw iyl Lymrm St Chacia = Creraciorm Ergags

o 1 Decrpton Dl S o] Lris

Email Notices
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Email Notices provide an effective means to contact the groups, classes, and teams already set up in CDM+
via the efficiency of email. Select the Add button to begin a new email.

»Reports P> Membership Reports P>Notices P Address or Individual Emails

3-8

Membership Reports

on both Address Records AND Individual Records
windows, while Individual Email Notices use ONLY
email addresses entered on Individual Records.

g Address Email Notices use email addresses entered

Select the Change button to modify an existing Email
Notice; database fields, pictures, or artwork and textboxes
can be added. (The Notices class covers these functions.)

Click the More Options button to preview the recipients
list, add an Attachment and/or chose to “Send a copy to
the Sender”

to the Sender" will result

in you getting a copy of
EACH email sent. To receive
just one copy of an email, do
not check the box and make
Y, sure your email is listed in the
LR v staff addresses on the Confirm
e e Email window before sending.

@ *Checking "Send a copy

- R
R

aooDom

D@

NOTE: If the email is personal-
ized with embedded database
fields, any copy sent using the
e staff addresses will show the
database field names only.
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Custom Listings and Exports

P Reports P>Membership Reports PListings and Exports P>Address or Individual Custom Listing

and Export

Custom Listing and Export reports are the most versatile reports in CDM+. These reports allow the creation
of user-defined sets of fields to display on a custom-titled report, as well as exports that can be opened in

such programs as Numbers, Excel, or Word.

L o - L — W

Sets can be created for one user; or shared with all users

Click the Add button # to create a new custom list set; or click Modify to change an existing set.

Type the custom report title in the Report Title field
To set the sort order for the listing click on the Choose Sort Fields button or
The default layout of selected fields is across the page. Click the Details checkbox to have fields display

4T B m .1 Toeditthe Custom Listing, click
T s the small grey icon next to the
— plus sign near the Set dropdown
Hmir bar. The Modify Export Sets
----- - window will open. In the Modify
Export Sets window, double-
click or drag fields from left to
right. In the Fields in Set list on
the right, click, drag, and drop
fields to set their order.

Add Blank button allows for a custom blank field to be inserted in the report.
Widths button allows you to set the column widths for the report.
Check the Publish button so other CDM+ users can access your set.

2024 CDM+ Users Conference Membership Reports
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Click Close when finished - set will automatically save.

i 7208 0
— - 7 N T
T - L e e = e
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To Export, click on the Export tab, and choose the settings you want. Then, click any of the options on the
top of the window, to export the file, such as to a PDF, .csv, Numbers, or Excel.
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Name Badges
P Reports P>Membership Reports PLabels P Address or Individual Name Badges

it ke e g — Click Add onthe Name Badges report window. Give
:' ‘r-T' — Bl ] the label a description and choose a label format,
S e —rm : then click OK.
- Barasery s me s By e
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r& Foerai
g
J Ctpsfin

= s e e
_.lﬂ,] | Bl Srenm o o i
T . ~ ’

Lraang Dpeamey

:

maa Fram g

e

* Create a custom-designed label and use it over
and over. Once a label has been created it can be

Duplicated, altered appropriately and Saved with
a new name.
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Summaries

Name Badge gives the option of adding a
new badge or use an existing one. A new
badge can be created by clicking Add.

Click to select a field, then click Item Settings
to change font, size, style, alignment, and
other options.

Click the Field tab to add new fields to the
layout.

Working with name badges is very similar to
the yearbook directory layout - you can add
fields, lines, shapes, text, and graphics. Be sure
to work only in the white area.

»Reports P> Membership » Reports > Summaries P> Address or Individual Summaries

Address and Individual Summaries provide “totals only” reporting on Membership information. These reports

may be useful in completing annual reports.

- L mlm g s -
=1 - e
=B, Y
|-_-' L ] - . |
e Fgm W B Me Dipmew s [ew Gowe By
Espard
[l
o ‘Feaich | B O
I Comi o P smiwss
domy Carver o
[ 2 (o 1 B Frm Larsima
o e B B 11 ST P R Sl
T Coele (0 Do 3 P B
g‘ Frmarn
Page Satup
wmms
Lege
Tant
_—
PR —
(5 conspen
R DN
¢ f Bl L0V ' 5
o . K i EY
F 4 1
Al Chasri
s e Cabusl & T o] f O S
Rkt [T ]
S A
L3 rer]
e Rt
F 1wl s ]

2024 CDM+ Users Conference

Membership Reports  3-11



3-12  Membership Reports 2024 CDM+ Users Conference



Getting Started - Attendance

The CDM+ Attendance program is designed to assist you in recording and evaluating the participation of
people in the life of your church. Attendance at committee, council, board, fellowship meetings, worship
services, Christian education classes, annual congregational meetings, retreats, or any other type of event
can be recorded in CDM+. Recording attendance in CDM+ requires you do two things: acquire the names
of those present at a particular service or event, and enter attendance for that particular service or event.

In order to begin tracking attendance in CDM+, you must have the following items in place:

« Individual Records must be entered.

+  Master Codes for Services/Events, Church (Sunday) School Classes, and other groups or lists must
be identified and entered.

«  Membership Status codes should be set up for control of Attendance Lists.

Setting up Class and Group Lists

In order to begin tracking attendance for a class, you must have the classes defined in the Master Coding
System and individuals enrolled in the classes. To establish classes follow these steps:

P File »>Master Coding System PCodes

= Colapas

With the Codes tab highlighted, click once to select Individual under the Program column. This will provide
a list of the Individual Code Types in the column to the right. In this column select 'Sunday School Class. To
add a class, click the small Add Code button at the bottom of the column to the right called 'Sunday School
Class Codes". Type the description for the class in the new line. You may identify a leader, location, area, and
time, if desired. To add additional classes, either click the Add button or press the tab key while your cursor
is in the class description field to create a new line.

Once you have your classes defined and individuals entered in CDM+, you can assign individuals to classes.
Assigning individuals to classes is done through the Individual List Maintenance window.
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Assign Individuals to Classes
»Program P>Membership »Individual List Maintenance

Theliston theleftis all the individuals

you have entered in CDM+. On the . .«

right, choose the code type and code —
(or class) for the class in which you e
want to enroll individuals. You can

add individuals to a class by any of

three methods:

Selecting a name in the left
hand column and dragging it to
the right hand column

T T T

Double-clicking a name in the
left hand column

Selecting a name and clicking oo s -
Transfer Selected button

@ *Shift—click to select a series of multiple names in the left-hand panel or control-click to choose several
names at once. When the names are selected, drag them to the right-hand panel or click the Transfer
Selected button.

The Individual List Maintenance can also be used to move individuals from one class to another. This is an
excellent way to perform promotions. Click on the List tab on the left hand side of the window and select
the Code Type and Code for a particular class. On the right, select another Code (or class) and move the
individuals from the left to the right as described above.

* Note the Address

record information for

the individual displays

when selected. This is

=t AR pis helpful to insure the

ERETE— - selection of the proper
- : ' individual.
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Attendance Preferences

Prior to entering attendance in CDM+, it is helpful to establish the status codes you would like to see when
entering data. You set this in CDM+ Preferences.

» CDM+(Mac)/File(Windows) »>Preferences > CDM+ System P>Membership and Attendance
P Attendance

- — , ' Here, you can set the status codes for
1 J Ef Individuals (Events, Services, etc) and

- Classes. You can also tell CDM+ to load the
class enrollment (based on Status Codes
chosen) into the right-hand panel of the
Attendance Entry windows by clicking
on the Auto Load List checkbox. When
finished, click Save.

Taking Attendance
Taking attendance requires that you have the names of those present at the service, class or event. For this, CDM+
has Worksheets for marking attendance prior to inputting it. There are three Worksheets from which to choose:

Attendance Worksheet by Date
Attendance Worksheet
Barcode Worksheet

In addition to attendance worksheets, you can use the CDM+ Mobile app to take attendance. The beauty of
using the app is that once you "take" attendance, it is automatically entered in CDM+/

Attendance Worksheet By Date
P> Reports P> Attendance Reports P>Worksheets PAttendance Worksheet By Date
The people and classes (or events) are defined in the middle

section and the items on the report and its formats are set
from items under Options in the sidebar.

m ey T Under "Include” you select the Status Codes (e.g., Active,
L Inactive, etc.) and/or Care Groups. Under “Individual

e Selection,” you can further define who is on the list by a

g range of dates an individual has attended, such as only
Lobpiem : the people who have attended this year. For example,
g ' anyone who has not attended between January 1,2019and
e September 30, 2018 would not show up on the worksheet.

o e Under“List/Event Selection,"you select the classes or events

to be printed on the worksheet. If multiple classes/events
are selected, each will print on a separate page or pages.

With the upper part of the window complete, move to the

e bottom portion of the window. The first tab is the “Report”
tab. Choose the dates you want on the worksheet by clicking
the Choose button.
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For example, to setup a worksheet for each
Sunday in the month of September, you select
“Sunday” and place a "1" in the box above
“Sunday.’Enter the firstand last Sundays in the : ,
date boxes at the bottom of the window. The  # e e
weekly dates are displayed in the box to the “ T b Goe G

right. When finished, click OK.When you have  [F_ssash
these parameters set, you are ready to print. e poema -
. v
— L L
=M . %

| Coflapas
Sample Attendance Worksheet By Date
=1 2
= : . J . The Worksheet lists names
=N _ i alphabetically down the
g _ page. As seen on this
T = example, you can choose to
add a Notes area, as well as
T A i a Totals area, to the bottom
ol o of the Worksheet.
R = L
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Barcode Worksheet

The Barcode Worksheet is an alternative to the regular worksheets, printing a barcode beside each name
which you scan with a barcode reader. For information regarding CDM+ compatible barcode readers, please
contact the CDM+ Sales Department at (877-891-4236).

P Reports P> Attendance Reports P>Worksheets P Barcode Worksheet

As before, you can select the Membership Status, Care Groups, the Event, Class, or Service. You can print
the worksheets for a particular date range as well as sort and page the information according to your
needs.

g *For easein finding individuals on along list, click on the Format tab and choose to print Last Name
First and Last Name Bold.

- Fm o m
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Entering Attendance for a Service or Event
»Program P>Attendance PEvent Attendance

TEEEEN

Vi

To begin entering attendance data, you click the Add button at the bottom left of the window.
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On the pop-up window, enter the date of the event and choose the Code Type and Codes. Click OK.

Using the Attendance Entry window is similar to the Individual List Maintenance. To mark an individual as
attending a particular event, move the name from the left to the right. Refer to the Assign Individuals to
Classes section above for instructions.

While you are actively moving names from the left to the right, the dot beside the name on the right will be
gray. After saving the entries, the dot will turn green signifying that the attendance was saved. A blue dot
indicates that a person is a visitor.

A barcode reader, in conjunction with a Barcode Worksheet, may be used to enter attendance. Click the Scan
Barcode button at the bottom of the right-hand panel and scan the appropriate barcodes.

Entering Attendance for a Class
»Program P>Attendance P> Class Attendance

Click the Add button and select the
oW Tadih b P i ANl class and date. Move names of those
: fi . —— present to the right as previously
7 e described. When finished, click
ML LI Bt R Save.

5 GOS0

NOTE: If you set your System Preferences to Auto-Load class members, those enrolled in the class will display
as present automatically. To mark attendance with Auto-Load selected, you will remove people who were not
present by double-clicking the name or by selecting multiple names and clicking the Clear Selected button
at the bottom of the window.
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Using a Barcode Reader to Enter Attendance

After you select an Attendance Date and Class Code, click the Scan Barcode button at the bottom of the
right-hand panel (see below). Then use the Barcode reader to scan the appropriate barcodes. If you have
class members' names auto-load, remember you are scanning the barcodes of those persons NOT present.

[ ] L Chwrch Sohodl Daaa Allsraiesce .
A— — NOTE: To enter attendance using
=T 7] [eemmm_~] a barcode reader, you must use

e [ — the Barcode Worksheet to mark

attendance.

Wy Sarda Lmd i Ui

Setting Up Attendance Taking on a Tablet or Phone

Set Up Attendance Taking - tablet app

Begin by selecting the Date (note
that it will default to today's date),
then tap to select the group from
the list below. This can be a group,
class or event. CDM+ Mobile will
display any that you specified in
CDM+ can track attendance.

Bearaiany Uiy 11 563 Wour b BT

Tl Circea

If you tap on a class or group, only
the persons who are members of
that group will appear in the list of
Individuals.

If you tap an event, such as Sunday
Morning Worship, the list will
display all Individuals in your CDM+
Membership database.
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Set Up Attendance Taking - phone app

To accommodate the smaller screen,
Attendance setup requires a second
window in the phone app. Select the
Date, then tap the Group button to open
the Select Group screen and select the

group.

Once you have selected a group, the app
will return to the Setup screen with the
group selected. Tap Mark Attendance to
begin taking attendance.

Using CDM+ Mobile to Enter Attendance

To take attendance, tap a name in the Individuals list to move it to the In Attendance list. If you make a mistake
simply tap the name in the In Attendance list to move it back to the Individuals list.

To search for an Individual by name, tap the
search bar, enter a name, and the device will
display all Individuals that match that search.
This is useful to mark attendance of visitors or
individuals who are not listed as members of
a group. Members of a group will be marked
with a greenE’; visitors will have a blue‘V'next
to their names.

To search for an Individual by name, tap the search bar, enter a name, and the device will display all Individuals
that match that search. This is useful to mark attendance of visitors or individuals who are not listed as members
of a group. Members of a group will be marked with a greenE’; visitors will have a blue‘V’next to their names.

Unlike in the tablet app that displays the Individuals and In Attendance lists side-by-side, you must tap buttons
to switch your view of the lists when using the phone app.

NOTE: Marking attendance on one device does notimmediately update the screen on any other device taking
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attendance for the same event on the same day. However, the attendance is still saved live to the database,
and reloading the attendance list on other devices will show a current list of those marked for attendance
and those not in attendance.

Barcode Attendance app

NOTE: This app is not available on devices that do
not have a camera.

Tap the Barcode Attendance icon on the launcher
page to open the Barcode Attendance app. The
setup page will open and allow you to change the
attendance date by tapping the Change button.

Select a group to start the scanner. The scanner
will scan for Individual barcode. You can print
name tags that include Attendance Barcodes
using the Individual Name Badges report in CDM+
Membership. If CDM+ Mobile finds a valid barcode,
it will mark that individual for attendance. Otherwise
it will display an error.

Ifyour device has both front and back cameras, you can tap the Flip button in the bottom right corner to switch
between the cameras.

You can set the barcode attendance scanner to Kiosk mode on the Barcode Attendance setup page. Kiosk
mode will require you to enter your PIN to exit the Barcode Attendance app, or to Flip the camera.

Barcode Attendance in CDM+ Mobile scans the same barcodes as the Barcode Attendance Worksheet.

Update Attendance History and View
»Program P>Attendance PUpdate Attendance History

The Update Attendance History updates s

the attendance information displayed e T e T e TP Lo T
on the Attendance tab of the Individual o] R

Record. B Y e T

Enter the Current Period and History R

Period date ranges. Click Update, and if
you are sure you want to do this, click Yes.
NOTE: This only affects Event Attendance.
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After running the Update Attendance
History function, you can view the updated
information on the Individual Record.
This function can be run at any time, for
example, after you discover a missing
record for attendance and add it to last
year’s attendance records for completion
sake.You must run the Update Attendance
History function in order for it to display
correctly on the Individual Record.

Attendance Promotion

»Program P>Membership P Individual List Maintenance

The Individual List Maintenance can be used to move individuals from one class to another. This is an excellent
way to perform promotions. Click on the List tab on the left to open a pop-up window where you select the
Code Type and Code for a particular class. On the right hand side, select another Code and then move the
individuals from the left to the right as described above.

= = |

4-10  Getting Started - Attendance

* If classes are age-graded,
start with the oldest age

to be promoted. Example:
Move 12t Grade to next
class; then 11* grade into
12%; 10* grade into 11™; etc.
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Attendance Analysis & Reports

Attendance Reports

CDM+ has a number of reports designed to track and evaluate individual attendance of members and visitors.
Options include Directories, Labels, Listings, Notices, and Worksheets. Exports can be made from CDM+ to
any program that can accept data in a tab-delimited or comma-separated format. All of these capabilities
support the ministry efforts of your church to members and visitors alike.

Attendance Directory
P Reports P> Attendance Reports P> Directories P> Attendance Directory

Use this report to give to Class leaders as a list of the members and attendees providing them with Name,
Address, Phone, Other Phone Numbers, and Status information.

B Alleiwdara Davitledy

SEmigran Dmr b

.......

Crolapas N T a9, —:‘E'.v

* - Additional phones may be added to the report by checking the phone types on the Other Phone
Types options on the Format tab, then choose the phone types to include.

- The Individual Directory report from the Membership program will also provide class member
information with the ability to add selected Individual field information.
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Attendance By Date

P Reports P>Attendance Reports P> Listings and Exports P> Attendance By Date

o
°
-
=

This report allows you to select the

@ Attendance By Date following information to be printed:
S sy +  Membership or Visitor
B0 | riese fursh e Eearing  Erartfunt Bebacton . Status Code for the individuals in
R e . the class
10 taeriarine s —— - The Care Group
NS " | mnin bl v Wosin . One Class or whichever classes you
Peport | st Pikme ke e want to print

[ Soncdey bariag B 12 Wervhin
+ Date Ranges

Format Wiy Frape Geenn o .
«  Minimum and maximum number of
Page Setup times attended.
Logo
Test

T

The example here is for Sunday Morning Worship with a specific date range.

5-2

Attendance By Date
First Churnch
123 Masn Streat
Big City, KY 40123
EOR/555-1254

equal to; Sunday Moming 9:15 Worship  From Sep 24 2023 to Sep 24 2023

Sunday Marning 2:15 Worship
Sap 24 2023
Al C, Delvecchao Stephanie Marie Detveccho Susan Michele Disney Raiph Allen Lucas
Brian Patrick Delvecchio Mike Bay Disney Patrica Jjones Dean Thomas Patterson
Camilie Sewel Delvecchio  Robm Marse Disney Pegay Lucas

Total Sep 24 2023: 11
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Attendance By Individual

P Reports P> Attendance Reports P> Listings and Exports P> Attendance By Individual

This window is similar to the Attendance by Date.

In this example, the desire is to find everyone who has come to the Sunday Morning Worship Service a
maximum of 5 times in July. In order to find those who attended up to 5 times in July, set the minimum
Times Attended to 1 and Maximum times to 5.
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Attendance Summary

P Reports P> Attendance Reports P> Listings and Exports P> Attendance Summary

This report displays a summary of the attendance for a given Event, Class, or Group.

% The report may be printed with or without the Address information. Selection to include the
address is made under the Format tab. Printing the report with the address provides leaders
with the information to contact individuals with a phone call, mailed note, or personal visit.

Example of Attendance Summary
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Missing Analysis

One powerful feature of the Attendance program is the ability to ascertain those members and visitors that

have not been coming regularly. Use the Missing Analysis Report to accomplish this task.

P Reports P> Attendance Reports P> Listings and Exports P> Missing Analysis

The Attended Options section provides the means to limit the report to All Individuals, or those who

have Attended At Least Once since a selected date and Missed At Least a range of times.

The last option can also be limited to finding persons that missed any dates in the range or those who

missed consecutive dates.

Such options provide for extensive searching and result in discovering individuals who are most in need
of encouragement and ministry.

% If you select All Individuals the report will give you anyone in your database who has not attended
(even those who never attended).

Example of Missing Analysis

o] i Magng Araids
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Notices
P Reports P> Attendance Reports P>Notices

Notices provide the CDM+ user the option to create custom communications using Letters, Cards, or Emails.
Multiple Notices can be created and saved for repeat use. You can create Notice Categories to organize saved
notices for easy repeated access.

Notices includes mail merge capabilities and embedded database fields to send personalized communication.
A high degree of formatting is supported and graphics can be inserted into all Notices.

Regardless of whether it is a Letter, Card, or Email, an existing Notice is selected or a new one added in the
same way. Begin by clicking the small Select/Add button in the lower half of any Notice report setup window.

A new window will open in which you'll see any existing notices.

L O s RTTR

Here you have the option to choose to use an existing notice or, using the buttons at the top of the window,
Add a new notice, or Duplicate, Rename, or Delete an existing notice. Duplicate is a good choice if you want
to send a variation of an existing notice, but want to also keep the original. Instead of editing the existing
notice, duplicate it and change the copy.

Once you have selected or added a Notice, it will load in the report setup window. Click the Change button
to type the content.

Formatting Notices is covered in the Notices class. In this class, we are just going to highlight some of the
available Attendance Notices.
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Letter Notices
P Reports P> Attendance Reports PNotices P> Attendance or Missing Letters

CDM+ Attendance provides reports for both Attendance
and Missing letters.

e} ¥ Aflendenos Letiers

1 ) e e Cme b i e v g gy 1AM e o s e e
i Ly P i TR b o] 1 0 0l I e W
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Card Notices

P Reports P> Attendance Reports P>Notices P Missing Card

Misding Cirdd Card notices support the creation of both Attendance
and Missing cards.

= O B Clickon the Cards tab to see an extensive list of Avery™
e card and label formats from which you can choose.

. yares sy s e v Card formats can be added, edited, or marked as

“aitneriape favorites using the small buttons below the list.

wirl
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Email Notices

CDM+ has the ability to email directly from the program.
P Reports P> Attendance Reports P>Notices P> Attendance or Missing Emails

=  Email Notices produce custom emails for one-time
or repetitive use.

W@ Alleelasan vy
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When the More Options button is selected on the
Notice tab, a new window (see below) will open with
the class attendees with email addresses in CDM+
listed on the right. In addition to those in CDM+,
you can add email addresses not present in your
database by clicking the Add button at the bottom
of the email address list.

Rl Haseifaldrase

o Celapas Lol Ml Tl 0 DU T [T —

Summer Workshops
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Toal Fesx 5300 00
Paryrrassid 3100 D0

Aslsnen S300

If the email is not personalized with embedded database fields, you also have the choice of sending the
email as a BCC Group or Individually. If you send an email Individually, recipients will see their name in the
To: field of the email rather than your email address or the church’s email address. If you decide to use the
Send as BCC Group option, be aware that some Internet Service Providers limit the number of recipients per
email to protect against email spam.
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Attendance Export
Create custom exports that include selected Attendance fields in either of two Text export formats.

P Reports P Attendance Reports P Listings and Exports P> Attendance Membership Custom Listing
and Exports

Add or Modify an export.
Sumarser Waorkahops
s : Select the Export format.

i e 0 Sort options for exports are found under the Report

tab.

From the Available Fields (left panel) select the Fields in Set (right panel). A Blank field may be added. Check
the “Publish set to other CDM+ users” to share this set with other users. Click Export to begin the export
process; when prompted, enter a name and location to save the export.

iasses @+ 1T & WD

I SVl ey miisa Fiarew

-] #  padfily Custom Lissing Se1s

L

Lt v [
bl e -

Lisk Farw ¥l
Ak Al e Ly L e
ety Ak wea [ maedey

Lyt diegragn [Fucsom Dy fg '
b dati e |7 Dy e
LS o L
Low—a a Lavwr

e
A Al il |
K am ke w1
samar g i F

K e b
Lt Ak

g erana
e
Mirdm Iy
G By
e

P i Pt LLiia

Export files can be opened and manipulated in programs such as Excel® and Word®.
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Event Statistics

P Reports P> Statistics Reports P> Event Statistics Report

oo In the example at left, this setup will report the average
| E Ll - "_ ﬂ E 3 attendance and giving of all the 11:00 a.m. Morning Worship
e — Services that have been entered in CDM+.The report shows each
- heae Toaw oy event's specificinformation and then totals and averages the data
JI_'J e Bl Swm s at the end of the report.
e S P B Byt

To see only the Grand Totals and the averages, select the Grand Totals checkbox, along with the Show Averages
checkbox, for the following report:
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Contact Management

Churches and non-profit organizations are in the “people business.” Maintaining contact and updated
information remains a high priority for your organization. This class will focus on the use of CDM+ Visitation
Records emphasizing the use of reminders with the push notification feature, Pastoral Records, Individual
Connections Tab, and other features as means to stay connected.

The Visitation and Pastoral records provide an effective means of tracking ministry with individuals and
families in the Membership program. Ministry actions already completed may be entered or set reminders
for future ministry actions, or both. By enabling push notifications on a phone or tablet, reminders can now
pop up giving you real-time information.

For example, Mr. Stevens dies and entries can be made in Visitation records to track ministry to the family
during this time of bereavement. Follow-up actions may be scheduled in Reminders to insure contact on an
on-going basis as Mrs. Stevens adjusts to life without her husband of 55 years. One reminder may include
an invitation to her to join the “Life without Spouses” class scheduled in 5 weeks. A second reminder could
be scheduled to push to the Lead Pastor's phone one year later to call Mrs. Stevens and let her know the
church hasn't forgotten.

Due to the personal nature of such information access to Pastoral and Visitation records can be limited by both
a default setting or on a per entry basis. This insures people who need to view and work with this information
have access while maintaining the access restrictions of other users. There are three types of access control:
User Permissions, User Preferences, and the Pastoral and Visitation record Access tab.

P File » Administration P> Users tab

Use the Administration window to set access to all Visitation and Pastoral Records.
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» CDM+(macOS)/File (Windows) P Preferences » CDM+ User > Membership and Attendance tab
P Visitation icon

Use User Preferences to set the default access to Visitation and Pastoral Records created by this user. Access
settings can be changed for any particular Visitation or Pastoral Record.

This screen displays the list of users defined in Administration. Click on the names you wish to set as default
to see Visitation Records and/or Visitation Reminders. The option to select users as default to see Pastoral
Records are accessed by clicking the Pastoral icon. All users that are selected to see reminders, that have a
device with push notifications enabled, will have the reminder pop up on their device.
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Visitation Records
»Program P>Membership P> Visitation Records

Provides for the tracking of visits and contacts to people in the Membership program. Visitation Reminders
can be created to prompt you of follow-up actions (visits, calls, or other contact) at a scheduled date and
time. Staff Codes and Visit Types are defined by the Mater Coding System; reports can be printed by these
codes and a Summary report printed that includes mileage and number totals.

g *Visitation Records may also - e T _—_-—' Mreris. |
be used to track Volunteer - e e - s
hours worked. i o g hoen

If a visit is made to only one member of
the family, click the down arrow beside - —
the Individual Information field and S S =
make your selection. .

NOTE: You can rename "Mileage"
and "Number" under CDM+ System
Preferences > Membership and
Attendance tab P Fields icon » °
Visitation Fields radio button.
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Click on the Access tab to change the access options for a specific entry; the default settings will appear.
Selecting Private will allow this record to only be viewed by the user who entered it. Public will make it available
to all users. Click on Selected to give limited access to persons other than your default choices.

Tor 0 F0 e ey Loas e L 1 P [T R

NOTE: Visitation of prospective members to your church may be tracked through Visitor Records in the
Attendance program.

Visitation Reminders
P Program P>Membership P> Visitation Reminders

Visitation Reminders may be accessed from the menu or set to display when you log into CDM+. Click the
down arrow to select an Action.

T T SO PR o S e g *CIicktheVisitation icon
m——re. under the Membership and
S T Attendance tab of User Preferences
St i to choose when Reminders will
e e A st | display.
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Visitation Records and Reminders may be used to track a variety of ministry applications. Some examples
include: Death of Member, Grief Follow-up, New Members Assimilation, and Volunteer Tracking. The key to
this multiple usage is setup in the Master Coding System:

P File »Master Coding System P>Codes tab P> Visitation/Pastoral

The Staff and Visitation Type fields allow for specific code setup. Below is a sample of Staff codes.
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Visitation Reports

A number of visitation reports are available and allow for effective administration of the ministry of your
organization. Get Detail reports by Staff, Family, or Individual. Summary reports by Visitation Type and Staff
are easily created. Standard and Advanced Searches provide complete flexibility.

P Reports > Membership Reports P> Visitation Details P> Detail by Staff

Details by Staff report pages by

Dartail ecord of Visntatien Calin by Swdf staff member and totals Miles
[Fopuirigroa Driven and Number of persons
By Ly, KV 831
RO 12 contacted.
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P Reports P> Membership Reports P> Summeries P> Visitation Summary

Summary by Individual or Family

Summary o4 Wisitatian Recards by ndividual contacts; pages by Staff Code if
i .;..._.._ desired. Select the Staff codes to
g i include and the Visitation Types.
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CDM+ Mobile Visitation

Open Individuals, find an individual and tap the Visitation tab to bring up visitation information for that
individual. Note that it may be under the More tab.

Any visitation records you have permission to view will display by date, with a blue Add New Visitation
Record button at the top.

If there are no Visitation Records (or any to which you have access) for this individual, the screen will read “No
Visitation records found” and a blue Create New Visitation Record button.

To Add a Record
Tap either the blue Add New Visitation Record or Create New Visitation Record button.
Oni0S, a popover will appear. On Android, the area will change.

On this screen you can alter all, some or none of the
options present. To save the visitation record, tap the
Save button.

The visitation date is always preset to today’s date, if
you want to change this, tap inside the field for iOS
and with the date picker that shows up, choose the
preferred date, then tap Save Date. On Android, tap
the Edit Date button and a pop-up will appear with
a calendar. Select the date you desire and tap Done.

To change the Number or Mileage of the Visit, tap into
their respective input fields.

To change the staff person associated with this record, tap the Staff Member button and a list of staff positions
will appear. You may select one or none.

To change the type associated with this record, tap the type button and a list of types of visitation will appear.
Again, you may select one or none.

To add a comment to the visitation record, select Comment. Here you may enter a message about the
visitation. When you are finished entering the message, tap Save.

Select Add a Reminder to enter a reminder message, [ = —] =5

change the date of the reminder, and set the time of g E— '

the reminder. Reminders will push to all devices of the i e

individuals who have been given access, this will only o ——

occur if push notifications are allowed on the device e B

and settings have been set in Administration. : e
o |

=1 L L& ]

Just like the Visitation Date, the Reminder Date is always preset to today’s date and it can be changed in the
same manner.
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The Reminder Time is always preset to 9:30 am. If you want to change this time, tap inside the field for iOS
and with the time picker that shows up, choose the preferred time and tap Save Time. On Android, tap the
Set Time button and a pop-up will appear with a calendar. Select the time you desire and tap Done.

To change the access level for either viewing or
reminders, tap the Change Access Level button. Here
you may select from Default, Private, Public, or Selected
for both Access or Reminder. Access and reminder are
always enabled for the creator of the record, for other
users, a green check mark will appear next to their
names if they are selected.

Default reflects the defaults set for the user here:
» CDM+(macOS)/File(Windows) P> Preferences
» CDM+ User P Membership and Attendance
P Visitation

If a user is selected by Default, they will have a green
check mark next to his/her name.

Private is restricted to the user who creates the record.
In this case, no other users will be selected.

Public is set for everyone, including the creator of the record. In this case, everyone has green check marks.

Selected allows you to select who gets access. Simply tap on each user to whom you want to give viewing
access and a green check mark will appear.

Setting Reminder access is the same process. NOTE: Access and Reminder are separate, so you must set
both.

When all your fields are set, tap Save to save the record.

To View a Record

When you have access to existing visitation ;- ey it

records for an individual, tapping the Visitation F-T" =

tab will display a list of those records. The list will  — - e o o b s
contain the date of the visitation, the staff member __ ... Rt =
that made the visitation record (if set), the type of = i ' -
visitation (if set), and a clock icon if the visitation ™" : P R —
record has a reminder that is set for today or later. = Hrm =
Tap onarecord and it willappear in the detail view ___ ; iy
with all the information associated with that record. '

NOTE: Records are viewable only to those that = =

have access to the record, or have created it. s “F - =TS

Each Mobile Provision can be linked to a userin CDM+, and thereby inherits the access that user has to visitation
records set in CDM+. This user assignment is set on the Mobile Provisioning window under Administration.
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To Edit a Record
Only the creator of the record can edit or delete a record.
Tap on the record you want to edit, and on the details page, select Edit.

After adjusting the field(s) that you want changed, tap Save. The record will now be updated both in the
CDM+ Mobile app and the CDM+ Visitation Records window on the Membership menu.

To Delete a Record
There are two ways to delete a record.

1. On the Visitation Record list for iOS slide the record nr e o
to the left, and a Delete button will appear. Tap it T——T i
and a pop up will appear asking you to confirm the ' =

action. Once confirmed, the record will be deleted. On
Android, press and hold down on the record for one
second, and a pop-up will appear asking you to confirm
deleting the record. Once confirmed, the record will .
be deleted. s e

2. When viewing the detail of a record, you will see i

a Delete Record button at the bottom of the page. If -_ .
you tap it, a pop up will appear asking you to confirm _—

the action; once confirmed, the record will be deleted.

Pastoral Records

Pastoral records provide tracking of ministry actions by ministerial/pastoral staff separate from Visitation
records to enhance privacy. Staff members may opt to share entries made with other staff members or keep
them completely private on an entry by entry basis.

»Program P>Membership P>Pastoral Records

Click the Access tab to set user access for this specific Pastoral entry.
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CDM+ Mobile Pastoral.

Open Individuals, find an individual and tap the Pastoral tab. Note that it may be under the More tab.

Viewing, adding, editing, and deleting Pastoral Records
via the CDM+ Mobile app works in the same way as
described above for Visitation Records.

Records are viewable only to those that have access
to the record or have created it. Each Mobile Provision
can be linked to a user in CDM+, and thereby inherits
the access that user has to pastoral records. Default
access to Pastoral Records is set for the user in CDM+
User Preferences P>Membership and Attendance
P Pastoral icon. The user assignment is set on the
Mobile Provisioning window under Administration
in CDM+. Only the creator of the record can edit or
delete a record.

Pastoral Reports

i R

. Bl

P Reports > Membership Reports P>Listings and Exports P> Pastoral Records Listing

— L
- .-

e =

e i o] T e Pl e

i v L I P
s N A

i "y, o el b
s o C

Search on key words to locate records using the “Comment” field and the “Contains” modifier in addition to

standard searches on date fields, name fields, etc.

o
B e "

Connections

8,

Throughout the program, there is a tab called "Connections". Under the Connections Tab, the last tab inside
the Individual Record, other records in CDM+ can be linked to track relationships.
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NOTE: Church Records and Contacts will only appear if you have the CDM+ Regional Program.

Individual Record Connections

Relationships among individual records can easily be tracked and linked giving the user the ability to click
and expand records to reveal the "web" of connections.

A few examples of individual Connections (Codes) could be:

Mother Sister Stepmother
Father Brother Stepfather
Grandmother Aunt Stepbrother
Grandfather Uncle Stepsister

P File »>Master Coding System P>Codes tab P Individual

Inside Master Coding a list of connection types can be created and used across all connection records. Codes
can also be created and added to Master Coding as connections are being created.

Entering a Family Connection

P Program P>Membership P> Individual Records P>Connections Tab

After locating the individual for whom you would like to create a connection:
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1. Change Record (located on left hand side)

2. New (located under th

e individuals name)
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4. Locate the individual to connect.
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5. After selecting an individual, click Next in the lower right hand corner.
6. Enter or use the dropdown arrow to choose the connection code to use.
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7. Click Done in bottom right-hand corner.
8. When finished adding all connections, click Save on the left sidebar.

Viewing Connections

To expand the family connections, simply click the individual you would like to view and a second window
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will open to the right showing their connections. As the viewer continues to click, windows open to follow
the web of connections.
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Following the same directions, Connection Types can be added for the following records:

Address
Check-In/Check-Out Event
Church

Contact

Customer

Employee

6-14 Contact Management

Event

Giving Unit

Individual

Memorial Gift Designees

Payer

Resource
Room
Vendor

Visitor Address
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Visitor Tracking

Ministry Application

A church that is not attracting and bringing in new members is a dying church. Whether the church is
actively evangelistic or not, there will always be visitors and new people who encounter the church. An active
evangelistic church that tracks those who visit will see dynamic growth in its ministry.

Visitor Records

The Visitor Records within the CDM+ Attendance program allow for tracking of visitors while keeping the
information separate from the main CDM+ Membership database. Visitor Records has special tools, such

as follow-up tracking to track the response of visitors to an evangelism program of the church. As persons
become interested in the church, it is easy to transfer this information over to the Membership records. The
Visitor Letter features of CDM+ are used exclusively with the Visitor Records in the Attendance program.

Dot ol Latd Blbe= Lol Lt e Vel VPt

= o i ] L] [P Flirm L e R ] L= ]

At vy

& S

wagay

» Program P> Attendance P> Visitor Address Records

Note the additional information that can be maintained using Visitor Records, including:
« User-Defined Groups
+  Follow-Up Ministry/Outreach Actions
- Additional Phones/E-mails
+ Individual Attendance

«  Comments
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Attendance Tracking of Visitors

»Program P> Attendance P> Event or Class or List Attendance

All attendance entry windows include a place to track the attendance of visitors to events, classes, and groups.
A separate tab shows existing visitors on file and allows easy entry of new visitors.

2Rl
oO0D0oT

|
3§ e

F
F

Visitor Letters

Visitor tracking is done of the
individuals on the Visitor Records.
When visitors are transferred to
Membership, the history of their
attendance as visitors will be included.
In addition, to print visitor letters from
Attendance, information must be
entered on Visitor Records.

If the visitor is not already listed on the
Visitors tab, simply click the Add New
Visitor button at the bottom of the list.
The Visitor Records window will open
so you can enter the information.
After clicking Save on the Visitor
Records window, the name(s) will
appear on the Visitors tab of the
attendance entry window.

»Program P> Attendance P> Visitor Letter Assignment

[ ] a Wiaiter LEtiey ARsgremE
Sy Winiory for Samay b W daxg
LT P ; | st
3 - = R 1 e
Fe e w i hisigraa W i
i L = K Ly ol oy
Beder, x I = & -
H
o T =l T1E g -
E
B P w S kLT
gsde, Ry = ] stim kmgrad = |

7-2 Visitor Tracking

"
Here you assign letters to
be prepared for printing
v rirechor: by Event, Class, or Service.

* s Lattar
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Create Visitor Letters
- - - Go to the Notice tab.

b— | Select the Letter Setup button at the top-right
e corner of the window (see image, opposite page).
r_"f_- G == e - Visitor Letter Setup window will open.

P :_'_"'___ [ - Clickthe Select/Add button.To change an existing
- - letter, click once to highlight it, then click Choose

1.2 4 to load it and make your changes.
TT— - To add a new visitor letter, click the Add button
to create a letter or click the Duplicate button to

"?‘ Gt modify a copy of an existing letter.

- - Click Close button to return to the Visitor Letter
Assignment window (shown at left, top).

NOTE: Attend the Enhanced Notices class or refer to
that section of this manual for more information on
= — | creating letters.

A list of Visitors that attended will display.
For each visitor:

- Select the Family Visitor Status
- Choose the letter that you want to send to the Visitor under the Letter column
- When all letters are assigned, click Save

Print Visitor Letters
- Click the Print Letters

button. p-[E] 2 o
- Click the Print button | iy
- Selectthereportdestination ﬁ R r—

and click OK —
- ClickYes or No to messages T .

asking if you want to mark il et

the letters as printed and if
you want to print labels (or
envelopes) for the letters.
(This does not apply if you b E
are previewing the letters.)

NOTE: The list of letters that will be printed can be expanded to see to whom the letters are going by clicking
the triangle to the left of the check box.
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If you click Yes to mark letters as printed and to print labels, the Visitor Labels window will open to print labels
or envelopes to match the letters.
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After marking letters as printed, the date the letters were printed will display in the Sent column of the Visitor
Letter Assignment window.

Demographic Information and Follow-up of Visitors
»Program P> Attendance P> Visitor Address Records

The Groups tab on the Visitor Records window allows for an extensive tracking of information on visitors.
Created through the Master Coding System, a Code Type entitled "How Visitor Discovered Church" provides

valuable outreach information for your leaders. Other Code Types providing additional Visitor information
or their interests or needs can be very helpful.
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The Follow-up tab tracks letters that are sent from CDM+ through the visitor letters of attendance. Other
types of follow-up can also be entered here, such as personal visits, phone calls, class participation, etc.

Connections

Use the Connections tab on the Visitor Records window to create a connection to the individual or
individuals that invited this person to church. That information is an important part of a congregation’s or

organization’s network of relationships.

Reports and Analysis of Effective Evangelism

To effectively evaluate the evangelistic performance of the church, detailed record keeping must be done.
If that is done, then some dynamic information can be ascertained. The use of the attendance features of
CDM+ and demographic information are the two primary sources of information.

Visitor Master Listing
P Reports P> Attendance Reports P> Listings and Exports P> Visitor Master Listing

- E ¥,  Alloftheattendance reports canaccess
[ ] . . . . .
i — e visitor information. It gives the most
Ergrrel o e s o L information about visitors which can
m o Wates s (€ Ponge - mveni o J be important to calling teams and those
i W involved in church growth. The Visitor
=i Ny ey Master Listing report can be run for any
§_ TR ™ " date range.
:?’ Fermal
Pagt Satup
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2024 CDM+ Users Conference Visitor Tracking 7-5



: K™
El - o
i s . oF  orew =
a M1 o Cortes —
Expand " [CESTITE. - | mea B
-t R Cummaved ®  Auc Tl
o Laareh L i e
‘ 0w o
= —_ o C
o ,

Measuring effectiveness of visitor follow-ups

Use an advanced find and related records to access the information on the follow-up tab.
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Analysis of effective evangelism
1. How many visitors in the year?
2. How many attend more than once, in what frequency?
3. How do they find out about the church? What are their interests?
4. How many have moved from being just visitors to a more active role?
5. What small groups do they become involved in or have contact with?
6. Where are the visitors coming from?
7. How many people are involved in interacting with visitors?
8. Do you track feedback that you hear from visitors?
9. Are attendance figures growing?

10. Are the number of visitors growing?
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Tracking where your visitors are coming from

Online services allows you to import lists from CDM+ and create maps. Some examples:

ZeeMaps - www.zeemaps.com

L L] T re———
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ZeaMaps (PP -

Create and publish
interactive maps
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Click2Map - www.click2map.com
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Using Membership Records for Visitors

Using a variety of different coding possibilities, COM+ Membership records can be used for visitor tracking. In
doing this, it is imperative that the user periodically review these records to maintain a high level of integrity
in the database. To begin, set up a special Mailing Code, designated as "Visitors", on the Address Record. On
the Individual Record, use the Membership Code and Membership Status to track the relationship of certain
individuals within a prospective family. One of the advantages of using the Membership records for visitors
is the easy integration between other parts of CDM+, such as Contributions and Event Registration. Use the
Visitation features of CDM+ if tracking visitors through Membership records.

LR s Bz Example of an Address

L pm—————— B s =1 . : . Record using the Mailing
a L S— oo g e g e B = L.
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G Membership Code and
Membership Status
5 o - field to indicate Visitor/
* BRI N e ; PR Prospect.
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Getting Started - Contributions

An organization depends upon the stewardship of its people. They depend on and expect the organization
to be a good steward of its resources. CDM+ supports the work of the individuals who each week have the
responsibility of accurately recording contribution giving. After contributions entry is completed, a variety
of effective reports providing powerful analysis of the financial support of the organization are immediately
available. An unlimited number of user-defined designations for contributions (Giving Funds) can be recorded
in CDM+. These Giving Funds are printed directly on Contribution Statements and reports to show exactly
how much money was given for each designation for the selected time period. Contribution Statements for
givers may be printed at any time and report an accurate account of their gifts to the organization.

Giving Unit Records

Before contributions can be entered in CDM+, a Giving Unit Record must be created for each giver. In order
for a contribution to be posted in CDM+, a Giving Unit Code must be established.

Giving Unit Records are attached to Address Records and may also be linked to Individual Records. Giving
Unit Records are accessible via “jump” buttons on the Individual Record and Address Record, as well as from
the Contributions program menu and toolbar.

Creating Giving Unit Records

When creating a new Address Record, you will be automatically prompted to create a Giving Unit Record. A
Giving Unit Record can also be created later, in Address Records, by going to the Giving Unit tab.

u gkl g Wk D @l g AR LD ks Saddiess
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Saving...
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»Program PMembership »Address Records/Individual Records P> Giving Unit jump button
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You are not limited to one Giving Unit Record per household. To add an additional Giving Unit Record linked

to this Address Record, select Add Giving Unit on the bottom left.

Current Giving Unit Code will be auto-filled by CDM+ and defaults to first four characters of the last name

plus a number.

The Donor’s Name entered here will be used on the Giving Statement and other Contribution Reports.

NOTE: If you don't have permissions to access Contributions, or if you choose to hide the Giving Unit tab on

the Address Record, you will not be prompted to add a giving unit when adding an address record.
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Giving Unit Records
»Program P>Contributions P Giving Unit Records
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Information tab
Click Add or Multi-Add to enter a new Giving Unit Record; click Change to edit an existing record. Name
entered here will be used on the Giving Statement and other contributions reports.

Check the Does Not Receive Statement box to block a Giving Statement from printing for this record.

Check the Email Statement box to select this giving unit to receive a Giving Statement via email; selecting
to receive an Email Statement means the giver by default will not receive a printed (paper) statement.
However, an override of this default may allow a paper statement to be printed.

Check the box next to a name or names in the Attached Individuals list to link the Giving Unit record to an
Individual Record or Records. This is critical when using Engage Giving for recurring giving and for any sort of
analysis such as determining the giving from individuals aged 30-45 or the giving from your board members.
An Individual Record may be linked to ONLY one Giving Unit Record, but multiple Individual Records may be
linked to the same Giving Unit Record as is the case with married couples giving jointly.

EE——— e —— T — —
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Groups tab

User-defined codes may be defined allowing for grouping of giving units for searching and reporting purposes.
Examples may include a group of giving units that give by EFT (electronic funds transfer); or a group of giving
units that should not receive envelopes. Codes may be set up in Master Coding System or added during entry.

i ity g By | w1 e Varviag i paratan Sams Frarary trans

o o

As with all other Group codes, such as Address Record or Individual Record groups, Giving Unit Groups can
be used in Finds and Advanced Finds/Searches, and various reports and exports to filter results.

History tab

In order for information to be displayed on the History tab, go to
» Program P> Contributions P>Update History

Make sure you have all the years listed - if not, you can add it here. When finished, you can then re-open the
Giving Unit Records and return to the History tab. View the giving unit’s giving history here. Click on history
description to see detail by fund. Command-click (Mac) or Control-click (Windows) to select multiple years
to view—great for comparison.

0 S e i [ e —— [ TP
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Pledge tab

View pledge history for the giving unit. Can edit existing pledges, but cannot enter new pledges here.

Comments tab

Note pad area to record information. Example - record conversation you might have with giver after statements

are distributed.

Email Statements tab
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Email Maintenance can be used to select multiple Giving Unit Emails at one time.

Check the box beside the email address to which the giving statement should be sent; multiple email addresses

may be selected for the same giving unit.

You can also do this in the Email Maintenance window.

P Program P>Contributions P> Giving Unit Email Maintenance
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Notices tab

Displays a list of all Notices (letters, cards, or e-mails) that have been sent to the giving unit's mailing or email

address. View, Resend, or Delete saved Notices from this tab.

NOTE: This requires setup in Preferences-System to activate this pane and the tracking of notices.

» CDM+(Mac)/File(Windows) »Preferences P>CDM+ System P>Contributions P> Notice icon
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Recurring Giving tab

Set up repetitive contributions for givers. These contributions may be scheduled Weekly, Bi-Weekly, Monthly,
Bi-Monthly, Quarterly, Annually, or at other intervals and feature full gift breakdown and payment options.

8 Duvray (D
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Connections tab

The connections tab allows you to define different relationships to giving units from many areas of CDM+.
For example, if you want to identify all of the giving units that work for a particular employer in your vendor
file then this would be represented here.
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User Fields tab

The user fields can store any other information that would be pertinent to the giving unit. For example, if a
Charitable Gift Endowment was established the instructions on its use can be recorded here.
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Contribution Setup
» CDM-+(macOS)/File(Windows) »>Preferences > CDM+ System P Contributions tab P> Settings icon

Link to Accounting - enabling this option allows for _
the direct posting of batch contribution totals to the g3 &
Accounting Ledger. When this link is “Enabled”, the —
option—Post Contributions to Ledger—appears on the

Contributions menu. After completion of the batch entry,

go to this menu item and execute the batch posting 8
to the Accounting Ledger (P Contributions P Post
Contributions to Ledger). This will create a Deposit ledger
entry to the correct accounting ledger accounts and for
the correct amounts.

Link to Memorial Gifts — allows the memorial contribution to automatically create a memorial gift record.

Canadian Receipts - enabling this option will add a special report that creates Contribution statements
that comply with government standards for reporting contributions to Canadian non-profit organizations.

Giving Funds
Setting up Giving Funds in Contributions
»Program P>Contributions P>Giving Funds

will display throughout Contributions and on Contributions reports. This order may be changed by

% ik The order that Giving Funds appear in this window from Top to Bottom is the order the Giving Funds
highlighting a link and using the red Up and Down buttons.

Giving Funds are user-defined designations for contributions. Each organization defines the Giving Funds
needed based on the purposes/designations for which gifts are received.

- If you are entering pledged funds, you must create separate Giving Funds for each pledge period. For
example, if people make pledges for the 2022 General Fund and may also make pledges for the 2023
General Fund, you should create a 2022 General Fund and a 2023 General Fund. Likewise, if there is a
building campaign that people pledged to give to over a three year period, you might have a Building
2020-2023 Fund. In this way, you are sure to credit donations against the pledge made.

- One fund may be designated as the default for all giving. This is usually your current General Fund. Turn
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on the “default” radio button for the desired fund.

- Check the Not Tax-Deductible box to flag contributions to a fund as non-deductible giving. The Not
Tax-Deductible checkbox can be overridden at the time a donation is entered.

- Checkthe Inactive checkbox as required to flag this fund as inactive. A Giving Fund marked as Inactive will
not appear in the Giving Fund drop-down lists in Batch Contributions Setup nor Contributions Reports.

- Income Account - links an income account in the Ledger to this Giving Fund. When linked, posting
contributions credits this income account and debits the asset number recorded on the Contributions
Entry screen.

- Fee Account - links online giving fees to specified expense account.
- Anunlimited number of giving funds can be established as necessary.

- Iflinking to Accounting, use caution when dealing with “Gifts-in-Kind” and gifts of stock. Make sure and
mark these Giving Funds as Not Tax-Deductible. When entering Contribution Records for these type of
gifts, make sure and put a checkmark in “Do Not Post to Ledger”.

Setting up Giving Fund Sets in Contributions
»Program P>Contributions P> Giving Fund Sets

For ease of contribution entry and reporting, Giving Funds can be grouped into Giving Fund Sets.

- Unlimited number of Giving fund sets may be =
created. sy Foret s [T - |

- Same Giving Fund may be included in multiple
Giving Fund Sets. For instance, General Fund
may be included in the “Normal” Giving Fund
Set as well as in the “Lenten” Giving Fund Set.

FEE B

- Giving fund sets can determine which funds
will automatically display in the Contributions
Entry screen.

- It is always possible to use a Giving Fund not
in the chosen Giving Fund Set during Batch
Contributions Entry.

Click the Modify Giving Funds button to open a list of all Giving Funds and make your selection. A Giving
Fund Set simply consists of those giving funds to which you are most likely to enter donations during a
Batch entry.
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Contribution Entry

1. Batch Contribution Entry method - is better suited for the bulk entry of donations from events such as
Sunday morning collection.

2. Contribution Records method - is better suited for the entry of a small number of contributions.

Batch Contributions Entry method
»Program P>Contributions PBatch Contribution Entry

The Batch Contributions Entry window is the quickest and easiest way to enter contributions in CDM+.

Abatch is simply a group of contributions defined in any number of ways. In a small-to-medium sized church,
all offerings may be entered as a single batch. In a larger church, contributions may be grouped in smaller
quantities.

Batch entry
- makes it easier to check accuracy of data entry
- allows work to be shared among several people
- reports can be generated by batch
- common information to all batches include asset, offering, and deposit dates
- create batch codes to differentiate multiple batches for the same date

Setting Batch Entry Preferences

» CDM-+(Mac)/File(Windows) P>Preferences »>CDM+ System P>Contributions PEntry
Specify settings during entry
- how givers' names appear; Mailing Name or Salutation.
- whether to automatically load pledge information
- enable batch date protection

» CDM+(Mac)/File(Windows) P> Preferences P>CDM+ System P>Contributions P>Batches

Specify how batches appear

- including how many batches to show on the entry window
- whether to show or hide control methods and batch codes
- auto-load giving fund line for batch entry
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» CDM-+(Mac)/File(Windows) P>Preferences »>CDM+ User P Contributions PEntry
- Select default payment type
- link to check reader/scanner

Changing Preferences in the middle of
batch entry is possible.

Prefs button—useto quickly change certain ===
entry preferences such as default payment

. . Co—
type, auto-load pledge information, and st e =
automatically create detail line for selected == " pran—
funds. Very helpful if you enter all checks om— . " " e
first and then enter all cash contributions. - LT E e 2
Likewise, if you separate and enter envelope R -

numbers first followed by entries by name,
this may save you some extra keystrokes.

Check Reader

A Check Reader can read the MICR account information on a check. Using this
device will:
+ reduce the number of key strokes required to make an entry

« improve accuracy of entry (especially when givers have similar names)
+ increase the speed of entry.

Check Readers supported for use with the CDM+ Contributions program may be purchased through the
CDM+ Sales Department. Call 877-891-4236 or email sales@cdmplus.com for more information.
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Creating a Batch
»Program P>Contributions P>Batch Contribution Entry »Add

When you select Add, the Batch Contribution Setup window will appear.

Enter appropriate information for this particular group of contributions - i.e., offering date, deposit date,
which asset [checking account, savings account] to post to, a predetermined total of all contributions if
known, and choice of a Giving Fund Set.
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Entering a Batch

»Program P> Contributions P>Batch Contribution Entry
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a drop down list.

Enter either the giver's code or giver's name.

g * |
Flag this

section or
copy these
instructions to use
as reference when
entering Batch
Contributions.
These are also a
helpful starting
point for training a
new person to
enter
contributions.

To begin the batch process, click the Multi-Add button at the bottom of the window.

If using codes, enter the appropriate Giving Unit Code or click the List button to lookup and select from

4. If using names, enter as much or as little of the giver’s name to match or to narrow, in which case, you

select from a drop down of matches.

SN

If Payment Type is set in Preferences to Cash, the prompt will move to the Total Amount field.

If Payment Type is NOT set to Cash, select the appropriate type from the drop down and enter the

necessary information. NOTE: You can change the preference of which type will default by clicking on
the Prefs button on the bottom of the screen. You can also change the default for every batch through

your User Preference settings.

7. Enter total amount, and then the breakdown by Giving Fund.

8. Iflinked to Memorial Gifts, can select an established Memorial or may create a new one.

9. Enter any appropriate notes.

10. Use the Entry Memo area to note name and address of any ZVISITOR type contributions.

11. Click the Save button to record this entry and move to the next.

12. When you have finished all entries, click the Save button to record the last entry and then click the Finish

button to complete the batch entry.

13. Click the Print button to print a Daily Report of Contributions.

8-12

Getting Started - Contributions

2024 CDM+ Users Conference



Daily Reports
»Program P>Contributions P>Batch Contributions Entry P>Print

OR
P Reports P> Contribution Reports P>Daily Reports P>Daily Report of Contributions

Daily Report of Contributions

Run this report after each entry session and file. Acts as a check on the accuracy of your input. If inaccuracies
are found during review, go back to the batch, correct the entry or entries, and reprint the report. Lists all
contributions by Giver, Type, Total gift, and Giving Fund. Select report by either deposit date, entry date, or
batch code. Sort by Giving Unit Code, Giving Unit Name, or Entry Order. Totals by Payment Type and Giving
Fund.

,
5

ko
ki

el

Check Deposit Report
P Reports P> Contribution Reports P> Daily Reports »Check Deposit Report

Lists contributions made by check or by cash and can be used as detail list with a check deposit ticket. Report
created by deposit date, entry date, or batch code. Sort by Giving Unit Code, Giving Unit Name, Pending
Code, Check Number..
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Daily Contribution Breakdown
P Reports P> Contribution Reports PDaily Reports PDaily Contribution Breakdown

Lists contributions for a selected deposit date, entry date or batch code. Lists all gifts by Name/Code, Total
amount, Type (check or cash), and Giving Fund. Totals by Payment Type and Giving Fund.

Post Contributions

If you also own CDM+ Accounting and have linked Contributions to Accounting on the System Preferences
window, the Post Contributions to Ledger menu item will appear on the Contributions menu.

When you have finished entering contributions, select Post Contributions to Ledger from the Contributions
menu.

»Program P>Contributions »>Post Contributions to Ledger

_— Turn on the checkbox next to the deposit dates

o L AE R of contributions that you wish to post to the

ot appee s v pans ledger. Enter the transaction date either by

typing or by clicking on the calendar icon and
double-clicking a date.

NOTE: Checked dates will post together on
one ledger entry.

If you are making multiple deposits on one
day and do not want the deposits combined
into one ledger entry, post Contributions after
entering each Contribution Batch.

u. = el

| SRS e R ==t

You may preview the posting report by clicking on the Report Preview tab or by clicking on the Print
Posting Report Preview button at the bottom of the window. Both of these options will allow you to check
the posting report on your screen before printing the report. Clicking the button also gives you the option to
send the preview report to your printer. If you see an error in the report, correct it before posting the deposit.

&
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Click on the Report Options tab and specify the header, alignment, footer, font, and date format options
for the posting report.
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After review of the Report Preview for accuracy, click the Post button to execute the posting of the batch
totals to the Accounting Ledger.

Print the final posting report after the posting is complete.

Viewing Contributions in CDM+ Mobile

The CDM+ Mobile app for iOS and Android provides the capability to view a 12 month rolling detail listing
of an Individual’s contributions. Access to this can be controlled through the administration of the mobile
application.

Note: CDM+ Mobile is only available as part of the COM+ Data Hosting Service and is included in the hosting charge.
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Tap the Contributions icon at the bottom of the window to view contributions for that individual over the
past year.

Note: The aboveillustration shows CDM+ Mobile on a tablet. The phone app differs in that the Contributions
icon may be found under the More tab and the list of Individuals on the left will not appear.

Restricting Access to Contributions in the CDM+ Mobile app

Access to view Individuals contributions history is set on a per-device basis when a mobile device is provisioned
to connect to your CDM+ database. For more information, attend the CDM+ Mobile class or consult that
section of this manual.
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Contributions Procedures

“Special” Giving Unit Codes

Many churches wish to record and“account”for anonymous contributions and other types of cash deposited
within batch contributions entry. These may be loose cash placed in the collection plate or Sunday School
offerings. Other cash might include “coffee and cookie” donations, refunds or rebates, reimbursements, etc.

Before contributions can be entered in CDM+, a Giving Unit Record must be created for each giver. In order
for a contribution to be entered in CDM+, a Giving Unit Code must be established. Therefore, to control
these anonymous-type monies in CDM+, create an Address Record and name it such as“ZZZ77 - Misc Giving
Codes”and assign it a unique mailing code so it can easily be filtered out. Create as many Giving Unit Codes
attached to this same Address Record as you need. Again, name them such as“ZZLoose", “ZZSunday School’,
or“ZZRebates”. Begin the names with ZZ to assure they fall at the very bottom of alphabetic lists, not buried
in with other L's or S's.

During batch contribution entry, simply use these Giving Unit Codes when entering the anonymous monies.
You may also want to create separate Giving Funds, which are linked to the appropriate chart of account
income numbers in CDM+ Accounting.

Visitor Giving Unit Codes

Visitor Giving Unit Codes are not much different from other“special” Giving Unit Codes, except in most cases
they aren't anonymous.

Repeat the above instructions, except type “Non-Member Offering” or“Visitor Offering”in the Last Name field
and assign a current Giving Unit Code such as "ZZNon-Member" or "ZZVisitor."

NOTE: These special Giving Unit Codes may all be connected to a single Address Record, with something
such as“Misc. Codes”entered as the last name. Assign a Mailing Code which would NOT be included in regular
mailings or directory printing.

When using the Non-Member/Visitor code during contribution entry, type the giver’s name and address in the
Entry Memo field on the Contribution Entry window. Later, if the giver continues to attend and contribute,
he or she can be given a regular Giving Unit Code and these Non-member/Visitor contribution records can
be selected and transferred to the new Giving Unit Code, making their contribution record up-to-date.

NOTE: We suggest that you enter names with last name first in the Entry Memo field; this will assist in later
identification.
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Transferring Contributions between Giving Units
»Program P> Contributions »Contribution Records

Transfer on Contributions Records window allows transfer of detail giving records (contributions) from one
Giving Unit Code to another. Use to combine husband and wife when necessary; or the reverse, to split
husband and wife. Also use to move contributions from ZZVisitor code to a different Giving Unit Code.

L —— A S . - On Contribution Records
 —— s e T o ' ~Core
- - = e -y o - window, find contribution
o . .
e rreT) = .- entries you wish to
e i o —— = A e transfer.
R — - Click Transfer button.

- Option to transfer all displayed contribution entries or to transfer
only those selected contributions.

O e ot e - If you choose Transfer Selected Contributions Only, you can select
P ———— Contribution Records by Ctrl-clicking those displayed contribution
L o B entries before clicking Transfer.

- Enterdestination Giving Unit Code or name, or select from list. From
the list, you can “add giver”
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Mass Contributions Edit
»Program P> Contributions »Contribution Records

Find the Deposit, Offering
Date, or Show All.

Edit individual entries by
selecting the appropriate
entry and click‘Change’

Delete the entries within
an entire contribution
batch here. To delete
the batch itself, use the
‘Modify Batches’ function
within Batch Contribution
Entry.

Changes made here DO
make a corresponding
change in Memorial Gifts

To change deposit or
contribution date for
entire batch, use the
'Modify Batches' function
within Batch Contribution
Entry.
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Updating and Editing Giving Unit Codes [in mass]
»Program P>Contributions P Giving Unit Field Maintenance

Two different Giving Unit Codes can be maintained for each giver: the current Giving Code and the Pending
Code. If you need to assign new envelope numbers for all giving units or for a segment of them, this feature
allows you to quickly accomplish this.

B |=

You do not need to update ALL Giving Unit Codes at the same time. If a giver’s number hasn’t changed,
leave the Pending Code field blank. CDM+ requires unique Giving Unit Codes, so if you mistakenly attempt to
assign the same code to multiple records, CDM+ will open an error resolution box, identifying the problems,
and allowing you to correct them.

This feature is helpful if you wish to re-assign adult envelope numbers at one time, children’s envelopes
numbers at a different time, and non-envelope givers at yet another time.

If you only need to change a few givers' codes, make those changes directly in the Giving Unit Code field on
the Giving Unit Information window.

If you use envelope numbers and have giving units that are not going to receive envelopes for the next year
(transferred out people, deceased people, or people who simply don't want envelopes), you will need to
either archive these giving units OR change the giving unit codes in order to give the envelope number to
new people. The recommended method is to simply add a letter X in front of the old envelope number. In
this way, John Smith, who had envelope #123 in 2015, will have a Giving Unit Code of X123 in 2016, and you
will be able to give someone else the envelope number 123. Note that all existing contributions for John
Smith are not affected by this change.

Merge Giving Funds

Sometimes it is necessary to merge two separate Giving Funds into one Giving Fund, or to move contributions
entries from one Giving Fund to another. CDM+ provides a Special Function for these situations. Make sure
you have a current backup of your database, then call CDM+ Support for assistance in running this Special
Function. Do not attempt it on your own!
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History File and Updating

Viewing Contribution History of a Single Giving Unit
»Program P>Contributions P>Giving Unit PHistory tab

View a single Giving Unit's summary record of contributions here. Click on history description to see detail
by fund. Ctrl-click (Windows) or Shift-Click (macQS) to select multiple years to view—great for comparison.

Viewing Contribution History of all

Giving Units (in Total) — ...
»Program P> Contributions P>View Contribu- - n o N IR S
tion History ; =

Peval & onuribamions

Creating/Updating Contributions History File
»Program P> Contributions »Update History

_ 5 * Create a Contribution History
TR e file each year as a part of the Year

S — et i s bk Erery 1 End Contributions process after the
Contribution statements have been
distributed. Don't worry — any changes
made to a contribution entry after

the History File for that date has been
created, will update the History File.

- ltisimportant to create your history file BEFORE performing any archive process.

- The“CURRENT” contributions period is all dates since the last History file was created. Example: If you
have created a “2020" history file, then the “CURRENT” file period would include 1/1/2021 through the
current date.

- Multiple history files can be created for the same date range. Example: 2020 Total Giving history; 2020
General Fund history; 2020 Building Fund history.

- History files can span several years — great for capital campaigns.

- History files can span a period less than 1 year — great for comparing first 6 months of this year against
first 6 months of last year.

- Inmostsituations, itis recommended that you do NOT check the "Skip giving units with no contributions
to any giving fund" box.

2024 CDM+ Users Conference Contributions Procedures 9-5



Recurring Contribution Entries

Recurring Contribution Entries allow for the control of manually entered repetitive entries or electronic
giving you may receive through your bank. Recurring entries made by the member using Engage Giving or
the Giver's Portal are not displayed here.

Recurring Contribution Entries not entered via the Giver's Portal are entered on the Giving Unit Information
screen. All maintenance of recurring contribution entries is performed from this same window.

Setting Up Recurring Gifts:
»Program P> Contributions »Giving Unit Records

Click on the Recurring

L e e g g —— Giving tab. Select the
iy oy pepaicn P desired giving unit and
L e — - enter the edit mode by
— ' s sompaa clicking the Change
e s Doeme 1 button. This will activate
T S A e e e ] T Tl Y the Add Recurring button
St L at bottom left.
s ‘ it w G Click the Add Recurring
3050053 Scarting 44 63 1 3HD a achadabedl mpisy anding D 1 FETR button to open the
oty : Recurring Contribution
T SO Simrtieg on Do B 201 sl soraduled sy weeh of Dot oy, 5o Dee on $un seding Dec 35 304
e Setup window. There
I;;B‘FI;WWJ—1IUE}MHHM'WHIMM 1% 200 are three tabs on the
setup window — Setup,
Schedule and Memo.

8 e = Onthe Setup tab...

Starting Date: Enter the first date of the recurring
contribution. The schedule of repeats begins from this
date.

Payment Type: Select desired payment types from

your defined types. You may find it beneficial to create

a new type—Recurring, ACH, EFT, or some term that
i will enable you to differentiate these entries.

Mark 'Do Not Post To Ledger": Selecting this will cause each entry to be flagged as "Do Not Post To Ledger”
and these will not be included in the Posting Process. Use this for contribution entries that are made through
an external source to CDM+, such as outside ACH or EFT transactions, that have already be entered into the
ledger as a deposit.

Total Amount: Just as in batch contributions entry, this is the overall total amount of the contribution.

Giving Fund Breakdown: Again, as in batch contribution entry, identify the giving funds and amounts per
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giving fund. Note that you may enter a Memorial or Note in this fund breakdown as well.

Next, click the Schedule tab to define the frequency of this recurring entry. There are eight standard
frequencies and an advanced frequency.

1] Risturting Comnbuton Salup Never - does not repeat.
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Mar=er (= B Wepiky B - Wy MenH BE=Manisly  Chair iy LA T L Ak a=Lad
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Frevers 5had §Esepiana
. degant 2033 . Bi-Weekly - repeats every 2
Dot | Mot | Won | el | Whe | i | ik This Swecming Sonsbution Wil GC0U #var
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i > “ - Monthly - repeats once each
ka faa fan fan fas month
E s ] 1 .
Bi-Monthly - repeats every 2
i G~ months
Dhck 3 4 Dwtsun Eraiing
Sy 1 pd Aoided
chinge ) | 8 Buigped Neve () Do s date: Blee 313039 Quarterly - repeats once every

three months

cetsd [ Annually - repeats every 12
months.

Once you have selected the desired frequency, the displayed calendar will reflect the dates of each recurring
contribution. This begins with cycles based on the starting date entered on the prior Setup tab.

You may also enter an Ending date if desired.

The Preview calendar is a live calendar, meaning that you can mark any date to skip or you can add additional
dates by clicking on those dates.

] Rt ting Conmnbutasn Salug The Advanced Schedule tab
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SRS SE | Bt B secnd B g B Fout B e on Friday of all weeks of all months.
" I . : L bl Se (T ule
& : | 18] L L] N
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Use the Memo tab to record any notes concerning this recurring entry.
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After a recurring contribution is entered and saved on the Recurring Contribution Setup window, the
Recurring Giving tab of the Giving Unit Record window will display the summary of the recurring entry. If
you need to edit this entry, click the Change button on the bottom of the Giving Unit Record window, then
click the pencil on the right side of the recurring entry you wish to change. This will open the Recurring
Contribution Setup window.
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Recurring Gifts Reports
There are two Contribution Reports for Recurring Gifts: a composite listing and a detail report.
The standard Contributions Report setup window allows you to fine-tune these reports.

P Reports P> Contribution Reports P> Recurring Contributions P Recurring Contributions Listing
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|
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P Reports P> Contribution Reports P Recurring Contributions P Recurring Contributions Forecast
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Initiating Recurring Gifts:
After the Recurring Contribution Entries have been set up, they can be initiated.

NOTE: The following procedure applies ONLY to recurring gifts NOT received through Engage Giving
Portal.

»Program P>Contributions P>Batch Contribution Entry

Recurring Contribution Entries are initiated through the Batch Contribution Entry process. You may either add
these recurring contribution entries to an existing batch, or you may create a new batch for these recurring
entries only.

Whichever method you select, click the Load button at the bottom of the Batch Contributions Entry window.
This will open the Recurring Gifts selection window shown below.
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This window chooses dates based on the selected batch on the Batch Contributions window. The end date
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is the offering date from the batch. To determine the begin date, CDM+ finds the last offering date used in
any batch prior to the selected batch. The day after that offering date will be used as the beginning date for
Recurring Gifts.

For example, consider these batches:

Batch Offering Date Recurring Begin Recurring End
October 26,2019 October 20,2019 October 26,2019
October 19,2019 October 13,2019 October 19,2019
October 12,2019 October 6, 2019 October 12,2019
October 5, 2019 n/a n/a

Recurring gifts within this date range are displayed. Expand the From and/or To dates to display more or
fewer entries. Selecting a specific line item displays more detailed information on the selected gift including
prior activities.

maCuATng Oitls

L] 2
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, 7

o PER T T T
A% Bag B iy Sep TN
L £,

Select each recurring gift you wish to load. Use Control-click, Shift Click, Control-A, or Edit | Select All to mark
each desired line. Once you've identified each desired ling, click the Create button on the toolbar. This will
create the contributions in the selected batch, which can viewed and modified in the Batch Contributions
window like a regular contribution.

Memorial Gifts

Memorial Gifts is a separate feature of the CDM+ Contributions program. It tracks memorial gifts given, as
well as how these gifts are used. Enter a Memorial Designee, and Memorial Gifts may be linked to regular
contributions for ease of entry. This link is enabled under CDM+(Mac)/File(Window)» Preferences » CDM+
Systemp> Contributions tab P> Setting icon

Adding Memorial Designees

»Program P>Memorial Gifts »>Memorial Gift Designees Records

= e Enter first and last name of

- designee, date, specify“In honor

A = of” or “In memory of”, and add
—- any comments.

(=T P
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Entering Memorial Gifts Given

There are two methods that can be used to enter Memorial Gifts given. Contributions can be linked to Memorial
Gifts. This will allow you to automatically create a Memorial Gift record during Contribution Batch Entry. If
you don't activate this, you may still use Memorial Gifts, but will need to manually enter each Memorial Gift
received and enter the contribution entry.

Activating Memorial Gifts / Contribution Link
CDM+(Mac)/File(Window) P>Preferences P> CDM+ System P> Contributions tab P>Setting icon

E===N i

& &

F o 1 == . N ks = i

Entering Memorial Gifts as contributions
»Program P>Contributions »Batch Contribution Entry

Click the “magnifying glass &

paper” icon =" at the right
side of the fund designation
line of the contribution entry.

e e | - . This will open the Memorial Gift
Designation window.
B

_ B ee— | Contribution will post in
v e Memorial Gifts to appropriate

_ r '. - person'

T ———

. s NOTE: Edits in Memorial Gifts
= DO NOT make corresponding
o changes in Contributions Entry.
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Entering Memorial Gifts not as contributions
»Program P>Memorial Gifts »Memorial Gifts Given Records

Reporting options will group givers by Memorial Designee.

Using Memorial Gifts

»Program P> Memorial Gifts »>Memorial Gifts Used Records

Gifts given and entered in
this manner do NOT create
contribution entries. If you
wish for these gifts to be
displayed on the member’s
giving statement, you will
need to also enter these as
contributions.

When entering a new gift given,
if the giver has an existing
address record, click “Link to
Address Record” and select
appropriate address record
from pop-up. This will ensure
that as the address record
address changes, it will also
be updated in the Memorial
Giving.

In recording memorial gifts, it is often necessary to track how much money has been used for a specified
purpose.
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Contributions Procedures

S

* A Memorial Gifts
Used report could be
printed and given to
the family to inform
them of how the
monies were used.
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Memorial Gifts Reports

Memorial Gifts Designee

P Reports P>Memorial Gifts Reports PListing and Exports P>Memorial Gift Designee Custom Listing
and Export

These reports detail information on Memorial Gift Designees.

Memorial Gifts Given
This group of reports provide detailed information on Memorial Gifts Given. These include a Custom Listing,

which allows you to “build” your own report, Gift Given Letters, Cards, and Emails. These notice-type reports
allow you to create personalized thank-you communications to the donor.

Memorial Gifts Given Listing
P Reports P>Memorial Gifts Reports PListings and Exports P Gifts Given Listing

This report has a number of excellent uses: give the list to family members as a record of those who have
given in memorial or honor of their loved ones; provide the list for use in church publications or website; for
use by committee or staff to know the source of gifts given for their use.

Options: The giver's Address and designation notes can be added to the report. The report can be printed
with or without the Gift Detail (the amount given by the donor) by checking the Show Gift Detail button.

Memorial Gifts Given Composite
»Reports »Memorial Gifts Reports PListings and Exports P> Gifts Given Composite

Report provides a listing of the total amount given for Memorials during a selected date range. The report
can include all or selected Gift Designees.
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Memorial Gifts Given Custom Listing and Export

P Reports »Memorial Gifts Reports PListings and Exports »>Memorial Gifts Given Custom Listing
and Export

Build your own report by choosing fields to include in a list that can be printed and provided to family
members or other interested parties for data management.
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Memorial Gifts Given Labels/Envelopes
Reports P>Memorial Gifts Reports P>Labels »>Memorial Gifts Given Labels/Envelopes

Labels can be printed for selected Designees and filtered by date range. This report is a helpful tool to provide
family members with labels for sending acknowledgments.

Memorial Gifts Given Letters, Cards or Emails
P Reports »Memorial Gifts Reports P>Notices »>Memorial Gifts Given Letters, Cards or Emails
Similar to Letter, Card, and Email Notices found elsewhere in CDM+. Embed database fields to personalize.
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Memorial Gifts Used

P Reports PMemorial Gifts Reports PListing and Exports »>Memorial Gifts Used Listing or Custom
Listing and Export

These reports detail information pertaining to how the Memorial Gifts given have been used.

Memorial Gifts Given vs. Used
P Reports »Memorial Gifts Reports PListings and Exports P> Gifts Given vs. Used

_i_m (5] & ﬂﬂ' !‘-_’
Fr———

Fapn P e Pin G e mw —

o =1 L S
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Contributions Pledging

The pledging process is used by many organizations as a financial forecasting tool. Since the process often
involves more members than any other one event of the year, it is important that each aspect be handled
efficiently and accurately. CDM+ Contributions provides many resources to support thisimportant endeavor.

Things to do before starting the pledge process:
* Update Address and Individual records with the most accurate information.

* Set up a Group for the committee/team responsible for the pledging process to facilitate easy
communication with the group members; update members Other Phones and Emails information.

* Review and analyze past years pledge information by printing pledge reports.

* Set Pledge term preference in CDM+ System Preferences.

Pledge Preferences

CDM+ provides the option of defining the terminology an orgniazation uses for Pledges. Some organizations
refer to pledges as Estimates, Promises, or Faith Commitments. Your choice will be set up under System
Preferences.

» CDM+ (macOS)/File (Windows) P> Preferences > CDM+ System P>General tab P> Terms icon
O = @ = O &

Enter the appropriate singular and plural terms to use when referring to a pledge.

We use the Default Term Pledge in this class and the CDM+ Contributions online manual.
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Giving Funds
Setting up Giving Funds in Contributions
»Program P>Contributions P Giving Funds
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If you are entering pledged funds, you must create separate Giving Fund for each pledge period. For example,
if people make pledges for the 2023 General Fund and may also make pledges for the 2024 General Fund,
you should create a 2023 General Fund and a 2024 General Fund. Likewise, if there is a building campaign
that people pledged to give to over a three year period, you might have a Building 2023-2025 Fund. It is
important to credit donations again the pledge made.

Pledges
Establishing Pledge Funds
»Program P>Contributions PPledge Records »Modify button

.08 Prscige Racoro To set up a pledge for the
Crrrimidy chugsiagineg phedign recerdi bai first time, click on the Modify

[ ——— - | button and enter the pledge

#-“.-::;: starting and ending dates on

e the Pledge Setup window.

Cuninrmiss Ll Gagiay Tohad demourst Eréared foa The Pledge Description will

e Dentarsa - sea auto-fill with the Giving

Fund description or it can be
changed. The Goal Amount
is the total amount that
you have forecasted for the
pledge campaign, and can
be left blank.
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Entering Pledges
»Program P>Contributions PPledge Records

Pledge entry works like Batch Contributions Entry. To enter pledge information, select the desired Pledge
Fund from the "Currently displaying pledge records for:" drop list; click either Add or Multi-Add to begin.

* A Filter option on the Pledge
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Data entry options are controlled by the Batch Contributions Entry default preferences. Enter the Giving Unit
Code or giver’s Name and tab to the Total amount. Enter the total amount of the pledge. NOTE: Enter an
amount in the "initial amt." field only if the giver is planning on giving an initial amount before the periodic
pledges begin.

For example, if a three-year total pledge is for $10,000 and the giver is planning to give $4,000 initially and
then the remainder over the next 36 months, enter $10,000 in the Total box and $4,000 in the initial amt. field.
The program will calculate the Period Amount on the remaining $6,000. If dividing the remaining balance
by the frequency results in an unequal amount, CDM+ will enter two breakdown lines showing the monthly
amount and then a final amount to accommodate the rounded difference.
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When entering pledges with a Monthly, Quarterly, Semi-Annual, Annual, or One-Time frequency, you can
specify whether the year-to-date calculation should occur at the Start Date or the End Date. CDM+ defaults to
the Start Date. For example, an annual pledge of $520 is entered with the “Calc YTD” set to the Start Date. The
Pledge Records window will show a Pledge-to-Date amount of $520 on January 1st on the Pledge Detail tab
and an over/under status of under on the Contributions tab until they contribute $520. If this same pledge is
entered with “Calc YTD" set to End, the giving unit will show a Pledge-to-Date of December 31 and will show
the status as over if they contribute prior to December 31. You may change this setting at any time, as needed.

If pledges need to be entered by a periodic amount, leave the total amount 0.00 and enter the frequency
and periodic amount. CDM+ will calculate the total amount of the pledge.

Additional pledge breakdowns can be entered to accurately reflect the anticipated giving. If the pledge
needs to be changed before the end of the pledge period, change the ending date on the last line and then
add a new pledge breakdown that shows the anticipated change. CDM+ will start the new line with the day
following the ending date of the line above it. For example, if someone pledges $100 a month and then
indicates that for six months they will not be able to meet that, an entry can be made for that six months
with a zero amount and an additional line which shows when the pledge will resume and the amount and
duration of the remaining pledge commitment. The Pledge frequency O means a one-time entry and never
indicates no pledge has been received.

* Projected pledges are estimates for those who do not provide a pledge, but faithfully give. Pledge

reports will separate actual pledges from projected. This assists in forecasting the financial support of
the church for the upcoming year. Only Actual Pledges are included on Giving Statements.

The Pledge Detail tab shows the year-to-date calculations that CDM+ will use in reporting.
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'

The Contributions tab shows each gift given to the pledged fund and a summary of pledge-to-giving totals.
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e
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Pledge Example

The following example highlights the flexibility of pledging in CDM+ Contributions. Capital Campaigns will
frequently result in challenging pledge wishes. For example, a member pledges a Total amount of $3000.00,
including $25 monthly for the first year, $30 monthly for the second year and $30 monthly for the third year.
Additionally they commit to make a $500 annual payment at the end of each calendar year.

The illustration below demonstrates how a pledge like this can be handled in CDM+. An initial or down
payment of $420 has been recorded. The first line shows the first year $25 monthly pledge [Note that the
ending date is set back several days prior to the end of the year]. The second line shows the first $500 annual
payment [Note the beginning and ending dates are 2 days apart]. The third line shows the second year $30
monthly pledge and so on.
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NOTE:

* The Initial Amount is an amount already given or to be given prior to the incremental pledge begin date.
The actual contribution entry of this Initial Amount MUST BE entered via the Contribution Entry process,
just as all other contributions are entered. Failure to enter the Initial Amount in Contribution Entry will
result in a pledge status as unpaid for the amount, and could result in a Pledge Status of UNDER.

* Each detail line’s date range begins one day after the prior detail line’s date range ends. If the first detail
line's date range ends on Dec. 31, the next detail line’s date range MUST begin with Jan. 1. If you wish to
“skip” a date period, you must enter a pledge of $0 Never [or $0 Annual, or $0 Weekly] for the dates of
the period to be “skipped”.

* Some pledges may require a mix of pledge Frequency Types (Weekly, Monthly, etc.), as well as Calculation
modes [Start or End] within a single pledge entry.

Pledge Changes

Pledge changes are often more difficult to interpret than the original pledge, but generally fall into several
distinct categories.

* Simple data entry mistake. The pledge made was $5 monthly, but was originally entered as $5 weekly.
The correction is simple: from the pledge entry screen, use the filter line to narrow or “find” the specific
giving unit’s pledge entry. Then erase the amount in the total pledge and simply change the pledge
frequency from weekly to monthly.

* Change in pledge amount dating back to the start date of the pledge. Change the pledge amount
and/or frequency as required. You may need to erase the amount in the total pledge field.

* Changein pledge amount at some point after the start of the pledge. The issue with this type of change
is the contributions made prior to the effective date of the pledge change. How these prior contributions
are handled effects the Pledge Status since all contributions given prior to the change are included in
Pledge Status calculation.

Example: Original pledge is $10 weekly for 52 weeks - 1/1/23 through 12/31/23. The member indicates a
need to change the pledge to $5 weekly effective 7/1/23. Further, you determine that they have given
$260 through 6/30/23.

Solution: Change the ending date of the first detail line to be the day before the desired effective date of
the pledge change. Then, add a second pledge detail line beginning on the effective date of the pledge
change and ending at the end of the pledge period. In the example above, the 1st detail line is $10
weekly from 1/1/23 through 6/30/23 and the 2nd detail line is $5 weekly from 7/1/23 through 12/31/23.
This would result in a total pledge of $390 ($10 weekly for the 1st 26 weeks and $5 weekly for the 2nd 26
weeks). Since they gave $260 through 6/30, the contributions given are equal to the pledged amount to
the 6/30 date and the Pledge Status would now be current (zero)

Pledge Cancellations
Again, there are several methods available to handle pledge cancellations:

* The specific pledge can be deleted. From the pledge entry screen, use the filter line to narrow or “find”
the specific giving unit’s pledge entry. Select the Delete jump button at the bottom of the window. This
will remove any record this pledge existed or was changed.

* An alternative method might be to alter the ending date of the detail line to indicate when the pledge
was cancelled. This is especially proper when gifts have been given toward the pledge. A variation of this
approach would be to change the pledge detail line to indicate a one-time pledge for whatever amount
that may have been given.

* If no gifts have been given, you might enter a pledge periodic amount of $0 and a pledge frequency of
Never, to indicate that they had responded.

* Use the Comments tab on the Giving Unit record to note this change.
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Pledge Reports
Pledge Listing
P Reports P> Contribution Reports PListings and Exports P>Pledge Listing

List of persons pledging
with Total Pledge amount.
You may include giving
units with Projected
Pledges or giving units
with no pledge. You may
also filter by those who are
ahead or behind on their
pledge to date.

Frbr e el

FEEFEER
EEEEETRLEY

Pledges Custom Listing
P Reports P> Contribution Reports PListings and Exports P> Pledge Custom Listing

Custom select fields for a totally user-defined pledge report.

St Lilrm

The Pledge Listing and Pledge Custom Listing reports now allow the selection of multiple pledge funds in
a single report.
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Pledge Letter Notice
P Reports P>Contribution Reports P>Notices P>Pledge Letter Notice

Use this notice to encourage members who have
pledged with a personalized thank-you letter.
Include the amount of the pledge as a confirmation.
Additional fields detailing Pledge information are
available to include in pledge letters under the
>Database Fields option in the Formatting Palette

s e R e T e e e when creating the merge letter.
m i s Attend the Users Conference Notices class or see the
- Notices section of this manual for complete details

of creating personalized letter notices.

Pledge Comparison
P Reports P> Contribution Reports P>Comparative PPledge Comparison

Report compare up to three pledge years and displays Difference Options of amount and percent for each giver.

Pledge Comparison
Your Deganization
123 Man Strest
Big Ciy, KY 40123
DG 555-1234

Giver Pledge 2023 Difference  Buikding Fund
Mr, and Mrs. Alexander Adams - 200 2,180.00 (3, TED.D0) oo
William & Lucille Allen - 8LLEZ 0.00 3.0600.00 100000
Wichae! Disney - MIEED 4 B00.00 (4, 800005 00
Total 7. 980,00 (4 980 00) 3, Q00N
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Actual vs. Pledge

P Reports P> Contribution Reports P>Comparative PActual vs. Pledge

Provides detailed analysis of a specific Pledge fund. Shows Total Pledge, Giving to Date, Pledge to Date, and
Over/Under amounts.

Actual vs. Pledge
Your Orpanization
123 Main Street
Big City, BY 40823
B06/555-1234

Congributien Date Thiviagh Sep 30 2023; Pledge 2023; Jan 1 3023 - Dec 31 2023

Oiralmg Uiniits WITh o Pledgs

ivar Tatal Plodge  Gving ToDate  Piedge To Date DhearUndor
Mir. and Wrs Alsaancer Adamees - 200 .180,00 000 2 340,00 {2, 340,00
Mizhass Desnary < MIKED & B0, D 2450 3, BOCL N0 13,512.50)

Tovtad: 7.8980.00 87.50 £, 400 {5,852 50)

Actual vs. Pledge by Month

»Reports P> Contribution Reports P>Comparative PActual vs Pledge by Month

Compares monthly totals of Year-to-Date pledging and giving including Over/Under amount.

AT e Pl Hy BT
Tragr e ol
103 M Tormm
g Gy, KT D
o EALRELT]

Lonkririon Dein Teogh b W2 20T Pedge 2021 Jon 1 2537 - Do 31 2021

Ll B

Goveg Te D Pedgn To Daie

A5 LK1 AbdE OO

b el gt
] LRE B
TR0 00
1 e I G B8
L3003 1 1I0L0
B i s 58
BIET LRk
AT LS 50050
o BT 5 k) O
It Fangn
Pawica TR e
i Ba D §00T 5
T, ®_ i LT Y

This report can be extremely helpful in determining planned cash flow throughout the pledge period. Lending
agencies frequently require this information.
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Contributions Comparison Reports

P Reports P> Contribution Reports

Listings and Exports Labels Notices Daily Reports | Comparative | Statements/ | Recurring
Receipts Contributions
Giving Unit Listing Giving Unit Giving Unit Daily Report of | Composite by | Contribution | Recurring
Labels/Envelopes | Letters Contributions | Giving Unit Statements [ Contributions
Listing
Giving Unit Directory Contribution Giving Unit Check Deposit | Composite by | Contribution | Recurring
Labels/Envelopes | Cards Report Date Statements | Contributions
by Email Setup Custom
Listing
Available Giving Unit Pledge Labels/ Giving Unit Daily Actual vs Contribution | Recurring
Codes Envelopes Emails Contribution Pledge Statements [ Contributions
Breakdown Line Forecast
Giving Unit Custom Contribution Actual vs Contribution
Listing & Export Letters Pledge by Statements
Month Line Email
Detail Contributions Contribution Pledge Receipts
Cards Comparison
Contributions Totals By Contribution Totals by Canadian
Date Emails Month Donation
Receiptst
Lagging Giving Units Pledge Letters Contribution | Contribution
Range Statement
Report
Contribution Memos Pledge Cards History
Comparison
Contribution Custom Pledge Emails

Listing & Export

Canadian Donation
Receipt Listing®

Pending Contributions

Pending Contributions
Custom Listing & Export

Giving Funds

Giving Fund Sets

Batches

Pledge Listing

Pledge Custom Listing
& Export

Pledge Summary
Custom Listing & Export

Contribution Worksheet

Address Giving Unit
Check

*Requires MICRImage Check Scanner
tAvailable in the Canadian custom version only.

NOTE: If you change the terms on the System Preferences window, report and window names will change. For
example, if you choose to use "Donation" instead of "Contribution", you will have a Daily Report of Donations
instead of Daily Report of Contributions.
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Determining the Content of Contribution Reports

CDM+ report setup windows have two main sections: the top section that determines content and the
bottom tabbed section that determines format. The top section is the same for most Contribution reports.

e .- Date/Range Selection
e — : Select the contributions to include on the report by choosing
either the Deposit Date or Contribution Date. Then enter

the date range to include in the report.

The basic configuration of contribution reports is to include
only those giving units that have contributed within the
- S— date selected.

If you wish to include all giving units, whether they have
given or not, check the Use Ranges box and click the
— ' Configure button.

Click the Range radio button on the Configure Ranges window. Enter 0.00 to 99999999.99 or something
that exceeds your top giver’s total. This will result in the report including giving units whether they have
contributed or not.

Configure Ranges — When you check Use Ranges and enter the low and
high end of the range, you have 3 options to select from:

1. Calculate range on any single breakdown item - this bases the range
selection on any single entry line (Giving Fund). A Sl
2. Calculate range on total contribution — bases the range selection on
total of any single contribution, regardless of fund split. o : S

3. Calculate range on report date selection - bases the range selection
on total of giving within date selection.

For example, Robert Jones gives $400 total and you enter one entry splitting the gift as $200 to General and
$200 to Building. Robert Jones also has previously given $50 on 1/1 and $100 on 3/31.

If you configure your range selection to include $250 - $999,999.99, option 1 would not include this gift
nor any other gift; he would not be included on the report. Option 2 would include this gift, but would not
include the other two gifts. Option 3 would include this gift and the other two gifts since the grand total
($550) was within the range.

Giving Funds
Be careful in your selection in this area.
The All radio button at the top of the Giving Funds sections applies to every giving fund defined in CDM+

Contributions, including those that are flagged as inactive on the Giving Funds window. In short and in this
case - all means all!

If you do not want to include all inactive funds in your report, you must have the Selected radio button active.

The list of Giving Funds below the All and Selected radio buttons is, by default, all the Giving Funds that
you have NOT marked as inactive.

So, if your goal is to include all Giving Funds EXCEPT those flagged as inactive, here are the steps you need
to take:

1. Click on the Selected radio button.
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2. Make sure there is NO check mark in the box next to Show inactive below the list.

3. Click on the small All button below the list of Giving Funds. This will put a check mark next to all listed
Giving Funds.

If you want your report to include only some of your active Giving Funds, take these steps:

1. Click on the Selected radio button.

2. Make sure there is NO check mark in the box next to Show inactive below the list.

3. Click the small None button at the bottom of the list to clear any existing check marks.

4. Scroll down the list of Giving Funds, checking only the ones you want to appear on the report.

To include some inactive Giving Funds in your report, take these steps: T
1. Click on the Selected radio button. - - .D =

2. Putacheck markin the box next to Show inactive below the list. e

3. Click the small None button at the bottom of the list to clear any existing rj ik

check marks.

4. Scroll down the list of Giving Funds, checking only the ones you want to
appear on the report.

NOTE: Inactive Giving Funds will be marked in the list with an asterisk (*).

Event

If you enter contributions by Events, click the Selected button in this section and ensure that you check the
appropriate Event Code(s). If you don't use Events, leave the selection set to All.

Payment Types

For Statements and Receipts, you would generally leave All selected under Payment Type so all payment types
will be included. For some other Contribution Reports, you may wish to see a report of just contributions
paid by ACH, credit cards, or checks.

Listing Reports

There are a number of different listing reports, including Custom Listing reports for giving units, contributions,
and pledges. As with other listing reports, generally provides only identification information.

Available Giving Unit Codes —  Use to quickly identify unused numeric giving unit codes. Ideal for use
when entering new giving units.

Detail Contributions- Lists giving information by Giving Fund or Giving Unit; in Detail or
Composite by selected date range.

Contributions Totals by Date -  Select date range and funds to report. Lists totals by date or by fund.

Lagging Giving Units - Identifies giving units who have not contributed over a period of time. User
inputs time criteria and fund selections.

Pledge Summary Custom As with other "custom listing" reports, provides an extended level of analysis
Listing - of pledges and contributions.
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Comparative Reports

Add specific contribution information to the general identification information that is printed.

Composite by Giving Unit -

Composite by Date -

Actual vs Pledge -

Totals by month -

Contribution Range -

History Comparison -

Provides total giving by giving unit. User selects funds to detail. User can also
configure ranges.

Similar to above, but provides total giving by date (either offering or deposit).
User selects funds to detail. User can also configure ranges. Great for analysis
of seasonal giving trends.

Provides detailed look at specific pledge fund. Shows total pledge, giving to
date, pledge to date, and status (over/under). User may elect to include pledgers
only, non-pledgers only, or both. NOTE: report option to “Page by Frequency”
applies to “Those with pledge” only.

Provides totals, either $ amount given or count of gifts, by month. User can
select starting month—great for fiscal years other than calendar. User can select
funds to report on. This report also computes a monthly average.

Ideal for those “how many give between $1 - $99.99 and $100 - $249.99, and
so on—but note, this report is based on total giving. User selects date range
to base report on, selects fund(s) to include, and sets up the giving ranges.

Based upon Contribution History files. Select which History years to compare.
Can print totals only or detail by giving unit. User also selects funds to include.

Custom Listing and Exports

Create export files to be used in other programs. User select data elements to be included in the export file.
Multiple export formats can be saved.

Giving Unit Export-  Can be used to provide envelope service with file. Contribution and pledge
elements are not available.

Namaas

a
a

Contribution Export - User selects date period, funds to include. Data elements include detail giving
and/or total giving. Use “configure ranges” to limit to non-givers, givers only, or
to a range. NOTE: pledge elements are not available.
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Pledge Export - User selects pledge FUND to report on and date period. Data may be selected
from Pledge fields, Giving Unit fields, and Address fields. Pledge detail fields, such
as "Remaining Balance" and "Last Payment Amount," are included to enhance
pledge analyses.

Label Reports
P Reports P> Contribution Reports P> Labels/Envelopes

Very similar to all other labels output in CDM+. Contributions labels allow the user to configure ranges to
select givers, non-givers, or by range of giving. Pledge labels allow the user to select which pledge fund to
include and whether to include non-pledgers and projected pledges. Pledge labels also allow the user to
select one or multiple pledge funds.

Notices
P Reports P> Contribution Reports P> Notices

Multiple notice formats are available (letter, card, or email). Notice text may be formatted, graphics included,
as well as including variable information (database fields) within the body of the layout for personalized
communication. Multiple pledge fields are available for user selection to give the donor the details of their
pledge(s).

I
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To create a new Notice, click the small Add button next to the drop list of saved notices. Type a name for
the notice and click Save; the Notices editor window will then open. The Notices feature supports advanced
document creation and editing. Please refer to the Notices section of this Users Conference manual or attend
that class for more information.

Receipts
P Reports P> Contribution Reports p>Statements/Receipts P>Receipts

Receipts are specialized versions of the contribution statement. In simplistic terms, they are a cross between
giving notices and statements.
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- Typically based upon event code. For instance, :
create an event code for China Earthquake Relief, i — —— —
enter contributions in batch contribution entry or
contribution maintenance specifying this event code in
the batch setup. Select this event code from the receipts
setup window.

- Receipts are printed for EACH GIFT. If Mike Disney
contributes three times to China Earthquake Relief, he
will receive three receipts.

- TheReporttab provides options to print receipts with or i
without a return stub. Use the stub to invite future gifts. | P S R
You may also assign receipt numbers on the Report tab.

- Receipts offer the same capabilities of the other Notices
with respect to formatting and insertion of personalized ———
information and graphics. See the Notices section of this ——
manual or attend the Notices class for complete details
of creating personalized letter notices.

- After receipts have been printed, CDM+ can mark the
records as “Receipt Printed” ensuring you won't include
these the next time you print receipts.

Daily Reports
Daily Report of Contributions is presented in the Getting Started - Contributions class.

Report of Contributions
P Reports P> Contribution Reports P>Daily Reports P> Daily Contribution Breakdown

Lists contributions
: entered for a selected
Dapash G siuy 30 S0 Deposit Date, Entry
123 i St Date, or Batch Code.
gy Includes Giving Unit
I, o e i SR Name/Code, Total
' ' ' ' Amount, Payment
Type, and Giving
Fund. Displays totals
by Payment Type and
Giving Fund.

x
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Listings and Exports
Giving Unit Listing

P Reports P>Contribution Reports P>Listings and Exports P>Giving Unit Listing

Use as a cross-reference sheet of Giving Unit Code and Giving Unit Name. Can sort by Code or Name.
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Contribution Worksheet
P Reports P> Contribution Reports P>Listings and Exports P> Contribution Worksheet
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* Change the
five Giving
Fund columns
each week

to include
seasonal

or other
special giving
emphases.

This worksheet can be provided to money counters to record gifts given for the batch. Since it is run each
week, the latest information is always available.

2024 CDM+ Users Conference

Contributions Comparison Reports

11-7



Detail Contributions
P Reports P>Contribution Reports P>Listings and Exports P>Detail Contributions
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Contribution Totals by Date
P Reports P> Contribution Reports P>Listings and Exports P> Contribution Totals by Date

This report can be

produced "Detail by
— Date" (shown), "Detail
by Giving Fund", or
"Composite by Date."

e M PR

——m
[P L

B @ mETE

11-8  Contributions Comparison Reports 2024 CDM+ Users Conference



Contribution Custom Listing and Export

P Reports P> Contribution Reports P> Listings and Exports P> Contribution Custom Listing and Export
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Contribution Pledge Summary Custom Listing and Export

P Reports P>Contribution Reports P>Listings and Exports P>Pledge Summary Custom Listing and

Export
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Notices
Contribution Letter Notice
P Reports P> Contribution Reports p>Notices P> Contribution Letters

Create personalized letters that include

giving data to express appreciation, or i d e eubtpetls e 2
encourage givers for their total donations PEr——
or donations to a specific Giving Fund(s). Jjr— -
To create a new Contribution Letter Notice, » P
click the small Add button next to the drop L p—
list of saved letters. Type a name for the linkil
letter and click Save; the Notices editor — .
window will then open.The Notices feature -
supports advanced document creation and
editing. Please refer to the Notices section of e
this Users Conference manual for complete 7 g
details. s
Ganms 8 L
Comparative
Composite by Date

P Reports P> Contribution Reports P> Comparative P Composite by Date

Composite of Giving by Date
First Church
123 Main Street
Big City, KY 40123
606/555-1234

All Giving Funds; All Events; All Payment Types
Contribution Date Sep 1 2023 to Sep 30 2023

Contribution Date Total
Sep 3 2023 (120.00)
Sep 10 2023 (120.00)
Sep 17 2023 (120.00)
Sep 19 2023 (400.00)
Sep 24 2023 (120.00)

* Use this report for comparative analysis. Print to Clipboard or Export as file and move to Excel to use
data to easily create eye-popping graphs or charts.
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Totals by Month
P Reports P> Contribution Reports P> Comparative p>Totals by Month

Use this report to analyze giving patterns and averages by Giving Units or Giving Funds.
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Contribution Range
P Reports P> Contribution Reports P> Comparative P> Contribution Range

Giving Ranges
Firgt Chirch
123 Masn Sareet
B Dy, KF 40123
065551234

Al I-n-r\g Fisradic & Evirrtn Al Payrnect Types
Caoviribertion Date Jan 1 2023 e Dec 371 2023

S0.077 to hO00.00

Cver Amount
Ty Haimaioers 18000
Paisl Dere 20D
RErhe] Desrsy 355.55
Mirs, Jorien Joriea BRD.00

Tokts Gears 4 Tial! Canvitad? 1,405.55
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Contribution History Comparison

P Reports P>Contribution Reports > Comparative »History Comparison

History Comparison

Giving Unit Current 2022 2021 2020 2019 Total
Charles & Ruby Cook - 108 0.00 2,300.00 375.00 375.00 0.00 3,050.00
Mr. & Mrs. Ralph Lucas - 118 0.00 0.00 170.00 170.00 0.00 340.00
Mr. & Mrs. Mark Hunter - 120 2,325.00 50.00 495.00 49500 0.00 3,365.00
Mr. Jim Miller and Mrs. Joy Ross... 0.00 0.00 1,000.00 1,000.00 0.00 2,000.00
Mr. and Mrs. Alexander Adams - 0.00 1,300.00 500.00 500.00 1,198.00 3,498.00
Mr. and Mrs. William Bryant - 1088 0.00 80.00 100.00 100.00 0.00 280.00
‘William & Lucille Allen - ALLE2 0.00 1,450.00 625.00 625.00 0.00 2,700.00
Mr. and Mrs. Derek Balling - BAL... 0.00 100.00 0.00 0.00 0.00 100.00
Joseph Caldwell - CALD258 0.00 0.00 0.00 0.00 0.00
Mr.and Mrs. Ryan Cassidy - CA. 0.00 1,670.00 325.00 325.00 0.00 2,320.00
Marvin Davis - DAVI9O 0.00 0.00 0.00 0.00 0.00
Albert & Camille Delvecchio - D. 0.00 2,435.00 123.47 123.47 0.00 2,681.94
David Hatmaker - DHAT104 1,600.00 0.00 0.00 1,600.00
Paul Dore - DORE106 200.00 0.00 0.00 200.00
Total Contributions 4,125.00 9,385.00 3,713.47 3713.47 1,198.00 2213494

Giving Units with contributions 3 8 9 9 1

Giving Units without contributions 1" 4 5 5 9

Average Contribution 1,375.00 1,173.13 41261 412.61 1,198.00

Avg Contribution - All Giving Units 2084 64 782.08 265.25 265.25 118.80

Produced on Aug 28 2023 at 2:43 PM by Administrator

Recurring Contributions Listing

P Reports P>Contribution Reports P>Recurring Giving Unit P> Recurring Contributions Listing
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This report can also

be produced in Detail
format which lists each
recurrence by date and/or
giving unit.
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Recurring Contributions Listing > Reports P Contribution Reports »Recurring Giving
Unit » Recurring Contributions Forecast

Recurring Contributions Forecast

b 1 2023 to Sep 30 2023; Ghing Funds: Goving Fund 1, Gheing Fund 22 All Sources

Eavang Fund Aecurnng Date Arruing
Giving Fained 1
Jul 1 2023 T00U00
Aiag 1 2023 JREEELY
Sep 1 2023 R L
—
Giving Fund 1 Total: 300000
Civing Fund 2
Jul 2 2023 30,00
Jul 9 2023 3000
Jul 16 2023 30.00
Jul 23 2023 30,00
Jul 30 2023 30.00
By 6 2023 30,00
Busg 13 2023 30,00
agg 20 2023 LRI
dusg 2T 2023 30.00
e 3 2023 ELAY
Sep 10 2023 30.00
S 17 2023 30.00
Sop 24 2023 30,00
—
Giwing Fund & Total- 3H00
Total All Funds: 690,00

This report can also be produced by detailed by Giving Unit, detailed by Giving Fund or Com-
posite by Giving Fund.
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Contribution Statements

CDM+ enables your organization to be good stewards of the financial resources trusted to it. The option to
provide contributors with timely and accurate Contribution Statements remains a high priority for you. This
class will demonstrate how to generate those statements required in a variety of formats: printed statements,
email statements, and receipts.

Determining the Content of Statements/Receipts

.o R — Date/Range Selection
b =~ :E' Select the contributions to include on the statement
l_:“ ———— s 1 by choosing either the Deposit Date or Contribution
_, B il Date. For tax purposes, Contribution Statements
T " b should be generated based on the Contribution Date,
_we ?_P not the Deposit Date. Then enter the date range to
% include in the report. For tax purposes, Contribution
A Statements should be generated based on the
b Contribution Date, not the Deposit Date
ey
i The basic configuration of contributions statements
is to produce a statement for only those giving units
£l s ST — that have contributed within the date selected.
i e
e If you wish to print statements for all giving units,
o oeieens - whether they have given or not, check the Use Ranges

- box and click the Configure button.

Click the Range radio button on the Configure

e P Ranges window. Enter 0.00 to 99999999.99, or
something that exceeds your top giver’s total. This
will result in statements printing for basically all
giving units, unless the Giving Unit Record is marked
to not receive a statement.

Configure Ranges - when you check Use Ranges and enter the
low and high end of the range you wish to print statements for,
you have 3 options to select from:

(G Ly

Plins- e i

O Raeg [ELIEERE T
1. Calculate range on any single breakdown item - this bases e St o L gl R
the range selection on any single entry line (Giving Fund). £} Cililnin mings s Mkl manluinieri
2. Calculate range on total contribution — bases the range Causabe 85k e AT (4 0L
selection on total of any single contribution, regardless of
fund split.
L. ccrl [

3. Calculate range on report date selection — bases the range
selection on total of giving within date selection.

For example, Robert Jones gives $400 total and you enter one entry splitting the gift as $200 to General and
$200 to Building. Robert Jones also has previously given $50 on 1/1 and $100 on 3/31.

If you configure your range selection to include $250 - $999,999.99, option 1 would not include this gift nor
any other gift — he would not have a statement produced. Option 2 would include this gift, but would not
include the other two gifts. Option 3 would include this gift, and would include the other two gifts since the
grand total ($550) was within the range.
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Giving Funds
Be careful in your selection in this area. This is a major
change from prior versions of CDM+.

The All radio button at the top of the Giving Funds sections
applies to every giving fund defined in CDM+ Contributions,
including those that are flagged as inactive on the Giving
Funds window. In short and in this case - all means all.

If you do not want to include all inactive funds in your report,
you must have the Selected radio button active.

The list of Giving Funds below the All and Selected radio
buttons is, by default, all the Giving Funds that you have
not marked as inactive.

So, if your goal is to include all Giving Funds except those
flagged as inactive, here are the steps you need to take:

1. Click on the Selected radio button.

2. Make sure there is no check mark in the box next to
Show inactive below the list.

Al D) Selected

L=mar il 15

Mickining

Wi E

A Fundg
Hecrpalign Tpamy
Campa
Wsshanarias
Qngan Fund

Blasia t Sunday O

Ciristrmas OHarimg

cgccecEcEocPoOOB

Thank=niving D lares

Building 2016 NOTE: Inactive Giving Funds will be marked in the
Eapita list with an asterisk (*), as noted next to A/C Fund
FTH in the image to the left.

3. Click on the small All button below the list of Giving funds. This will put a check mark next to all

listed Giving Funds.

If you want your report to include only some of your active Giving Funds, take these steps:

1. Click on the Selected radio button.

Make sure there is no check mark in the box next to Show inactive below the list.

2
3. Click the small None button at the bottom of the list to clear any existing check marks.
4

Scroll down the list of Giving Funds, checking only the ones you want to appear on the report.
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Toinclude someinactive Giving Funds in your report, take these steps:
1. Click on the Selected radio button.

2. Putacheck markin the box next to Show inactive below the list.

=

3. Click the small None button at the bottom of the list to clear any
existing check marks.

4. Scroll down the list of Giving Funds, checking only the ones you
want to appear on the report.

LR LR

[=

NOTE: Inactive Giving Funds will be marked in the list with an asterisk
(*), as noted next to A/C Fund in the image to the right.

Event

If you enter contributions by Events, leave the selection set to All. If
you only want to include certain Events, click the Selected button in
this section and ensure that you check the appropriate Event Code(s).

Payment Types

For Statements and Receipts, you would generally leave All selected under Payment Type so all payment types
will be included. For some other Contribution Reports, you may wish to see a report of just contributions
paid by ACH, credit cards, or checks.

Contribution Statements (Column Format)
P Contribution Reports P>Statements/Receipts P>Contribution Statements

Report tab: determines who and what = =

will be printed on the contributions ™= IEl fud 3
statement. i Pl o TP e
Empard "
Giving Unit Options: If you wish to
Snawrch !

print statements for members that have
Pledged and have not given, place a

' &
check mark in Print only Giving Units rink nrly Qe

with apledge record and under Search. % 0 o I
Check “Use Ranges” in the Contribution R T ek N o B
Ranges section. Then, click Configure S

and check Non-Givers. This will resultin =~ = Lege

statements printing for those few people " J—
that have a pledge, but who haven't
contributed. £ wsarmarn

Include: By default, a Contributions
StatementWILL NOT be printed for those
giving units marked as Inactive, "Does
not Receive Statement," or marked to receive an email statement; if a printed statement is desired for any of
these groups, check the appropriate box(es).

LosdiRoaem
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Format tab: Choices on this tab determine how E ; ' ey
the information is presented on the statement. , - =

aal E -] D=
Print Options: D s
Select options to be included on the statement, W tiditag L
but itis recommended to always select Print Date A o
fange ==

Fagd Srrag

Giving Unit: Select which Giving Unit Name —

format to use and an Address Option - Primary, - o B e o - s
Alternative, Current, or None. AT a
L] siperars
Giving Unit Code: Select Current. : - [~
: — <

Pledge Information: If you record pledges, check
the Show Pledge Info box and then check the i i
desired pledge information figures to include.

Total Options: without checking either of these boxes, each date that a member has contributed within the
specified date range will be listed. If a member gave each week during the year, along with other times during
the date range, they would have in excess of 52 detail lines printed, causing the statement to span multiple pages.

You may reduce this is some cases by checking the Quarterly Totals checkbox. You will specify which quarter
you wish to detail. For example, selecting the 3rd Quarter will result in the detail area listing all contributions
made between 7/1 and 9/30. The total section will list totals by quarter - 1st Quarter, 2nd Quarter, and so on.

Also, you may elect to not print any detail information, only providing total information by checking the
Print Totals Only checkbox.

Please note that by using either of these two optlons, you may not fulfill the IRS reqmrement forsingle
gifts of $250 or more. .

i F:_‘ | o

| === L |

Lezand
Messages tab: This report setup window tab, _
unique to Contributions Statements, is where i
you enter any message you wish to have e
appear on all contributions statements. If you =
are electing to print contributions statements - P
for those giving units that have not made Fept b
contributions in the desired date range, you T e
may specify one message for those that have
contributed and a different message for those LY ssoan

that have not contributed.
Total Descriptions: Enter the terms that you want to appear in the totals area for deductible and
non-deductible giving. If you leave these blank, a single colon (:) will appear.

Alignment tab: If double window envelopes are to be used in mailing Contribution Statements, set up the
spacing as shown (a: 0.65, b: 0.65, c: 1.70, d: 2.75).

Page Setup tab: Set paper size, orientation, and margins. The recommended top margin is 0.90 inches and the
bottom margin is 0.25 inches for Contribution Statements that will be mailed in double window envelopes.

The above settings will fit most common double window envelopes. Print one contributions statement as
a trial. If necessary, tweak the settings on Alignment and Page Setup tabs so both the Church Address and
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Giver Address show in the envelope windows.

Once you have the proper settings for your double
window envelopes, we recommend you click the Load/

Save Report button and save this report.

Logo: A logo, church letterhead, or watermark can be
added to your contribution statements. See the section
in Chapter 1 Fundamentals of CDM+ for steps on how

to add a logo to most reports in CDM+.

Contribution Statements - Line

-
Loge
rvazes

P Reports P> Contributions Reports P Statements/Receipts

P Contribution Statements Line

Sl MY
5
e FEE e anEgs [y S —
= o

The Line format of Contributions Statements is set up just as the standard column format, except that on the
Format tab you do not choose columns to include on the report.

2024 CDM+ Users Conference
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Contribution Statements - Email (or Line Email)

Email Statement Setup

Email Contributions Statements provide the accuracy of all CDM+ statements with the efficiency and
convenience of email. In order to use Email Statements, some setup in CDM+ System Preferences must be
completed. Follow this path to verify these settings are complete for your database:

» CDM+ (macOS)/File (Windows) »>Preferences P> CDM+ System P>General tab P Sys. Email

L TP e S

+2 7

haramma e frr s P R

o
1o SarwmBUTE
™ s R e

Fipibem 0 asasanisamiessissnssnidnend snai
ML e Baw 0O

EH i e T et

L ]
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Click on the Sys. Email icon to open the
System Email window. Click on the Manage
SMTP Servers button to add server settings.
These settings are required for all use of
email via CDM+. Multiple servers settings
may be entered.
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Two steps must be completed to identify the Giving Units that will receive Email Contribution Statements.

»Program P> Contributions P> Giving Unit Records

First, on the Giving Unit = =
Record Information tab, '
check the Email Statement
box in the Giver’'s Name L
section.This marks the record e i Dty P
toreceive an Email statement

and not printa paper copyof ~ * s
the Contributions Statement ... e
(a paper copy can still be
printed by overriding this

- JE—
default). Pty
£ Dt
Second, on the Email e v L1t L i s Lt Bab e B R L
Statement tab of the Giving = e i tote et |
Unit record, put a check = gy e s e meas
mark in the Use column to EEEE—HIE .,
mark the email address(es) - e s i e Al i
that should receive an Email a e " et
Contribution Statement.
Multiple email addresses
may be selected for each
Giving Unit.
»Program P>Contributions P Giving Unit Email Maintenance
Giving Unit Email Maintenance AL v ol bt bistmmeoprne
can be used to quickly identify multiple —l
Giving Unit records to receive Email
Statements. Check the Send box and _ A e e e -
then select the email address(s) that - [ e sevenn P s
should receive an Email Statement. B o = - T w
ST
. n - p
B = i Y | e AR o ¥
| Lt T
a i - [ = I
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Generating Email Statements

Select either email statement format — default column or Line - from the Reports menu.

P> Reports P>Contribution Reports p>Statements/Receipts > Contribution Statements Email or Line Email

Email statements will be created for all Giving Units marked to receive Email Statements. The report setup
for email statements is the same as for the printed statements with the addition of two tabs: Notice tab and

the Security tab.

[ ]

Notice Option

Click the Select/Add button, then click the small Add
button to create a new Contribution Statement notice
email. Enter a name when prompted, click OK, and the
Notice editor window will open for you to create your
custom email notice.

To preview the email message, see the list of recipients,
and send a test notice, click the More Options button
on the Notice tab.

Please refer to the Notices class or section of the Users
Conference manual for more information on creating/
formatting the email notice.

Security Option

Set the User Password to require the recipient to enter
this password in order to view a PDF of the contributions
statement (optional). If a User Password is utilized, some
means of sharing this password with the recipients must
be made; a separate email from CDM+ containing the User
Password is a possibility. The same User Password is used
by all members.

Click Send Email on the Notice tabto sendthe Emailand @& =

the attached Contributions Statement PDF file.

ey
Soend Ema

After the Email has been sent, the Giving Unit information record will be updated with the date of the last

statement emailed to the giver.
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»Program P>Contributions P Giving Unit Records P> Information tab P>Last Statement Email date

e irord Rt Permp mi gy s Doy i B ey P
¥, = =TT T
A e, B fe—pr

R . : Py

L [rrr——

= ] — — m—— — — f— R y— [ e
5, 2o i T —

- am—r & iy, a7 :

e
Ao e M e
e e

e r. e arm e wil b -
E. i - R
B L - 1 il U P
1 = et
[ Qs

2

To find the Giving Units to send the optional User Password and email them, use the Giving Unit Email Notice
report, create your notice, and use the Advanced Search to select the recipients.

P Reports P> Contribution Reports P>Notices P> Giving Unit Emails

Receipts
P Reports P Contribution Reports P>Statements/Receipts P Receipts

Receipts are specialized versions of the contribution statement. In simplistic terms, they are a cross between

giving notices and statements.

- Typically based upon event code. For instance, create an event code for China Earthquake Relief, enter
contributions in batch contributions entry or contributions maintenance specifying this event code in
the batch setup. Select this event code from the receipts Search window.
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- Receipts are printed for each gift. If Mike Disney
contributes three times to Life Center, he will
receive three receipts.

- The Report option lets you choose to print
receipts with or without a return stub. Use the
stub to invite future gifts. You may also assign
receipt numbers on the Report tab.

- Receipts offer the same capabilities of the other
Notices with respect to formatting and insertion
of personalized information and graphics. See
the Notices section of this manual for complete

%]

e
details on how to personalize letter notices. =T i
- After receipts have been printed, CDM+ can
mark the records as “Receipt Printed” ensuring
you won'tinclude these the next time you print
receipts.
{:?: titlapur Flomg
Sample Receipt
B dnnin | PIE il Sl
237 Ty
Craie gf Sl Hardar il o neind
ey 1 20N al Bl Fumdd 1660 K51
i BT Sa LT Dissd T WL T U o,
[ e T I
! 2 et W by e e =
ST [arsa Com o Tagrenean '-r‘__\_'l:_‘._‘l' =
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Dear Chares & Rulty,

Thank you so much foar your very generous gift towards the new Christian Life
Clnner wa are Duilding a1 the Fes Dommnity Church. Your supdant will halp make

podalie the congtructon & a wonderul lfacibty, God Bl yol

Sincensy,
i | ™ Fd

o 0 A
ng_ffu‘f Fdpn
The Pastor
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Online Statements

Online statements are a new feature that was rolled out at the end of 2022 and is available on CDM+ 12.1
and above. A few benefits of online statement include:

«  Easy to generate and make changes.

«  Encourages your donors to login to their Engage account.
«  Streamlines the online giving process.

+  Most secure way to distribute the donors' statements.

Four Stages of Generating Online Statements
There are four stages to think through when generating your online statements.

1. Prep - Before generating online statements, you will want to review the list of your donors
within the date range that you are generating a statement for. You will want to verify that all
donations have been processed, they have an email on file, their Donor/Giving Unit record
has Email Statements checked, and multiple records have been merged together. Please refer
to the Getting Started- Contributions and Contribution Procedures sections in this manual for
further steps and instructions.

2. Generate a Batch - A batch contains statements for the donors within the date range that
you select.

3. Review - You will want to review the list of statements to make sure there are no alerts or
changes that you need to make before publishing and sending your statements.

4. Send - Here you can publish your statements so your donors can view their statements in
their Engage account and then send an email letting them know their statement is ready to
view.

Navigating to Online Statements

In Standard CDM+ you can navigate by going to Program P CDM+ Engage P> Engage Giving
Statements.

SR Fern, | by Wresken
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If you are logged into Engage as an Admin, you can generate statements by clicking on Giving Statement

Batches under the Admin menu.

In Essentials, you can navigate to Online Statements from the Welcome to CDM+ window or by going to

Reports P> Online Statements.
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Generate Giving Statement Batch Dashboard

This dashboard allows you to see all previously generated batches that you can view, edit, and delete. You
will also create a new batch from this window.

o=

Generating a Batch

You will first enter the Start Date and End Date for the range of donations you want to generate a batch.
This date range will be based on the Donation/Contribution date.

CDM= ey
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You can then enter in text into the Memo field. This is a great place to say thank you to your donors
and include any tax deductible text such as, "No goods or services were received in exchange for this
contribution.”

CDM- [y

To Generate a statement for All Donors use the "All Donors" radio button.

If you want to generate a batch for a single donor, use the "Single donor" radio button and then either
type in the donor's code or use the drop-down box to select the donor that you need.

If you want to select just a range of donors, use the "Range of donors" radio button and either type or use
the drop-down boxes to enter in the range that you need.
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Click Generate Batch when you have finished making your selections.

CDd L2

Batch Details Page

The Batch Details page is where you can see the list of donors within each batched. From this page you
can view or download a statement for a specific donor, publish the statements, and retract statements if
need be.

Publishing the Statements

When you publish a statement it means that it is now visible to your donor when they login to their
Engage account. You can publish the batch all at once or for each individual donor.
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Retracting Statements

If you realize an error was made and you need to fix an error on a statement, you can choose to Retract
All Published statements or just the statement for the donor you need to correct. When you retract a
statement, the donor will no longer be able to view this statement from their Engage account.

[ et §

Once you fix any errors that need to be updated, you can then click on the Re-generate All Retracted
button or click on Re-generate next to the donor whose statement you corrected.

SEEEEE
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You will then click on Publish All Unpublished to make the statements visible to your donors again.

Email Published Statements

Before emailing your statements, check the Batch Details Page to make sure there are no errors. If you see
a red exclamation mark next to a donor's name, that means that the Email Statement box is not checked
on their Giving Unit/Donor record. You will want to make sure to check this box on their record before
continuing.

2024 CDM+ Users Conference Contributions Statements 12-17



o S
] o ot et e e by et B mmr e b ——
e - - Ve }

You will also want to scan through your list to make sure you see the Email button next to the donor's
name. If you do not see the Email button, it means that the donor does not have an email attached to
their Giving Unit/Donor record. You will want to go to their Constituent/Individual record to add their
email associated with their Engage account. Please refer to the Getting Started-Membership and Engage
Administration sections in this manual for further steps and instructions.
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Once all alerts have been updated you can click on the Email All Published button to email your donors.

- Cims ey
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You will get a success pop-up message to let you know the emails have even successfully sent.

Success!

When you email all published statements, you are sending a notification email to your donors encouraging
them to login to their Engage account to view their statements. An example of this notification is below.
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CDM+
Viewing and Downloading Statements

Under the Batch Details page you are able to click on View or Download to see a specific statement for a
donor.
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When you click on View, you will see a preview of what your donor will see when they click to view their
statement in their Engage Account. From this view, you will also have the options to Print Online Giving
Statement, Download Online Giving Statement, and to Email Online Giving Statement. If you choose to
"Email Online Giving Statement" your donor receives an email to login to their Engage account to view

their statement.

U -

If you click on Download, you'll be able to save the statement to your computer.

Bavew ki
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How Donors can View their Statements in Engage

When a donor logs into their Engage account, they can view their statements from their Giving menu.
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From here, they will have the option to View/Print or Download their statement.

When they view their statement, they will have the option to print or download.

=

If they choose to download their statement, they'll be able to save their statement to their computer.

How to see if a Donor has viewed their statement.

On the Batch Detail page, you can use the Last Viewed column to see when or if a donor has reviewed
their statement.

BB
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You can also click on the Last Viewed Column header to easily sort this list to group together those that
have and have not viewed their statement. (You can click on any of the column headers to sort by that

category.)

Searching for a Statement

On the Batch Details page, there is a dynamic search field that allows you to search by a donor's name,
amount of donation, donor code, etc so you can view a statement you are looking for.

[l
=
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Engage Giving & Online Payment
Processing

CDM+ Engage Giving

Suran Systems provides online giving through Engage Giving. In the first part of this class, we will cover the
setup, administration, and use of Engage Giving.

Many online giving options are available to today’s nonprofit and faith-based organizations, but only
CDM+ Engage Giving interacts with your CDM+ database, automatically entering online gifts into CDM+
Contributions and Fund Accounting thereby freeing staff for other ministry-related activities.

With CDM+ Engage Giving, anyone can donate securely and easily to any fund(s) you designate, using

a debit or credit card or an ACH withdrawal from a checking or savings account simply by visiting your
website or using the smart device “app”. A single gift may be split among several funds with the receipt
detailing how the gift was allocated.

PUSS e
fo=————
fiisT b ]
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ey
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.
Engage Giving button Engage Giving link
on mobile device on organization website

CDM+ Engage Giving is not an app; it creates a URL for people to use to make electronic contributions. Mobile
devices offer a procedure to “make” this URL appear as an app button on the mobile device. Engage Giving
offers the same experience - a clean display, smooth operation, and the ability to make a donation in less
than 30 seconds - from a smart phone, a tablet, or a browser.

Engage Giving gives members or visitors the ability to create an account or log into their existing account,
make a one-time immediate gift, set up a recurring gift schedule, maintain their payment sources, review
any existing recurring setups, to view a gift history, print a giving statement all from their web access point
of choice - smartphone, tablet or browser. Engage Giving integrates seamlessly with a member’s Engage
account, if the church/organization offers Engage Member.
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Setting Up Engage Giving

Log into CDM+. Go to Program >CDM+ Engage P> Settings

Engage Giving Options

There are many options available under the Giving menu in Engage Settings.

3 B g

URL - The Giving URL is an extension of the Engage URL created as part of setting up Engage. This address
can be used as the link for a Donate Now button on your website. It can also be converted to a QR code that
someone can scan from a flyer, bulletin, or pew card. Use the following buttons:

« Copy to copy the URL to your clipboard
» Embed HTML to put on your website

* QR Code to download a QR code that will access your giving page

Memo - This message will be included in the email acknowledgement to the giver. This could be a thank you
note, or include text to indicate that the gift is tax deductible.

Card Payments and ACH Payments - select from available Payment Types. These are created in CDM+
Desktop Master Coding System. We suggest different payment types for Engage gifts and also separate
types for card versus ACH gifts.

NOTE: The Payment Types selected here do not affect what types of payment types can be used when giving
online. This setting is how you will track these payments on your reports.
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Staff Notifications — enter staff email addresses to receive emailed notification of online giving activity.
Multiple email addresses may be entered, separated by a comma.

Fee Assist — Enable or Disable Fee Assist. When enabled, the donor will be asked whether they wish to “pay
the transaction fees” thereby ensuring that the organization receives 100% of the donation. If enabled, you
will next be prompted to select a giving fund that should receive these fee assist donations. We suggest that
you set up a separate giving fund for fee assist donations.

Guest Gifts - Engage giving provides the tool that members/donors can log into their own Engage account
to make a donation but it also allows for a Guest to make a gift without logging into an account. This setting
determines how CDM+ Engage handles Guest Gifts.

«  Manually link gifts to Giving Units using CDM+ Desktop Process Pending Contributions or

« Create a new Giving Unit record for these guests.

Manually linking requires the staff to access Process Pending Contributions in CDM+ Desktop to either

« Linkthe gift to an existing giving unit (an existing donor that simply did not log into their Engage account)
«  Create a new Giving Unit to link this gift to, or

« Link the gift to a miscellaneous giving unit, such as ZZVisitor.

Create a new Giving Unit record for these gifts. When this option is selected a guest gift will automatically
create an Address record, an Individual record and a Giving Unit record and will record the donation to this
new giving unit. This may result in duplicate address, individual and giving unit records in your database.
CDM+ Membership and Contributions provide tools to merge duplicate records.
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Create Giving Sets and Select Giving Funds

Giving sets can also be referred to as Giving Pages and represent a collection of one or more giving funds to
which a donor may give to. Each Giving Set has its own link (or URL) which enables you to populate other
webpages with the direct link to a specific giving fund.

Giving Sets allows you to group giving funds, making it easier both for donors to find destination funds
and to establish links for specific fundraising campaigns. For example, if your organization is involved with a
non-profit and have a dedicated webpage on your website for them, that dedicated webpage may contain
the link to the non-profit Giving Set only.

Click New Giving Set.

?':" "I'. T

Enter the Giving Set name. This name will be displayed when making a gift to the set and on the New Gift page.

Mame

Enter the Giving Set name. This name will be displayed when making a gift to the set and on the New Gift page.

Either accept the suggested URL for this Giving Set or enter a different one.

LR
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Select Giving Funds - These giving funds will be available when a giver selects the current giving set. The
description will be displayed as the giving fund name on Engage. The Giving Fund Name and the Description
do not need to match.

Clicking Add Giving Fund will open a display of each ACTIVE giving fund set up in CDM+ Desktop
Contributions. You may select as many giving funds to include in the set. You must select at least one giving
fund in order to have this Giving Fund Set be active. While there is no limit to the number of giving funds that
may be included, it is a good practice to limit the number to what will display on one mobile phone screen.

Gilving Fumd Mama Deescription
4 Grage Conneciiong BMom-Prahi
{el miwing |
A Al G '||: Funcls Hamores A0 Gy '|:J' Funds

The next option you have is to publish this set to the New Gift Page. If you do not publish this set, you will
need to place the Giving Set URL (set on the prior page) somewhere on your website in order for people to
use it to make donations.

Fubiish to New GIft Page

Cluiddas mhvpl e 15 Sl Ut Fivira) Sol B3 Tl e Ga0 aibier

Next, you have the option to enable recurring gifting for this giving set. If enabled, the donor will be able to
set up an automatic, recurring donation to this giving set (weekly, monthly, annual, etc.)

Recurring Gift
P i St Ty 15 ke SpludTen] (e 204 el Jovire]. da

If you wish to limit payment methods that can be used with this Giving Set, make your selection here.

Allgvied Payment Mathods

Upload an image to be displayed atop the giving set.
2024 CDM+ Users Conference Engage Giving & Online Payment Processing  13-5



You also have the option to enter -

«  Header text which will sit atop the giving set

«  Footer text which will sit at the bottom of the giving set
«  Background Color

«  Background Image which will appear in the background of the giving set

Buarier image

[aa
st
Engage Text Giving

Engage Text Giving is an optional add-on subscription to Engage and allows donors to send a SMS text message
to a phone number assigned to your organization. The text message is simple —an amount and a short code.

When you enroll, you will determine whether you want a local phone number or a toll-free phone number as
the number that your donors will send a text message to with their donation. There is a registration process
for both types, which can run up to a month. Toll-free numbers are recommended as they are the most cost-
effective, having a lower monthly charge and no setup fees.

Once you have enrolled and received your Engage Text Giving number, Text Giving must be configured.

On the Engage Administration screen, select Text Giving.

Number

Crdasic afien

Members can make a gift by texting to this phone number.

MemiSd’ Chirsei

reues 1(833) 792-4326
=}
Gaimg Seos Defagh Comimands
Teer Giving F
Gt Time: Chariget Wl Pt PRI PO | s Cilile iTraginge FelATY, LS BCRNE, AT, ENE CANCTL
Bng = 1 TE B g CEmTnd ILF o LRI

Bl L i il o T bl e e il WS

In order for donors to make a text gift, you must first set up those giving funds that you wish to make available
to text giving.
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FLinds

Click"Add fund..."to open a drop-down list of giving funds already established in CDM+ Desktop Contributions.
Once selected, the Fund Name is populated. The Description field is also populated with the same description
but you can alter this and provide a different description. Lastly, you will enter the command or short-code
that the donor will use when making their text gift. As the command is part of the text message sent by the
donor, it is recommended that you keep these commands fairly short.

In the example above, three giving funds have been selected and short code commands set up. The available
giving funds are from those already set up in CDM+.

The command REMOVE is automatic and if texted to your Engage Text Giving phone number, will disconnect
the mobile phone number from the donor’s Engage account.

Administering CDM+ Engage Giving
Administers can work with member/donor Engage Giving accounts within CDM+ itself. This allows staff to:
« Create Engage accounts for members (not covered in this class)
+ Create one-time electronic donations for members
« Maintain member’s payment methods
+ Create and maintain recurring scheduled donations for members
This is done on the Giving Unit Record window.
Administering Member’s Engage Giving Account

In CDM+ Contributions, the Giving Unit Record window now offers a new tab, Engage. Selecting this tab
opens CDM+ Engage Giving with the giving unit selected.

Vima § [ oo
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Other Engage activities such as viewing Scheduled Gifts, repeating Recent Online Gifts, or viewing
Statements can all be done through the Engage menu tools.

[ i — -
(]

You may begin the process of creating an electronic gift, just as though the member logged into their own
Engage Giving account.

To help manage a member’s Payment Accounts, click their name to see the Payment Account menu to go
to that page.

Using Engage Giving — Creating a Member Account

Members initially need to visit the organization's Engage Giving website using the browser on their computer
or smart device. Once there, they have an option on the smart device to add this link to the Home screen
of their device.

The Engage Giving website can be provided to prospective donors as a URL or as a QR code.
As a URL: As a QR code:

O, 00

https://engage.suran.com/[your
organization]/s/login
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A QR codeis simply a graphic representation of a URL. You can download a QR code directly from the Engage
Settings and share it on signs, bulletins, or anywhere you want to promote Engage.

When launched, the first thing the donor will notice is that Engage @
Giving is personalized, displaying your organization name and
logo, if uploaded, at the top of the screen. Church of Good Training

. Engage
In order to create an account, a donor does NOT need to be in your

CDM+ Membership Database. If the email address used during
the registration process is not located in your CDM+ Membership
Database, an Address, Individual, and Giving Unit record will
automatically be created and tied to the Engage account.

|
I | I
i

» Membership P> Address Records P> Giving Unit
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Also, we recommend the Address Record for the Giving Unit to have a correctly formatted address and phone
number. For an address to be complete, there must be a street address in at least one of the address lines.

* A little work in your CDM+ database before or sharing the link to your Engage Giving URL will help
make the login process go smoother for your members. We suggest you do the following:

Clean up your Address Records, checking that:
« All Individuals are linked to their Giving Unit
« Addresses have a street address

Contact your givers explaining:

+  Their email address will be used to identify their CDM+ account to connect to Engage Giving.
«  They will be able to securely view Giving History in addition to setting up recurring gifts.

«  They will be able to print their giving statements.

«  Their email address(es) will never be published without permission.
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Creating a New Account - Members

Your members will navigate to your Engage URL, and each person can create their own Engage account,
which consists of a Username and Password of their choosing. A valid email address is required. The on-screen
prompts will direct them through the following steps. The process to reset a forgotten password is the same
as setting the password when the account is created and is also covered below.

When a member wants to create a new account in Engage Giving, they will select Create Account link from
the Engage login page.

1

FLX g Lty
CD Engagin

The member will enter their email address and click Check Email Address. If there are multiple names linked
to that email address in your CDM+ database, those names will be displayed and they will select their own
name from the list.

1

FCL Big City
CDMt= Engage

The next prompt will ask the member to create a Username. This username will be used to login into Engage
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o

FCC Big City
DM+ Engage

Croate 8 usarname
el o Lerndime

pofin smith@aaampie com

CAEATE USERRAMI

An email will then be sent to the email address entered. This email will contain a password code which is
then used to set (or reset) the member’s password.
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CDM+

Fimeemitly

The member will either:
Click the Reset Password link in the email, or

Navigate to the URL provided in the email message and copy/paste the temporary password into the Password
Code box and click Check Code.

The member will then create a new password and click Submit. They will be redirected to the Engage Giving
URL.

NOTE: The member may reset an existing (forgotten) password simply by clicking the Forgot Password link on the
Engage Giving login page and following this procedure.

Creating A New Account - Visitors/Guests

As mentioned above, to create an account, a donor does NOT need to be in your CDM+ Membership
Database. If the email address used during the registration process is not already in your CDM+ Membership
Database, the visitor/guest can still create an Engage Giving account. When the account is created in Engage,
an Address record, Individual record, and Giving Unit record will be created in CDM+ and tied to the visitor/
guest's Engage account.
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This capability is controlled by the Engage settings. Here, the organization may elect to allow or not allow
the automatic creation of visitor/guest accounts.

Obviously, the benefit of allowing this is to allow visitors/guests to make and schedule recurring contributions
without having to contact the organization office.

When a donor whose email address is not in your CDM+ database creates an account in Engage Giving, they
select the same Create Account link on your Engage Giving login page. The visitor/guest will also enter an
email address and click Check Email Address.

PG B Ciny

G+ Engage

-

dy
L]
L

Engage will alert the visitor/guest that the email address was not found and will prompt the person to Click
here to create a new account.

Here, the account creation process differs from that faced by the member logging in for the first time.

For members, it is assumed that the member's mailing address is already in CDM+. For visitors/guests, Engage
will prompt the donor to provide their mailing address. All fields are required.

After completing the required information, the visitor/guest will click Create Account.

T
FEEC B

L g City
LD Ergige

The remainder of this process is the same for visitors/guests, as that described for members on the preceeding
pages.
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The visitor/guest is prompted to create a username. An email is sent to the visitor/guest at the email address
provided with a link and a Password Code. The visitor/guest can click the Reset Password link, or they can
copy/paste the URL provided into a browser, copy/paste the Reset Password Code, and click Check Code.

The visitor/guest is then prompted to create a password for future use.

The visitor/guest with an Engage Giving account may reset an existing (forgotten) password using the Forgot
Password link on the Engage Giving login page.

Using Engage Giving - Making a Donation
Engage Giving offers two different ways for a member or visitor to give: with or without logging into an account.

Guest Giving (giving without logging in)

Clicking the green Create a Gift button will open the
“New Gift” entry screen.

Depending on the setting for Recurring Gifts in
Engage Giving Setup, the member or visitor will enter
the frequency of the gift. The default is once.

New - Giving Pages can now translate into Spanish.
Click icon in upper right area to toggle between
English and Spanish.

INVNNN

v
&
o
4
#

Giving Funds selected at the time of setting up Engage Giving are presented to the donor.
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The giver can choose one, multiple, or all
Giving Funds for this gift.

The giver will enter the desired amounts to
the selected giving funds.

The giver will enter the frequency of the gift.
The default is once.

If scheduling a future or recurring gift, the
giver will enter the date of the gift. The
default is today's date.

If the giver does not want to Login, they can
click the green “Continue as Guest” button.

The next screen prompts the donor to enter their name, postal
address, and email address. This screen also offers the donor the
option to Give Anonymously. If the Guest Gifts option in Engage
Giving setup is set to automatically create a new Giving Unit for
guest gifts, or the gift is recurring, Give Anonymously is disabled.

For the recipient of the funds (you, the CDM+ user), there are
important differences behind the scenes between “Giving as a
Guest” or giving Anonymously.

Both Guest Gifts and Anonymous Gifts use the “Process Pending
Gifts” function in CDM+ Contributions to link gifts to an existing
giving unit, create a new giving unit, or link to a ZZVisitor type
giving unit, but:

«  With an anonymous gift, the Billing name/address is NOT
passed into CDM+ and the “Process Pending Gifts” process
shows these as coming from an “Anonymous Giver."

- With a gift that is not anonymous, the giver's name, address,
and email address are passed into CDM+.
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e Lot 4 e The next screen offers the funding source - credit, debit card or
bank ACH - whichever payment methods are select on the giving
set setup.

The billing information “Same as Giver” checkbox defaults to
checked. If the giver unchecks this box, they are prompted to
FEED - provide a separate billing address.

After completing the payment information - and the billing
address if they unchecked "Same as Giver - the donor will click
or tap Continue.

Before the gift is submitted, the giver is presented with a confirmation
screen asking them to verify the information captured on the preceding
screens.

If FEE ASSIST is enabled, the donor check the box on the line reading - |
would like to increase my donation to offset processing fees” appears. If
they do, CDM+ Engage will calculate and display the added fees.

On this confirmation screen, a gift memo box is offered where the giver
can make any special notation about this donation.

If needed, the giver can click or tap the Back button to make changes.

Once satisfied with the details presented on the confirmation screen, the
e giver with click or tap Submit Contribution.
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A Submit Gift pop-up window appears with two options: Cancel or OK.
To proceed with the donation, the giver will click or tap OK.

At this point, the gift is being processed. While it processes, three dots
appear and move, indicating the process is working.

Once the gift has completed processing, the Thank you Window appears.

After clicking Continue, Engage will ask the giver if they want to create an

account. If the giver clicks Yes, they will be directed to create an account

Thank you! as described above. Engage will use the email from the gift to attempt

e i row vtk i femcten o o8 to match the giver to an existing record in your CDM+ database. If a new

Vi record is created, Engage will use the address information from the gift

to create the new record. In either event, the payment information and
gift will be linked to the new account once logged in.

If the giver bypasses account creation, they will have an option to Print
Receipt or make a new gift.

Creato Account?
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Sign In to Give - Donor Has (or will create) An Engage Giving Account

The donor will enter a username and password and click SIGN IN.

Note that the donor can also create an account or request a password

Ghirch of Good Training .
reset from the login screen.

The New Gift entry screen appears.

Again, the selected Giving Funds or Giving Fund Sets are presented.
The donor or visitor can choose one, multiple, or all Giving Funds
for this gift.

f
I
I

1 | g
i ] %
‘i
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The donor or visitor will enter the desired amounts to the selected
giving funds.

The donor or visitor will enter the frequency of the gift. The
default is once, but may be changed to one of several common
frequencies. The donor will open the dropdown menu to select a
different frequency.

The donor or visitor will enter the date of the gift. The default is
today's date, but the donor can schedule the gift for a later date.

R B B B

k

When satisfied with the entries on this screen, the donor will click
the green Continue button.
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The next screen allows the donor to select the funding source.

s~ All stored funding sources are available with the most recent account
used selected by default.

The donor may select a different funding source by clicking on the
dropdown menu and choosing a different payment account.

i —
The donor may add a new funding source by clicking Create New
Payment Method above the dropdown.
For whichever account s selected, the funding source details are displayed.
e — i
== When the donor is satisfied with the choice of a funding source, he or she

will click or tap Continue.

Next, the donor is presented with a New Gift confirmation screen
containing the information entered: payment information and the details
of the gift.

If FEE ASSIST is enabled, the donor check the box on the line reading - |
would like to increase my donation to offset processing fees” appears. If
the donor has set this as their default, CDM+ Engage will calculate and
display the added fees. If they have not set as their default, they can still
elect to check this at this time.

A gift memo box is offered to make any special notation for this gift.

The donor may click or tap the Back button to make changes, or the
Submit Contribution button to proceed.

A final Submit Gift confirmation screen appears. The donor will click the
| | Cancel button to exit or the OK button to proceed. Once the donor clicks
the OK button, the gift is being processed. While it processes, three dots
appear and move, indicating the process is working.
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Once the gift has completed processing, the Thank you window appears.
Clicking Continue displays a gift summary window, again providing the
details of the gift and offering a Print Receipt button at the bottom.

Thank you!
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Regardless of which giving method is used, two emails are sent immediately. One, a standard receipt, is
emailed to the donor at the email address used or linked to the account. The second email is sent to a staff
email address, advising that an online gift has been received or a recurring gift has been established.
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Other Options Available in Engage Giving When Logged In

When logged in, clicking Giving from the top navigation menu displays several additional options. Make a

gift — see prior pages.

Scheduled Gifts - shows two tabs: Pending/Active and Historical

My Scheduled Gil1s

Poptara] L1

13-20 Engage Giving & Online Payment Processing

Pending Gifts are those that have been created
but not yet processed.

Active Gifts are those that have been created
and processed at least once and which are
scheduled to process again.

Historical Gifts are those that have been
processed and will not process again.

Example 1: a one-time gift given last week
is historical

Example 2: a one-time gift given today
would be pending

Example 3: a recurring gift scheduled as
monthly for 6 months will show as Active
during those 6 months, but as historical after
the 6 months.
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Racent Online Gifts
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Recent Online Gifts displays the last several
gifts that have been made with an option to
Give Again. If Give Again is selected, the gift
confirmation window opens for the donor to
confirm the gift.

Giving History - displays a history of the
member’s giving, both in-person and online.

Statements - when the organization produces
a batch of online giving statements, the donor
may view theirs here. The donor may simply
view the statement, print the statement or
download a pdf version.

Multiple batches may be shown - 1st quarter,
2nd quarter, Year-end 2022, Year-end 2023, and
so on.

Pledge information will NOT be displayed on
Online Statements.

Payment Methods - displays existing funding
accounts, credit/debit cards, and bank accounts.
The member may add new accounts or delete
existing. You can navigate to Accounts by
clicking your profile name and then clicking
Payment Methods.

One account, either credit/debit or bank
account, should be set as the Primary account.
The donor may add new accounts or edit/delete
existing.
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Profile - select the email address where gift
confirmation should be sent, enter or edit your
text giving phone number, and set the Fee Assist
preference..

1 0008

Using Engage Text Giving

When an Engage giver wants to make a text gift, they will send a text message to your SMS Giving Number
in the format [command] [amount]. So, for example, if the Text Giving command for the Building Fund is
BUILD and a giver wants to make a $100 gift to the Building Fund, they text 'BUILD 100" to your SMS Giving
Number.

The first time someone uses text giving, Engage needs to connect their mobile number to their Engage
account. So for the first text gift, Engage will respond with a link for the user to log into their Engage

account.

Indirvaideal with this text giving
number was not found. Mease
visit hitpsfengoge. saran Somy
L Ll LA
A3qsce P wiiRaOuSE DS o

make your gt

Once the giver has logged into their Engage account, Engage associates the mobile number with the
Engage account so that subsequent gifts from the same mobile number are credited to the giver with that
Engage account. Engage will reply to subsequent gifts with a confirmation message.
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A split donation to multiple giving funds is also available with Engage Text Giving. Simply enter a series
of command-amount, command-amount and Engage Text Giving will interpret and display the following

screen.
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Online Payment Processing

Electronic Banking

Suran Systems, Inc. has partnered with a merchant account processor, Paragon, to allow CDM+ users to accept
debit and credit card (VISA, MasterCard, American Express and Discover) payments and ACH transactions via
bank drafts. These electronic transactions are initiated through CDM+ Engage, CDM+ Web Ministry Tools, or
Process Treasurer Reports (for COG Regional clients).

A merchant account is required for electronic banking in CDM+. There is no additional cost for a merchant
account, though per-transaction fees apply. A subscription to a CDM+ SAAS or Cloud plan is required. For
more information about merchant accounts, contact the CDM+ Sales Department at 877-891-4236 or sales@
cdmplus.com.

CDM+ provides full integration of electronic banking from detailed transactions, such as online contributions
and registrations, made through CDM+ to deposit processing of revenue and expenditures of fees. This
integration reduces errors and minimizes the amount of bookkeeping required to handle electronic
transactions.

User Access
P File » Administration P> Users

To allow a person to access the Process Pending Contributions window, you must check the box next to Process
Pending Contributions under Contributions. Note: scroll down on the window to view all user access settings.
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Under the Accounting on the Users pane of the Administration window, there is a Deposit Processing checkbox
to control who can perform this function.
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Setting Up Accounts for Income and Fees
Engage Giving

» Program P> Contributions P> Giving Funds

‘—l ] Gving Fendy

i@ R weln eidve] @ Fiedge Devire Toared 0 b regey recommincisd B et 3ok Dresng Fond be entened dor sech Fiedgs o] Gener ul Fana
BI1EL, Geracsl Pand HEN, Buslding Fund 3001, G028 wic

(= 1y ] Hert T Db IHH.HI D't FEETE AT Fas depowm

T G fl PO TN | (=] P omin  Besday Wttt [Migreg o RO0800 T G138 Swl Caal Piadaassg - 3000 A i
(Y T — T : ] 7 SN0 Lo Ofteing - B00RATWLF 1M Credi Ceed Frocesing - 00005134

T (geaing Fura | P mbhE Ry Wi il Dfhgreg - 80 0 G138 Cresl Caed ey - 000 4150

I Hom Wi Pard 25272324 : £ ongg  Buicing Peed irooms - FIEAWOT |[F 5138 Credl Cod Fracmesy - 15005134

r o Hm l RE L] \l'l:rﬁ“-"l-l“”'-"ll""l - P vl T e w18 Crecit Cand Frecsimsg - 30005138

T ek P | P oamgg  Buldeg Peed oew : TG 4TRT | F G008 Credll Casil Prgpeiaag o 500 5134

¥ Capon E F, &0n  Bukieg Fend icome - SISEAVAIT [ F 8138 Crese Card Procenmsg - 30008138

T FEH | FoEdyd Bpevial Fosd Weideep  TQAITOT | g08 Sl Casil Mibinassy - 000 H134

¥ ermeial | £ MG Mo fund Dffwsag - VYT 510 Credt Ceed Procenssg - O0.5138

T sl I LAl - S B el o RO RN | P 6 Craair Cand Preceang - 30504138

3 Ewcesstion Teses | (F] %00 Bpeos Pusd beoess - S000AT00T | 6 8108 Cresl Cesd Procmiseg - 1005138

R P | T Ees  Sosn Fasd puoess - BEIEAI0NT | BN P Ceed Prscssses - B 51

& #  ToTon ToloHos i - R Iy

[ 2ol Devreg Famd Samn deid Tl

The account number where you want the merchant fees to be charged against is entered on this window. This
should be an expense account to reflect the per-transaction cost to transmit funds electronically between two
parties.

Single Event Registration Tool

P Program P>Event Registration P>Event Records
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Enter the account number where you want the merchant fees to be charged on the Event Record. This should
be an expense account to reflect the per-transaction cost to transmit funds electronically between two parties.
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Engage Billing
» Program P>Engage P> Settings P> Billing

Engage Billing

Creclit card warcharps percami

ACH sarcharpe e

Surchargs Accoun

Fos Accour

Select the fee account where merchant fees will be debited. If using a processing fee, select the income
account to receive those funds.

Process Pending Contributions

»Program P>Contributions P>Process Pending Contributions

The Process Pending Contributions B Proces Meieg Setes - @
window displays all one-time gift online
contributions that have not been processed.
If a user has logged into their Engage
account and made a gift through Engage
Giving, their gift will not show up in the
Process Pending Contribution queue; those
gifts are credited directly to the giver's
Giving Unit Record. There are three status
options for processing gifts:
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1) No Giving Unit Selected (red dot)

2) Giving Unit Selected (yellow dot) T —
3) Ready to Process (green dot)

Initially, all gifts will either be the first or second option. CDM+ will attempt to match an incoming gift to an
existing Giving Unit record in CDM+. If it can, that gift will have a yellow dot. Ifit cannot, the gift will have a red dot.

When you select a gift that CDM+ cannot easily identify the source (red dot), you can either select a Giving Unit
or create a new one. Selecting an existing Giving Unit is the same as in Contributions Entry: either type in part
of the name or click on the List button. Once the gift is tied to a Giving Unit, it will be marked with a yellow dot.

CDM+ displays the Pending Giver (which is the information entered by the giver online), the pending gift(s)
designation, and any special instructions that were entered online on the right side of this window.

Only those gifts that you have marked as Ready for Processing (green dot) will be processed when you click
the Save button. To Mark for Processing, highlight a gift and either press Cmd-K (Mac) or Ctrl-K (Windows)
on the keyboard or click the Mark for Processing button on the top of the window.
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When gift is Marked for
Processing and saved,
the contribution becomes
part of the giver's giving
record. All gifts processed
from this window can
be viewed from the
Contribution Records
Window.

When the Contribution record is initially created, the Deposit date and Asset information is blank. This will
automatically be supplied when the funds settle into your bank account and the Deposit Processing functions
are completed. CDM+ has marked the source of this contribution as Engage. Users can generate any standard
Contribution report using this source. This allows for easy understanding of the giving patterns and source
of online contributions.

Event Registration Payments
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Payments for events made online automatically show up on the Payments tab. CDM+ stores the transaction
ID from the payment processor with the payment. The source will read Engage. Credit card numbers will only
show the last four digits of the card used.
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Deposit Processing
P Program P>Ledger P>Deposit Processing
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All deposits made to your bank account are listed on the left side of the window. When you select a deposit,
the top list on the right displays the actual online transactions that make up that deposit. These may be from
different days and be a mix of contributions, online registrations, or one-time payments, etc. The lower list
on the right displays the account number breakdown including fees. A deposit marked yellow simply needs
to be reviewed and then marked for processing by pressing cmd-k (Mac) ctrl-K (Windows). Deposits in red
indicate missing account numbers. Missing account numbers can be from the income or fee side of the setup.
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Missing account numbers can be corrected on this window. Click on a line with a red dot on the list on the
left. Transactions with missing account numbers will show on the right side in Red. By double-clicking on the
red dotted lines, you can supply the appropriate account numbers. CDM+ will also then correct the setup
windows related to these transactions and any others that make up this deposit.
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You can view the Contributions, Registrations, : ;
and so on for the selected deposit by clicking S
Show Records. This will open windows in CDM+ e e daruaan
showing the various records for that deposits. v et W

When all deposits have been Marked for
Processing, click Continue to post these 8 5 8 Deposd Processing -
transactions to your Ledger. A preliminary

Deposit Processing Posting Report will be DecoeR Pescapsing Prifting Rgert

generated to the screen with a Post button T —

active. Click Post to continue.

ot o B 18 P B st pomveg rebrrmees

After posting you can jump to the created ledger
entries or return to process more deposits.

If you have been manually entering deposits
and are migrating to using Deposit Processing,
you may have desposits in this window you
don't want to post to the ledger. Instead, you
can mark the deposits as processed by following TR i
these steps: e e

L 1o marm mmiar,

1. Go to File -> Utilities

2. Select the Toggle Mark Already Processed

Button special function s Lo s I

e A e

3. Click Run Special Function

Dredy paris=n ihang Samrrises Bl oo e s ot D00 S nr Spuermn e
4. Re-open Deposit Processing

5. Select one or more deposits you do not want
to post

6. Click Mark Already Processed

to clear items from the Process
Pending Contributions window
without creating a Contribution
Record.

a * You can use this same technique
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Working with Processed Deposits
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You can click the History tab to see a list of deposits you've previously posted. Select a deposit to see its
details, and click Print to re-print the posting report. You can also jump to the records connected to this
deposit by clicking Show Records. Double-click a deposit to open it Ledger Records.

If you need to re-post a deposit for any reason, you can select a deposits and click Mark for Un-Processing.
Once you continue, the original ledger entry for the deposit will be voided and the deposit will return to the

Active tab to be re-posted.
» Program P>Ledger P>Ledger Entry Records

Go to the Ledger Entries window to view processed deposits. The type of all deposit processing will be listed

as Online Deposit.
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Payment Administration
»Program P>CDM+ Engage P> Search Transactions

Use the Search Transactions window to locate transactions, view their status, create receipts, and refund
transactions. You can access this feature through CDM+ Desktop or by logging into CDM+ Engage.

Search Transaction Records

Sp— Enter a date range, and click
' Search.

You can use the dynamic
search field to search for
a specific transaction. For
example, you can search
by name, amount, date,
status, etc. Click the column
headers to sort the results
by the column. Click Details
to view more information
about a transaction.
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o Transaction details will show information
]

MR bt about the payer, payment method, deposit (if
B funds are settled), the CDM+ record, and the
transaction. You can print a receipt by clicking
Print Receipt, though it may be better to gen-
- erate a receipt specific to the CDM+ record,
R such as a Contribution Statement.

Refunding a Transaction

If the transaction detail shows YES next to Is Refundable, you can issue a refund, such as for a duplicate charge
made in error, by clicking the Refund Transaction button.

Em ey e mwe el by

Click the Close button. Note the status of the charge now shows as Refunded on list of transactions.

If the charge is not refundable, the Refund Transaction button will not appear. Transactions may not be
refundable after a period of time or if they were made with a merchant account that's not the active merchant.
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Transaction Custom Listing and Export

Reports P CDM+ Engage P> Listings and Exports P> Transaction Custom Listing and Export

This report shows the same information as Search Transactions though the powerful custom listing and export
engine. You can generate reports for transactions made or deposited within a given date range, through
various sources, and in specific statuses.

Statuses include:

Cleared: Funds for the transaction have been successfully captured from the payer

Failed: The transaction failed to capture funds

Incomplete: A system failure prevented the transaction from being created with the payment processor
Pending: This is a pre-created transaction that is awaiting transaction details from the processor (rare)
Processing: The transaction has been initiated but funds have not been captured

Refunded: Funds were captured, then returned to the payer

Returned: Funds were captured but then returned because of payment issues (usually ACH and relating
to insufficient funds or a closed/invalid account)

Scheduled: The transaction is scheduled to be created at a later date (rare)

You can add a variety of columns to the report. Notable columns are:

Account Holder: The entity holding the payment method (card, ACH bank account)
Payment Method: The account used to pay for the transaction (card, ACH bank account)
Gross Amount: Amount paid by the payer

Fee Amount: Transaction Fees

Net Amount: Amount received by you, the merchant

Record Description: Information about the connected CDM+ record (contribution, registration payment,
etc.)

Schedule: Use for recurring payments

Account Holder ID, Deposit ID, Payment Method ID, Schedule ID, Transaction ID: Internal identifiers
for various records relating to the transaction; often used for troubleshooting

Refer to the Fundamentals of CDM+ class for help with how to use a Custom Listing and Export report. For
example, here is a report subtotaling by status to show transactions over a date range.

Spooooooa
~L-E-E-R-T
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Expiring Cards
CDM+ Engage P> Admin P> Expiring Cards

You can view a list of cards with active, recurring payments that will expire in the next month.

CDM+ will also notify both the account holder and staff on the 1st and 15th of the month of expiration to
encourage the account holder to update their payment method and to allow follow-up.

L¥]

Your paymani method ts expirfing soon.
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One Time Charge

A One Time Charge can be used to make payments that do not link to a gift, registration, customer account,
etc. These payments are purely financial and do not create additional records in CDM+.

NOTE: If you need to make a gift, registration payment, or Accounts Receivable payment use the related area
of Engage, such as Giving, Registration, Billing, etc.

Accessing One Time Charge
1. Go to Program P>CDM+ Engage P>Setting

2. Go to the side bar menu and choose One Time Charge

H

Create a Designation

A Designation is the term given to the specific transaction names that you can select from to label where One
Time Charges are being taken from. For example, you may want a Designation for T-shirts for VBS, or media
resources for members, or an annual bake sale.

1. Click New Designation

2. Enter a Name to identify the
designation

3. Enteradescriptive namein the URL 1 e —
field making sureitdoes notinclude
any spaces (e.g. 2022-spring-bake-
sale).

4, Select the Income Account, which
specifies where the deposit will o
post against

5. Select the Fee Account which is ——
used for transaction fees for the
payment

6. Click Save Changes
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A pop-up will appear on the screen. Click OK.

SuoCass

Giving Access

To begin entering charges, or to share it with someone else, copy the URL and paste into a web browser. You
can also download a QR code to include on your website or event materials.

LRl

Card Swiping

NOTE: This is not secure card swiping designed to be run with a mobile device or stand-alone kiosk. The swiper
simply enters card data in lieu of manually typing it in. Card swiping has the same security and functionality
and typing in card information using the keyboard and should be used in a staffed environment.

Any card swiper that offers keyboard emulation should work to accept a swipe. The following devices have
been tested and processed swipes correctly:

«  MSR90 USB Swipe Magnetic Credit Card Reader 3 Tracks Mini Smart Card Reader MSR605 MSR606 Deftun

+  MagTek 21073062 Dynamag Magnesafe Triple Track Magnetic Stripe Swipe Reader with 6' USB Interface
Cable, 5V, Black
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Entering a One Time Charge

Using the Designation's URL or QR code will take you to the One Time Charge window.

e e~ S

1. Enter the Amount and tab to go to the Credit Card

Number field. T o
> o
2. If using a card swiper, once in the card number field, ol o ine
you'll see the Card Swiping toggled to On (bold “on) ﬂ
once you swipe the card. If you swipe the credit card, W B i

the credit card number, the card holders name and
the expiration date of the card will automatically be —— ST
populated.Then, the cursor will move to the CVV field. ed s ; n
If you're not using a card swiper, simply enter in the
card number..

3. Enter the CVV from the back of the card

4. Enter the postal code. It automatically fills in the city
and state.

5. Click Submit One Time Charge
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Card Swiper Status

If the Card Swiper is turned On, you will see a yellow banner.

When you put your cursor in the Card Number field, the banner will turn green.

If you swipe a card while your cursor is in a different field other than the Card Number field then the banner
will turn red.

A confirmation page will appear. Click Submit Another One Time Charge to return to the first screen so you
can make another one-time card charge.

Administrator Functions

If you are an administrator, you can access One Time Charge directly, and do not need a URL or QR Code. You
also do not need a designation to perform a one-time charge.

Log into Engage as an administrator. Under the navigation menu, click One Time Charge under Admin.

The One Time Charge window will open, but instead of having a

pre-selected Designation, you as the administrator have the ability

to select which Designation you want, and can switch between

them as needed. Every time you finish entering a One Time Charge, e
you will return to this window, with no pre-selected Designation. =
This is especially helpful if you have two events going on at the

same time.

NOTE: If you enter a One Time Charge as (No designation selected),
income and fee accounts will need to be selected in Deposit
Processing.
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Getting Started - Accounting

Accounting Basics
Organization

A chart of accounts usually applies to a single organization, such as a church or non-profit organization. In
accounting terms, the organization is called an accounting entity.

Money Management

Accounts are kept in terms of money and the only math involved is addition and subtraction. Only items that
can be stated in terms of money are recorded.

Balance Sheet

The balance sheet is the foundation of everything related to accounting and shows the financial position
of the organization on a specific date. The balance sheet is based on the Accounting Equation and has two
sides: the left side for assets and the right side for liabilities and funds. Income and expense transactions
affect the balance sheet accounts.

BALANCE SHEET
Assets Liabilities Accounting Equation:

Assets = Liabilities + Funds

The sum of the organization's assets equal
the sum of the liabilities plus the sum of
the funds.

F und

All transactions can be stated in terms of
their effect on the three account types of
the accounting equation.

Transaction

A business transaction is an occurrence of an action or condition that must be recorded in monetary terms.
Example: The church receives an offering and therefore it is income to the church. The utility bill is paid and
therefore it is an expense to the church.

Accounts

Accounts track transaction activity related to a defined item. Accounts are user-defined with the goal of
increasing the understanding of changes in income and expenses and the resulting consequences to assets,
liabilities, and funds. Example: Offering Income tracks the accumulated amount of offerings received during
a selected time period; Pastor Salary tracks the accumulated amount of wages paid to the pastor during a
selected time period.
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Account Types

Five types of accounts are used in the accounting process:

«  Assets - resources owned by the organization expressed in money terms. Example: Money in a checking
account; real property like building and land.

- Liabilities — debts or claims of parties other than the organization that must be paid or distributed (i.e.,
creditors who maintain rights to some asset of the organization).

«  Funds - track the net balance of the assets of the organization. Often the organization will create multiple
fund accounts to track the monetary balances for specific purposes. For example: General Fund; Building
Fund; Missions Fund.

« Income - the revenue received from various sources by the organization. Income accounts are associated
with a fund.

- Expenses - the costs paid for a service or disbursements made by the organization. Expense accounts
are associated with a fund

Fund Balance Accounts

In non-profit fund accounting, fund balance accounts are used to track the net balance of the assets of the
organization in separate accounts to ensure proper use of the monies. Fund Balance accounts are Balance
Sheet accounts and they are reported on the Balance Sheet report.

Each Fund Balance account will have both income and expense accounts associated with it; this association
is created when entering income and expense accounts into the chart of accounts. The monetary value of
the Fund Balance account is normally changed by an income or expense transaction. A transaction involving
anincome accountincreases the fund balance account; a transaction involving an expense account normally
decreases the fund balance account. The net change between these income and expense transactions results
in either an increase or decrease of the Fund Balance account.

Income and Expense Relationship to the Accounting Equation

The net difference between the Income (revenue) and Expense (costs) either increases or decreases the Fund
balance.

If INCOME exceeds EXPENSES then the FUND BALANCE = INCREASES
If EXPENSES exceed INCOME then the FUND BALANCE = DECREASES

This increase or decrease to the Fund Balance calculates automatically in CDM+ with each transaction and
adjusts the total in the Fund Balance appropriately. Every transaction that includes an income or expense
account affects the associated Fund Balance total. The difference between income and expenses is reported
on the Income and Expenditures reports as an Over/Under amount (Increased/Decreased amount). The
difference affects both the Fund Balance and Asset accounts on the Balance Sheet.

Double Entry

The double entry principle is based on each accounting transaction affecting at least two accounts, which
results in a balance of the accounting equation. The change in the two accounts is represented by a “debit”
and a “credit” The double entry recording system of accounting requires the debits and credits of each
transaction to be equal. If debits and credits DO NOT equal for a transaction, something is wrong. Remember
for each Transaction :

Debits = Credits
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The charts below are basic to fund accounting:

Double Entry Ledger

Assets = Liabilities + Funds

7

Income Expense

Debit Credit
Assets + -
Liabilities - +
Funds - +
Income - +
Expenses + -

In double-entry accounting, Debits and Credits must equal on every transaction. Example:

Transaction Debit Credit

Check or Expense Expense account Checking (Asset) account
Deposit Checking (Asset) account Income account

Asset to Asset Transfer Asset the money goes into Asset the money goes out of
Fund to Fund Transfer Fund the money goes out of Fund the money goes into

Accounting Setup

Chart of Accounts
»Program P>Accounting P>Chart of Accounts

A custom designed Chart of Accounts is set up here to meet the unique needs of the organization.
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Create Chart of Accounts

1.

Work in this order:

« Categories and Sub-categories
» Balance Sheet Accounts

» Income/Expenses

To add an Account, click Add and
complete the Type, Number, and
Description; choose a Category.

Common Account numbers
groupings:

+ Assets - 1000's

- Liabilities - 2000’s

« Funds- 3000's

« Income- 4000's

+ Expense- 5000's up

Once an account has activity to it, you cannot delete the account. Instead, mark the account as Inactive,

which will prevent that account from being used on new entries.
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Categories/Sub-categories
Reached from the Chart of Accounts window by clicking on Categories/Sub-categories tab.

Categories and Sub-Categories T
perform three major functions: A — i e [

1. Group accounts together
under the Category or Sub- .
Category

2. Structure report design by
the order of Categories and
Sub-Categories

3. Sub-total amounts on
reports by Categories and
Sub-Categories

Structure the design of the Balance Sheet (A/L/F) by use of Categories.
Example #1: Account Type Asset

Category Code A Current Assets
B Fixed Assets

Example #2: Account Type Fund
Category Code E Undesignated Fund
Account 3000 General Fund
Category Code T Temporarily Restricted

3100 Building Fund
3110 Memorial Funds

Category Code U Permanently Restricted Funds
3200 Endowment Fund
Category Code W Equity Funds

3900 Church Building & Land

Structure the design of Income/Expense reports by use of Categories and Sub-Categories:

Example #3: Account Type Expense
Category Code K Property
Sub-Category Code K25 Utilities; K30 Maintenance & Repair
Category Code N Personnel

Use Categories/Sub-Categories for areas of ministry, departments, or committee responsibility.
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When printing financial reports, such as Ledger to date “Monthly Comparisons” or “Ledger to Budget,” the
print order of the accounts are grouped by:

Asset Type
Category Code

Sub-Category Code

Account Number

Hide/Show Details on Ledger YTD Reports

Click on "Do Not Show Detail" checkbox. This will suppress by default the printing on reports of the accounts

within that Category or Sub-Category. There is an option to override this default when printing.

Sample Chart of Accounts

Asset

Liability

Fund

General Fund
Income

2024 CDM+ Users Conference

A - Cash Accounts
1000
1050
1100
1200
1400

B - Fixed Assets
1500
1510
1520
1530
1540
1550

C - Current Liabilities
2000
2010
2020
2030
2040
2500
2550
2560

D - Long Term Liabilities
2600

E - Undesignated Funds
3000

T - Designated Funds
3100
3110
3120
3130
3200
3250
3300
3400

W - Equity Funds
3500
3510
3520
3530
3540

F - Regular Income

General Fund Checking
Capital Reserve Checking
Savings

Investments

Accounts Receivable

Church Building

Furnishings, Fixtures & Equipment
Parsonage

Trailers

Vans

Bus

Federal Tax Payables
FICA/Medicare Payables
State Tax Payables

Local Tax Payables

403B Pension Fund
Accounts Payable

Pass Through Account
Chase Credit Card

Mortgage

General Fund

Building Fund
Missions Fund
Memorial Fund

Day Care

Special Fund (In & Out)
Next Step Fund

Adult Ministries
Family Ministries

Building Equity Fund
Furnishings Equity Fund
Parsonage Equity Fund
Trailer Equity Fund

Van Equity Fund

Getting Started - Accounting
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40000
40001
40002
40010
40900

G - Designated Income

K - Property
K-40 Office

Expense

40510
40511
40520

40500

H - Adult Ministries
<Accounts Without Sub-Categories>

| - Administrative

K - Property

L - Outreach

M - Worship

N - Personnel
N-10 - Human Resources

O - Designated Expense

50000
50010
50020
50400
50450
50800
50900

51100
51200
51300

51900
52000
52100
52200
52500
52600
52700
53500
53550

52800
52900
53000
53100

53200
53300
53400

50300
50310

52300
52400
7900

P- Feast Day Expense

82100
82200
82400
82450

Q - Youth Development

Getting Started - Accounting

53551

Tithes & Offerings - Worship Services
Tithes & Offerings - Office

Tithes & Offerings - Online Giving
Loose Offering

Miscellaneous Income

Interest Income
Wedding
Soda Machine

Copy and Postage Reimbursement

Senior Minister Salary

Senior Minister Housing

Senior Minister Car Allowance
Travel Expenses

Housing

Pension

Church’s FICA/Medicare Portion

Office Supplies
Office Equipment
Telephone

General Maintenance
Insurance

Custodial Supplies

Gas for Van

Gas - Heat

Electricity

Water and Sewer
Miscellaneous Expenses
Building Repairs

Communion Supplies
Bulletins

Special Guest Speakers
Special Services

Denominational Support
World Hunger Project
Local Outreach Ministries

Secretary Salary
Custodian Salary

Mortgage Principal
Mortgage Interest
Electronic Banking Fees

Easter Offering Expense
Pentecost Offering Expense
Christmas Offering Expense
New Year Offering

Miscellaneous Expenses

2024 CDM+ Users Conference



Balance Sheet Accounts

»Program PAccounting P>Chart of Accounts P>Balance Sheet Accounts tab
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Enter Asset, Liabilities, and Fund
accounts here.To add an account,
click Add and complete the Type,
Number, and Description; choose
a Category; click Save.

»Program P>Accounting P>Chart of Accounts P Income/Expenses tab
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Enter Income and Expense accounts
here. To add accounts, click Add
and complete the Type, Number,
and Description; choose a Fund and
Category; click Save. All Income and
Expense accounts must be associated
with the appropriate Fund.
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Chart of Accounts Report
P Reports P>Accounting Reports P> Chart of Accounts

Sort options include:View by Fund, Category,
or Sub-Category

There are several different options

SRR s 3 S AAFRIOS Siuacien Fey to filter your results: All Accounts,
Selected Accounts, Active Only, or
Inactive Only.

Accounting Setup Options
Beginning Balances
»Program PAccounting P> Accounting Setup P> Beginning Balances tab

» horoug e Enter the Date of Beginning
e e e Balances (ex. January 1, 2021).
L e B Click the Change button and
enter beginning balances for
o T all Assets, Liabilities, and Funds.
= = L ' I = When complete the "Difference
T T ~ | of" should be 0.00.
Checks
P Accounting P>Accounting Setup P»Checks tab
M Aeteurring Sefum Set up layout formats
wige | Segremy buwrces QRGN foviet Revsimble | Chuck Wasbars | Scomets Farite for checks used by
(e &n |
ACH.Chach Saus Ledger and Accounts
i Veoder  |Sets _|Descrigtion [smesice smiar | ocment | Amvent Payable.
RetR  piND peviemeies  pambdm | e
&_‘-c-—-u:.- m,.
[ e FPosgages =020 agsdad ® g L 1
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Accounts Receivable

»Program P>Accounting P>Accounting Setup P>Accounts Receivable

Set defaults for using Accounts Receivable.

Check Numbers
»Program P>Accounting P>Accounting Setup P»Check Numbers tab

Check Numbers tab lists all the Assets in the Chart of Accounts. Enter the last check number used for
applicable Asset accounts. CDM+ will then use the next check number available for the starting check number
in Accounts Payable, Ledger, or Payroll.
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Accounts Sets

Account Browser

The Account Browser is accessed by
clicking on button on the Account
Sets, “Select Accounts”.

Account Browser allows for the quick
selection of accounts by Type, Fund,
Category, and Sub-Category; making
selection of accounts to include on
reports easy and accurate.

Account Range allows for selection of a
range of accounts by Account Number,
Fund, Category, or Sub-Category.

14-10 Getting Started - Accounting

Account Sets are a user-defined selection of accounts used
for reporting purposes that are saved under a set name (Save
Set), and will be retained by using the Load Set option when
configuring reports.

——
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Accounting General Ledger

General Ledger
Ledger Entries
»Program P> Ledger P>Ledger Entry Records

All financial transactions in CDM+ end up in the General Ledger window. Items posted from Contributions,
Payroll, Accounts Payable, and Accounts Receivable can be viewed and queried here. On the Entry window,
thereis a source that indicates where this journal entry was created. If an entry was posted from another part
of CDM+, there will also be jump buttons to take you to that source entry. In addition, Checks, Deposits, and
Journal Entries can be entered directly into the ledger through this window.

Check: enter checks written by hand or without using CDM+ Accounts Payable system.

‘ * Check amounts may
.- e [ e ety T be split between multiple
Expense accounts by adding
detail lines under the Check
Sources option.

Chiack You can print a "quick pay" check from the Ledger Entries window
after recording the entry by clicking on the Print Check button.

Deposit: to enter deposit transactions click Deposit under Add.

= T e Deposit amounts may
' m— be split over multiple
Income accounts by
adding detail lines under
Do e Breakdown option.
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Journal Entry/Custom Type: for transactions involving expenditures without a check number (ex., Debit
Card) and adjusting journal entries.
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Use when changing or correcting a ledger entry.

+" Cha
e When ledger entry is complete, click the Save button.

Dwlote

Finding Ledger information
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Find: use for simple queries, i.e., single search criteria.
Advanced Find: queries with more than one search criteria.
All: will display all Ledger Entries.

Print: Quick printing of ledger transaction using the Trial Balance report.
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Recurring Ledger Entries

Recurring Ledger Entries are for regularly-scheduled transactions that would manually be entered into the
ledger. These may include fund-to-fund transfers or auto payments that are drafted from your checking
account. The day of the month allows for certain items to be created at different times. It does not have to
refer to the actual day of the auto payment.

Two steps are required for Recurring Transactions:
1. Set up the transaction under Recurring Ledger Entries Setup.

»Program PLedger P»>Recurring Ledger Entry Setup Records
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2. Select the transaction to be created from the Create Ledger Entries from Recurring.

»Program PLedger P> Create Ledger Entries from Recurring
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When recurring ledger entries are created, a posting report will be generated. In addition, it will prompt you
to view the ledger entries created in the General Ledger window so you can easily modify the entries if need
be. For example, you may need to change an amount or the transaction date.
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Ledger Changes - Voiding and Deleting
Voiding Checks

1. Ledger Checks: Should |“zero out this entry” or “create an offsetting entry”?

a.

Zero Out - changes the current transaction by zeroing out all of the debits and credits. A memo is
added to the entry showing the original amount of the check.

Create Offsetting Entry — you will now have two ledger entries for this check.

i. Ref #583 -The original check entry with a memo that this transaction has been voided by Ref
#608.

ii. Ref#608 - An offsetting entry with the debits and credits reversed and a memo stating this entry
voids Ref #583.

iii. When creating an offsetting entry, the date of the offsetting entry will be the current date when
it was made. This date may be changed, but not to a closed period. The date of the original entry
will not be changed.
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2. Accounts Payable Checks: The procedure is identical to voiding a ledger check, however, voiding the
AP check will also delete the invoice and remove the information relating to the original check from the
Vendor record.

3. Payroll Checks - PAYROLL CHECKS CAN ONLY BE VOIDED FROM PAYROLL RECORDS WINDOW:

a.

15-4

Voiding in Payroll will do the following:
i. Place avoid entry in ledger as an offsetting transaction
ii. Adjusts AP invoices for voided taxes if applicable.
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4. Deleting aLedger Entry - If an entry is not in a closed period, CDM+ will give you an option to delete it.
In doing so, the entry still exists in CDM+ and can be viewed on the Audit Trail. By deleting a transaction,
CDM+ will reverse the debits and credits from the account balances and this entry will not show on any

regular financial reports.

Troubleshooting Accounting

To find Ledger Entries by Account in Ledger Entries window, search on a "Line Item" field (ex., Line Item

Account, or Line Item Description)
»Program PLedger PLedger Entry Records
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* After the search is
complete, select on

a Header within the
Find Results window

to sort by the Header
field (Transaction Date,
Amount, Check Number,
etc.)
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»Program P>Accounting P>Accounting Troubleshooter

Use these functions to correct various problems in Accounting, including Check Account Balances and
Recalculate Vendor Balances. These items should rarely need to be used and are there for convenience. If
you find that these need to be run on a regular basis, then please contact our support team to investigate.

Budgets
»Program PAccounting P>Budget
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CDM+ will spread the budget equally
over a 12 month period. Select the
Budget Inspector icon @ to enter
varying monthly amounts. These
amounts are used to calculate YTD
budget.
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These two accounting reports are very
helpful in budget planning:

- Monthly Comparison
- Monthly Summary

Add Accounts: Add new budget line items to existing Chart of Accounts or to a complete new year.

Copy Year: Copy the current Budget Year in view to a new year.

Rename: Change the name (year) of an existing budget to a new year. If you choose this option you will no

longer have a budget for this year.
Delete Year: Delete

15-6  Accounting General Ledger
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Budget Report

P Reports P>Accounting Reports P>Budget Comparison

This report will print the selected budget years in columns so you can compare from prior year budgets.

Bisdget Compariaon
Fapanpse Rdgat
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Senar Beger Salaey 24, DO A0 (MM THD 24 HHLH
Secrenry Salary 15, 200,00 25,000.00 19, 20000
iy Pl 15,520 0 4, (W B i1,520.00
Mrgang Artesdant Ta0L00 20 D T2
Triredd Exgindid 2, o 00 240400 2 AHLDD
Howning: PG00, B, 604,00 8,604,040
Churck's, FICAMeScars Partian ZADE.00 2,406.00 2,406.00
e, ey e B Ao AR TTT
Takals Pavsan il w3 450 232.126.00 59, B46.0
Admininirstive hord A0TE J03&
Dok Suppdiss EREEEREH 5 DH0UDHD 5, HHL3
[ T — 3, (00 B 3, (04 EXT
Tolephanse 0,200} 1, 200,00 1. 2L
Tarsds Ko raeti 417 310w FLO0. M} B, 2[HLIN] 9.2MLE
Christan dussiian 1024 078 2028
Sy Srha ot eeads 1,500 iy B.S000 1,500
Watation Bible Sehasl L ali il 41005 S0
Hewnurce Materas 00 G 100, (3 A0 00
Chldner's Winssiries 2. 0040 D 2,0 2 HHL3]
ok rwifra Exparris 1,500, 00 1, 500.00 1,500,060
Takals Chirlian Edee alion LA iR R R 5, 700,00
PrapEny Fi-Fo ri-re] 2028
‘Ganeral Praperiy
Caru . iyt 8 FAEEREEH 2,004.00 2 AHHE
Imurancn 1,500 00 B, S0 0HD 1, S04 00
Cugtodal Sipghe SO0 D SO0} SO0
Cairs v W 00 D B0 SO0
Mortgagn Frircipal F G000 () ENdCEL] 1.6{H1 4K
Wit g Inieres AT 2, 400,00 B, 400,00
Tatals denral Propeay LLAE ELE ] i, BIH). D 16, 510

These reports compare the selected budget year to the ledger.

1. Ledger to Budget
2. Monthy Comparison
3. Quarterly Comparison

2024 CDM+ Users Conference
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P Reports P Accounting Reports PBudget
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Accounting Procedures

Close/Open Month
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Closing a Month prevents any changes to transactions in that month and stores the Month End Balances for
all accounts. A closed month can be easily re-opened if necessary.

»Program P>Accounting P>Close/Open Periods
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15-8 Accounting General Ledger

g Open/Close a Month may be done one
month at a time or multiple months at
atime.

Before closing a month:
- Make any Month-End Journal Entries
- Perform the Bank Reconciliation

- Run a Balance Sheet for the last day of the
month you are closing.

- Run all of your Month-End Reports and
review for accuracy
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Close Year

»Program PAccounting »Close/Open Periods

Closing a Year - A regular and important year-end procedure is closing the Ledger for the year. This procedure
will update the Period Ending Balance for the last month of your year and set the Beginning Balances for the
new year. All months of the year must be closed before running the Close this Year procedure. If necessary,
a closed year can be re-opened.

» L Ol Ot Pl icadts
TN covrmivmotteton Pigs teus
maal I ST | sl (R s 1] Hrangs I Aan
jan T pEA7 | Eossd LG RET] A 8 PEEE CApaad FhEe ITah e
Juri 1 718 | Classd | Faib 30 2037 Cloasd Cigan thin Periad
ul:'-_a'-i'l!r : Liyipd 1 Ll 'Sl_ﬂl.lﬁ' Cload D [hik Pediadl
Jmni 1 PEEE | Clossd #11 Hhn Spwr 30 JUTT Cloand Dn g Perioa
Jan 1 3631 | Cpen | 'Chonen thia Fuar By 31 30T _Coand DOpan this Perea
jan 1 g0 | = 1. Tk e BEEd BT Chgaad g 1Tal P
Jun 1 33T l Cpa 1 Sl 37 20T ! Cloasd Cigen thie Pedicd
Ay A0 pAFD : e Chaee [hen Dpsesd
Sep 30 MIXF Cloasd Oigan ihig Pariod
l'_l'.l_ll'l..i:':E.'E : -:_':-1-:_-1 Ocan [his Dl:l-:H'_'
Plore 30 053 Cigaad Capan 1hep Pasias
11 BT ieand Cizen Hws Pariad
When Ciorlireg eI oF ydr] bl B eepae] Wil Bk [rrtesd Arpairg thed ©oeTiEOAE
sclrrly 1= mech secount bor the perodin o prstal ki
Opening Previously Closed Period
»Program P>Accounting P> Close/Open Periods
Click on Open this Period or Open this Year.
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Bank Reconciliation

Start a New Bank Reconciliation
»Program PLedger P>Bank Reconciliation »Add

To start a new bank reconciliation, select the Asset account and then click the Add button. Complete the End
Date and Statement Ending Balance fields as reflected on the bank statement that you received from the bank.
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»Program PLedger »Bank Reconciliation

Bank balance minus outstanding checks (credits) plus outstanding deposits (debits) equals reconciliation
balance, which should agree with CDM+ current balance (your checkbook). To mark an item cleared that has

cleared your bank.

Use the Modify button to change specific Bank Reconciliations.
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Advanced Fund Accounting

In Advanced Fund Accounting, balance sheet accounts are tied to specific Fund Codes. The overall purpose
of Advanced Fund Accounting is to provide a balance sheet for each Fund and keep track of the specific
location of monies for each Fund.

In Advanced Fund Accounting, there is a difference between Fund Codes and Fund Balances. A Fund Code (or
the mega Fund which is trying to be tracked) will have assets, liabilities, and fund balances. Income and Expense
accounts continue to be tied to specific fund balances. Therefore, a Fund in Advanced Fund Accounting will
have at least one fund balance. When the Advanced Fund Accounting feature is used in CDM+, one checking
account may have multiple fund designations within it. Each designation within that checking account will
have its own Chart of Accounts line and balance. The use of category and sub-category designations on the
balance sheetaccountsin Advanced Fund Accounting are important to represent the totals of specific assets,
liabilities, and fund balances.

NOTE: Once Advanced Fund Accounting is turned on and being used it is not an easy process to return to
basic fund accounting.

Enabling Advanced Fund Accounting

CDM+(Mac)/File(Windows) P>Preferences »>CDM+ System P>Accounting tab PAdvanced icon

. *

¢ [E= g Once Advanced Fund Accounting
- isturned on and being used itis not
an easy process to return to basic
fund accounting.

......

el

You must first set up Funds under the Funds Definition window. Open the Chart of Accounts window, then
select the Categories/Sub-Categories/Fund Codes tab.
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Setting Up Chart of Accounts

»Program P>Accounting P>Chart of Accounts

On the Chart of Accounts window, click on the Categories/Sub-Categories/Fund Codes tab. Select Fund
Codes from the drop down list.

o
|

PR

Funds that are defined here are different from fund balances to which income and expenses are tied. The
purpose of Advanced Fund Accounting is to be able to create balance sheets for major funds.

Once the majorfunds are defined on the Fund Codes pane of the Chart of Accounts window, you may designate
Assets, Liabilities, and Funds to the major funds on the Balance Sheet Accounts pane.
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When Writing Checks from within CDM+ or doing a Bank Reconciliation, just choose the one asset.
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NOTE: When making ledger or journal entries, the specific asset/liability/fund for the specific entry must be set.
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To generate Separate Balance Sheets for each Fund, choose the Page by Fund option under Report Sort. A
Single Sheet Balance Sheet report is also available.

Repaouri Type
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Take a special look at the Net Change line on Balance Sheet to be certain everything is accounted for properly.
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Payroll Liabilities and Advanced Fund Accounting

If you need to charge payroll liabilities to different Fund Codes, you need to activate that function on the
Payroll Setting tab of the Payroll Setup window.

Click the checkbox next to "Enable Fund Accounting Posting in Payroll."

Then, you need to specify on a per employee/liability line the liability account to which it should post. If this
function is not activated, then all payroll liabilities will show on just one Fund Code balance sheet.

»Program P>Payroll »Payroll Setup P>Payroll Settings tab

Y s Rt e p— ovi ) Hinss
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Accounts Payable

The Accounts Payable process includes Vendor setup, invoice creation, invoice selection, check printing, and
posting entries to the Ledger. A full range of reports are available for process evaluation.

Creating Vendor Records

»Program P>Payables P>Vendor Records

L]

*

Check the Print on

;:,.. check memo line box
e to include the Vendor
LT P — o, e Account number on the
| — check.
e o R P :— e ———— e L - a3 S
m— L rr————— g e, | Bk 8 Add Default Account
RS e i i numbers to expedite
A === = . data entry; Account
a Number can be changed
o during Invoice entry.
" — The same Vendor
e R records are used in both
— ;i e e Accounts Payable and
L po— Ledger Entries options.
Vendor Types
« Inactive

Checking the Inactive box indicates
the Vendor record is not currently in
use and removes the Vendor from the

selection list when entering invoices
or linking Vendor records in the ledger Gnam ail pecords | 1) Dafwuir: inactien wepual to tia

entry window. When searching for R S Custom: Carnlifrerd

Vendor Records, the default filter is e T wp it

i srm me recona

to Nt show Those records that are

inactive. You can turn this off under the g =, cane sepeded sise

Conﬁgure WindOW or When a ﬁltered Ewdtch o fPes v bmaey tab wiran fnding
list appears then click on the Filtered ~— Momber of pravous soniehes o smn: 03
button to show the inactives.

Miscellaneous one-time vendors
Set up several MISC1, MISC2, etc. to reduce vendor list and edit name field on Invoice Entry screen.

Credit Card Company
If this Vendor is a credit card against which you will pay invoices, check the Credit Card Company box
and select a liability to which to accrue charges (e.g., Credit Cards).

1099
Check the Receives 1099 box and enter 1099 ID # if appropriate for the Vendor.
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Vendor Records - Connections and Users Fields tabs
« Connections tab

The Connections tab allows for user created relationship fields.
- User Fields tab

The User Fields tab allows for user created information fields in eight different field formats. These are
set up under Master Coding System.

Vendor - 1099 Setup

CDM+ effectively handles 1099 Vendors, including staff not receiving W2 and not setup in CDM+ Payroll. On
the Name tab, complete the Vendor (employee) name and address information; then select the appropriate

1099 field and enter the 1099 Recipient's ID #. The 1099 Setup tab will activate; select the 1099 MISC box in
which to place vendor totals.
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Review payments marked as 1099 items:

Line items marked with an * will be included in 1099 totals.
Use the Toggle 1099 Setting button to change the status of line items.
On some payments, one line item may be marked as a 1099 amount, while another may not be marked.

Entering and Managing Invoices
Adding invoices
»Program P>Payables P> Invoice Records

e e o *To view a history list
- i e =iz of payments made to
e Pt R el this vendor click on the
-. 2300 L Vendor icon.

i

Adding/Changing/Deleting Transaction(s)

Add: to add single transaction
Multi-Add: to add multiple transactions
Change: by selecting the Change option you may edit an existing Invoice.

Delete: by selecting the Delete option you may delete an entire invoice. Use the red "X" to delete any
specific distribution line on the invoice without deleting the entire invoice.

Adding an Invoice

Payee Box - If more than one vendor information (Code or Name) contained the information typed, a list of
options will populate as a pop-up window that you can scroll through and double-click the vendor from
the list. (NOTE: you can also use the up or down arrows on the keyboard to move through the available
vendors found and press enter to select the vendor.)

Enter the total amount of the invoice in the Total field.

An Invoice Date is required; use of the Due Date and Invoice # are optional. Entering the Due Date allows
for Sorting the Invoices Report by Due Date and Aging Period.

Complete the breakdown line(s) needed for the invoice. Split the Total invoice amount between multiple
Ledger accounts by use of multiple breakdown lines.

Mark the 1099 and 941 fields as appropriate for the invoice.

To Save - the breakdown amounts must add up to the Total field on the invoice.
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Mark Invoice

- Allows one or more invoices to be Marked for payment by selecting the Payment Type and Asset. The
invoice will be marked for payment on the Mark Invoices to Pay window.
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Purchase Orders - If you are using purchase orders, you may select which one(s) are to be paid by selecting
“Load Purchase Orders." The one(s) selected will automatically populate the invoice fields.

]

& swee

£ cancel
Lo

oo (PalThabE
vy

‘- . Tiernde Purihing Oeders
Baemct Forsrapen Droer w0 Linas e Lo

Py -phor n drromas

B Lrws Baed Dhiil Sag 0 2070 - RA Ly 2

PO ! W DS kil bl

e e

Deleting an Invoice (non-accrued only)

You may use the delete option to completely delete an invoice by highlighting the invoice to delete in the
find window and then select Delete.
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Accrue Invoices

Only if you use accrual or modified accrual accounting.

Accounts Payable Accrual P
Optional; controlled in CDM+ System Preferences

» CDM+(macOS)/File(Windows) P Preferences P> CDM+
System PAccountingtab PAP icon

To use Accounts Payable accrual options, make sure the “Don’t
show accrual options” is NOT checked.

»Program P>Payables P> Accrue Invoices

L i ~ Select the Liability Account, double click
e, L — 11T -| " the invoice(s) to accrue, and then Save.
Fapan Tmurpns [P pere—— Aemems bt vt Frea
et i £ e Results of accruing affect the Balance
Sheet, Income/Expenditures reports, and
Budget Comparison Reports.
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Invoice Payments
»Program P>Payables »Mark Invoices to Pay

e S e Select the desired Asset
e e e D (checking account) from the
plosovemess  Jenu | bewweseswespapaml weloeen ey - drop down at the bottom

. ' [ ' | ' middle before making your
Payment Mode selection.

2 . . i Payment mode
: ; rT ] = «  Check
A 8 e | T « Credit Card

i T - « Autodraw

You may use the buttons on the bottom to select the mode of payment and then selecting the payee with
your mouse, or you may elect to simply click on the row containing the invoice to pay. A single click will
choose Check and subsequent clicks will move through the remainder of the payment modes.

When selection of checks to be paid is complete, click Save. This marks the invoices to be paid in this check
run and prompts you to go on to the Write Checks window.

Group Payments

Select the Group Payments tab to group or ungroup multiple invoices to the same vendor.

- TR g By default, all invoices

S e e el selected for the same vendor
=i ; will be grouped on one
check.

The invoices shown to Clark
County Treasurer will be printed
on separate checks even though
the Vendor is the same because
of the grouping selected.
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Accrued Invoices

T ot R P g e s e mar s Select a payment method and
clickan accrued account. Changes
may be made to theamount to pay
by clicking on the small list icon

=2 next to the Payment field.

This opens the Breakdown
Payment window.

Writing Accounts Payable Checks
»Program P>Payables P>Write Checks

L L Wile [ Ve i

i i et - o bimcr | IEH3A4 ‘ * Review:
Il 1 gy mary iR
gt W —— _ Biance e e (IR o Asset selection
Pkt n paiventen | o B8 SO e T fo) Checkformat
o Auto Draw format
o Starting Check #

o Date on payment
o Marked checks

Click - Write Checks

- Check Format and Auto-Draw Format selections are made by using the drop down button. Click the pencil
icon . to go Modify check in Accounting Setup.

- Place check in the box beside Pause Printing if you desire to pause printing between Check printing and
Auto-Draw form printing.

2024 CDM+ Users Conference Accounts Payable  16-7



Reprinting Checks

il

=]

e e B~ B N Ly e |

If the checks do not print correctly:

1.

oA WN

Reply NO when asked about going to the Post Payments window so payments will not be posted a second
time.

You will note the screen should be indicating in the bottom left corner “Show: Paid Payments.’
Check the box(es) beside the check(s) that did not print correctly.
Click the Mark Unpaid button.

Respond to the dialogue window with the question "Do you want to create voided ledger entries for
these check numbers?" as follows:

NO - if the checks did not print and may still be used for printing.

YES - if the checks are not available for printing, have been printed in error, or destroyed by the printer,
etc. CDM+ will then create a VOID entry in the Ledger for the check number(s) in question.

Write Checks window now displays Unpaid Payments. Select checks to be printed.

Reset the Starting Check number to the correct check number.

Click the Write Checks button.

Removing Checks Not to be Printed

»Program P>Payables »Mark Invoices To Pay

If the check is not to be reprinted, then you will need to verify that the invoice is not marked to be paid,
proceed to Invoices, and edit or delete the invoice.

Process Auto Draw

Directly from Mark Invoices to Pay

Going through Write Checks window

16-8  Accounts Payable 2024 CDM+ Users Conference



Posting to Ledger
Program P>Payables P>Post Payable Payments to the Ledger
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Review posting report before proceeding — when in doubt DON'T POST!

Recurring Transactions

Recurring AP Transactions are for regularly scheduled payments, usually for the same dollar amount (e.g.,
quarterly insurance premiums or monthly lease/contract payments).

Two steps are required for Recurring AP Transactions:
1. Set up the transaction on the Recurring Transaction tab of the Vendor Record.
2. Select and create invoices under Create Recurring Transactions in Accounts Payable.

Program P>Payables P»Vendor Records
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»Program P>Payables P> Create Recurring Transactions

Select the Month and Year for current transactions. Select the transactions by Day and Vendor to be created.
Click Create Invoices button for the invoices to be created. The invoices may be viewed immediately (and
edited) by answering YES when prompted to view the invoice(s); this action opens the Invoice record window.
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Accounts Payable Reports
Invoices
P Reports P>Payables Reports P Invoice Records

Timely cash flow reports can be created after Invoices are entered. The Invoices report can be printed listing
all invoices or just those for a date range; for all vendors or for selected vendors; and sorted by Invoice Date,
Due Date, Vendor Name, Vendor Code, ID Number, or Aging Period. The Aging Period groups unpaid invoices
by 30, 60, and 90 days past due.
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Ledger by Vendor
P Reports P>Ledger Reports P>Activity PLedger by Vendor

& S P — N
mELo 0O 5 gak
Al e T e F e A
g " ——
R — .. Use this report to determine
! [ e R . .
s L . Cal 0 st which Vendors need to receive a
- . 1099 at the end of the year. Have
e e ——— Report Type set to Detail, place a
UL e s - - check mark in 1099 Items Only,
T and select All Vendors.
i
= [
:ﬂ [T
_ﬁ._
Le-dgir By Wendor
Daetail
Farat; Cimarch
N2 s S
B Oy, KY 40123
o ALR LT
frermsctios Ouis lan | 202 b den 37 2003
Trurei
Rty Dt Chapch B Wrillen T i Desdsgiaen Pl daimgst  Ohideds Cradns
Ltk Conrly Treasurer
&30 Jen 30 Z077 s Claeh Sousscy Topams H0HD EEE Y s
Payrol Tamss srad MvhhoRsngs jon 15
440 dan A0 00T mwin Dot Coasvly Traasrs Fio ] n"a oS
Payred T, sred Wrihhoisings Jan 31
Lit] din A0 20FY  man Ok Sty Treasores Tl -1 i ] AL EE
e Livst Neees
Clark Sawnly Trodiwred Tolal: 6155 5156
D Pt e il P Pl
4580 J=n A0 MY mim Mererranm aeus Foraie Fomaed FE00 1500 LD
Porndos b 15 2008
459 din 30 2033 o Devormnational Periien Fusd 1005 1= i ] LS008
Porrisos ban 5 2009
Den prrenatienal Pansion Fund Totsl 1 5,80 15008
Torksl Al Wendlar 21358 H15E

16-12 Accounts Payable 2024 CDM+ Users Conference



Mobile Receipts

Mobile Receipts allows staff members to easily submit expenses into CDM+ Accounts Payable from any
device. You can record charges to debit cards, credit cards, or invoiced bills.

Requirements

«  CDM+ 11.1 or later

.« CDM_ Mobile 2.3 or later for iOS or

«  CDM+ Mobile 2.3 or later for Android
+  CDM+ Accounting

Setting up a device to submit receipts

Go to File » Administration

Click Mobile in the sidebar

Add or select an existing provision

Select the Receipts tab

Check Enabled

OPTIONAL If you want to receive an email when a receipt is submitted:
Check Notify Staff of Changes

Click Edit Staff

Click the Add email address button to add a new line

o A WwWwN =

Enter one staff email address per line
Use the red X button to remove extra addresses
Click Save
7. Check Invoice if this device is allowed to create receipts paid by invoice

8. Click the down arrow and check any assets from which this device can pay an expense (for example
using a debit card)

9. Click the down arrow and check any credits card from which this device can pay an expense
10. Foranew device, email the provision code to the device's owner

f

O O
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Submitting a receipt from a device
Use the email you received to install CDM+ Mobile and provision your device. To submit a receipt:

1. Open CDM+ Mobile
2. Enteryour PIN
3. Tab Receipts
4, OPTIONAL
5. Toadd ascan:
Tap Add Scan
Position the receipt in the camera view
Tap the camera button to take a photo
Tap Use this image to use the photo, or
Tap Retake to take a new photo
You can repeat these steps to add additional photos of the same receipt
6. OPTIONAL
7. Change the Date to match the date of the expense
8. Tap Payee
9. Search or browse to select the vendor for this expense

Mobile Receipts does not yet support payees that are not available in Vendor Records in COM+.
10. OPTIONAL

11. Tap Number to enter an invoice number

12. Tap Method and select how this expense was paid

CDM+ Mobile will recall the last payment method used when adding a new receipt.
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13. The default account for the vendor will load. If no account was selected or to change the account, tap
Account and search or browse to select the account for this expense

14. OPTIONAL

15. Tap Description to enter a description for this expense

16. Tap Amount and enter the amount of the expense

17. OPTIONAL

18. Tap Add Breakdown to add additional account/description/amount breakdowns for this expense

19. Tap Save to submit the receipt

L35 L = -
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Processing receipts in CDM+
Email notification

If you enabled staff notifications, an email will be sent to the staff addresses when a mobile receipt is

submitted.

L L] L ) - = o] -,

Suran Systems, Inc
A Mot Hecmpl wan crpaled

Receipt Information

Mha's: Prons
Jimmy Johns
1

Chasesd Bank
£22.00

B180 Yeudh Ministiss Expiris

LM Woble by Sumn Sysiems. In
Firsl Chuieh
122 Man Shreal
B City, K'Y £0923
GOEGAL- 1704

Viewing invoices

Go to Program P> Payables P> Invoice Records
Click Find in the sidebar

Set the find field to Source

Set the comparison to equal to

Click the down arrow for the criteria

Check CDM+ Mobile

Click OK

Click Find

©® N o~ WwWwN
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Viewing the scan
1. Click User Fields
Click Preview next to a Mobile Scan
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Paying invoices

Invoices created from Mobile Receipts are paid like any other invoice under Program K Payables X Mark
Invoices to Pay.

Depending on the payment method selected, invoices created from Mobile Receipts will be pre-marked
for payment.

Muthod b Marked I Uges 3
IrrcicE =] ni'n
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You can adjust the payment method, asset, or credit card vendor on invoices created from Mobile Receipts
just like any other invoice.
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Viewing scans after posting

After paying an invoice created from Mobile Receipts you can view the scan.

Go to Program P> Ledger P> Ledger Entries
Find the posted payment

Click AP Invoice in the sidebar

Follow the steps above for viewing a scan

>N =
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Staff reimbursement
Mobile Receipts can easily be used for staff reimbursement.

Accounting setup

1.
2.
3.

Create a liability account for staff reimbursement or use a general Accounts Payable liability

Create a vendor record for each staff person to be reimbursed
Mark the vendor as a Credit Card and choose the liability from step 1

Mobile provision setup

1.
2.

Provision the staff person's device(s) for Mobile Receipts
Enable their vendor as an accepted credit card payment method

Filing receipts for reimbursement
Direct staff to choose themselves as the payment method when reporting receipts.

Reimbursing staff

1.

i N

Post invoices created from Mobile Receipts

Open Mark Invoices to Pay

Click the Accrued tab

The reimbursement will appear as accrued invoices to the staff person's vendor
Cut a check to reimburse these expenses

2024 CDM+ Users Conference

Accounts Payable

16-19



16-20 Accounts Payable 2024 CDM+ Users Conference



Accounting Reports

The CDM+ Accounting program will create multiple reports for use in your organization's financial review and
analysis activities. Descriptions of these reports are provided below. All reports may be accessed through
Reports Menu or from the Welcome to Accounting window.

Report Selection

Accounting Reports can be accessed by the menu or from program icons.
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Accounts Sets
»Program P>Accounting P>Accounts Sets

LR et Account Sets are a user-defined selection of accounts used
et —— B for reporting purposes that are saved under a set name (Save
el T e Set) and will be retained by using the Load Set option when
T AN ey S turing - M configuring reports.
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Account Browser

»Program P>Accounting P>Account Sets P>Select —
Accounts button :

To access the Account Browser, click on Select Accounts at = =
the bottom of the Account Sets window. The Select Accounts e
window will automatically open to the Account Browser tab..
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Activity Reports

P> Reports P>Ledger Reports PActivity

Check Listing

Lists Checks by Date range or Check Number range for a selected asset. Select to include
Checks, Payroll Check, Journal Entry, Auto Draw, and Custom journal types. Reference #,
Transaction Date, Written To, Description, Fund, Account, Amount, and Cleared fields display
in Detail or Composite format.

Deposit Listing

Lists Deposits by Transaction Date range for a selected asset. Reference #, Transaction Date,
Description, Fund, Account, Amount, and Cleared fields display in Detail or Composite
format. Sort by Reference # or Transaction Date.

Daily

Lists the Income and/or Expenditures by account for a specific date by entry order. Same
information as the Income report and Expenditures report below (if specific date is used),
but combined on one report. Transaction, Posting, and Modified dates may be used. Written
To, Description, Fund, Account, and Amount fields display.

Expenditures

Lists Expenditures by account for a specific date or by date range. Transaction, Posting, and
Modified dates may be used. All Accounts or Selected Accounts may be included. Written To,
Description, Fund, Account, and Amount fields display. Sort by Account or Transaction Date.

Income

Lists Income by account for a specific date or by date range. Transaction, Posting, and
Modified dates may be used. All Accounts or Selected Accounts may be included. Written To,
Description, Fund, Account, and Amount fields display. Sort by Account or Transaction Date.

Income and
Expenditures

Lists Income and Expenditures by account (under Categories/Sub-Categories) for a specific
date or by date range. All Accounts or Selected Accounts may be included. Detail or Compos-
ite report type options. Totals by Income and Expenditures; option to display Over/Under.

Audit Trail

Lists each transaction activity (Debits and Credits) including changes by Date or Reference

# range. All Accounts or Selected Accounts may be included. Reference #, Posted Date,
Transaction Date, Check #, Written To/Description, Fund, Account, and Note field display. Also
flags deleted entries; the only report that does.

Fund Activity

Lists Fund activity for a date range for selected Funds or for all Funds. Displays Beginning
Balance; Income, Expenses, Transfers In and Out for the date range, and Ending Balance.
Detail or Composite report type options. Totals by Income and Expenditures; option to dis-
play Over/Under.

Ledger by Accounts

Lists detailed transaction activity for accounts (Debits and Credits) for a specific date or by
date range with period Total. Transaction, Posting, and Modified dates may be used. All Ac-
counts or Selected Accounts may be included. Detail or Composite report type options. Refer-
ence #, Date, Check #, Written To, and Description fields display in Detail report type. Sort by
Reference #, Transaction Date, or Check #. Use this report to review period posting and totals.

Ledger by Vendor

Lists transaction activity (Debits and Credits) for selected or all Vendors for a specific date

or by date range. Transaction, Posting, and Modified dates may be used. All Accounts or
Selected Accounts may be included. Detail or Composite report type options. Reference #,
Date, Check #, Written To/Description, Fund, and Account fields display in Detail report type.
Sort by Reference #, Transaction Date, or Check #. Option to display 1099 Items Only.

Trial Balance

Lists account activity (Debits and Credits) by Date or Reference #; by specific item or by range.
All Accounts or Selected Accounts may be included. Detail or Composite report type options.
All Transaction Types, Journal, Check, Deposit, or Bank Charge types may be included. Use this
report to verify Debits and Credits are equal; Out of Balance and Void entries will be flagged.
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Balance Reports
P Reports P>Ledger Reports PBalance

Balance Sheet Displays Asset, Liabilities, and Fund balances for a Period Date or a Selected Date in Detail or Com-
posite report type. A Selected Date may be any user defined date.

Current Balance | Displays Asset, Liabilities, and Fund balances for the current date in Detail or Composite report type.
Sheet

Account Displays account balances for a selected date range, or multiple dates, for All Accounts or Selected
Balances Accounts. Detail or Composite report type options. Reference #, Posted Date, Transaction Date,
Check #, and Written To/Description, Beginning Balance, and Current Balance fields display in Detail
type. Difference Options of None, Net Change, and Debit and Credits available in Composite type. A
Balance Sheet with multiple dates may be produced for comparative purposes. Difference Options
of None, Net Change, and Debit and Credits available in this Balance Sheet report type.

Current Displays account balances for the current date for All Accounts or Selected Accounts. Account
Account Type, Account, Description, Beginning Balance, and Current Balance fields display.
Balances

Comparison Reports
P Reports P>Ledger Reports P>Comparison

Monthly Lists Income and Expenditures by account (under Categories/Sub-Categories) for a selected month.
Comparison Select from 8 amount or comparison fields for the current or prior year. Display the Budget to Actual
differences as an Amount or Percent. All Accounts or Selected Accounts may be included. Detail or
Composite report type options. Totals by Income and Expenditures; option to display Over/Under.

Quarterly Provides similar output as the Monthly Comparison report but for a quarter (3 months) at a time.
Comparison

Range Provides ability to compare Current Year, Last Year, 2 Years Ago, Current YTD, Last YTD, or 2 Years Ago
Comparison YTD, based on date range. Also provides ability to Show the Average.

Monthly Lists Income and Expenditures by account (under Categories/Sub-Categories) for a 6-month or
Summary 12-month period beginning from a selected date. Transaction, Posting, and Modified beginning

dates may be used. All Accounts or Selected Accounts may be included. Detail or Composite report
type options. Totals by Income and Expenditures; option to display Over/Under.

Ledger to Lists Income and Expenditures by account (under Categories/Sub-Categories) for a specific date or by
Budget date range. Compares actual Amount to Budget amount and calculates the Difference and Percent of
Budget used. All Accounts or Selected Accounts may be included. Detail or Composite report type op-
tions. Totals by Income and Expenditures; option to display Over/Under.

Ledger Reports
P Reports PLedger Reports
TN et e Ledger Reports provide review reports for Ledger
TR 8 | Sy 2 R entries completed Daily, or by Date Range.
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B Duidly Repails

Daily Report _
P Reports P>Ledger Reports P>Activity P> Daily O T B0
Report displays the Income and Expenditure entries made in the et [ -
Ledger for the selected date. This is a good way to review your work. 30 3023

T

Expense Reports
P Reports P>Ledger Reports P-Activity P>Expenditures

Ledger Reports, either Expense Report (shown below) or Income Report, display entries for review and
reporting. The Check Listing and Deposit Listing Reports displays by Date Range entries made for these

Ledger Types.
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Ledger YTD Reports

Income and Expenditures

P Reports P>Ledger Reports P-Activity P> Income and Expenditures
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* When only selected accounts are needed, such as only the expense accounts under the Property

category, use the Account Browser, Account Range, or Accounts Sets to make selection quick and easy.
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Monthly Summary
P Reports P>Ledger Reports P>Comparison »>Monthly Summary

Use this report to review month by month income and expenses during the budgeting process. Note the
Average column displays the current average receipts and spending amounts; very informative for budgeting
and financial analysis.

*

You only select the beginning date for this report as it is set to show you either 6 or 12 months from
that date.

emsn R e O e Tkt — s b

Range Comparison

P Reports P>Ledger Reports P>Comparison P»Range Comparison

G - Range Comparison report options:
. - = 5 - Compare one, two, or three ranges
=— ke 3 - Range options include Current Year, Last Year, 2
e m—- Years Ago, and Custom
) g - ._. - i .
— - Custom range allows for selection of the same
i month for the Current Year, Last Year, and 2
Years Ago
] . .
T - Detail or Composite report types
- Show Average calculates the average amount for
PR the selected range
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Ledger to Budget

P Reports P>Ledger Reports P>Comparison PLedger to Budget

This report compares actual Ledger amounts to the Budget amounts for All Accounts or Selected Accounts

*

You select the year you want it to show under the Report option on the left of the report record window.
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Monthly Comparison

P Reports P>Ledger Reports P>Comparison »Monthly Comparison
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At 00 . 5 A broadly used and effective comparative Income and
eSS S e . g = Expense report.
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Ledger by Accounts

P Reports P>Ledger Reports P>Activity P>Ledger by Accounts
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P Reports P>Ledger Reports P>Activity P>Ledger by Vendor
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Trial Balance
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s 9
Use this report to determine
which Vendors need to receive a
1099 at the end of the year. Have
Report Type set to Detail, place a
check mark in 1099 Items Only,
and select All Vendors.

P Reports P>Ledger Reports P>Activity P> Trial Balance

Trial Balance
First Clruech

973 Rhadn Sirast
Bij Oy, BOY 40972
BIE/SE5-1234

Transsciion Type: Al Typas

Traruaction Dabe Debits  Credits
Ausg 1 20 5000 650,00
Aug 2 3004 438100 436120
Aiig 3 2034 S0.00 2000
fugg 4 2034 IE6847  3.860.41
Fugg B 2034 ¥ixEie  3,126.18
Aug 14 224 &S0 4285
Aug 18 2024 25880 258800
A 30 N2 PERSsh 320050
Tetal All Dates 211381 2011381
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*

This report can be used to troubleshoot issues
when the Balance Sheet Difference is not zero. Use
these settings: Report Type = Composite By Date;
Transaction Type = All Types; select All Accounts and
select the desired Date Range.

The multiple Report Type and Transaction Type options
shown below make this a very versatile report.
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Audit Trail
P Reports P>Ledger Reports PActiity P> Audit Trail

Audit Trail reports every transaction entered into the Ledger, included Deleted entries. Use for review and

analysis.
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Balance Sheet

P Reports P>Ledger Reports PBalance P>Balance Sheet
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The Period Date will be based on closed periods. Use the Selected Date to display information for a specific
date. The Report Type is available in either Detail or Composite format.
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Account Balances

P Reports P>Ledger Reports PBalance P>Account Balances

Versatile report displays account balances for a single date or date range. You can also select a date range or
multiple dates to print a multi-column balance sheet displaying optional "differences," such as net change
or debits/credits.
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Account Balances - Check Register

P Reports P>Ledger Reports PBalance P>Account Balances

Use Account Balances report to create a check register for any date range. Use the settings shown below on

the Account Balances report setup window to create the check register.
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Fund Activity
P Reports PLedger Reports PActivity P> Fund Activity

This report is an effective tool in troubleshooting issues with the balance in any fund. It also has an option to

display detail transactions by account number, as well as display totals posted directly to the fund balance
account.
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Accounts Receivable

Introduction

The Accounts Receivable module of CDM+ Accounting allows users to create invoices, track payments,
and generate statements. Payments can be entered and a deposit entry made in the General Ledger or the
receivables module can be used without direct posting into the ledger. The module consists of four primary
areas: customer records, invoices, payments, and statements. Finance charges can be generated from the
Accounts Receivable module if desired.

Some primary uses of this module can be for daycare billing, property rental, weddings, and special outside
functions which are billed by the church.

Setting up the Customer Record
»Program P>Receivables

g Be sure to enter a valid Email Address if you wish to e-mail Invoices or Statements to a customer.
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Name tab

Click Add or Multi-Add to enter new customer information: name, address, phone, and e-mail. For a customer
with address information in CDM+ Membership, you may click the Select Address button. This opens a
new window where you can find and select any address in the CDM+ Membership database to auto fill this
information.

A Default Chart of Account number and Default Terms can be entered if the invoices for this customer are
to be charged to the same account most of the time. The last statement date and customer account balance
displays.
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Billing tab
Displays lists of Invoices and Payments for this customer. Double-click on an an invoice or payment to see
its details.

Statements tab
Displays lists of Statements for this customer, including detail of each Invoice and Payment.
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Recurring tab

This feature is used for customers who are billed on a regular basis. A Recurring Invoice can be entered by
clicking Change, then Add, and entering the recurring transaction information.

]

If you check the "Posted Date" box in the Set Invoice Date Column it will date the invoice for the day you post
it. If unchecked, it will set the date for the day of the month you have set for the recurring invoice to take place

Click on pencil icon to choose the Account number from the Select Account window. Enter a Description,
Qty, Cost, and the Day of Month the invoice is to be generated. If this recurring invoice is for a limited time,
enter the date of the last invoice to be created. If it is ongoing, leave the Expires field blank. If you want to
schedule a recurring invoice to begin on a certain date, enter a Start Date.
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Connections tab
Use Connections to link customers to each other or to other records.

Individuals tab
Use this tab to allow indviduals logged into Engage to make payment on this customer's account.

User Fields tab

This tab allow you to add an unlimited number of extra fields to customers. Store text, date, numbers, and
files. For childcare, keep permission slips, vaccination dates, and custom notes on students.

Groups tab

Organize customers into groups. For child care, this is a great way to track grades, allergies, or denote accounts
who pay on a given fequency.

Events tab

You can link customer to Roommate events and generate invoices for facility usage. Any events to which the
customer is linked will appear on this tab.

Notices tab
The Notices tab will display notices sent to this customer.

Creating Invoices
There are three ways to create invoices in Accounts Receivable. They are:

1. Entering them on the Invoices window, accessible by

— clicking the Invoices jump button on the Customer Records window or

- menu (»Program PReceivables P Invoices), toolbar, or Welcome to Accounting
(Windows) selection

2. Creating Recurring Invoices
3. Generating Invoices from Roommate

Creating an Invoice on the Invoices Window

NOTE: If the customer has any invoices connected to their account, you will see the Invoices button at the
bottom of the Customer Records window. When you click that button, any existing invoices for that customer
will display in the results list at the top of the window.
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Choose the Add or Multi-Add button and complete the invoice information. The Customer can be chosen
from the list resulting from clicking or by typing in the name of the customer and clicking Tab on your
keyboard. the small List button. A Memo may be entered and the Print 'Terms' Line and Print'ServiceCharge'
Line check boxes can be selected. Choose the appropriate Income account by clicking on the hand icon and

complete the Description, Quantity, and Cost fields. More than one account breakdown can be added if
necessary. Click Save.

The Invoice can then be printed from this window by clicking the Print button and selecting Invoices. A

Selected Record invoice can be printed, or you can print all the invoices shown in the Results list at the top
of the window.

Creating Recurring Invoices

This feature is used for Customers who get billed on a regular basis. Setup for these invoices is done on the
Customer Records window under the Recurring tab.

»Program P>Receivables P> Create Recurring Invoices
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*Placingacheckinthe"Bring
s . Pt Tadstge o Invoice Window Up after
S Filing" box will automatically
open the Invoices

In the Month Selection box, choose the month and year for which you desire to create invoices and reset
the invoice dates for that month. Changes to the amount or line items can be made here after clicking the
Change button. Any changes here will only affect the invoices being created at this time. Click the File Selected
button to create and file these invoices. This creates new invoices for these customers in the Invoices window
and updates the Billing tab of the relevant Customer Records.

Generating Invoices from Roommate
Roommate is a powerful tool to manage your facilities and resources. If you charge for the use of your space,
you can easily generate Accounts Receivable Invoices from events tracked in Roommate.

This features requires you own both the Roommate and Accounting programs.

Setting Up Events
Begin by creating or editing a Roommate event. For more information on Roommate, refer to the Roommate
chapter in this book.

Select the Billing tab, enter an amount and select a customer.
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Save your changes. If this is a recurring event and the customer will be billed each time, apply the change
to all future events.

» CDM+(macOS)/File(Windows) P>System Preferences »>Roommate P>Posting
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Select the income account use on invoices generated from Roommate.

»Program P>Roommate P>Generate Invoices

Enter the date range of Events for which you will generate invoices.
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Click Preview to see a preview of a report of invoices that will be generated.
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Click Generate to create the invoices. Once an invoice is created from an event, that event cannot be deleted
and the billing information cannot be changed.
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Entering Payments

There are two ways to open the Payments window. They are:

1. Clicking the Payments jump button on the Customer Records window or

2. Usethe menu (»>Program P>Receivables P>Payment Records), toolbar, or Welcome to Accounting

(Windows) to select Payments

NOTE: If you use the Payments jump button on the Customer Records window, the Results section at the
top of the Payments window will display all existing payments for the customer you had selected.

Regardless of how you open the Payments window, to enter a payment, choose the Add or Multi-Add button
and complete the payment information. The customer can be chosen using the List button. Notes can be

entered, if desired.

Payments can be identified as five types: check, cash, credit card, credit memo, and bank transfer. This is
optional information, but different reports for each type can be generated. Use the drop-down list to identify
the type of payment received. After the information is entered, click on the Save button.
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This creates a new payment for the customer on the Payments
window and updates the Billing pane of the Customer Records
window. CDM+ will credit payments to the most outstanding
invoice balance. However, you have the option to select the
specific invoice(s) to which the payment will be credited by
choosing which invoice you want the payment applied to in the
Apply First to Invoice # field.

The Results list at the top of the Customer Payments window
displays each payment after it is entered and saved. A Payment
Summary list of the payments displayed there can be printed by
clicking the Print button, choosing Results List, and clicking OK..

18-8 Accounts Receivable

g Multi-Add button

allows you to enter as
many payments as needed
without repeatedly
clicking on the Add
button.
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Engage Billing

Engage Billing is a complimentary service to Accounts Receivable that allows customers to make electronic
payments on their account using a credit card, debit card, or bank transfer.

There are a number of requirements for Engage Billing:
I Accounting Program
I Membership Program
| Data Hosting or SAAS
I Engage Subscription
| Merchant Account with Paragon

If you have a Paragon Merchant Account for online giving, registration, or payroll, that same account can be
used for Engage Billing.

Linking Customers

Begin by linking customers to individuals. This linkage determines for which customer(s) an individual can
make payments after logging into Engage. You can link an individual to multiple customers, and multiple
individuals to one customer. This allows, for example, parents of multiple children to each log into Engage
and make payments on each of the children.

»Program P>Receivables P>Customer Records P Individuals tab
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Find a customer and click Change or Add a new customer. On the Individuals tab, click Add and find an
individual. Select the individual and click Save. That individual will now be able to make payments for this
customer when logging into Engage.

Program PCDM+ Engage P> Settings P> Billing
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Click on the Billing options in Settings. At minimum, select an expense account to use for fees. You can also
add an optional surcharge to recoup processing fees. If you do not specify a surcharge, no fees will be added.
You can specify a surcharge for credit/debits cards, ACH transactions, or both. If using a surcharge be sure to
select an income account to receive the surcharge funds.
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Invoices
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When you create an invoice for the customer it will automatically show up for them to view on their Engage
account. Clicking on details will provide them with the line items you listed on the invoice.

New Payment
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The New Payment section of Engage Billing will provide the customer their total balance due as well as the
amount and date of their last payment. When you click on the Make a Payment button they will have the
option to pay the balance in full or pay a specific amount towards their balance.

New Payment Method

D GO Brerm Tl biew Piptes] Whatan)

When they make a payment in Engage Billing it will show them the payment methods they have saved in
their Engage account. They can choose one of those methods or create a new payment method to use. You
can make one of the payment methods as the primary one you want to use for billing.
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Payments

This section of Engage Billing will show all payments that have been made for that customer whether paid
online or manually putinto the system. They can click on the details button and see the detail of that specific
payment.

Payment in CDM+

Engage will create an Accounts Receivable Payment Record in CDM+ for the amount of the payment. Any
surcharges will be omitted from this record, but will be added to the deposit from Deposit Processing.

Engage Billing assumes invoices are accrued to the ledger using the system-wide accrual account.

The payment will appear in Deposit Processing after a few days. Once processed, the ledger will be affected
thusly:

Account Debit Credit

Checking Asset Net payment + surcharge after fees

Accounts Receivable Asset Gross Payment
Surcharge Income Surcharge Amount
Fee Expense Total Fee

Printing Statements

Statements can be generated at any time. Usually this is done on a monthly basis. A cut-off date is entered
when statements are created. All invoices and payments from the last statement date up to this date will print.
When the statements are finished printing, the user is asked if the statements are to be marked as printed.

»Program P>Receivables P>Create Monthly Statements

NOTE: Once statements have been generated, invoice and payment records cannot be entered for the period
covered by the statement. If you need to delete accidentally-generated statements, please contact CDM+
Support for help deleting statements.

There are two ways to print statements after they have been created:
1. From the Statements section of the Receivables Reports menu.
2. From the Detailed Statements section of the Receivables Reports menu.
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Print Statements
P Reports P>Receivable Reports P>Statements P>Statements
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Statements can be printed for all customers or for one customer. Select the statement to be printed using
the Statement Ending drop-down box.

Print Detail Statements
P Reports P>Receivable Reports P>Statements P> Detail Statement
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This report allows the printing of a list of Invoices and Payments that have different dates by selecting the
Begin Date and the Ending Date. A Detail Statement may be printed for all customers, selected customers,
or for a single customer.
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Email Statements
P Reports PAccounting Reports P>Statements PEmail Statements

Email Statements allows you to send statements to customers via email. Configure email statements just like
you would for print.
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Posting Accounts Receivable to the Ledger

To post accounts receivable payments to the ledger, some information must be entered on the Accounting
Setup window. A receivables asset must be defined. If you want to charge finance charges, you can enter the
rate and income account for the finance charge.

P Accounting P>Accounts Setup P>Accounts Receivables tab

i [T

Accrue Receivables
P Accounting P>Receivables P>Accrue Receivables

This option allows the user to show income in the General Ledger for items that have been billed, but not
yet paid. A listing of all outstanding invoices will be displayed. Click on the items to be accrued or click on
the Mark All button to accrue all items. A listing of line items to be accrued will be printed.
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Post Payments
P Accounting P> Receivables p>Post Payments
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On the Post Payments window, click the Mark All button to select the payments to post. Click the Post button.
Print the posting report to the screen to review before actually posting the payments to the Ledger.

Reports
P Reports P>Receivable Reports
Al
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P Reports P>Receivable Reports »>Summaries P> Invoice Summary
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P Reports P>Receivable Reports P>Summaries »>Payment Summary
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Getting Started - Payroll

Payroll Set Up
Prerequisites for payroll setup

- Chart of Accounts setup

- Salary/wage expense account numbers defined

- Expense accounts for church's portion of FICA/Medicare

— Tax Liability account numbers defined

—Vendors in Accounts Payable setup for tax payments and User Deductions

The following items also need to be set up prior to entering Employee Information:

Default Payroll Preferences
» CDM+ (macOS)/File (Windows) »>Preferences »>CDM+ System P>Payroll

, ' o * Click checkbox for "Post taxes and other
L=a deductions to Accounts Payable" to enable
CDM+ to AUTOMATICALLY create Accounts

Payable invoices for these withholdings.

Deduction Setup
»Program P>Payroll P>Deduction Setup Records

Deductions Codes — Create

appropriate Local taxes and

Other Deductions. User

defined deductions may be

calculated on hours worked

Ap | () : and employer matching
e amounts.

« Deductions can be
calculated on Pay or Hours.

+ Option to NOT post a
deduction to Accounts
Payable.

« The deduction type of
- Employer Matching will
not be deducted from
the employee's gross pay.
Rather, it will be expensed
to the account number

listed on this window.
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Default Employee Information Setup
»Program P>Payroll »Payroll Setup »Employee Information tab

* When setting up Default
. Fayred B Employee Information

== . , here, this information will
ot @it B waphagied 11100 Tis L Ratap i /
" e e [ g s be populated when adding

new employees.

The Payroll Setup window is made up of four sections, as shown above outlined by a rectangle. The first section,
the Employee Information tab, is comprised of four sections (circled above). The first Employee Information
section is Pay Setup and it should be completed with information likely pertain to the average employee.

Create default setups on the Pay Setup tab that will be loaded automatically for each new employee entered.
All default settings may be changed as needed during the employee entry process.

Pay Setup
» FoTt e Click the Change button to enter
""-—:Im.-.-: T e - default employee setup.
e = ‘ Enter the personal information
i [ — | required by federal and state tax
T L — reporting forms.
i T [Ty |
Pay Items
. — Fapt s Pay Items determine how the
i e s employeeis paid, e.g., salaried,
- Tl ~— E - hourly, etc, including pay
o e I frequency, amounts paid, and
—— T T distinction between federal
e B 57 A and state taxable, and non-
Sl v o i taxable sources of payment,

along with ledger accounts
for proper posting to ledger.

On this tab, create all possible types of pay that may be needed by any of your organization's employees,
e.g., housing allowance, Social Security supplements payments, utility allowance, etc.

Complete the required information for the DEFAULT EMPLOYEE by adding the appropriate pay items from
the "Payroll Settings" tab. Be sure to enter the General Ledger expense accounts for Salary and employer
Expense Accounts for FICA/Medicare.
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User Deductions
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»Program P>Payroll p>Payroll Setup P Checks tab
Select and modify Payroll checks
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Enterthe appropriate deductions,
other than taxes, that were
created in Deduction Setup,
e.g., pension withheld, employee
health insurance premiums, and
other miscellaneous deductions.

Select the appropriate Liability
accounts and vendors for all
applicable withholding. This
will automatically complete
the Liabilities tab of each new
employee.

- Select the ADD button at the
bottom of the Formats column to
create a new check setup; name
the check setup when prompted
and then choose the appropriate
check format.
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5 S - Select the MODIFY button
] s oy to change an existing check
; PR —— setup.

- Change the check format by
— dragging and dropping the
e fields in the desired location.

- NOTE: Remove any
reference to Social Security
Numbers from the Payroll

______ Stubs.
Payroll Settings
»Program PPayroll P-Payroll Setup PPayroll Settings tab
' Pyt S Set defaults for Time Off here.
[E—— = T i .

= ; NOTE: This section needs to

T o b w be configured prior to entering
: it information for employees
on the Pay Items tab under
Employee Information, as
the default employee may
not qualify for the various
allowances and specialized
pay items.

} 00

ACH Setup
»Program P>Payroll »Payroll Setup P»ACH Setup

If you have this CDM+ add-on feature, you will need to enter the appropriate information provided by your
bank for creating the ACH file to upload to your bank for processing. Setup details are in the Payroll Procedures
section of this manual. Call CDM+ Sales at 877-891-4236 for ACH Direct Deposit Payroll purchase information.

NOTE: IF YOU USETHE DIRECT DEPOSIT FEATURE BUILT INTO CDM+, THEN YOU DO NOT NEED TO COMPLETE
THIS SECTION. THE INFORMATION ON THIS TAB IS ONLY USED TO POST A NACHA FILE TO YOUR BANK.
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Tax Forms Payer Info
»Program P>Payroll »>Payer Records

Complete all required items
(marked with an asterisk).

Enter all the information needed
by Aatrix to properly prepare all
tax forms for federal, state, and
local taxing authorities.

‘ ‘

NOTE: Even if your state does
not withhold taxes, you will
want to indicate a state.

»Program P-Payroll P>Tax Tables
Updating Payroll Federal/State Tax Tables

Federal and State tax tables are automatically updated when selecting Calculate Payroll, View Payroll Tax
Tables, or Tax Forms for the first time in a day. NOTE: You must be connected to the Internet and currently
enrolled in CDM+ Premier Support to use CDM+ Payroll. This ensures you are using correct tax tables and forms.

Set up Employee Information
»Program P>Payroll »Employee Records

* The Employee ID field
must be completed.

This field is user-defined
and may be used to
T —_ A = . i categorize employees by
departments, etc.

Check”“Link to Address Record” (to the right of the address block) for access to member’s address information.
When the window opens, find the Address record, click OK, and auto-fill the employee address and phone.
When changes are made to the address in Address Records, the information will be updated on the Employee
Information window when this is linked to an Address Record.
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After entering the basic Employee Information, click on the Setup tab for the next screen of data to fill in:
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Upon completing the Setup information, click the Pay Items tab to open the window:

i:l -”# [ [ ‘ P . e " = R ] i Cirmmiirs. * Pay ItemS determine
- e A e 5 -ary [=] - Ty ] . .
N P e - 0 e how the employee is paid,
g o s e e e.g., salaried, hourly, etc,
e 0 T i e kv Ry e il . .
o et e i including pay frequency,
P r eyl i G amounts paid, and

distinction between federal
and state taxable, and non-
taxable sources of payment,
along with ledger accounts
for proper posting to ledger.

Click on the Taxes/Deductions button and complete the information:

1. Add On Amounts — An amount to be deducted in addition to the amount calculated by the tax tables
based upon their applicable allowances.

2. Exempt box — A check here will eliminate any calculation by the tax tables.

3. Exclude from W2 box — A check here will prevent the pay amount from displaying in the appropriate
box on the W2. For example, if the box on the line for Federal is selected, the amount of the pay will not
be printed in the Federal Wages box on the W2, currently named Box 1.

4. Deductions Exempt - If you have deductions setup for this employee and check this box, then this

deduction will never be taken from this particular Pay Item(s).
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Upon completing the Pay 7
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Items information, click on i — i
the Deductions tab and add ; - LSS RIS i
the appropriate deductions
for the employee.

Next, click on the Liabilities
tab to review and change
the Liability information as :
needed. fasesite

Click on the Time Off tab to Fine b
set up Time Off. There are

three different types of Time

Off that you can track: Sick,

Vacation, and Other. In this

case, Personal. Time off can

be accrued or a set number of

days can been entered.

Comments is a good place R o
to track pay increases and I I I
other information related to

a change in payroll. e Tty e 0 S 10 SALEE B e Kt et it T iy i 6
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Calculate Payroll
»Program P>Payroll P>Calculate Regular Payroll

Enter the Payroll Period dates and select the Frequency to pay. Click the Pay box to insert a check mark beside
the employees to pay. Select the appropriate Pay Processing Options, then click Calculate.

&

agE s

* BE SURE to enter the correct Pay
Period date range and the Paid Date
here. Remember, 941s and W2s use
only the Paid Date for reporting
period purposes.

If you have checked the box "Process Hourly," after calculating the regular payroll (salaried personnel), CDM+

will ask if you would like to calculate hourly payroll next.

o

O ceipe

ﬂ Faaprall ¢l u et o vl 1
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Click the Pay box to insert a check mark
beside the employees to pay and enter
their hours worked. Click Calculate. If
you checked Open View Payroll in the
Post Processing Options section of the
Calculate Hourly Payroll, the View Payroll
screen will appear after the payroll

calculates.

Orgoto: »Program P>Payroll »Payroll

Records

Terw Fwprss .

If any errors are found, you
may use the Change button
here to make adjustments
or corrections prior to
printing the paychecks.
Once corrections/
adjustments have been
made, you are ready to
Write Payroll Checks.

NOTE: Some changes
may need to be made on
either the "Detail" or "Other
Deductions" tabs to effect
change on the summary
tab.
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Write Payroll Checks

»Program P-Payroll p>Payroll : B -
Write Checks — —

Choose the Paid Date from the

IS ) e e s e L TR e e s e S |
drop down list and verify all _

information on this screen before
clicking the Write Checks button.
After the checks are written,
CDM+ will ask if you want to go
to the Post Payroll window.

Reprinting Checks
1. Choose NO to going to the Post Payments windows; therefore, payments will not be posted.
2. Note the Mode Mark Unpaid icon will be highlighted in the top right corner.
3. Check the box(es) beside the check(s) that did not print correctly.
4. Click the Mark Unpaid button at the bottom of the window.
: 1]

e | et |
i - £m . mr= 0 e e e T e [

il Tl R Hp——

= N = = B

bMode

5. Respond to the dialogue window with the question: Do you want to create voided ledger entries for

these check numbers?
NO - if the checks did not print and may still be used for printing

YES - if the checks are not available for printing, have been printed in error, or destroyed by the printer,

etc. CDM+ will then create a VOID entry in the Ledger for the checks.

6. The Write Payroll Checks window now highlights the yellow pencil Write Checks icon in the bottom right

corner of the window. Select the checks to be printed.
Reset the Starting Check number to the correct check number.
Click the Write Checks button.

O O N

sidebar, and reprint the check.

. If you have posted Payroll to the Ledger, you can find the check in Ledger Entries, select Print on the left
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Payroll Direct Deposit in CDM+
» CDM+ (macOS)/File (Windows) P>Preferences P>CDM+ System P>General

The direct deposit feature in CDM+ allows the user to schedule and transmit payroll directly to an employee's
bank account(s). Payroll is calculated normally. Instead of printing checks, a transmittal is created that will
electronically transfer funds from the organization's bank account to the employee’s account(s).

Please note: Payroll Direct Deposit requires a compatible merchant account. As of this writing, new merchant
accounts for Payroll Direct Deposit are not available, but it is anticipated this will change in the near future.
Contact sales@cdmplus.com to be added to a waiting list for a merchant account that is compatible with
Payroll Direct Deposit. The process to create and work with Payroll Direct Deposit as presented in this manual
will be the same once compatible merchant accounts are again available.

Employee Setup
»Program P>Payroll »Employee Records P>Accounts tab

a Foqroanm e - Py - NMmbsmes accsimn i [E e Aanmmmey r—mm—

CDM+ provides for an employee's payroll check to be split between multiple accounts. If an employee wants
a certain amount to be distributed to a savings account and the remainder to go into a checking account,
then two lines would be entered on this tab. Splits can be done on a flat rate or a percentage.

If there is no split, the amount would be left zero so all funds will be deposited into the account listed.

If multiple splits are needed, the amount for at least one account should be left blank. The amount remaining
after the specified deposits are made would be deposited to the account with the blank amount. In the
example above, CDM+ would deposit $500 from each payroll to the employee's savings account (amount
specified) and the remainder to checking (amount left blank).

Be very careful that you have entered your employee's banking information correctly. CDM+ will validate the
bank routing number, but it cannot validate an account number. Please note, the name on the bank account
entered must match the employee’s name. Most banks will reject transactions if this information does not
match. A return fee will be assessed if the bank rejects the ACH transaction.
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»Program P>Payroll P Employee Records P>Setup tab

Under the setup tab, there is a check box for Auto Draw. Auto Draw must be _
checked when using payroll direct deposit. If you need to create a payroll e o b

check for someone who ordinarily uses direct deposit, then uncheck this = =°""

box either before payroll is generated or on the View Payroll window.

Other Required Information

When a direct deposit is scheduled, CDM+ will check the employee records for certain required information:

- Complete address information
- Account information under the accounts tab
— Chart of Accounts numbers for all pay items included under the deductions and liabilities tab

Scheduling a Payroll Direct Deposit

After creating your payroll, choose Direct Deposit from the Payroll menu.
»Program P>Payroll P>Direct Deposit Processing

& o There are three buttons on the
3 7 left of this window: Drafts,
; m e Transmitted I: Bank Holidays Transmitted, and Bank Holidays.

When the window is first opened,
the Draft view is opened.

"o e ey If a payroll is scheduled, but has
: =_ ’— : : s not been processed, it will be
= = listed with a progress status of In

progress. Click on the line to see
the details. Here you can change
the transmittal date, if needed, by
clicking on the edit button on the
bottom of the window. To cancel
a direct deposit that is scheduled,
click on Delete Direct Deposit.

If the Transmitted button is selected, then a history of all direct deposit transmittals will be displayed. By
selecting a transmitted deposit, the details of that transmittal will be displayed.

Payroll stubs can be generated from the Transmitted list.

To schedule a direct deposit, click on add direct deposit in the lower left corner of the window. Enter in
the date that you want the funds to settle in the employee’s account. NOTE: Your direct deposit must be
scheduled by 2PM ET two business days before you want the funds to settle in the employee’s account. CDM+
will validate that the date entered meets these criteria. Please be aware of banking holidays that may affect
this schedule when needing to schedule your transmittal. Direct deposit can be transmitted up to one year
in advance. Click the Bank Holidays tab to see a list of upcoming Bank Holidays that affect transmittal dates.
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Funds are transmitted to your employees' bank accounts by 5 a.m. ET on the day you scheduled. Some banks may
process these transmittals at different intervals. Generally, your employees should see these funds in their account
early in the day on the date you scheduled. If the account entered is incorrect, or if the employee's bank rejects the
ACH transaction, it will take 2-3 banking business days for those funds to be returned to the payment processor.
The amount of the payroll deposit will then be placed back into your account, and a return fee will be assessed.

After entering a valid date, a list of available payrolls will be displayed on the left.
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To schedule all of the payroll items, activate the radio button next to the word All. The list will be moved
over to the To Be Scheduled list.

You can schedule payroll for different dates by double-clicking on a single payroll line or shift-clicking to
select multiple lines and click on the Selected option only.

You can also see the details of the payroll accounts by clicking on a payroll and selecting Details. Jump
buttons to the view payroll window and employee window will also activate when a payroll line is selected.
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If changes to the payroll or employee setup need to be made after a payroll is calculated and before being
transmitted, then simply make the changes and the direct deposit record will be updated accordingly.

If you need to generate a payroll check for a payroll marked for direct deposit, then open the View Payroll
window and uncheck the Auto Draw checkbox. The payroll does not need to be deleted and re-calculated.
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A posting report will be generated after the transmittal. To view the posting report prior to the transmittal,
click Posting Preview.

Transmitting the Direct Deposit Payroll Dirwct Daspecslt Procesising: Condirm Tranamit
FiFa B0E LV RNMTSTING & e s cepaeet o e geoased ol

When you are ready to transmit the payroll direct deposits to 188337

your employees' bank accounts, click Transmit Deposit on e T

the bottom right of the window. A new window will appear P ...:'._1:. -

to confirm the deposit date and total amount of the payroll. i

Click OK. D ranarvtied, i Jreci depoal snd Smy reaned

prprcd recordi e Be d@eleled of modited

Ca you west bo conSruaT
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CDM+ will verify that all employee

information is complete. If something :'"-:-“:"'"Hf“mrmwp_'_ .‘.-.....w......,_.,...,. B
is missing, a window will appear i it
indicating what needs to be fixed.

Click on Employee to jump easily

to the employee's record and enter

any missing information. Once all

information is complete, you will

be prompted to continue with the

transmittal.

NOTE: Once a payroll has been transmitted it cannot be undone.

Posting Payroll to the Ledger
»Program P>Payroll »Post Payroll

=L * PRINT the POSTING REPORT

After the Post button is clicked the
= —— option to print the Posting report
— . : comes up—select Printer and print a
o copy of the report. The report details
o the payroll posting including ledger
e e e - entries and AP invoices created.

+  Click the “Print Report Preview” button
to preview report

+  Click “Post” button to complete posting
to ledger

The Listing of Payroll Report may be previewed before the payroll is posted; this report will print after the
Payroll is posted.

P
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Payroll Period Summary/Detail
P Reports P>Payroll Reports »>Summaries PPayroll Period Summary

R Reports of payroll activity for the current or any
=mE- 1 6Og ¥ Payroll Period may be printed; note the Payroll

-]
= — s e = Period Summary report.
T ryuarai’ e - -
m D (n ] v e F a1 g b e M
[enppeeey ’ Expard B Sroes Strping

Faprod Percd Ruomrary

| b G

(Note the same report format may be printed in detail. “Payroll Period Detail")

Engage Payroll

The Payroll feature in Engage gives employees browser-based web access to view pay history in CDM+
Payroll. The organization will create the Engage URL and share the link with employees. For more on setting
up Engage, take Engage Administration or see Chapter 28 of this manual.

In the organization's CDM+ database, the employee's payroll record must be linked to the their individual
record.
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Linking An Employee to An Individual Record

In order to access Payroll History in Engage, the Employee Record in CDM+ Payroll must be linked to the
employee's Individual Record in CDM+ Membership.

»Program P>Payroll »>Employee Records
Click Change and check the box next to

Linkto Address Record, thenclickSelect , .. = =7 —
Address. et : -
TR S e e g ==
This will bring up a search window from ., , TaTIan
which you can Find the employee's ‘= s ———

Address Record in your Membership -.
database. Select the appropriate Address sa
Record and click OK.

In the lower-left portion of the Employee e
Info tab, you will now see the option to B e
Choose the Individual from a drop-down

menu. Select the individual and click Save.

Repeat this process for each employee.

Primary Phons; | S08. 655 BOTE Ima B imrem

nEAesauLl: | Dudety Palis's on w I
CTHTE

tharee Pafiersnn

The employees' records in Payroll are now linked to their Individual Records in Membership. Your employees
can now use their Engage logins/passwords to access their Pay History from a web browser on a smartphone,
tablet, or computer.
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Using Engage Payroll - Employee Access

Each employee will create their own password-protected account to log into Engage.
For more on how employees/members create Engage logins, please take the Getting I
Started in WMTs and Engage class, or consult that section of this manual.

If the individual has already created an account at the organization's Engage URL, the
same login will be used for all Engage features (member access, payroll history, events,
and online giving through Engage). Once logged in, the employee will choose Payroll.

SEFIAS

FATEOLL

Information Available to Employees in Engage Payroll

LIS TR R —— —]

4y 3
(el

Check Detail. Click or tap the Paid Date to see the
Check Listing. The first screen in Engage Payroll details for that pay period (paycheck).
is a listing of recent Paid Dates with the Gross and
Net pay amounts and the payroll check number
or Direct Deposit transaction ID number (Payroll
Direct Deposit is NOT required to use Engage Payroll).

YTD Summaries. Click or tap the four digit year
to year-to-date summaries for the current or
previous year.

Other Info. Clicking or tapping the tabs for Pay
Items, Withholdings, and Deductions reveals
additional year-to-date amounts for the year
selected.
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Payroll Procedures & Reports

Overview

The focus of this class is to understand the inner workings of CDM+ Payroll to help deal with situations that
you may encounter. We will look at the process of voiding a payroll, reissuing a payroll check, correcting
payroll not set up correctly, validating 941 and W-2 information, and verifying balance sheet payroll liabilities.
An overview of the optional ACH direct payroll deposit payroll process will be presented. If time permits we
will take an in depth look at using the features in payroll to track employee sick, vacation, and comp time.

Voiding a Payroll
Once payroll has been posted to the ledger the only way to void a payroll check or checks is from the Payroll

Records.

»Program P>Payroll »Payroll Records
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VOID payroll checks written and posted to the Accounting Ledger in PAYROLL from the Payroll Records (see
above). Voiding payroll checks from the Payroll Records will:

- Place a Void entry in the Ledger as an offsetting transaction

- Adjusts AP Invoices for the voided taxes, if applicable

- Remove the payroll entry(s) from Payroll

Note: Voiding a payroll checkin a quarter/year after 941s and W-2s have been reported to the IRS may require
you to file a replacement 941 or corrected W-2s. There are ledger options to re-print lost or destroyed payroll
checks without voiding them.
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Reissuing a Payroll Check

There are two ways to reissue a payroll check. First, you can void the check, recalculate the payroll, and print
a new check as usual. The second way, find the check in Ledger Entries. In the Entry Memo window, make
a note of the check number you changed. Then, change the check number, select Print Check on the left
sidebar, and reprint the check.

»Program
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Correcting Taxable or W-2 Information Not Set Up Correctly

Once a payrollis posted, the amounts on the payroll cannot be changed. On the detail tab, the W2 information
can be changed. For example, a Minister's Housing was not marked as being exempt from Box 1 of the W2.
This can be changed on the payroll record.

»Program P>Payroll »Payroll Records
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Another option is to enter in a payroll record to adjust the W-2 totals. If an adjusting record is entered in, the
Date Paid must be filled in and the Do not print or post checkbox would be checked on.
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Validating 941 and W-2 Information

Use the Taxable Income Summary report, with the Date Paid option, to validate information on 941 and
W-2 forms. This report may be printed in a Detail format displaying each payroll check, or as a composite
of all payroll checks that were created for the date range specified, for example, for the month, quarter, or
year. Taxable income amounts and the figures that constitute salaries included on 941 and W-2 forms are

generated from the detail lines.

P Reports PPayroll Reports >Summaries PTaxable Income Summary
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The total of all four quarterly 941 forms for a year should equal the amounts on the W-3 form.

Taxable

Wages

1st Quarter 178,185.87
2nd Quarter 179,323.13
3rd Quarter 170,109.99
4th Quarter 165,988.31
693,608.30

W-3 693,608.30
Differences 0.00

20-4 Payroll Procedures & Reports

Withheld FICA/MED Wages

13,838.31
14,006.24
12,861.78
12,415.53
53,121.86

53,121.856

0.00

182,514.70
183,683.90
173,715.69
169,565 85
F00, 482,14

1/2 of FICASMED

J0G 48214

0.00

Fica Calculation

22,631.82
22.776.80
21,540.87
21,026.29
8757578

43,987.89

43,980.69

-1.80

2024 CDM+ Users Conference



Verifying Balance Sheet Payroll Liabilities

Payroll is done on an accrual basis of accounting. What this means is that at the time payroll is calculated, the
GROSS amount of pay is expensed, but the reduction in cash only reflects the NET amount of the pay. The
total amount of all withholding items is held in a liability account. When taxes and other withholding items

are paid, then the liability account is debited and cash is credited.

P Reports PLedger Reports P>Activity P> Trial Balance

Transacton Type: Al Types

Tranuactics Date Dabas Ciradins
Sep 1 2023 1.231.80 10.231.80
ep 1% A28 rafk 93 r5H 493
Total All Dates 2,080,732 2.080.73

Trial Balancs
Firs% Church
123 Mais SEnest

Big Chuy, KXY 407123

EDBS 3551244

The balance sheet should always reflect the actual amount of taxes and withholding that is outstanding. If
all of the taxes are paid up-to-date, the liabilities on the balance sheet should be zero. If this is not the case,

do the following:

1. Check that the beginning balance of the liability account was entered correctly.

2. Run the Ledger by Accounts report for the liability account to see where the mistake occurs.

User Deductions

P Reports P Payroll Reports P> Details
» Deduction Detail

The Deduction Detail report can summarize
user deductions in a variety of ways. They
can be summarized by deduction or by
employee. This report is helpful to check the
accounts payable and/or liabilities section of
the balance sheet.
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Aatrix and Payroll Tax Forms

CDM+ partners with a third party provider, Aatrix, to produce all state and Federal Forms. Information from
CDM+ payroll is passed onto the Aatrix form viewer. Corrections to tax forms can be done through the Aatrix
form viewer, but it is highly recommended that all corrections be made in CDM+.

Tax Forms Payer Information

»Program P-Payroll PPayer Records

Prior to using the tax forms report, you must enter the required tax payer information on the Payroll Records
window.
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Using Aatrix Tax Forms
P Reports »Payroll Reports P Payroll Tax Forms

The first time you produce your form in CDM+, you will be prompted to follow the on-screen steps to install
the Aatrix Form Viewer. Next, select the report desired from the Tax Forms window. For example, to produce
the 2nd quarter 2023 Form 941, choose 2023 941/Schedule B/941-V Report in the list, enter 2023, and select

Quarter 2.
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Continuous Updates

Aatrix will automatically check for updates to your existing forms. Click Internet Update. Updates are not

available any other way.
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* If there are new forms to install for faster updating, check only Federal and your State in the list of
Forms Packages that appears.

941 Form

CDM-+ payroll will load your quarterly information directly into the 941 form. However, additional information
may be required and those areas will be color coded. A blue highlight will indicate where additional information
may be needed. A red highlight will indicate missing “required” information, and you will not be able to
proceed without entering this information.
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W-2/W-3 Forms

Correcting W-2 errors is easier than ever with Aatrix. Simply make the changes directly on the W-2 form (Mac)
or information grid (Windows). If you submit a W-2 and subsequently discover an error, you can complete a
replacement W-2 form in CDM+ using Aatrix.

Please note that Aatrix on macOS cannot produce a corrected W-2 form (W-2C). If you have access to a

Windows- based computer, please consider generating W-2s from that computer as Aatrix on Windows can
produce a W-2C.

Please note the difference in the grids between the Mac and Windows operating systems:

Using Windows:
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Using a Macintosh:
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State Forms

The Fed/State drop list on the Tax Forms window will allow you to choose the state(s) you selected in the Tax
Forms Payer Info window. Then select the form from the list on the left.
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Sick, Vacation, and Comp Time

CDM+ can keep track of an employee’s accrued and used sick, vacation, and comp time. This information can
either be manually entered for each employee as it is accrued or taken, or CDM+ can automatically calculate
this information with each payroll. If CDM+ is to automatically calculate available time off with each payroll,
you will need to set whether time off is based on number of days or hours worked on the Payroll setup
window. By default, CDM+ keeps track of sick and vacation time. A third reporting section can be activated
by defining it on this window.

»Program P-Payroll P»Payroll Setup
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Chinge

The Time Off tab on the Employee Records window is where you can manually enter this information and/or
record time used. It is also the place to make any necessary adjustments to this information. This is also where
the parameters of the automatic calculations are set. There are sub-windows to view Sick and Vacation time
and, if it was defined on the Payroll setup window, a third type of time off, such as PTO.

»Program P>Payroll »Employee Records »Time Off tab

=

[ETEE ST

Automatic calculations of sick and vacation time can be done either at the time of payroll check writing or

at any other time. Select Calculate Time Off from the Payroll menu to have CDM+ calculate this on your time
schedule (e.g. once a month).

»Program P>Payroll »>Calculate Time Off
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If you want CDM+ to perform
this function each time you write
payroll checks, select that option
from the Write Payroll Checks
window.

Payroll Reports

T WIS BT W T

Itis one thing to know the information contained on a report, but knowing how to use the reports and when
to use them is more productive. The following chart is not intended to list all of the uses, only some of the

more common ones.

Report Name

Common Uses

Employee Listing

Employee Record - Verification of information entered in Employee
Information.

Composite - List of employees with no pay information.

Payroll Period Summary

Verification of payroll information prior to posting.

2024 CDM+ Users Conference
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Taxable Income Summary

Trouble shooting 941 or State Tax info by date range.

Detail Report may be used in conjunction with Ledger by Accounts for
problems with Tax Liability accounts.

Pay Item Summary

Verification of pay grouped by Pay Item, e.g., salary, housing allowance,
auto allowance, bonus, etc.

Payroll Employee Detail

Verification of payroll information prior to posting.

Taxable Income Detail

Trouble shooting 941 or State Tax info by date range.
Trouble shooting of W-2.

Deduction Detail

Trouble shooting of liability holding accounts for deductions.

Verification to Employee of YTD deductions.

State Detail

Trouble shooting State Tax info by date range.

Trouble shooting of W-2 for State Tax box.

Payroll Worksheet

Use to verify pay items setup by employees.

Percentage Report

Originally designed for states with a tax deduction based upon number of
hours worked. That function is now supported by the program.

Time Off Remaining

Verification and updating Employee Information.

Time Off Accrued Log

Verification and updating Employee Information.

Payroll Tax Forms

Required Reporting

ACH Payroll Direct Deposit

The information that follows is for those users who DO NOT use the built in Direct Deposit
feature of CDM+. This section is helpful for those who upload a NACHA file to their bank.

ACH Setup

NOTE: CDM+ currently allows you to use ACH with only one bank per data set.

»Program P-Payroll P-Payroll Setup PACH Setup tab
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1- Using the information provided by your banking institution, complete the fields on this window. Click
Save when you are finished.

General Section

Company Name - Your Church Name - 16 Character limit, so you may need to abbreviate.
Discretionary Data (not required) - 20 Character limit - Example: “Payroll”

Company ID - Unique identifier assigned to you by your bank

Company Entry Description 20 Character limit - Similar to Company name above

*Do Not Create Credit Line - Normally this box is left unchecked. If your bank indicates that the file
should not include a credit line at the end of the file then click this box on.

Company Routing Number - Provided by your bank

Company Account - The bank account number (not the CDM+ Account number) from which the money
will be paid.

Immediate Destination/Immediate Origin

This identifies the name of the bank and the routing number is usually the same as entered under Company
Routing Number. Name Example: BANKOFAMERICA, CHASE, etc.

Export File Defaults

Directory - The folder for the ACH file will be saved in this location after it has been created and prior to
uploading to the bank. Consideration needs to be given to this folder location for following reasons:

Security - this file will include sensitive information, similar to the Information contained in CDM+.
Therefore, this folder location must be protected where access is controlled.

Backup - you will want to maintain a backup of the ACH file prior to uploading to the bank. Once it has
been uploaded and you have your confirmation of this, you may want to consider moving this ACH file to
a different folder (e.g.,“Processed ACH" folder) for a period of time, allowing for all employees to receive
their funds.

Name Prefix - The ACH file will be created with the date automatically included in the file name. However,
you may prefer to insert a “prefix” to the default file name. Examples:

Church - file name would appear as “Church06112007.txt"
Daycare - file name would appear as “Daycare06112007.txt”
Mission - file name would appear as “Mission06112007.txt"
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File after writing Checks - A check in this box would automatically open a window to create the ACH file
after executing “Write Payroll Checks.” Without this box checked, you would have to use the Payroll menuitem
“Create ACH File" prior to posting the payroll to ledger. SEE CREATE ACH FILE SECTION OF THIS DOCUMENT.

*Do not put returns at the end of the line - This option, along with the option to enter a credit line shown
above are determined by the bank processing your ACH file. Therefore, you will need to check with your bank
if you encounter problems with the bank reading your ACH file.

2- Click the “Create test ACH File” to generate a sample file for your banking institution.

DO NOT CREATE TEST ACH FILE UNTIL YOU HAVE COMPLETED ITEM 7 IN THE "SETUP EMPLOYEE
INFORMATION" SECTION, as the ACH file is created only for employees with the "Auto draw" option
selected and contains required information from the "Accounts" tab.

Set Up Employee Information

»Program P>Payroll »Employee Records

1. Select an employee who wishes to have ACH Direct Deposit Payroll set up.

2. Click on the Accounts tab and click the Change button at the bottom of the window.
3. Click the small Add button.
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4. Enter information for each bank account to which the employee wishes to deposit funds. The red up
and down arrows in the Order column allows you to adjust the order of priority for deposit if more than
one account is specified.

If the employee wishes to have his or her pay deposited to a single bank account, click the Amount button
and leave the amount as zero.

Split Net by: You may chose to split the net pay amount between 2 or more bank accounts (e.g., checking
and savings) either by a flat amount or a percentage by selecting the appropriate radio button.

Amount - For flat amounts, enter the amount in column 4 that is to be deposited to the account
selected. Entry order is important, as the flat amounts must be entered first. In the event the
employee’s pay varies from pay period to pay period, as in the case of an hourly employee with varying
hours each pay period, the flat amounts need to be entered on the first line(s). For the remaining
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line enter a zero, which would indicate the balance of the net pay amount. If the net pay is ever less
than the flat amount(s) indicated, the net pay amount would be deposited in the accounts in order
until all funds had been paid.

Percentage (%) - Enter the percentage amount in each row used, making sure the total equals 100%.

5. Choose the Setup tab on the Employee Information window and check the Auto Draw checkbox under
Check Option.

6. When finished, click the Save button.
7. Repeat the process for all employees desiring ACH Direct Deposit Payroll.

g * For a quick check to verify Auto Draw has been selected for the correct employees, select
“Show All” and select the Grid view from the Employee Information window.
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8. Create ACH Test file - (See Item 3 in ACH Setup above.)

Employee Selection

All Employees - selecting this will create a file that can be uploaded with zero dollar amounts to the bank
for testing the routing numbers and bank account numbers for all employees with the auto draw feature
selected. Should one of these be incorrect, your bank should notify you.

Modified Date Range - selecting this creates the ACH file for just those employees whose Employee
Information file has been changed in the date range selected and they have the auto draw feature selected.

Processing Payroll for ACH Deposit

1. Calculate payroll as you would normally.
2. Select Payroll Checks from the Payroll menu.
You will note that instead of a check number, direct deposited payroll will be marked (Auto-Draw).
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3. Continue with the payroll check writing as usual. You will be given the option to print “Auto-Draw Checks".
These can be printed separately on plain paper.

g Consider adding a new payroll check layout for auto draw using "Full Page Stub" or "Stub."

Create ACH File
»Program P>Payroll P>Create ACH File

NOTE: If you selected "File after writing Checks" in the ACH Setup, Create ACH File will automatically open
after “Writing Checks.” (See ACH Setup, item 1 above.)

After writing payroll checks and BEFORE POSTING payroll:

1. Select Create ACH File from the Payroll menu.
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Event Registration

CDM+ Event Registration handles the registration of persons for any type of event, conference, retreat, or
camp. Registrations can be for people who are in the CDM+ Membership program or who are not. A history
of event registrations is tracked for individuals tied to the Membership program.The CDM+ Event Registration
program can optionally interface with the CDM+ Engage for online registration for events on your website.
You can also connect a CDM+ Event Record to a Web Ministry Tool’s Single Event Registration Tool to provide
online registration options.

User-defined Activities are created to track the many types of information associated with each Event, such
as workshops, materials, or T-shirts and sizes. Reports including lists, mailing labels, name badges, monies
received and due, notices and confirmation letters, or emails may be created. The total number of persons
registered for an event or activity can be easily viewed with limitations placed on either an event or activity.

Add an Event
»Program P>Event Registration P> Event Records

Before adding any registrations, an Event Record must be created. The Event Record includes a description,
location, beginning and ending dates, and registration deadline. You can set a maximum registration limit
to prevent over-committing event space. A registration fee for the event may be set here also. If there are
various fees associated with the event, you would set up the different fees structures under Activities, and
not under Event Information, Registration Fee. The Beginning/End/Deadline times are optional. Online
registration times, including the deadline, will render in the visitor’s local time zone. If times are omitted, the
deadline will be US/Eastern.

*
s - : @ Event Registration Payments may be
= posted to the Accounting Ledger. Select
the appropriate Income account from the
drop-down list on the Payment Account
field.

The Fee Account is used to record
transaction fees for online payments.

Checking the Camp/Youth Event box will enable a Contacts entry tab on each registration record where
information on two contacts (parent, guardian, or other) may be maintained. This checkbox may be used
any time contact information would be helpful.

Event registrations can be linked to individuals in CDM+ Membership. This link provides a list of events for
which anindividual registered on the Events tab of their Individual Record. Turn on the Skip Individual Record
lookup when adding a new registration checkbox only if you do not want the program to automatically
open to the Select Individual window when adding a new registration.
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Setting Up Activities
P Program P>Event Registration P>Event Records P> Activities

After entering the Event Information, create any Activities related to this event. Activities may or may not
have costs associated with them. Example: T-shirt, cost $12.00; Workshop A, no cost—just an assignment.

(BT 1aree mrwe—a

*
e e - Z' g If you offer discounts for an event,
; - : you can create one or more activities
F - T with a negative fee that can be applied to
= : - reduce the Registration Fee. For example,
_ you can apply an Early Bird Registration
T _ discount with an activity fee of -$75.00.

Click the Add Activity button to create a
new activity.

To change the order activities are displayed, highlight an activity in the list and use the red arrows to move
it up or down. This will affect how Activities are displayed in an online registration also.

The activity Details are optional, but the Category drop-down list can be very helpful. Assigning a Category
code to similar Activities will group them on the Registration Entry window and during online registration.
Event Category codes can be added in the Master Coding System or by typing the code in the Category box.

g *The Capacity of an Activity is for this Activity only, whereas the Maximum Registration under Event
Information applies to the entire event. Leaving the Capacity for an Activity at zero will result in it being
marked as overbooked when even one person is registered for the Activity.

Building Connections to Events

P Program P>Event Registration >Event Records P>Connections

Connections gives you the

gl < oo e i u ability to connect information
e ETTRES kit e e from different CDM+ programs
sy | [ mm b ——— o B and from within the same

program. For example, you
v . can connect an event in Event
- v i — Registration with an event
A record in CDM+ Check-In/

o R Check-Out. You can connect
this event to other events
in CDM+ Event Registration,
such as the same event held in
earlier years.

You can connect the event to individuals in CDM+ Membership who are involved with the event, or employees
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in CDM+ Payroll who do work for the event. Perhaps the event is funded by a memorial gift that is recorded
in CDM+ Contributions; building a connection to that memorial gift designation can help maintain those
records for future reference and reporting. You can even connect the event to rooms and resources in CDM+
Roommate.

Setting Up Registration Notices
P Reports P> Event Registration Reports P> Notices

. = e s . Both Event and Activity Notices (letters, cards, and emails)
it are created here.

Registration Notices can be sent to all registrants for this
event. But if you need to communicate with just those
registrants who have signed up for a particular activity,
create an Activity Notice.

¥y Yy vYYyY yrwy yywe

For example, if you create an Activity of "Chaperone" for
¥ a youth event, you can easily email all the chaperones

5 2 using an Activity Email Notice.
v Y e e

If you want to send a confirmation email for registrations as they come in, you will need to create that
Registration Email notice before you begin taking registrations (or, if accepting online registrations, before
creating the tool and posting it on your website.)

There is no limit to the number of Registration or Activity notices that can be created, saved, and sent for
an event.

;oo Begssliision Ena Registration and Activity Notices are created the
<) same as other Notices in CDM+. Select the Notice
5ed v Button in the left-hand sidebar to create or view

R = e L your notice. (Refer to the Notices section in this

Here you can select an existing notice, add a brand
new notice, or duplicate and edit an existing notice.

o ;;.. Hotiitied Y i 4 Check the Event to select registrants to receive the
= Formaf .
- notice.

M| v
Use the Date Range to avoid sending a confirmation notice to previous registrants. Note "Last Sent" date at

bottom of the Notice tab or refer to the Sent Notices Window. By creating an Advanced Search, you can use
registration notices to send reminder emails to people who may have not yet paid for the event.

g *The Event Registration Notices support advanced email, document creation, and editing. Attend the
Notices class or refer to the Notices section in this manual for details on
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Web Ministry Tools - Event Registration

Requirements to use the CDM+ Single Event Registration Tool:
- Event Registration program in your CDM+ suite
- Subscription to a SAAS or Cloud plan
- And, if you elect to take online payments, a merchant account

The Event Registration Web Ministry tool gets its data from: CDM+ Event Registration and, optionally,
Membership

How you set up your event and activities in CDM+ determines much of how your tool for event registration
functions. Before creating the Event Registration tool, set up your event and associated activities in CDM+
Event Registration. Remember, each event requires its own Event Registration Tool.

Once you have the event and its associated activities set up in CDM+, open your web browser and log into
the Web Ministry Tools administration page at wmt.suran.com. Click the New Tool button, then click the
Create button for the Single Event Registration Tool.

Eingla Evant Flagiurat_inn Toal

Vol oy D Allows one or more attendess to
register to one event with its
activities. Accepis payment via
cradit cand.

Craate

When you create the event, first scroll down to the Options, where you will use Option 1 to connect the tool
to your event and define the options for the event. The dropdown list displays all events in your database
that are not closed.

[ r— =]
Then, scroll back up to the Attendees section. The First Name and Last Name fields on the Attendees window

will always be required. If the event is marked as a Camp/Youth Event in its event record, First Name and Last
Name will also be required on the Contacts window.
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Filters

Under the Filters section, is where you define the
appearance of the registration tool starting with the
information for the event attendee.

For the remaining fields on the Attendees and
Contacts windows, you have three options:

- Required: The field will be marked with an
asterisk (*) and must be completed before the
registrant can move on to the next step.
- Not Required: The field will display but
completing it is optional.
- Hidden: The field will not display on the
window. Marking unnecessary fields as hidden
will make the online registration process
quicker to provide a better experience for your
registrants.
NOTE: You can also change the field labels. For
example, you can change the label for 'Zip' to read
'ZIP Code' or 'Postal Code'.

As part of the fully customizable features, we
have added a new feature to add multiple/
custom genders for registrants to choose from.
If you select “All’, all the options will be visible.
If you select “Selected”, you can choose which
genders you want to appear on the registration
tool.

Options

After setting the form appearance for attendee and contact information, the Options section lets you set

other options for how this tool will function.

You should have set option 1, the link to the Event Record, in an earlier step.

NOTE: If you publish the tool to Engage and members access the tool through Engage, Engage will use
the information in their Individual Record to complete the Attendee section.
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Option 3 - Available Activities
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For each activity, check the box in the leftmost column to have that activity appear as option on the event
registration form. For each activity, you can also set a maximum quantity that each attendee or registrant can

select. For example, if registrants can order up to three T-shirts in any given size, set the maximum quantity
to three.

If you are limited by space or inventory for a given activity, you should set the Capacity on the event's Activities
tab and leave 'Allow Overbooking' unchecked. If this box is checked, the tool will allow a person registering
to choose the activity, even if capacity has been reached.

A text field for notes can be included with each activity on the registration form. If notes are entered, these
will be stored in the Notes field on the Activities tab of the Event Registration record that is created. For each
activity, you can specify whether no notes can be entered, notes are optional, or notes are required.

Categories

Note that the activities in the tool are grouped according to the categories that were specified for the activities
on the Event Record. This demonstrates why it is important to begin with the end in mind, and to be thinking
about how you want the registration form to appear when you are creating the Event Record in CDM+. For
each category, you have three heading options:

Display category header: This option will simply show the Category name as it is defined in the CDM+
Master Coding System in a heading above the activities in this category.

Don’t display Category Name: Choosing this option will result in just a list of available activities with no
heading.

Display custom headers: This option will allow you to enter alternate text to display in the header for a
category of activities.

For each category, you may choose to limit a registrant’s choice to one activity and/or force registrants to
choose at least one activity. If you do not check 'Registrant must select at least one activity in the category,
although he or she would be registered for the event, a person could click through the Activities window in
your tool without registering for an activity. Checking both boxes will force registrants to choose one, and
only one, activity within the category.
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To include instructions for the category, simply type them in the box below Instructions. The text you enter
will appear below the category header on the Activities page of your registration tool.

If you need to use a different term or heading for the activites associated with your event, you can enter that
text as an Alternate name for "Activity".

Option 4 - Payment Options

Check the box if you have a merchant account and you plan to accept payments online with Event Registration
Web Ministry Tool. You will set the types of payment to accept in Option 11.

Option 5 - Email Confirmation

You can choose to have the Event Registration Tool send a confirmation email once a registration is completed.
The tool will display all Registration Email notices from your CDM+ database. Choose the confirmation email
from this list in the Web Ministry Tool.
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You will need to create the confirmation email at Reports P Event Registration Reports P> Notices p>
Registration Emails before creating the Web Ministry Tool.
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Option 6

Opt to send registration notifications to staff by entering email address(es) in the space provided. Separate
addresses with commas. An email will be sent to each staff member with an address in this field each time
someone registers for the event.
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Option 7

Opt to allow overbooking for the event. Check the box if you would like to allow overbooking for the entire
event. If not, make sure the box is empty. If the event has been set up with unlimited capacity in CDM+, there
will not be a box to check.

Option 8 _
If you elect to charge a processing fee, enter the _

amount here.

Please note that when adding a processing fee that
it is a single amount added to the entire registration
total. It is not calculated based on how many
attendees register. If you set the processing fee as
$5.00 and one person registers, they will be charged
$5.00. If 10 people register, they still will only be
charged a $5.00 processing fee. If you're trying to
recoup some of the expense associated with taking e
online transaction, you may be better served by
increasing the cost of the event or its activities. .

il

Ty
Options 9 through 17
9. Choose whether or not to allow multiple attendee registrations in the same session. Allowing this feature
saves registrants time, and means that fees for attendees registered together can now be paid in one online

transaction. Families will appreciate the ability to enter address information just once by choosing “Address
Same As..."” when adding attendees after the first.

10. Choose whether or not to show the Event Summary Page. This page of the tool appears before the rest
of the tool and provides event details prior to the registration process.

11. Choose the payment types for this tool. You may opt to only accept certain types of credit cards or ACH
debiting of Checking and/or Savings bank accounts.

12.This option, whether or not to show a contacts page and how many contacts to require per registrant,
will only appear for events already designated Youth/Camp events in CDM+ Event Registration
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14-15. This option, whether or not to show a confirmation page and, if so, whether to require an electronic
signature, is especially useful for Youth/Camp events. By clicking the electronic signature check box, the
registrant signs the “agreement.” You may customize the text of the agreement to suit your situation.

16. Allow Partial Payment. Use this option to allow registrants to make partial payments and to set the
minimum amount for any partial payments made.

17. CDM+ Regional program users have the option of showing a church selection drop list of all churches
marked as “Congregation” in their COM+ Regional Church Records.

Once you have set all the options for your tool, click Save. To prevent losing work as you are developing the
tool, you should click Save at various points in the process, for example, after setting up the activities.

Testing Your Single Event Registration Tool
Before you make your new Single Event Registration Tool available, test the tool.

Click Publish and then the Preview Link that appears at the bottom of the page. A preview of the Launcher
appears.
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Click the the Register button in the Launcher to proceed to the event summary screen, or to the Attendee
Information screen if you elected not to display the event summary.

NOTE: When testing your Web Ministry Tool, we recommend that you testing with payments disabled. Once
you are ready to publish, go back and enable the payments option.

Fill out the Fields, and then click
“Next Step”to proceed. If this

P is a Camp/Youth Event, it will
go to the Contact Information
window.

The Contacts function in the Single
Event Registration WMT is very flexible.
It accommodates multiple contacts;
always a good idea, but especially
important for blended families. Each
contact has a Notes field, allowing the
registrant to give any info he/she thinks
is important.

Enter all the contact information and
click Next Step.
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The Activities window appears.
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The Payment window appears.
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21-12 Event Registration

Here the registrants enter information for
the various activities created in the Event
Registration record and specified in the Web
Ministry Tool.

Click Next Step to proceed to payment.

Click Next Step. A successful test brings up the Registration
Complete window, which may be printed.

If, in options, you set up an Email Confirmation Notice for the
tool, an email will be sent to the email address you entered for
testing purposes. If you entered email address(es) for staff, who
should be notified of registrations, they will receive a notice,
too.
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The Single Event Registration Tool and CDM+

One of the major advantages of the Single Event Registration Tool is that online registrations and payments

are automatically entered in CDM+ Event Registration.
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Publishing your tool
When you're ready to receive registrations, you'll need to publish the tool.

NOTE: If your tool accepts payments, remember to switch the payment mode back to live before accepting
registrations. Otherwise, registration payments will not cause any funds to transfer from the registrant to
your organization.

Publish this iool using these options:

Lortsaacins TR
- . - . s will il P ben -

In Web Ministry Tools, click the Publish link for your tool. Here you can use a direct link to share the registration
on your website, social media, or in an email. You can also use the embed link to display the tool inline on
your website.

You can also download a QR code that opens the registration tool. This is a great way to promote the event
on signs, bulletins, newsletters, and posters.

If you want members to register for the tool via Engage, check the option to Publish to Engage. In Engage,
members will now see Events under the navigation menu.
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Family Harvest Festival
Saurday Sep 30 203

1:00 Py ERT - 1000 PM EDT

Using the Event Registration Tool with Engage

The Event Registration Web Ministry Tool can be used with Engage to allow members to register from their
Engage account. When a member registers from Engage, Engage uses the information from their Individual
Record to complete the Attendee page.

Members can also use the 'My Registrations' link in Engage to review all events that they have registered for.
If the event has a balance due, the total fees, payments to date, and the outstanding balance will be shown
along with a button to 'Make a Payment.

Making Payments

Members can log into Engage and make payments on their registrations il
that carry a balance. These registrations can come from an online tool or "=  ge
be manually entered into CDM+. As long as the registration is linked to
the same individual record as the Engage user, it will appear in Engage.

Log into Engage and go to Events P> Registrations from the navigation
menu.

Registrations with appear and if there is a balance, a Make Payment button will be available.

Summer Workshops
Tueday Jid 30 2024

G000 AR EDT - 500 F&A EDT
Tatal Fees: 530000

Payrmeents: 100,00

Balamce: 3200.00
MAKE FAYMENT

Click Make Payment and you can pay the full amount or a specific amount.
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Fayment

O

Follow the steps to complete the payment. If the Engage account has saved payment methods for giving or

billing, they can be used to make the payment.

Once the payment is made, a payment will appear on the registration record in CDM+.

Adding Registrations for an Event

P Program P>Event Registration P>Registration Entry

& 8

il

g *If you already have at least

one registration entered for
an event, you can click the
Registrations jump button on the
Event Records window to quickly
open the Registration Entry window
for that event.

On the Registration Entry window,
you can double-click an event in
the listing to open the Event Record
window.

The Registration Entry window displays Events in the Events Listing pane; click once to highlight the Event
to which you are adding registrations. Persons already registered for the chosen Event will display in the
Registrant listing pane on the right. Click Add or Multi-Add and complete the registrant information.

If the Skip Individual Record lookup when adding a new registration box is unchecked on the Event
Record, the Select Individual window will open when you begin adding a new registration. Otherwise, you
can click the Select Individual button to register a person from the Membership program.
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Use a Find on the Select Individual window to locate the person, click OK, and their Individual Record
information will load in the Registration Entry window.

If applicable, you may Override Individual Address record and enter another address for the registrant.

™ Register Individual You can also begin a new registration for a
Sebect ar gvenl {Events 1o which this mdivdual person in the CDM+ Membership program from
Is already registered will not be displayed): show Ciosed Events their Individual Record. In Individual Records,
find the record for the person you want to
register, and then click on the Register button
from the sidebar. Select the event from the
Register Individuals window that opens.

Begin Erd Description

Fed b 200 Feb 8 3021 Mdwinier Youth Robeat

Jur B 20 hini 13 20232 High Sehosl Camp

Jum 14 2022 Jun 18 3032 ktddle Schocl Camp

Sop 8 2027 Sep 10 2022 |[Fall Couples Ratres

Feln 14 2023 Fabk 16 2022 Midwinfer Youth Rabaat

Jun 11 ¥22 Jun 11 2023 Sunday Morning Worship (Limited. ..

Sep 30 2023 Sap 30 2023  |Famsly Harvesi Festial

Do 7 20022 Dac F 2022 Chnstmas Cantata

To register a person NOT in the Membership program:

+ Click Add or Multi-Add.
« Ifthe Select Individual window opens, click Cancel.

«  Complete the registrant's information on the Registration pane.
« Click Save.

Entering Contact Information (Youth/Camp events only)
P Program P>Event Registration P>Registration Entry p>Contacts

Enter the contact information for this registrant. If the individual is selected from the Membership program,
the name of the primary contact, pulled from the family Address Record, will be automatically loaded as
Contact 1. An additional Contact may be added. A Notes field is available for each Contact.
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Entering User Fields

T 1=

w0
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P Program P>Event Registration P>Registration Entry P>User Fields

This User Fields tab functions the same as the User Fields tabs on Address and Individual Records (see the
Getting Started - Membership section of this manual). Codes can be "Loose" or assigned to User Fields Sets to
group information. For example, the Forms set includes Health Form, Parental Consent, and Camper Covenant.

Paw Brgeama-1a

User Fields Sets must be created
in the Master Coding System
before you can add Codes.

Codes not assigned to a Set will
appear under "Loose" on the
User Fields tab. Once created, a
Code can be moved to a different
setin the Master Coding System.

To enter information for a registrant, select either Loose or a Set on the left and either choose an existing
Code from the drop list under Type or create a new Code "on-the-fly" by typing in the field.

g This example shows the use of raw data user fields to store scans of completed forms. You can also
create text fields, date fields, and yes/no fields. The content of text and yes/no fields can be included on
name badges and custom listings. User fields are also included in the Master List Detail Report.
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Registering Persons for Activities
P Program P>Event Registration P>Registration Entry P>Activities
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The Activities window is divided into Event Activities and Assigned Activities. The Registered column shows
the number of people Registered for an activity followed by the Activity Capacity. Double-click an Activity
to register an attendee for it. By default, the Quantity will be 1 and the Fee amount will be as assigned in the
Event Record, but either or both may be changed here if needed. A Notes field is available for each Activity.

Recording Payments
»Program P>Event Registration P>Registration Entry PPayments

The Fees section at the bottom of the Payments tab summarizes the Fees and Payments recorded and totals
a Balance Due amount. This summary is also displayed on the Registrant tab.

To add a payment, click the Change button,

N N T T — then the Add Payment button and complete

1330 the fields: Date, Amount, Check/Credit Card

Number, and Notes. The Fees section will
automatically be updated.

For security reasons, we strongly suggest you
NOT include complete credit card information.
Note the type of card (Visa, MasterCard,
etc.) and the last 4 digits of the number to
reference it.

If a registration was entered and paid for via online registration, the payment information will be automatically
entered and the Source will show as Engage instead of Registration Entry.

2024 CDM+ Users Conference Event Registration 21-19



NOTE: A Registration Entry with payment made via online registration cannot be deleted. To exclude the
person from reports, click the Registration Cancelled (¥*) checkbox on the registration. This marks the name
with an asterisk in the list of registrants and adjusts the total registrations count. Reports give you the option
not to include cancelled registrations.

Viewing Sent Notices

» Program P>Event Registration P> Registration Entry P>Sent Notice
The Sent Notice tab lists both the Registration Notices and Activity Notices sent to this registrant for this Event.

NOTE: Registrations made
online that trigger an automatic
confirmation email, will display a
Sent Date of the date the registration
was made.

«  Click the running man icon next to a notice to send it to just this registrant again.

+  Click the round green icon next to a notice to open it in the Registration Sent Notices window.

g *Email Notices are automatically saved. However, if you want the option to save Letter and Card
Notices, you must set it on the CDM+ System Preferences window (»>CDM+(macOS)/File(Windows)
P Preferences »CDM+ System P>Event Registration P> Notices).

Registration Sent Notices
»Program P>Event Registration P>Registration Sent Notice Records or Activity Sent Notice Records

The Notices tab displays detail of
ol o Mt e b highlighted Registration or Activity Notice.

e ! The Recipients tab lists the registrants
"""" to which the highlighted Registration or
Activity Notice was sent. You may re-send
notices by selecting all or some recipients
on thelistand clicking the Resend Selected
button.

NOTE: If you send the same email, such as

aregistration confirmation, multiple times,

you will see it appear in the list repeatedly

displaying the date and time it was sent.

You can use this to know what date range

e to set when sending the email notice again

B P e R —— to avoid sending it to a registrant more
than once.
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Post Payments to Ledger

If an income account was entered in the Payment Account field on the Event Record, the payments made for
this event may be posted to the Ledger (this is optional). If you are using online registrations with electronic
payment, you'll want to assign the proper expense account for the credit card or ACH fees in the Fee Account
field.

»Program P>Event Registration P>Post Payments to Ledger
If you are using CDM+ Accounting, you

can post the deposit of cash and check
i : payments directly to the ledger. Choose the
i e date range for the payments to be posted,
Eaie enter a transaction date, and select the
asset account for posting the payments.
Use the Report Preview tab, or use the Print
Posting Report Preview to review the action
prior to posting. Click Post when you are
satisfied the posting will be correct.

&

Viewing Historical Event Registration for Members

»Program P>Membership P> Individual Records Records PEvents
You can see historical event registrations for members in CDM+ Membership.
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If you double-click on the Event’s description on the Individual record, you'll be taken to that individual’s
registration entry.
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Régistration Reports

Master List
P Reports P> Event Registration Reports P> Listings and Exports P> Master List

The Master List report includes the registrant's Name, Address, and Phone. You can optionally include Age,
Grade, Fees, Payments, and Amount Due.
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Master List Detail

P Reports P>Event Registration Reports P>Listings and Exports >Master List Detail

This version of the Master List report includes the information on the Master List report, plus any Activity
registration and detailed payment information. User Fields, Contact, and Activity Notes are optional.
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Payments

P Reports P>Event Registration Reports P> Summaries »Payments

The Payments report lists payments received for any or all events. You can filter the report by Event, Paid Date,
and Source on the Standard Search tab. Filtering on Source makes it possible to print reports for payments
entered through CDM+ desktop separately for payment received by credit/debit card through CDM+ Engage.

Using the Report Options to show the deposit date and ledger reference number, the report provides a
connection to the entries in CDM+ Accounting.
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Custom Listing Reports

P Reports P> Event Registration Reports P> Listings and Exports P> Registration Custom Listing and
Export or Activity Custom Listing and Export

For even more control over the content of an Event Registration report, use either the Registration Custom
Listing or Activity Custom Listing report. Attend the Membership Custom Reports class to learn how to set
up custom listing reports.

Name Badges

Name badges either for all Event registrants or just for registrants of a selected Activity can be printed. To
print name badges for all registrants select Registration Name Badges from the report menu; select Activity
Name Badges to print name badges for a selected Activity. The illustration below is for all registrants so the
Registration Name Badges report is selected.

P Reports P>Event Registration Reports p>Labels P>Registration or Activity Name Badges

Select the event or activity from the Search tab. On the Report tab, you can choose the format or add/
edit the badge you want to create.

ol e Click small Add button to create a new name
=] badge. Choose the Avery format, give it a name,
e g W s .
(- pre—re and click OK.
Enpisd b e e
- :

= Perman o
[ [ E

Lips
g [
B

Collegeia
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Or highlight an existing badge in the list and click either the small Edit or Duplicate button.

Edit Name Badge

To begin adding content and formatting the name badge, click the Item Settings :
button. Add a field from the Event Registration by clicking the Fields tab, then ! Pies S
dragging the field name onto the badge pallette. i

Bidge Hass

Drag the field name on the pallette to adjust its position, and use the anchors to e
adjust the size of the item on the badge.

- EE—
L pyaw B F @
senm W W
o W
Breier T [ [
« A fwee W
. -

Use settings on the General tab to select the font, text size, color and alignment.

Images can be added using the Drawing tab of the Item Settings window. Drag
the image to the pallette, and use the anchors to resize it. The image aspect will be

maintained.
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Labels/ Envelopes
P Reports P>Event Registration Reports P>Labels P>Registration or Activity Labels/Envelopes

Use Registration or Activity Labels/Envelopes to prepare mailings to registrants for an event or participants
in one or more activities. Select the event or activity from the Search tab. On the Report tab, you can choose
the sort order, specify all upper case for the label, or include an attention line, such as "To the Parents of:"
for a youth event. Checking the One Per Household box saves postage by combining all registrants for an
event into one envelope.
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Activity Report
P Reports P>Event Registration Reports P> Listings and Exports P>Activity

The Activity Report is searched by Event and then by selected Activity (or Activities). By default, the report
includes Detail and prints one Activity per page. Your selections under Report Type, Reports Options, and
Detail Options on the Report tab determine what information is included in the report. The Composite
version is useful to supply a count to persons setting up an activity.
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Roommate Facilities Manager

Introduction

What is Roommate?

- Calendar
- Resource manager (inventory)
- Contact manager

Roommate is a powerful, effective scheduling tool for events and resources. Church-wide calendars or
ministry specific calendars may be viewed or printed. Special event calendars, such as a wedding calendar,
can be easily maintained. Reports include both calendar and list format, and can be produced by date range
and departments.

Events from CDM+ Roommate can be viewed online using the Monthly Calendar and Event Listing tools.
For more information on publishing tools, see the Getting Starting in Web Ministry Tools and Engage class.

The Welcome to Roommate : Wilcaen b |
window provides easy selection e s [—
ofthemajorRoommatefunctions;,
the Getting Started tab provides

steps to initial setup; the Reports - k
tab groups reports together by
options for easy access. These
items are also available from
the Roommate menu under
Programs in CDM+.

Setting Up: Master Coding System
P File »Master Coding System P Codes tab

Room Configurations

Room Configurations are codes you create to classify room setup, room type, or purposes. Room Configurations
are associated with specific rooms.

Departments

Departments are Codes you create that are assigned to events for selection and grouping purposes on
calendar views and reports. Departments are used to customize views on the Event Schedule and select
content on Roommate reports.

Resource Types

Resource Types are used to group resources together and for selection purposes on Roommate reports.
Resources are assigned to a Resource Type, e.g., AV Equipment would include televisions, DVD players, stereos,
etc. Resource Types can be added on-the-fly or added, changed, or deleted on the Codes tab of the Master
Coding System window.
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* Use Resource

Type descriptions to
categorize resources.
This will allow for the
creation of Inventory

el A 4 1200 18 P lists by category
Sy I (Resource Type).
IO

Rooms
»Program PRoommate »Room Records

Define all the areas of your facility that will be scheduled for use. Although the term“room”is used throughout
the program, use CDM+ Roommate to schedule more than just rooms. For example, the list may include the
church bus or van, the preschool playground, or the Prayer Garden. Don't be limited by walls!

[ I | o e L - —— -

R

e S ——— —- Detail view of Configurations tab

Resources

The Resource Records window displays the inventory or resources used when scheduling Events. In addition
to a resource description, the quantity owned, purchase date, price, serial #, and Resource type are tracked.
User-defined information can be maintained on the User Fields tab.
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Resource Records
»Program PRoommate P>Resource Records

e s e e Gl ol * Create a Photo field under

T = e e e the User Fields tab and attach
|t P e a scanned photo of the

il ek mjom resource to the record.

A s e e

O tordgas

Default Locations

Specify the “normal” or “base” location for the e KA
selected resource. Multiple default locations can

be tracked for a resource, so a group of 500 chairs

could be split across multiple rooms. Check the

“AA"box to Auto Assign the resource to scheduled

Events in this room.

Contacts
»Program P>Roommate P>Contact Records

L ] L | -

Information on L —— T —
contact persons for — perpea
the organizations that T e i
use your facility— . Ve B
leaders of your church, ) =
community groups, and ; vrw e e
professionals (such as : e
wedding coordinators
and caterers).
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System Preferences
CDM+(Mac)/File(Windows) P> Preferences > CDM+ System P> Roommate tab

Conflicts

- s Prafasesi - Select from three options to handle
ﬂﬂﬂ rn o e g [N s B (1 e conflicts,

T Fome iy
Al by g W ae e [Tt rmt o b 0 et b o Lo v e el b
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User Preferences
CDM+(Mac)/File(Windows) > Preferences > CDM+ User » Roommate tab

Monthly/Weekly Schedule Formats

8 dom Pt - Click on the Schedule Formats icon to

ey T, |= et et specify what information is displayed

¥ l ; l for events on the Weekly or Monthly

B Ty B R R e schedule. Drag desired elements from

: o o i AT the Elements list on the left to the
e L —':I_P: ——————— Formatting list on right.

5; e You can selectanitemin the Formatting

Corty Bepmen {1 list and further customize it under the

: T Element Options. For example, add

o B s parethensis to separate aroom number

;LL':.".-E 2! from its description, or bold the setup

Con —n time.

Loirmie's P bt Pl WHsag i

u B Ty e La =g i e "i : .7
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Click on the Schedule icon to
select the color settings, the week
schedule, and day schedule defaults

Click on the Monthly Cal. icon
to customize how events are
formatted on the monthly
calendar report by dragging
items from the Elements List
to the Formatting List. The
Example below the lists changes
dynamically to preview how the
current Formatting would appear
on a calendar report.

By default, events within a day
on the schedule sort by start
time. You can override this by
adding sorts to this list. This
example sorts events by start
time, then by room number.
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Scheduling Events

Event Schedule
»Program PRoommate P>Schedule

The Event Schedule allows for 3 views of the same information: Month, Week, and Day. Click tab in lower
right to switch views.

Month Schedule

There are two ways to place an event on the Month Schedule:

+  Double-click an open area while on the selected day.

+  Click the Inspector on the selected day and then click Add.

The Event Information window will open; type the description and then complete all the tabs that apply.
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To Change an event, double-click the event to open the Event Information window and make changes; click
Save.

To Delete an event, double-click the event to open the Event Information window and click Delete. In addition,
either the Inspector or the contextual menu can be used to delete. You can also delete an event by clicking
it on the month or week view and pressing the delete key on your keyboard.

Week Schedule
The Week Schedule displays 1-7 days at a time; otherwise, it is identical to the Month Schedule.
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Day Schedule

Each event will appear on the Day Schedule as a colored bar to indicate its assigned room; the length of the
bar indicates the duration of the event measured on the time scale header.
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Navigating and Finding Events on the Event Schedule

Navigation and search tools can be found at the

4 Prav, Today Mext *= T o v E B Ei‘ﬂil‘i :

bottom of the Event Schedule window. There are
tools to quickly navigate month-to-month or jump

to a specific day. There is also the option to look up

Find! Flower Duia Flred

an event by description using the search field.

Inspector

Click on the small Inspectoricon E atthe top of aday on the Month
or Week Schedule to display a listing of all scheduled events for that
day. Click the Add button to add a new event; click the Duplicate or
Modify buttons to change or create a duplicate event; click the Delete
button to remove an event.

Views

zansouect Views are custom-defined combinations of Rooms and/or
i - Departments that filter the schedule to display just events for those
sk o R e rooms and/or departments. Views are also available for use on
e e ¢ Event reports as search options. Views are user specific, but may be
published for use by other users.
R Lbistiy e To create a View:
v T - | 0  eees e « Click the Modify button
prorrlipe s « Then click the Add button and name the
e view

3]

aaa a

2024 CDM+ Users Conference

- Select the combination of Rooms and
Departments desired
« Click Save

Roommate Facilities Manager  22-7



Creating Events

*

- Double-click in an open area g Events on all three schedules (month, week, and day) of the
of the Event Schedule window Event Schedule have Contextual Menus available. Control-click

- Or Add from the Inspector (Macintosh) or right-click (Windows) on an event to access contextual
menu. From the contextual menu, you can open the Event Information

window by selecting Modify, delete the event by selecting Delete,

or duplicate the event by selecting Duplicate. The assigned Room:s,

Contacts, and Departments for the event will be checked and can

be changed by selecting different Rooms, Contacts, or Departments.

Event Information

i Erwn informatson: Pano Lessoan
Ceiciptes  Fabd il o =
T fve= B Seows ! mmey Y iclei E Memsres [ Cerdlriy
Dev-Lamm Lremi ¥
Biad  Bap D 300 Tl el T Gtam: 0058 T PR 5
et g @ 3504 [ FeS " Renl Tl LTy SRS Tl | Sl - Tl
LEmEL [ TS S T
T m—— iy
e
- B Do gl

The Event Information window contains the description of the Event and a series of tabs that contain all the
details of the Event. Select the appropriate tab to add, view, or change Event details.

Room Selection

i Event Imlormaticn: Pano Lessons
Dbirgiaon:  Pufd Ladiid o sdar -
N Esent m =~ o] b meces 5 Aesouroas Recid Eviesn Canlhcls
-*- Aogm | Conliggratan |
¥ Croir inom =Fi |
Billing

Roommate Events can be linked to Customers in Accounts Receviable and invoices generated to bill facilities
usage. See the Accounts Receviable manual for more information.
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Resources

Click Add to select Resources for use

L m——— P & in this Room. If the selected room
e o : i has resources marked to Auto Assign
e B T Fakey LY [m Aot & miesi] (= .
(AA) on the Default Location tab of
(=1 Aidi] AeRmarces
B e the Resources record, as soon as you
b - [hoias rewowroon o add bo i see-l. Betow om = eedy avisgred 1o The .
£ | Herraial T re Fairk ‘v 54 el A rey: appar Do R sE AL TEN pou BT Lpecty T quamiiy C||Ck on the Resources tab Of the
B B NPT . .
Event Information window, a pop-up
sl window will ask if you wish to assign
them.
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If you leave the box checked and click OK, the Resources tab for the Event will be auto-filled with Auto Assign
(AA) resources. You can edit the list. If you uncheck the box and click OK, no resources will be assigned.
Resources may be added by clicking Add Resources.

Dealing with Conflicts

The Conflicts tab displays any Room conflicts or Resources over-booking. Every time this tab is selected,

Roommate re-checks for conflicts.

® Eveni Information: §pecial Music Praciice Settings selected in Systems

Preferences determine how CDM+

Dutsriglon: Spacisd Miue Fa ixe Grapbar - X
: Roommate handles conflicts. There
T fvesi W o 5 [ Feaisn § Pemources Reour [vwmi Cpnilch o . .
are three choices for dealing with
WARNIKE! This swent conficts widh ihe fellowing eventscrveribonios 1ha ConﬂiCtS.
& following rescurces curresily m Chdds
Conlmng Dventn
Fd | R
Search for Conflicting Events
»Program PRoommate PConflicting & @& Canflicting Events

Events

The Conflicting Events window allows for
date range searches for Event conflicts.
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Recurring Events
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Changing a Recurring Event

Changing a recurring event in CDM+ has multiple options for the way it handles the changes upon saving.

If you select an occurrence of an existing recurring
event from the schedule and change it, when you
click Save the window at right will open. You must
choose one of the 3 options shown:..

L T ]

li" Wtuch sweain weuld youu Bhe no charsga 7
E LT S Tk mmd A Foois Dstrn T D iy

All Events, This and All Future Events, or This Event Only

If you select All Events, CDM+ Roommate will save this change to the original event and update the preview
calendar. It will delete all existing occurrences of the event and create new occurrences within the defined range.
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If you select This Event Only, the program will create a new event for the specific day you selected and
changed, and it will keep all other occurrences of the event with the original event settings.

If you select This Event and All Future Events, CDM+ will change the end date of the original event to the
last occurrence prior to the date you selected and changed. Any occurrence of the event set for the date you
changed and all occurrences after that date will be deleted. Roommate will then recalculate occurrences of
the event for the date you changed and future dates based on the settings you saved.

Deleting a Recurring Event

Likewise, deleting a recurring event in CDM+ has the same multiple options.

wcumiog Lowetn When you double-click open an occurrence of an
N e g b existing recurring event from the schedule and click
- Delete, the window at left will open. You must choose

e o) LR = i mnd d It L eres

one of the 3 options shown:

« All Events - deletes all existing occurrences of the event.

«  This and All Future Events - deletes the occurrence you opened and all occurrences after that date will
be deleted. Previous occurrences will remain on the schedule.

- This Event Only - deletes only that specific occurrence of the event you opened. All other occurrences
of the event will remain on the schedule.

Roommate Reports

Directories of Rooms, Contacts, and Resources and Event Schedules in a number of different formats

Monthly Calendar Report
P Reports P> Roommate Reports »Monthly Calendar

b s F11 4 D Tl

w - e e L h i TR T T
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Page formatting options are found on the Report tab:
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Event Custom Listing and Export Report
P Reports P> Roommate Reports PListings and Exports PEvent Custom Listing and Export
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Resources Reports
P Reports > Roommate Reports PListings and Exports P>Resources Custom Listing and Export
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Web Ministry Tools - Basic Toolkit Tools Using Roommate

Calendars created in Roommate are easily published and automatically updated on your church's website
using Web Ministry Tools Basic Toolkit.

Calendar Tool in WMT

The Calendar Tool can show events in a monthly or weekly view. When you edit your event using Roommate,
the changes you make automatically appear on your website in the published tool.

*

In the Calendar tool, changes _

to events made in CDM+ ham pepe——— T
Roommate appear automatically
on your website. However, if

you add a department or room
in Roommate, you must go into
Tool Options and select the new  w=- e » v e
department or room before the

events in it will show up.

e —— August 2024 g
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Weekly View

Click an event to view more details. Add notes for view online using the Details field on Event information.
Daily View

Sead September 9, 2024 faach

Aora

mmmmmm
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Check-In/Check-Out

Check-In/Check-Out can be customized to meet the needs of your church. A few examples are:

Sunday Morning Nursery Outreach Programs such as AA or Celebrate Recovery
Children’s Church Training Meetings

Sunday School Classes Ministry Luncheons

Vacation Bible School Small Group Meetings

Church Picnics Church Business Meetings

You have the ability in Check-In/Check-Out to create what you want. Name badges, parent pickup slips,
drawing entry forms, etc.; the possibilities are endless. With CDM+ in the cloud, you have the ability to run
Check-In/Check-Out using iPhones, iPads, or Android devices, thus eliminating the need for extra computers
and scanners.

Check-In/Check-Out Event Records

Check-In/Check-Out Event Records are the foundation of CDM+ Check-In/Check-Out. These records
combine codes from your Master Coding System with preferences for how check-in and check-out are
to be performed, along with settings for name badges to print and fields to validate during check-in.
Consider the meetings and gatherings where you'll use CDM+ Check-In/Check-Out. You'll want to create a
Check-In/Check-Out event record for each of these gatherings.

You can create as many events as you'd like and easily switch between them during Staffed Check-In, or
create Events Sets that group everything together on a mobile device or computer using Self Check-In.

Basic Event: Adult Sunday School (Check-In Only)

»Program P>Check-In/Check-Out »Check-In/Check-Out Event Records
First step is to create a Check-In/Check-Out Event. This can be a one-time event or one that repeats indefinitely,
such as worship services or Sunday School.

(e Nl T Ok [wm L .
Cpwh g e Tr
£ o T |
Vrm
faara
=
- e
iy [ . ] whiad o ¥ ta oy Lirre brm
[
L ]
b -
[t
[ ]
T

2024 CDM+ Users Conference Check-In/Check-Out  23-1



Add Post to Attendance

Putting a check mark beside Post to Attendance will result in attendance records being automatically filed
for the group and date after check-in.
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Add Name Badges

Under the Check-In Reports Tab, highlight a report, such as a name badge or report, to modify it. Put a check
in the box beside it to print it at each check-in.

You can easily add data
fields and custom class
or church logos to any
Check-In Report using
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Add Validation Fields

Verifying information during staffed event check-in is an easy way to reach most, if not all, the people in a
group. Setup is easy, and the program will prompt staff during every check-in to ask for the information.
Changes and additions made during check-in will automatically save in your Membership records.

The example shows the settings you would use to verify Individual Email addresses. To choose a field for use
during an event check-in, click and drag the field from the left column into the right column. To deselect a
field, click and drag it from the right column to the left, or click Clear to start fresh.
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The screen at right appears as part of the Staffed . Ctacic-in {ptom
Check-In sequence when validation fields have been Chaci-In optians for Allen, 841 H

selected (as shown above). You can employ as many
validation fields as you want, but keep in mind that
the more information you try to verify, the longer
each individual check-in will take.

e
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Event Sets

Create sets of events that have a common check-in, such as Sunday School classes.

»Program PCheck-In/Check-Out »Check-In/Check-Out Event Sets
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Click the Add button and enter a name for the set.
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From among CICO events you've already created, select the events that will make up this set. Also choose
the appropriate Check-In Options. Click Save when finished.
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Setting up Self Check-In to use an Event Set

Choose the created set from the drop list. The drop list includes both events and event sets, so use unique
descriptions for sets to differentiate from events.
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Click the Begin Check-in button and the kiosk is ready for Self Check-In to student classes.
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Staffed Check-In Sequence of Windows
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1. Initiate Check-In by double-clicking the person's name, or highlighting the name and clicking Check-In.

You can also click and drag the name into the list of checked-in individuals on the right. Notes will appear
in the first Check-In Options screen.

Select class or group, and who is checking this individual in (usually "Self" for adults).

If using Validation Fields, this window will appear next. Click Finish and Check-In is complete. Any Check-
In Reports, such as name badges, will print at this time.
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Self Check-In Sequence of Windows

‘.. S Crachm

Welcome. Touch Begin Check-In to
start the check-in process.

| -tk b Subwars At Elas =
Plaase type the firs? few letters of your kst name.
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TR TP TV RS (R WS [ReTH (P e e e

Select yourself from the l&st, then touch Continue.
“ Bandy

* Bandy, David
* Bandy, Micah
* Bandy, Nancy

(AU M2

. Cancl Chaci -In

23-8 Check-In/Check-Out

1. Click or touch Begin Check-In.

2. Type on keyboard or click or
touch letters on screen to enter first
few letters of your last name.

3.The screen will automatically
change to a list of individuals and
also families, whose last names be-
gin with the letters you typed.
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* Bandy, Cruz
* Bandy, David
* Bandy, Micah
* Bandy, Nancy
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Which class ts Cruz checking into today? (101 2]

Men's Bible Class

Seekers (adults)

sunday School
Women's Bible Class
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4. If checking only yourself in, touch
or click to select your name from the
list and then touch or click Continue
and skip to Step 6.

Or, if you wish to check in multiple
members of your family, touch or click
to select your family from the list and
then touch or click Continue.

Note: Multi-family check-in is
available only in self check-in mode,
not staffed check-in.

5. Touch or click to select the family
members you wish to check in. If all
persons listed are checking in, you
can click the All button to select all
of them.

Click Continue.

6. If you are checking into an event
with codes assigned, such as Sunday
School, touch or click to select the
class you are checking into and then
touch or click Continue.

If you are checking in multiple family
members, additional family members
will appear for selection after clicking
Continue.

*
@ If you have assigned a code,
such as a Sunday School Class, on the
person's Individual Record, that code
will be pre-selected for that person,
so he/she simply needs to click the
Continue button.
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6. Check-in is complete. Any Check-
In Reports, such as name badges,
will print at this time.

Bt - b -1 Pt bl M) Sl

Tharik you for checking in

To atart over. louch M Chsck=in This screen will automatically
change to the Begin Check-In after
This screen will aulomaticaly reset after a lew moments. a few moments. If you need to start
a new check-in faster, touch or click
New Check-In.
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Check-In Using CDM+ Mobile

Using CDM+ Mobile with your database requires enrollment in the CDM+ Data Hosting service.

Check-in may also be performed using the CDM+ Mobile App. This section will show the Check-in process
using a tablet or smartphone.

Setting Up Kiosk Mode

Please note that the CDM+ Mobile app itself cannot prevent a user from exiting the app. To use your mobile
device in Kiosk Mode, you will need to use other software or hardware to limit broader access to the device.
For iOS, the Restricted Access setting will sufficiently block visitors from accessing the rest of the device. For
Android, you will need a third party app, such as SureLock. Please note that on Android, rooting the device
may be required to get an effective kiosk experience. Rooting the device is done at the discretion of the user,
as doing so can void the device’s warranty.

Check-In App - Tablet - e trn

Tap the Check-Inicon on the launcher page to open
the Check-In app. Select a Check-In Event or Set,
then tap Begin Check-In in the top right corner.

NOTE: Check-In on a tablet is meant to be run in Kiosk Mode, although staff members can use this app to
check-in individuals or families. Once you open the Check-In app on a tablet, you must enter your PIN to
return to the CDM+ Mobile launcher and access other features of CDM+ Mobile.
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The Enter Last Name screen appears with the
cursor in a search field.

[

Begin typing a last name. It is not necessary to
type the whole name.

Tap Search (on the keyboard).

Tap on the family, or individual you wish to = - 2
check in.

The Select Classes screen appears. S P

] Chidaid

Each family member who is eligible to be I S -
checked into the event will be available to =
select. If the person is already checked into

an event or he/she is pending check-in to a

class, a green check mark will appear next to &
the name along with the class name. To check R
an individual into a class, select the name, the

event to be checked into, and then the class.

If someone is marked to be checked in that

you do NOT want to check in, tap Skip beside

the name or select the person and tap Skip

Check-In under Classes. If all appears correct,

tap Confirm at the top right of the screen.

B = T S oy A i
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The Check-In Complete screen appears. et Ziwte e s
This screen displays the family members who [(§ Mergarm =
have been checked in, and also indicates '
whether there are badges to pick up for any
of the persons checked in. After a moment,
the Welcome to Check-In screen reappears
automatically so that the next family can begin
check-in.

i i Pt 1 igrtet &4
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Check-In App - Phone e
Tap the Check-In icon on the launcher page to open the Check-In app.

Tap to select a Check-In Event or Set, then tap Begin Check-In in the top right L
corner. Unlike on a tablet, the phone Check-In app doesn’t prompt you to enter a t
PIN to return to the launcher. It is expected that, due to the small, personal screen L
size, staff members or volunteers will use Check-In on their phones to check in 3

other families or individuals. ol
Begin typing a last name. Tap Search (on the keyboard). Tap the name of the family .. " : " o o ~. &
or individual you wish to check in. R : — B

If a family is selected, each family member who is eligible to be checked into the
event will be listed. Select all the individuals you wish to check in and tap Continue
at the top right of the screen. If you selected an individual, the event/class selection
will appear next.

The app will now loop through the available events and classes. If only one event
is available, it will be picked automatically. Select the Event/Class that you wish T —
to check each individual into and tap Confirm.

This will continue until every individual pending Check-In is checked in.

At this point, the Check-In Complete screen appears.

This screen displays the family members who have been checked in and also
indicates whether there are badges to pick up for any of the persons checked in.
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Printing Name Badges for Mobile Check-In

CDM+ can print name badges and other check-in reports when check-in occurs on CDM+ Mobile. This
requires a computer running CDM+ Desktop that is connected to the printer. One computer can print to
multiple printers located around your facility ensuring name badges are conveniently close to check-in
stations.

Note: the computer will locate the default printer for the name badge by name, just like when using
Staffed or Self Check-In. Ensure your printer is configured consistently across workstations.

Log into CDM+ and go to Program -> Check-In/Check-Out -> Name Badge Print Server. You can use a
Check-In/Check-Out user for this feature. Select the Check-In/Check-Out Events for which name badges
will be printed. You might want separate computers or CDM+ instances to print badges for different sets of
events.

Click OK and CDM+ will start monitoring for new mobile check-ins that need a name badge printed. Once
a check-in occurs, the badge will print. At anytime you can click Pause to pause printing, such as when
servicing a printer.

You can also select a printed name badge and click Reprint to print a new copy, such as when a badge is
damaged.

k. L ET N = e
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Child Care Event (Check-In and Check-Out)

For events where more security at check-out is necessary, you will need to set some more options in the
Check-In/Check-Out Event Records window.

This time, we selected some group codes and turned on some of the Check-Out Options. We put a check
next to Require Pre-Authorization to turn on that feature. We checked to turn on Always authorize others on
Address Record. We also checked to turn on Manual Check-Out, which is required to do Check-Out without
using barcodes and scanners.

a
o
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We also need to set options on the Check-In Reports Tab. For this event, we will tell the program to print two
reports per check-in. One is a name badge for the child. The other is a receipt to give to the parent/guardian,
which they will need to present at check-out.
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Child Care Event Check-In

The Check-In process is very similar to the Adult event, but there are some features to the program that likely
will be used more often when working with events involving children.
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On the screen above, we have selected Ryan Cassidy as the person checking in Eric Cassidy. Since Ericiis only
3 years old, he likely won't be checking in himself the way it was shown in the adult event example. Ryan
also told the staff during check in that Eric isn't feeling well today. Staff can enter these notes during check
in, and they will appear for all staff members during the event.
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Also on this screen, note that at anytime, you can see which staff member performed check-in, the name of
the person who dropped off the child, and the name of the person who picked up the child.
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Child Care Event Check-Out

Performing Check-Out is similar to the Check-In sequence. Double-click a name or highlight it, and click
Check-Out to initiate the Check-Out process.
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You will be asked to select who is checking out the child. This is where the Pre-Authorization comes in. Since
the Require Pre-Authorization and the Always authorize others on Address Record features are checked on
the Event Record, Jarod's parents (John and Tammy), along with other family members listed on the Address
Record, are authorized to check him out of the event. With these options turned on, only people whom you
have authorized appear on this list.

Check-Out Using CDM+ Mobile
The CDM+ Mobile app may be used for the Check-Out process.

Tap the Check-Out icon on the launcher page to open the Check-Out app. A screen will open with a button
for manual Check-Outand a camera preview (if you are running on an Android without a back-facing camera,
you will not see the camera preview).

You can use the camera preview to scan a Check-In barcode. NOTE: Scanning on devices with low resolution
cameras or no auto-focus can be difficult. In these situations, it is better to use the manual entry check-out
option (see below).

Point the device’s camera at the Check-In barcode that was produced when the individual checked in. This
barcode can be on a name badge, parent receipt, or any other check-in report produced at check-in. The
camera will recognize the barcode and proceed with check-out.

There are a several scenarios that could arise from the scan:

1. Ifthe Check-In record associated with the barcode indicates the person is already checked out, a message
will appear telling you so. If you are sure that the individual was not checked out, you may rescan the
barcode; under some conditions the barcode may not scan correctly. If this does not work, you may need
to go to the staffed check-in station to confirm the individual’s check-in status.

2. If the Check-In record is found, but you do not have rights to check out individuals from the class that
the individual is checked into, you will receive an error message. To correct this, the Administrator will
need to grant access for this specific event on the Mobile Provisioning window under Administration.
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3. Ifthe Check-Inrecord is not found, CDM+ Mobile will display “Check
In Not Found". Tap the button to Re-Scan the barcode. If you still get
the error message, the check in record does not exist.

4. If the Check-In record is found, you have access to check-out of
the event. If the individual is not checked out and the event does
not require matching (set on the CDM+ Check-In/Check-Out Event
Record), a screen will appear with all the people that can check the
person out. If the class allows for anyone to check-out, an option for
other will appear, which will list everyone from the database. Tap
on the name that you want to use to check the individual out and
confirm. You are done!

5. If the Check-In record is found, you have access to check-out of the
class, and the individual is not checked out, but the class does require
matching (set on the CDM+ Check-In/Check-Out Event Record),
another camera preview will appear and you will have to scan another
matching barcode. There are two scenarios here:

a. If the barcodes match, a screen will appear with all the people
that can check the person out. If the class allows for anyone
to check-out, an option for other will appear, which will list
everyone from the database. Tap on the name that you want to
use to check the individual out and confirm. You are done!

b. If the barcodes do not match, you will get an error. In this case,
you can either rescan the last barcode or both barcodes.

You may also perform a manual entry to check an individual out. To do
this, tap the Manual Entry button. A pop-up will open. Enter the check-
out ID number, which usually appears under the barcode displayed on
the badge. You will get the same results as above with the addition of an
error check that checks to see if the event allows for manual check-out
(set on the CDM+ Check-In/Check-Out Event Record).
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Check-In Tab in Individual Record

3 Clicking the green arrow button on the Staffed Check-In Window will open the selected person's
Individual Record. On this tab, you can authorize other people to check-in/check-out a child.
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Great's sister Ava also attends this church and occasionally checks her in and out of the child care events. By
going into Great's Individual Record and adding her sister Ava Adams, you can approve Ava to check Greta

in, out, or both.

This tab also can house information about people you do NOT want to check out a child. To do this, add the
person to the child's Individual Record, but do NOT put check marks in the boxes. Also, add notes saying he/
she cannot check-out. These notes will appear every time the child is checked in/out.
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Barcode Check-n T

Mobile Check-In contains a Barcode Check-In feature that gives you the
ability to setup a mobile device, much like you see at the Annual Users Tap for manual Chack-in
Conference when you enter a classroom.

An example using this feature could be creating Diaper Bag Tags, for
your regular attending babies, that can be scanned as they enter to
streamline the Check-In process. The tags can be created using the
Individual Name Badge Report.

P Reports > Membership Reports P>Labels P> Individual Name Badges
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a All barcode fonts necessary for barcode printing are located in the CDM+ package contents but must
be installed on the computer from which you are printing. If you need help with this process, call CDM+ Tech
Support at 800-633-9581. The installation process only takes a few minutes.
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Ways CICO has been used:

King's River's annual church picnic has been held off campus at a local park for years. Their parishioners had
expressed the need for name badges to ease the relationship building process. They use an iPhone as a mobile
hotspot to connect a laptop to data hosting. As families arrive, an iPad is used to check the entire family in at
once. A Dymo printer prints name badges for each family member, along with a second badge containing
eachindividual's birthdate, phone number, address, and email information. They ask that attendees to correct
any wrong information and drop the slip into a basket for a few drawings. For the price of a few labels and a
couple of gift cards, they get updated information on 90% of the congregation.

Picrilc / Amazon Drinwing
Jarss
Chasier

Jure. Chester@att.com
PHONE HOME & CELL
(308) 549-1088

o0&

BHTHDATE
i 28 1550

14 Mociong Bird Couwrt

Jane
Chester

Winster 25511

Many report options available:

Below is an example of the many report options available through CICO. In this example, a postcard has
been created to print for everyone who attended an event the night before giving a special reminder about
next week.
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Administering CDM+

CDM+ Structure

+ CDM+ Desktop

o Primary platform for managing CDM+ data

o Download from get.cdmplus.com

o Contains windows, reports, program logic
+ CDM+ Engage and WMT

o Web-based access to your data

o Member's portal

o Online giving

o0 Registrations
+ CDM+ Mobile

o Data access from a mobile device

o Download from the App Store/Google Play/Amazon
« CDM+ Hosting
Service managed and provided by Suran
Hosted in data centers around the US and internationally
Manages backups, including separate off-site backups
Communicates between CDM+ Desktop, Engage, WMT, Mobile, and your data
Also contains certain server-based functions for CDM+

o

O O O

« Database
o Main Database or Archive
o Contains all your information

Maintenance

« CDM+
o Consistent data entry (see Archiving & Data Cleanup Manual)
o Security

Installing COM+ U a—

CDM+ installers are available at get.cdmplus.com. s
This page will always show the current published
version. If your organization uses a different = =
version, such as an Early Adopter Beta, CDM+ will

update to that version when you connect to your o O
account.
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Download and install the version for your computer, either macOS or Windows. You can find step-by-step
installation instructions at: https://help.cdmplus.com/ucd/installing-cdm

Please note that you will need to authenticate as an administrator on your computer to install COM+.

Connecting to your account

When you open CDM+ for the first time on a computer, you will see the setup assistant. Complete the
setup by providing your hosting ID and password.

If you don’t have your hosting ID and password, please contact CDM+ support. If you are a named contact
with Suran, we will provide the hosting ID and password. If you are not yet added to our contact database,
we will ask for documentation from your organization authorizing you to access your CDM+ account.

You can find step-by-step setup instructions here: https://help.cdmplus.com/ucd/client-setup

Logging in to CDM+

The Login window will open each time you launch the CDM+ desktop application, and it will display a list of
users and the name of the database CDM+ is currently accessing.

Logn b COW+ At the very least, the username for the Administrator you
defined during the initial program setup will appear in the
user list on the Login window.

) = = If additional people will use CDM+, the Administrator must
ot ek sae i login first and set up the other users on the Users pane of
the Administration window.

e g * TIP: Create a User-for Each Person Who Uses
CDM+

We strongly recommend that the Administrator create a
user for each individual who uses CDM+. Besides limiting
[ access to particular areas of CDM+, users retain their own

specific settings.

Most preferences, report setups, and even how you arrange the CDM+ windows on your desktop are user-
specific. Logging into CDM+ with your own user lets you create your own work environment within CDM+.

Finally, unique users allows the program administrator to see a log of who was using the program, actions
each user took, and when each user was logged into the program.

Any user with administrative access can open Administration under the File menu and view, create, and edit
user profiles on the Users pane.
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Alternate Log In Method

The CDM+ administrator may choose to require all users to enter their usernames and passwords each time
they log in. With this method, a user cannot see a list of all users or who is already logged into CDM+.

The CDM+ Administrator can change the log in method under System Preferences.

» CDM+ (macOS)/File (Windows) P> Preferences »>CDM+ System P>General tab PLogin icon

Shaw ligl of wsers &t legin

n Prompt for usernameipassward at Engin

Any user logging into CDM+ will now need to enter both a username and its related password to access the
program.

User Login

You must log into CDM+ each time you launch Login tn COMe
the program.

To log into CDM+, click once to select your
name from the user list, enter your password,
and click Log In.

NOTE: Users who are already logged in will
appear in gray, and you will not be able to select
one of those usernames from the list.

Cud e DMl OV Bty Adaigd 84 ¢ e et L -
SEao § ok 1 b B

Note that both usernames and passwords are
case-sensitive (make sure your caps lock is not
on).

Passwords

Each CDM+ user can change their own password on the Login window, regardless of what program access
permission the user has. Click Change next to the password field.

Changs Pasawerd Enter your current password, the new password you wish to

g Famod ta A Sizke use (confirming that password by re-entering), and click OK.
301 Faimart If you have lost your password, ask your CDM+ system

s Paiiieed administrator to give you a new one. If you are the system

Kapeces s administrator and have lost your password, contact CDM+

eece (HEER Technical Support for help resetting your password.
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Administration
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Go to File -> Administration to manage users, permissions, and more. Anyone with access to this window
is considered an administrator.

Users allows you to create users and manage their permissions. It is strongly recommended to create
accounts for each person using CDM+ and not roles, such as “Bookkeeper”. CDM+ licenses are enforced by
concurrent logins, not the number of users added, and the user name is used to track audit log activity.

For new people or positions, try starting with fewer permissions, then gradually add permissions as you
discover what that user will need.

When a user leaves your organization, we recommend you:
« Disable their login

«  Re-assign or delete saved searches

+  Re-assign or delete saved sets

«  Review pastoral records, visitation records, and notices

You can use the Access, Updates, and Payroll sections on this window to view log activity. Mobile is used
to provision CDM+ Mobile devices, which is covered in the CDM+ Mobile class.

Sets, Searches, and Notices allow you to reassign ownership of saved sets, searches, and notices. You can
also delete unused entries from this area, even if you don’t own that entry.

Audit Log

CDM+ tracks nearly every change to every record using a system called the Audit Log. This is an invaluable
tool to track down data issues and find out how and when changes occurred.

The audit log tracks complete information, and there is a limited interface in CDM+ Desktop to view these
changes. Every record window has an Info tab that shows changes to the primary record. Click a change to
see its details.

Only changes to the primary record are displayed here. Changes to connected records, like email
addresses or groups, will not be displayed. The audit log tracks these changes, so if you need information
on a specific change, contact CDM+ Support and our Data Services team can extract a report of changes
from the backend. You can even request (within reason and not always possible) that Data Services use the
audit log to undo changes, including deleting records.
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CDM+ allows for both User Preferences and System Preferences to be setup, which determine how selected
features work within the programs. System Preferences affect all users; User Preferences are chosen by the
individual user and affect only that user. To access Preferences, select CDM+ (macQS) or File (Windows) on

the menu.

User Preferences

In addition to accessing the CDM+ programs
through the menus, you can choose to display
toolbars. The Program toolbar will display at the
top by default.

Toolbars
» CDM+ (macOS) or File (Windows)

» Preferences » CDM+ User P General
»Toolbars

A B wE o

Defaults

Use these preferences to customize your
CDM+ experience. The At Startup setting
controls what window opens when you first
log into CDM+. You can change your default
paper size and preferred font for all reports.
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User Email

All users of CDM+ should click the User Email icon on the General tab and enter their individual work email

information. SMTP setup is done on the CDM+ System Preferences window.

Enter Key functions like Tab Key e W Prifreten
m e el s ' B

On selected data entry windows, the numeric ses @ . . {

Enter key may be set to function as the Tab key to e o S

facilitate easy entry. To activate this function, go

to User’s Preference window, click on the General

tab, click the Keyboard icon, and check the box.

¥+ =
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System Preferences
» CDM+ (macOS) or File (Windows) P>Preferences »>CDM+ System

Name e e R R e —

Enter the name and address of your e T e
church or organization as you want it to
appear on the top of CDM+ reports.

Terms L — IS

CDM+ allows for the user to rename )
some of the terms used in the software. [ —
Terminology changes made here affect Cd
all users. =
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System Email

Complete the system SMTP settings for sending email from CDM+.

[ B s}

On the Additional Staff Addresses tab, enter the email addresses of staff members; by default, outgoing emails
will be sent to these addresses. You can edit the list at the time you send the email.

A privacy notice may be added under the Privacy Notice tab that will append to the end of outgoing emails.
You can edit this notice at the time you send the email.

Suran Support
Open a ticket directly

Whether you use the Help Center, email, or call, you'll create a ticket in our support queue. The most direct
path to our support team is using the Help Center.

1. Click Contact Support in the lower right-hand corner of this page
2. Fill out the form

3. Submit

You'll get an email reply letting you know the ticket was created.

TIP: You can use this form to indicate your need is urgent. This will put your ticket towards the top of the
queue.

You can also open a ticket by emailing us at support@cdmplus.com with the following information:
+  Your name

Your organization's name
+  Your callback number

«  Your availability
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Share some details

If you have a screenshot, PDF report, or other example, you can include those in the Contact Support form
or your email. The more details you provide, the faster we can help you get a solution.

Skip the line, even if you want a call

We're happy to work with you via phone, email, or both. If you would prefer a phone call, the fastest way to
get on our call back queue is to open a ticket and let us know you prefer a callback.

NOTE: Please know we endeavor to respond to requests within 8 business hours, which are 8:30 a.m. to
5:00 p.m. Monday - Friday. If you request help within the last 8 business hours of the day, please let us
know the next day and time you will be available as well.

We are always happy to speak with you if you call us at 800-633-9581. When you call, a receptionist will
take your information and open a ticket for you. This ticket goes into the same queue that receives emails,
so clicking Contact Support or emailing us to request a callback will skip the line to have a receptionist
enter a ticket on your behalf.

Our support team will respond as soon as possible, following the order in which tickets were opened,
regardless of if the ticket came from an the Help Center, email, or was created by a receptionist.

Schedule calls in advance

If you prefer a phone call and have limited availability or need special personnel present for your call, such
as an IT person or CPA, try scheduling a callback. Calls are prioritized based on when they are received,

so emailing us on a Tuesday to schedule a callback on a Thursday will prioritize your call ahead of any call
requests that come in the day of the callback.

To schedule a callback, simply open a ticket with your name, organization name, phone number, and
requested callback time. While we can't guarantee the exact minute we'll call you back, a scheduled call is
much more predictable and can often arrive within a 30-minute window.

Leave complete voicemails

If you prefer to have a receptionist create a callback ticket for you but are unable to reach a receptionist,
please be sure to include ALL this information in your voicemail:

«  Your church or organization’s mailing zip code
«  Your church or organization’s name

«  Your church or organization’s city

«  Your name

+  Your callback number

+  Your email address

+  Your availability

« A brief description of what you need help with

You can always email support@cdmplus.com to request a callback as well.
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Engage Administration

What is CDM+ Engage?

A web-based service from Suran Systems
Allows accessing information from CDM+ online
Lets you set up forms to collect giving and event registrations, and more from your website

A companion product to CDM+ Desktop and CDM+ Mobile

What can you do with CDM+ Engage?

Accept online gifts (either one-time or recurring)

Allow your members to view giving history securely online

Publish a church directory online

Set up registration forms for camps and events (with or without online fee payment)
Give your staff a simple directory search without teaching them CDM+

Share a monthly calendar of events that is automatically updated

Accept online payment for customers in Accounts Receivable

Give employees access to view their payroll history and print pay stubs

Getting Started with CDM+ Engage

CDM+ Engage is available at no additional cost with any SAAS or Cloud plan. Contact CDM+ Sales to request
Engage be activated on your account. You can optionally add a merchant account to accept online payments.
The merchantaccount is available at no charge, though each electronic transaction has a fee. See the manual
for Engage Giving and Online Payment Processing for more information on merchant accounts.

Your organization will be assigned a unique URL for CDM+ Engage which will be provided once Engage is
setup.The next stepis for you to configure CDM+ Engage. This can be done either directly from within CDM+
Desktop or through the Engage website. Using CDM+ Desktop is the recommended method.
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User Permissions

There are several permissions in CDM+ Desktop that control access to Engage features. Go to File
Administration and select a user who need access to CDM+ Engage Administration.
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Under the Engage Header you can choose from the following options:

User can administer Engage credentials allow managing the usernames and passwords members use to
access their Engage account.

User can administer transactions allows viewing and refunding online payments.
Allow user to administer Online Giving allows viewing Engage on behalf of a giver.
Allow user to administer Online Billing allows viewing Engage on behalf of a customer.

Allow user to administer Online People allows viewing Engage on behalf of an individual.

Engage Settings
Program » CDM+ Engage P> Settings

Click each section on the left to configure those options.
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Organization
The Organization settings configure accessing and branding Engage for your organization.
Y N TeEn

Logo

Engage can display a custom logo for your organization. This logo will appear:
+  On the Organization Directory

«  Onyour Engage login page

+  When using Engage

«  On email notifications from Engage

You can upload virtually any type of image file. Recommended settings are:
+  PNG, JPG, or GIF
+ Square dimensions

«  512px by 512px or smaller (at least 196 x 196, then it will resize as needed)

To upload a logo:

+ Click Upload

«  Choose your image
+  Click Select or OK

To clear your custom logo click Use Default.
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Name

Enter your organization's name. This will appear:
On the Organization Directory
On your Engage login page
When using Engage

On email notifications from Engage

Payment Contact Instructions

The payment contact Organization Email Address and Organization Phone number lets your givers know
who to contact if they have a question about their payment. At least one of these fields must be filled out
before saving your changes as this is a requirement from our payment processor.

Website URL

Enter the URL of your organization's website. This is different from your organization's Engage website and
when clicked it will take website users back to your website.

CDM+ Engage URL
The CDM+ Engage URL determines how visitors will access your Engage account. A URL should:
Contain letters, numbers, and dashes
Be brief and easy to remember
Uniquely identify your church or organization
Be unique across all CDM+ clients who use Engage.

Simply enter a URL to set it.

NOTE: Existing bookmarks and links will break if you change the URL. If you have already published your
Engage URL be prepared to communicate the new URL to anyone who might have your previous URL saved.

You can also use the following buttons:

« Copy to copy the URL so you can paste it into your web page so when clicked it will take the web user
to the Engage Giving page.

« Embed HTML to copy a URL so you can embed the Engage Giving page into your existing web page.
* QR Code to download a QR code that will open your Engage account.
Email Sender Name

Enter the email sender name that will be displayed on all email notifications.
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Reply-To Email Address

Enter the email that will be the reply-to for all email notifications.

Publish
By default your organization will appear in the Organization Directory, and can be searched for by name. If

you do not want your organization published, check Do not publish my organization.

Publish

Save

Be sure to save your changes when you are ready. Click Discard Changes to revert to the previously-saved
changes.

Member Changes

Click on the Member Changes tab. These settings affect changes members can make to their Engage profile

Allow Changes

Check Allow members to change their information to allow individuals to update their own:
+  Phone numbers

«  Email addresses

+  Physical address

«  Photo

This can be helpful for maintaining current contact information in your database.

Staff Notifications

If you want one or more staff people to be notified when an individual changes their information, check the
box for Notify staff for member changes.
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If you do not want staff to be notified, check the box for Do not notify staff for member changes.
Underneath the check boxes is a section for email addresses that will receive the notifications.
To add an email address, type the address in the provided box and click Add.

To delete an email address, click the little x next to their email address in the list.

Save

Be sure to save your changes when you are ready. Click Discard Changes to revert to the previously-saved
changes.

Groups

See the Membership manual for information about configuring Engage Groups.

Giving/Giving Sets/Text Giving

See the Engage Giving and Online Payments Processing manual for information about configuring Engage
Giving.

One Time Charge

See the Engage Giving and Online Payment Processing manual for information about using One Time Charges.

Billing

See the Accounts Receivable manual for information about Online Billing.

Publishing Engage

There are several ways to publish Engage, and you can use multiple techniques to meet different needs.

& Copy «f» Embed HTBL E= OR Code

Direct Link: You can copy the URL for any page in your Engage site and link to it. If the page requires a login,
the user will be required to login and then will be redirected to the page you linked.

This is a great option to share a link to your Online Directory Group or a page to make a payment for an invoice.

QR Code: Download a QR code print a scannable link to your Engage Account. This makes it easy to promote
Engage when you launch it to your organization or to promote online giving for a specific cause. Look for
the QR Code button in Engage settings to download a QR code.
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Embed: You can copy a code snippet to embed Engage within your website. This works especially well for
giving set and one-time payment designations to add your own branding. Look for the Embed link in Engage
Settings to copy this code.

Mobile “App”: When visiting your Engage Site on a mobile device, visitors can create a pseduo-app to allow
easily accessing Engage.

Visit the Suran Help Center for downloadable flyers and videos you can share to promote CDM+ Engage:
https://help.suran.com/engage/latest/publishing-and-promoting-engage

Organization Directory
Go to https://engage.suran.com. You will see:
+  Recently visited organizations

«  Asearch feature to find your organization

BB EE R

U]

Recently Visited

Engage accounts you've recently visited appear at the top. This will help visitors locate your Engage account
if they've previously visited it but have lost the direct link.

NOTE: Upload alogo on your Organization settings to help visitors locate your organization's Engage account.

Find Your Organization

You can search for organizations by name, city, state, or URL.

Hiding Your Organization

If you do not want your organization to appear in the search results, access your Organization settings and
disable the setting List my organization when searching for organizations on engage.suran.com.

NOTE: If a visitor has accessed your engage account it will still appear under Recently Visited even if the
organization is not listed in search results.
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Logging Into Engage and Creating Your Account
Logging In

To log into Engage, visit your Engage URL, enter your username and password, and click Sign in. If you do
not have an Engage account, click the Create account link to create one.

Creating an Account

To create a new Engage account, start by selecting Create Account from the Engage login page. Engage will
then ask for an email address. Engage uses the email address to reference the CDM+ database to see if there is
an individual record with a matching email address. Enter your email address, and click Check Email Address.

1,

FL Mg Ceby
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Matching Email Address

If there are one or more names linked to the email address, Engage will ask the user to select the correct
name for this Engage account. When the user selects a name, Engage will associate this account with that
individual record in the CDM+ database, and the user will be asked to create a user name.

The user can also tap or click
Not you? to connect this email
address and create an Engage

account for a new individual. +
Tapping this link will follow the FOL Big City
same path as if the email ad- COM+ Engage

dress had not been found in
the CDM+ database, asking the
user to enter name and address
information.
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Email Address Not Found

If the entered email address does not match an email address attached to an individual record in the CDM+
database, the user will receive a message that no users were found for the email address. The user will have
the opportunity either to enter a different email address and click Check Email Address, or to use the Click
here to create a new account link. If the user chooses to create a new account, Engage will create new
Address, Individual, and Giving Unit records for that user.

Civkd= Fougegs

Enter Name and Address

If Engage needs to create a new individual with related address and giving unit records in the CDM+ database,
it will ask the user to enter name and address information. Once this information is entered, the user clicks
the Create Account button. Engage will then prompt them to create a username.

1.
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Create a Username

Enter a username, and click the Create Username button. This name must be unique among individuals in
the CDM+ database. Engage does not enforce a character restriction on the username, but it should be easily
remembered.

i

FCC Big City
COM+ Engage

Once the user name is created,
Engage will send the user
instructions for creating or _ et
resetting a password for their i miih S annmpi cam
Engage account

Create a usemame

Setting the Password

When a user needs to create or reset the password to their Engage account, Engage sends an email that
contains the username and instructions for resetting the password. The user can reset their password by
clicking the Reset Password link in the email.
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Alternatively, the user can copy the password code in the email, paste it into the Password Code field, and
click the Check Code button.

z
FCC Big City
CDM+ Engage

Enter password reset code

A peaEscd readd eods haa been Bant 0o your amadl. This ameil will be
sent fegen noreply @suras com. Pisass make sera sy Spam or junk smadl
fiiters you have will allow this message through

FAESWORD RESET CODE

EHECE LUt

LogIn

After creating or resetting the password, the user will be returned to the Engage login screen where they can
log into Engage with their username and password.

e
i
FCC Big City
Engage
PAEEWORD

Comatn stoounl | Faigal paddnond

ArEnl 10 givd!
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Engage Privacy Settings

After signing into Engage, open the menu in the top right corner and click Privacy Settings.

The Privacy Settings page has two sections:
+  Profile Settings

« Profile Preview

The Profile Settings section lets you edit what is visible on your public profile.
The Profile Preview section shows what the public profile will look like as you make the changes.

To change what is visible on the public profile, toggle the options under Profile Settings. In this example,
Address is toggled off, which causes it to not be visible on the public profile.

At the top right of the Privacy Settings window, you have the option to Hide All or Show Allin the public profile.
Show All will make everything visible on the public profile. Hide All will hide everything except the name.
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Managing Engage Credentials

All logins into CDM+ Engage are based on individuals in CDM+. Use Individual Records in CDM+ Desktop
to manage credentials for users. This requires the User can administer Engage credentials permission.

When this permission is granted, the CDM+ user can view the individual's Engage username on the Name
tab of the Individual Record. CDM+ displays the Engage username in a panel labelled Online Credentials,
located under the Address Information.

Lismrnasma: madi sy
Rela[s]: Administrator

Last Legine Sop 3 20324 3510 PM

Along with the Engage username, the CDM+ user has three actions to use for administering the individual's
Engage account.

» Change - changes the individual's Engage username and role
» Clear - clears the Engage username and has the effect of deleting the individual's Engage account.

» Transfer - moves the individual's Engage account to a different individual record. This can be helpful in
the case where duplicate individual records may have been created.

NOTE: The password for the Engage account cannot be changed. The individual has to change their password
from the Engage login screen.

Engage Roles

There are two roles available to individuals:
- Standard

+  Administrator

When an individual creates an Engage account they are assigned the Standard role by default. This allows
the individual full access to their information in Engage.

The Administrator role allows authorized staff access to additional features in Engage, such as:
+ Engage Setup

«  Searching for and refunding transactions

+ Initiating one-type payments

«  Viewing expiring credit/debit cards

« Create and send online statements.
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To modify an individual's Engage role:

1. Find the individual in Individual Records

2. C(lick Change in the Online Credentials box
3. Change the individual's role

4. Click OK

The next time the individual logs into Engage or refreshes their browser the new role's access will be in effect.

Searching Usernames

When a user has permission to administer Engage credentials, they can also build simple and advanced finds
with the Username field.

a-- - B ‘ sibvare

Deleting Individuals With Credentials

When an individual creates an account with Engage, their account credentials--username and password--are
stored as part of their individual record in CDM+. Deleting an individual record with an Engage username
would also cause removal of the individual's Engage account, and so CDM+ prevents this.

Attempting to delete an individual record that has an Engage username will result in this error: Cannot delete
individuals with non-empty username.

'ﬂ Carmmi i sl e i mm e e e
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Processing New Accounts and Merging Duplicates in CDM+

When a giver creates a new account through Engage they produce new individual, address, and giving unit
records in CDM+. If the giver is new to your organization, you do not need to do anything and can use the
new records as if you entered them directly into CDM+.

However, if there are existing address, giving unit, or individual records for this giver, you may now have
duplicate records in CDM+.
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To see instructions and tips when Processing new accounts in CDM+ please visit https://help.cdmplus.com/
ea/processing-new-accounts-in-cdm in our Help Center or scan the QR code below.

Accessing Engage on a User’s Behalf

CDM+ allows administrators to access Engage for individuals, givers, and customers as if they were that
entity. This is called impersonation and requires the related CDM+ user permission to access Engage People,
Engage Giving, or Engage Billing.

With this permission enabled, locate an Individual Record, Giving Unit record, or Customer Record. Use the
Engage tab to access that record’s Engage tab. From that tab you will be limited to access the related areas
of Engage only. You can interact with Engage just as the user would, though changes to any records will be
recorded as being done by your CDM+ user record.
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Getting Started with Web Ministry Tools

Web Ministry Tools (WMT) is Suran’s legacy online product. Features in WMT have been moving to Engage
over time. As of this writing, WMT is still used for 4 functions:

«  Online Registration

«  Online Calendar (Roommate)

«  COG Women's Reports (Church of God Regional feature)

« Congregational Profile (Disciples of Christ Regional feature)

Anyone with an Engage account can request a WMT account at no extra charge. Contact CDM+ Support to
request access.

WMT Website: https://wmt.suran.com

Login Page
U1 g — '

T i [ . 1
Wty binistry Tools [ rew |
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Create Tools

Options

Available Options will vary according to the type of tool you are creating; this can be changed later.

Login Settings
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Choose from 3 levels of access security:

1-

3-

ANYONE can access the tool - useful
for tools that publish non-sensitive
information, such as event listings or
registration for an event open to the
public.

Only individuals in your CDM+
Membership database (log in required).
The tool verifies that a person is in
your CDM+ database using their email
address. If a person's email address is not
on either her or his Individual or Address
record, the tool will prompt him/her to
contact the organization office.

Only individuals belonging to a specific
group in CDM+ (log in required). Useful
for restricting access to a tool with
sensitive information to a select group
of people.

Engage Administration

Click New Tool button at top of webpage,
then click Create on the type of tool you want.
Name the tool (name can be changed later
under Options) and click Create.
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Publish

When you are ready to publish your tool on your website, click Publish to the right of the tool. You can publish
your tool in any of three ways:

3a.

3b.

Wit Ministry Tools - -

Puibdisk this tood using thasss oplicans:

Embedded HTML - Copy the code and paste it in an email to your webmaster. He/she will paste it into
the appropriate place on your website so that either the tool itself or the tool's Launcher will load directly
into the web page.

Example HTML Link - this is some example HTML code that creates a link using the direct link.

Direct Link - for tools with a Launcher, this bypasses the Launcher and may be used if your website builder,
such as Clover, that does not allow pasting HTML code since you are creating a link to a new webpage.

QR Code - Click the QR Code icon to download a QR code. When scanned, this code will open the direct
link to the tool.

Preview Link — Copy the link and send it to people who need to see the tool. The tool does not even need
to reside on your website to be used via this method. We recommend using the Preview Link to test tools
in various browsers, if possible.

Publish to Engage (Single Event Registration Tool only) - Check this box to allow members to sign up for
this event through Engage.

Activate (Deactivate) Tools

Clicking this button toggles between activating and deactivating the tool. It does NOT remove it from your
website. When you deactivate a published tool, it will no longer appear on your website. Instead, a message
saying, "This tool is currently inactive" will appear in its place.
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Church Profile

Click Edit Church Profile button on main Tools window. You can change the user name and password to log
into WMT website here.

WMT User Accounts

The WMT Users Accounts tab gives you the ability to create other WMT Users to access your Web Ministry
Tools account without having to share the username and password provided to you. Additionally, you have
the ability to set which tools a user may access.
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To get started, click the Users tab at the top. This will allow you to see all the user accounts you have created:

To create a new user, click the blue Create New User button. m

This will open a new web page where you will input information for the user account you are creating. Simply
type in a username, email, first and last name, and click which parts of WMT this person is allowed to see.
When you are satisfied with the account details, click Submit.
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CDM+ Mobile

This class introduces the CDM+ Mobile app for iPad®, iPhone®, and Android™, and covers how to connect
your device to your database and control what features each device can use. CDM+ Mobile Basics will review
the Individuals app, sending emails, and sending SMS messages from CDM+ Mobile. We will also explore
Notifications in CDM+ Mobile and demonstrate how to enable this feature. Use of specific features in CDM+
Mobile is also covered in the class relevant to that feature. For example, the Check-In/Check-Out class covers
using both CDM+ and CDM+ Mobile versions for check-in and check-out.

Overview

CDM+ Mobile is a companion app to CDM+ Church Management Software. With CDM+ Mobile, you can
connect to your data in meaningful and useful ways wherever you are from your Apple® iPad, iPhone, or
Android device (running Android 5.1 or later). It can be used with any CDM+ database running the current
version of CDM+. You must be on CDM+ Data Hosting to use the CDM+ Mobile app.

CDM+ Mobile use multiple "apps-within-the-app" to access various areas of your CDM+ database. You only
need to install and keep one app updated to access people, attendance, reminders, and more.

Each mobile device's access to your CDM+ data is controlled from within CDM+. CDM+ administrators control
the level of access to data on each device.

Availability

The CDM+ Mobile app is free to download from the Apple App Store, Google Play, and the Amazon Appstore
for Android.

You can install CDM+ Mobile on an unlimited number of devices, and any number of devices can connect
concurrently. Devices connected through CDM+ Mobile do not count as concurrent users for your CDM+
Desktop license.

The CDM+ suite must be licensed for the particular program the app is accessing, e.g., CDM+ Membership.

CDM+ Mobile Apps

There are currently eight available apps within CDM+ Mobile: Individuals, Attendance, Barcode Attendance,
Check-In, Check-Out, Reminders, Receipts, and Churches (for CDM+ Regional users).

Membership/Attendance - Individuals, Attendance, and Barcode Attendance apps

The Individuals app accesses information on the Phones, Email, Personal, Photos, Groups, Attendance,
Pastoral, and Visitation tabs of the Individual records. Through this app, the user has the ability to add or
change photos, phone numbers, email addresses, and addresses. The Individuals app can be used to add
and remove group assignments. The Individuals app can also view, add, edit, and delete Visitation/Pastoral
notes on the Visitation and Pastoral tabs respectively (CDM+ access settings apply). Finally, the Individuals
app can also send group emails and SMS messages. The Attendance app accesses Attendance records. The
Barcode Attendance app scans individual barcodes to mark individuals for attendance.

iPad, iPhone, iPad touch, and iTunes are trademarks of Apple, Inc. Android and Google Play are trademarks of Google, Inc.
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Use of the Visitation and Pastoral apps are covered in the Contact Management class and the Attendance app in
the Getting Started in Attendance class.

Contributions - Individuals app

From the Individuals app, CDM+ Mobile can access the giving history for individuals.

Check-In/Check-Out - Check-In and Check-Out apps i
The Check-In and Check-Out apps work with the Check-In/Check-Out
program.The Check-In app works as a kiosk to allow users to check themselves
and family members into their respective classes. A staff member can also - .
check in individuals or families using Check-In. Check-Out is used by staff e 1 |
members or volunteers to scan Check-In barcodes to check out individuals. s = ;

Use of the Check-In and Check-Out apps are covered in the Check-In/Check-Out
class.

Reminders - Reminders app

The Reminders app gives the user quick access to birthdays, anniversaries,
and reminders that are setup in Visitation Records. CDM+ Regional users
can also see ordination anniversaries for clergy in the Reminders app. With

push notifications enabled, reminders will automatically push to your phone. \ ft ,,‘
Reminders can be used in numerous ways to help improve communication ) d
and aid in closing the "cracks" that individuals fall through. CDM+ Mobile App Launcher

Use of the Reminders app is covered in the Contact Management class.

Accounting - Receipts app
The Receipts app allows users to track expenses and save receipts. This makes it easier to balance and reconcile
expenses charged to credit cards or other corporate accounts.

Use of the Receipts app is covered in the Accounts Payable class.

Regional - Churches app
The Churches app provides access to information about churches and their members. The Churches app also
allows mass emailing to the Churches from within the app.

Use of the Churches app is covered in the COM+ Regional class.
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Launching CDM+ Mobile

Whether using CDM+ Mobile on your iPad, iPhone, or Android device, you begin using it the same way—
tap the CDM+ Mobile icon. Enter your four-digit PIN and tap GO. This will open the app launcher screen.
Tap the icon for the app you wish to use.

On the app launcher, you will only see those apps for which you have the corresponding CDM+ program
and for which a CDM+ administrator has granted access through the provisioning process.

Individuals App

When you select the Individuals app, CDM+ Mobile will display the list of Groups available to the user. The
available groups are set up on the provision in CDM+ Administration. On this screen, you can search groups,
and you can also select All Individuals or Search for Individuals if the device has access to all individuals. The
CDM+ administrator may limit the device’s access to only specific groups.

Tap the All Individuals group and the menu changes from a list of church groups to a list of all individuals
in your CDM+ Membership database, listed alphabetically. When you select Search for Individuals, CDM+
Mobile opens a search window that lets you search for individuals by first or last name.

Scroll to find the person you wish to view and tap on their name.

Individuals »>Personal tab - tablet app

When you tap on an Individual, the initial view will default to the Personal Tab (or tap the Personal icon at
the bottom), which displays the following information from the Individual Record in CDM+ Membership:
— Family Members
— Phones/Email Addresses
— Street Address and Map
— Personal History (birth, school, work, marital status, death)
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To jump to another family member's Personal
tab, tap on their name in the Family section.

Tap the red iicon to show a street address in
your tablet's mapping app.

Tap an email address to send an email.
NOTE: The email will be sent using the device’s
default email application and will not appear
on the Sent Notices tab in CDM+.

Tap the blue Edit to add or edit phone
numbers, email addresses, or addresses.

It's possible that another user could be updating contact information for an individual. To have CDM+
Mobile retrieve the latest contact information for this individual from the database, tap the green Refresh
button.

Individuals »>Personal tab — phone app

To accommodate the smaller screen, the personal information found on the tablet app's Personal tab is
broken into multiple tabs in the phone app. The Personal tab contains the individual's personal history, the
Family tab displays family members, the Contact tab contains email addresses and phone numbers, and
the Address tab shows the person's street address and map.
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On the Contacts tab, tap an email address to send an email from your phone's email app. Note: This email
is not saved in Sent Notices in CDM+.

If the device can make outgoing calls and text messages, tap a phone number to dial that number or send
a text message to that number.

One the Personal tab, the blue camera icon can be tapped, allowing the user to take a photo or select a
photo saved in their device. This photo will be uploaded to the individual record in CDM+.
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Individuals »>Attendance tab (tablet app shown)

Tap the Attendance icon at the bottom of
the window to view this person's attendance
oo e history.

S Note: The phone app differs in that the
Py Attendance icon may be found under the

e

oo More tab and the list of Individuals will not
Iy appear.
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Tap the Contributions icon at the bottom
of the window to view contributions for that
individual over the past year.

Note: The phone app differs in that the
Contributions icon may be found under the
More tab and the list of Individuals will not
appear.

Tap the Visitation or Pastoral icon at the
bottom of the window (may be under
the More tab) to view, add, edit, or delete
Visitation and Pastoral records.

For more information about using the
Visitation and Pastoral apps, take the
Contact Management class or see that
section of this manual.
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Individuals »>Groups tab - tablet app

Tap the Groups icon at the bottom of the
window to see a list of all groups in which
the individual is enrolled.

You can use the Groups tab in CDM+ Mobile to change group membership for individuals. Tap the blue
Edit button to add or remove group assignments.

It is possible that another Mobile or Desktop user may be updating group assignments. Tap the green
Refresh button to have CDM+ Mobile retrieve the latest group assignments for this individual from the
database.

Individuals > Visitation and Pastoral tabs — phone app

Tap the Visitation or Pastoral icon at the
bottom of the window (may be under
the More tab) to view, add, edit, or delete
Visitation and Pastoral records.

Unlike on a tablet, in the phone app, you
will need to tap the entry to view details
in a new window.

For more information about using the
Visitation and Pastoral apps, take the
Contact Management class or see that
section of this manual.
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Sending Group Emails
After selecting a group, you will notice a Share icon in the bottom iOS

toolbar or the Android H option menu. Tap the Share icon and
then choose Email from an option list. When selecting Email, you will
have the option to Email All or Email Selected. If Email All is chosen,
awindow will open to enter the subject and body of the email to send.
If Email Selected is chosen, a list will appear allowing the sender to
select the individuals to receive the email.

If a person has an email address on their Individual Record in CDM+
Membership, it will be displayed under the name and the individual
can be selected to receive an email.

If an individual does not have an email address, a red warning mark
will be displayed and that individual will not be able to be selected.

You can select multiple individuals with email addresses, or you can tap
Select All to select every individual with an email address in the list.

After you have selected the individuals you want to email, click the

7
Compose email icon or 4 to open the email composition
screen. Type a subject and body for your email, click Send to queue
the emails in your database.

You can view the emails you sent using the Individual Sent Notices or
the Notices tab of the Individual Records window in CDM+ Membership.

Sending email through CDM+ Mobile works the same whether you
are using the tablet or phone app.

Sending Group SMS Messages

Follow the directions above except choose the SMS option. Once SMS is
selected, a list will appear allowing the sender to choose the individuals
and phones numbers to send the message to.
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Reminders App

Tap the Reminders icon to open the Reminders app. Birthdays, Anniversaries, Ordination Anniversaries (for
Regional users), and Reminders added to Visitation Records can be displayed under tabs for Today, This Week,

This Month, and Overdue.

With push notifications enabled in Administration »Mobile and enabled in Settings on the device, Reminders
will pop up and "remind" the user of various things. Some examples of Reminders could be hospital visits,

phone calls to make, homes to visit, or appointments to keep. This use of the Reminders app will be covered
in the Contact Management” class.
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Attendance App

\
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Tap the Attendance icon to open the Attendance app, or, if you are in the Individuals app, tap the Home icon

mmm OF E in the top right corner, then tap the Attendance icon.

Set Up Attendance Taking - tablet app

Begin by selecting the Date (note that it will default to today's date), then tap to select the group from the
list. This can be a group, class, or event. CDM+ Mobile will display any that you specified in CDM+ can track

attendance.

26-8 CDM+ Mobile
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If you tap on a class or group, only the persons who
are members of that group will appear in the list of
Individuals.

If you tap an event, such as Sunday Morning Worship,
the list will display all Individuals in your CDM+
Membership database.

Set Up Attendance Taking - phone app

To accommodate the smaller screen, Attendance setup requires a second window in the Attendance phone
app. Select the Date, then tap the Group button to open the Select Group screen, and select the group.

Once you have selected a group, the app will
return to the Setup screen with the group
selected. Tap Mark Attendance to begin taking
attendance.

Entering Attendance

To take attendance, tap a name in the Individuals list to move it to the In Attendance list. If you make a
mistake, simply tap the name in the In Attendance list to move it back to the Individuals list.
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You may also search for an Individual by name by using the search bar. Simply tap the search bar, enter a name,
and the device will display all Individuals that match that search. This is how you would mark individuals,
who are not listed as members of a group, as attending that group or mark visitors for attendance in groups.

Those individuals that are part of a group will be marked with a green‘E, and visitors will have a blue 'V’ next
to their name.

Note: Unlike in the tablet app that displays the Individuals and In Attendance lists side-by-side, you must
tap buttons to switch your view of the lists when using the phone app.

NOTE: Attendance that is marked on one device will not immediately update the screen for any other device
taking attendance for the same event on the same day. However, the attendance is still saved live to the
database, and reloading the attendance list on other devices will show a current list of those marked for
attendance and those not in attendance.

Barcode Attendance app
Note: This app is not available on devices that do not have a camera.

Tap the Barcode Attendance icon on the launcher
page to open the Barcode Attendance app. The
setup page will open and allow you to change the
attendance date by tapping the Change button.

Select a group to start the scanner. The scanner
will scan for Individual barcode. You can print
name tags that include Attendance Barcodes
using the Individual Name Badges report in CDM+
Membership. If CDM+ Mobile finds a valid barcode, it
will mark that individual for attendance. Otherwise,
it will display an error.

Ifyour device has both front & back cameras, you can
tap the Flip button in the bottom right corner to
switch between the cameras.

You can set the barcode attendance scanner to Kiosk mode on the Barcode Attendance setup page. Kiosk
mode will require you to enter your PIN to exit the Barcode Attendance app or to Flip the camera.
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Barcode Attendance in CDM+ Mobile scans the same barcodes as Check-In (individuals only; not address)
and the Barcode Attendance Worksheet.

Logging In/Out of CDM+ Mobile

Tap on the CDM+ Mobile app icon on your device. The Log In screen will appear. Enter your four-digit PIN
tologin.

CDM+ Mobile will connect after you enter your PIN. If you switch out of CDM+ Mobile or let your device go to
sleep, CDM+ Mobile will disconnect after 10 minutes. CDM+ Mobile will try to reconnect when you switch back.

Provisioning Provides Security and Customization

- Pairs a device with your CDM+ database
— Ensures the device has access to to the right data and only to the right data

- Allows you to customize a device for only certain features
Attendance entry for specific classes
Viewing visitation and pastoral notes
View contact details for specific groups
Tablets set up as Self Check-In or Barcode Attendance kiosks

- Allows you to remotely disable CDM+ Mobile access from a device

Setting Up a Device to Use CDM+ Mobile with your database
1) Go to PFile »Administration »>Mobile tab

Here you enter information to allow a mobile device to access your CDM+ database. The settings can
restrict access on a device to certain CDM+ Mobile features and can filter the information displayed.

B ddrrangim
o
kUi Y v .
o A—p L A EH — - ok
Loy Jewen
heovaws Eiio Dl BT 4 TE e ol 4 BB e Lol C i
T e
= e
* Upaipfns Al Aot | P =
# payret e S S |
b ¢ Chrile = (=2 2T =) Beperly= s Lo kst
=
St Vi B i [ e
. el fmew
i -] il i e
Holicen
L e
u [rerppisn Fopmsiar by
e ]
Cepn I 48 P bad
 Calapes

2) Click on the Add button in the bottom left corner under Provisioned Devices to add a device.
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3) Enter a Description for the device.
4) Enter a 4-digit PIN number and Email address (one that can be accessed on the device).

5) Choose the device owner's CDM+ User Name from the User Access drop list to ensure he/she can access
appropriate Visitation and Pastoral records in CDM+ Mobile. This also records the Mobile user as the
person who modified the record in the database.

6) Click the appropriate checkboxes to set access to Individuals for this device.
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7) If this device will be used to take attendance, click on the Attendance tab and make your selections.
Note that the device you are provisioning must have a camera to use the Barcode Attendance app.
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8) If this device will be used for check-in, click on the Check-In tab and make your selections.
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9) If this device will be used for check-out, click on the Check-Out tab and make your selections. Note that
the device you are provisioning must have a camera to use the CDM+ Mobile Check-Out app.
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10) If this device will need access to Reminders including Birthdays, Anniversaries, and Visitation push

notifications, make the appropriate selections under the Reminders tab. Note that Notifications must
also be enabled in Settings on the device for push notifications to work.

11)If this device will be used to track expenses and store receipt images for Accounts Payable, make the
appropriate selections under the Receipts tab.
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12) The final tab, Churches, will only appear if you have the CDM+ Regional program. You must check the
Enabled box to use the Churches app.
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13) When you are finished refining your settings, click on the Individuals tab again.
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14) In the Share Actions section, check Send Email and enter the Sender Email address and Name. (NOTE:
If a Sender Email address is not entered, the user will not be able to send group emails).

15) If this device should be able to send SMS messages to individuals, check the Send Personal SMS box.
16) Enable the device by sliding the slider from OFF to ON.

17) Click the Email Code button to send an email with the provisioning code.
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On the device that you are setting up:
1) Open the CDM+ Mobile provision email.
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2) If you need to install CDM+ Mobile on this device, tap a link in the email to install it from either Apple
iTunes, Google Play, or the Amazon Appstore.

3) Once you have the CDM+ Mobile app installed, tap the Click here to provision device link the body of
the provision email to load the provision code.

4) CDM+ Mobile will launch.
5) Enter the 4-digit PIN assigned to this device to log in.

Disabling a Device

If at any time you wish to prevent access to your CDM+ database from a device through CDM+ Mobile, simply
highlight the device in the list on the Mobile tab of the Administration window and move the Enable slider
to the OFF position.
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The device will still have the CDM+ Mobile app installed, but the PIN to access your CDM+ database will no
longer work.

Changing Settings for a Device

To change a device's access settings for CDM+ Mobile, simply highlight the device in the list on the Mobile
tab of the Administration window and make the changes on the tabs under Features. The changes will take
effect the next time someone logs in to CDM+ Mobile on that device.
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Transferring Provision Codes

On occasion, it may be beneficial to transfer one provision code
to another device. Such scenarios would include getting a new
device or deleting and re-installing CDM+ Mobile. In these cases,
it can be much faster to just transfer a provision code as opposed
to getting a new one.

To transfer a provision code, use the email that contained your
provision code, and click the link.

If the device is not recognized, a pop-up will appear asking you if
you want to transfer your provision code. Tap Yes, and an email
will be sent to the email address associated with the account
(typically the one you used when got your original provision
code).

Close out of the CDM+ Mobile app and open your email app to find your transfer device request email.
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Tap the Click here to transfer the provision code link in the email.

CDM+ Mobile will open and display a message telling you that you have transferred your provision code to
this device.

Note 1: The provision will only work on one device at a time, so if you transfer codes from one device to
another, the previous device will no longer work until it has its own provision.

Note 2: A provision code can be deleted. If you no longer want a provision to be used, you can delete it and
transferring will no longer work.

You can also enter the transfer code manually if you cannot access the transfer email on the device running
CDM+ Mobile.

Reordering Information on an iPhone/Android

You have to option to reorder the
information display order when viewing
individuals on an iPhone or Android.
Choose the "More" option inside the E B
window then choose "Edit"
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Searches/Custom Listings

At its core, CDM+ is a database, storing and organizing your organization’s critical information. Learning
how to query that database and report your findings will unlock the true power of CDM+.

CDM+ Desktop offers a powerful and consistent set of features to do just that—Advanced Finds and
Custom Listings. Once you learn how to use these tools in one area of CDM+, you can easily apply those
skills through the CDM+ suite.

Where to Begin

When you want to find or report on information in CDM+, the first question to ask is “what is the base
record | want to find/report?” An example of a record is an Individual, Contribution, Vendor, etc. Generally,
any window ending in “Record” means that type is a record you can report on.

Base record specifies which record shows up on each line of your report or window. Say you have a giving
unit with 5 contributions. Do you want one row per contribution or one per giving unit? This distinction is
critical to knowing which custom listing or window to use to build your report.

Example Scenario

Consider this request from a board member:

“Can you give me a report of people under 45 who gave to the outreach fund last year?”
This request could refer to several different record types in CDM+:

+  "People under 45" could mean Individuals

+  "People who gave” could mean Giving Units
+ "Giving” could mean Contributions

«  “Outreach fund” could mean Giving Fund

Which of the following would you use?

1. Individual Custom Listing and Export
2. Giving Unit Custom Listing and Export
3. Contributions Custom Listing and Export

Ultimately, it depends on that the board member wants. Does “people” mean individuals, or giving units?
If you use individuals, joint givers will appear twice on the report. If you use giving units, you may have
results for a couple where one person is under 45 and the other is over 45. If you use contributions, you
will see a list of gifts, and the givers will be repeated, once for each of their gifts.

There isn’t a right or wrong answer—what matters is that you clarify the reporting request so that you

provide accurate and expected results. This example shows how important a subtle difference in language
can be when translating requests like this to the CDM+ database.
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Searching Related Data

You may want to search for information that isn’t on your base record type. For example, you may want to
report on individuals by searching the city from their address record. The Advanced Find tool allows you
to easily search across related tables, even across CDM+ programs. You can also search for the absence of
records, such as vendors without invoices.

Reporting Related Data

If you want to report on data from a related table, ensure that is it a parent of your base record. A parent
means the base record links to one, and only one, parent record. If you want a list of individuals that
includes the city from their address record, that’s no problem since each individual has one address record.

However, if you want to report giving units and their detail contributions, you can't include the detail
contribution data on a giving unit since each giver could have multiple contributions. This is a child
relationship, where one giving unit has multiple contributions. You would need the base record to be the
contribution, so use Contribution Custom Listing and Export to run your report instead of Giving Unit
Custom Listing and Export.

NOTE: There are some fields that will aggregate child data on the parent, generally labelled as “Total".
Other fields are function driven and provide a customized set of data on a record, which could include
child data. Examples are provided in class. Contact CDM+ support if you need additional assistance using
aggregate or function fields.

CDM+ Database Layout

The more familiar you are with the CDM+ Database layout the better you can find exactly the information
you need. See the CDM+ Database Layout appendix for textual and visual representations of the most
common CDM+ records.

The visual diagrams express parent and child relationships using connecting lines with arrows. The arrow
points to a parent, and different line styles indicate if the relationship is optional, alternative, or required.
See the legend on the diagram for details.

You can use the following technique with the layout diagrams to build your report:

+ Identify the base record type
Find that record type on the CDM+ Database Layout diagram
+ Identify the record type(s) for the data you want to search
Follow the connections to ensure those record types are connected to your base record
+ Identify the record type(s) for the data you want on your report
Follow the connections to ensure they are a parent of the base record type
If not, you may need to choose a different base record type (unless you can use an aggregate)

Explore Freely
Using Advanced Finds and Custom Listings in CDM+ will not affect your data in any way—you are simply

viewing information. Use these tools to explore your database and learn how to best find the information
you need. If you ever get stuck, the CDM+ support team is ready to help!
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Advanced Finds and Searches

Advanced Finds allows you to identify a specific group of records (people, ledger entries, contributions,
attendance, etc.) to be displayed in a window or printed on a report. Specifically, you can:

+  Find information by searching multiple fields at once

«  Combine finds from multiple programs

+  Easily save and reuse advanced finds throughout CDM+

+  Build quick listing reports of information

«  Enhance your ministry

NOTE: The terms “Advanced Find” and “Advanced Search” will often refer to the same interface in CDM+.
However, “Advanced Search” tends to refer to the full find (primary find plus any related finds), and it also is
used on reports to complement “Standard Search”.

There are several components to the Advanced Find. This course will begin with a brief overview of the
fundamentals of finding data in CDM+, and then build on those fundamentals to introduce the ideas of
Boolean searching, sub-grouping, and expanding your finds across related records. Don't worry if these terms
seem overly technical; they are all easy-to-understand concepts and this course will bring you up to speed
on them all. Specifically, you will learn:

«  How to construct basic advanced finds

+  How to mix comparisons (and/or) within a single advanced find

«  How to pull together finds from multiple programs into a single find

+  How to use saved searches

+  How to master the advanced find window

By the end of the session, you will be able to quickly and easily target specific sets of information in CDM+,
allowing you to put your database to work for you!

Simple Finds

Simple finds are found at the top of many windows in CDM+. At its most basic level, an Advanced Find is a
collection of simple finds. So, Simple Finds are:

«  Made of three parts:

o Find Field
o Modifier
o Criterion

« Used to construct advanced finds, making them:
+  Key to understanding advanced finds

® ® ©

A - Find Field - dependent on the type of record you're finding
B — Modifier - dependent on the find field’s type
C - Criterion - which is driven by your data and highly dependent on what you want to find
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Advanced Find Window

To access the Advanced Find on many windows, click the Advanced Find button i . For
reports, choose the Advanced Search tab Bdrancem) bawerh , then click Configure Advanced Search
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A - Primary Record, Related Records, and Saved Searches Tabs
B - Primary Find

C - Clear Primary Find

D - Resizable divider between tabs and preview

E — Preview of find results

F — Refresh preview results

G — Number of results in preview

H - Window Options for preview

I - Print preview results

J - Clear Primary Find and Related Record Finds
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A — Primary Record Type description

B - Starting Comparison for master group (C)
C — Master Group (yellow box)

D - Add Search Line

E - Remove Search Line

F — Add Sub-Group

Building a Simple Advanced Find

« Create a series of simple searches (field + modifier + criterion)
+ Link them using and or or
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Choosing AND vs. OR
+  AND means that results match every simple search
+  OR means that results match at least one simple search
+  ORgenerally gives you more results
«  AND generally gives you more specific results

Example 1: 24 years old AND living in Big City

Using Sub-Groups: Mixing ANDs and ORs
+  Sub-Groups allow you to mix ANDs and ORs
+  Sub-Groups are like parentheses in algebra
+  Sub-Groups can be understood using the concept of “substitution”
«  You only need a Sub-Group when you want to change from AND to OR or vice-versa

Let’s say we want people who match both these traits:
« Sing in the choir
«  24o0r27yearsold

In CDM+ this would be:
Current Church Groups equal to Adult Choir and ?

PROBLEM! There is no single simple search for “age is 24 or age is 27".
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Solution: Use a Sub-Group!

The sub-group allows us to create an entity that is treated like a single search line and can be compared with
other search lines. CDM+ will use the results of the sub-group to compare with the other search lines to get
the find results list. There are a couple ways to think of sub-groups: parentheses and using substitution.

Sub-Groups as Parentheses
The above search could be written using parentheses, as one does in algebra:
Current Church Groups equal to Adult Choir and (Age equal to 24 or Age equal to 27)

The “order of operations” means that you evaluate the contents of the parentheses first. So, you evaluate the
sub-group (blue box) first, and then use its results with the single search line.

Consider this — everything on an advanced find is in a yellow box. So, you can think of boxes equalling
parentheses. The example above then becomes:

(Current Church Groups equal to Adult Choir and (Age equal to 24 or Age equal to 27)

Advanced Finds, therefore, are one big sub-group. They are a sub-group of your entire database. See, you've
been using them all along!

Sub-Groups as Substitution
Another way to think of sub-groups is using substitution. Begin by writing out the advanced find in terms
of the colored boxes:

1. = Current Church Groups equal to Adult Choir and
2. = Age equal to 24 or Age equal to 27

To execute the find, get the results of the blue box in line 2, and substitute the blue box in line 1 with those
results.

Sub Group Examples

Example 1:In the Choir and 24 or 27 years old
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Example 2: 24 years old or is in the choir and is a greeter

This and This or That and That
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«  Begin by adding two Sub-Groups
«  Remove the initial search line

+ Change the starting comparison
«  Enter your search

Related Records

A related record is something that links to your primary record. Some example primary/related record
combinations include:

Primary Related

Individuals Attendance

Other Phones

Other Individuals in that household
Giving Unit Contributions

Pledges

Attendance

Ledger Entries Bank Reconciliations

Payroll

Vendors
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There are two ways to add a related record find to your overall advanced find. These are the matching
options, and are:

“With matching” means you find results that match the related record find.
o Example: Individuals with Attendance for last Sunday

«  “Without matching” means you find results that don’t match the related record find.
o Example: Capital Campaign Pledges without Giving to the Capital Campaign

Adding a Related Record Find
«  Switch to the Related Records tab
«  Click Add Related Record
+  Choose your matching option, the related record, and click OK
+  Repeat as needed
«  You can add a related record twice; once with each matching option
« Allrelated record finds on the search are used, not just the selected one

Record Type Match

Ty e B me

s e ——

Add Related Record [

Examples

This advanced find will find individuals who attended last Sunday, but did not give anything. You could
further customize this using the primary find to limit it to people that are members of the church, or are in
a certain age group.
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Saved Searches

A - List of saved searches

B - Load the selected search

C - Saves the search on the Primary and Related Record tabs as a new search
D - Replaces the selected search with the current search

E - Renames the selected search

F - Publishes the search so other CDM+ users can access it

G - Deletes the selected search
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Publishing and Sharing
« By default, new searches are published.
« All users can access a published search.
« Anunpublished search can only be accessed by the person that creates it.
+ Regardless of publish status, only the person that creates a saved search can change it.
«  However, you can load someone else’s published search, tweak it, and save it as a new one.

« Saved Searches are common across reports and windows; save a search on Individual Records and
it will be available on Individual-based reports.

Examples of Advanced Finds

Following are examples of useful Advanced Finds in different CDM+ programs:

Membership - Parents of Middle Schoolers
»Program PMembership P Individual Records »>Advanced Find button

& & Actamrced Firdd

] "o eicin R s

Click on Related Records tab.

Click on Add Related Record button under Record Type and select Other Individuals in the Household.
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Contributions - Non-pledging Givers
»Program P> Contributions P Giving Unit Records P>Advanced Find button
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Click on Related Records tab.
Click on Add Related Record button under Record Type and select Giving Unit Contribution Records.

L ] - Agdvanoed Fnd
P e ¢ B m Naved S
Bwrord Fpee gk |
ESSTIEIITNEY | e i s o ey
Piucio R . Fowd- bod wor Fims mih wéwre Wi | ey v o e ﬁ i
ll."—'-ﬁu"m :_].;:::I‘:,L.:..: ey Fond B3E0 - = [¥]

B3 Emaes Beood  Barave
I Wik Prompey AHG Bylebeed B g Py Uit Proempry [ Bt Bhga e Mirwsiy

Click on Add Related Record button again and select Pledge Records from Record Type

[ N Atvanoed Find
premary ocers. [T sovs s
Aecerd Typs wstce T
Grvway Ll el il Gryirng Uit Buoedy wrifhy raicheg
—— =
e T = Jemaiia w [nmnerad Furad 3000 B

Ezzideutes dessts  Ravoss

u Elgirh Privary AN Bpldnd Bproed Fiwls Blaich Mirvasp 0N Balsige) Bevoed femsdy

Accounting - Outstanding Checks
»Program PLedger PLedger Entry Records P>Advanced Find button
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Click on Related Records tab.
Click on Add Related Record button under Record Type and select Bank Reconciliation.

S Tabs e

oo

Custom Listings and Exports

Custom listings build reports to be printed to exported from CDM+. You control:
«  Which records appear

«  The columns that appear

«  Formatting (spacing, fonts, etc.)

«  Sorting, subtotaling, and paging

+  Detail/Composite views

+  And more...

Many of the built-in“canned” CDM+ reports can be produced using a Custom Listing, then further customized
to meet your needs. Custom Listings are the ultimate choice in flexibility when reporting from CDM+.

Creating a Custom Listing

Using the Custom Listing report involves 5 steps:

1. Locate the custom listing report for your base record type
2. Configure the search (standard and/or advanced)

3. Choose the columns (called a set)

4, Setthe sort and subtotals

5. Format the report to your liking

Use the information in this manual to accomplish the first two steps. NOTE: You do not have to use an
advanced find if the standard search will suffice.

Custom Listing Sets

A set controls which fields (columns) appear on your custom listing. You can choose an existing set or add
a new one. Some sets may be published by other users for you to use (but not change). Sets are configured
by clicking the button next to the set list.
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Tip: Use the Administration window to re-assign ownership of sets or delete unused sets in bulk.
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A list of available fields from one or more record types will appear on the left. Record types will include:
+  The base record type

«  Parent records

« Ancillary records like groups or phones

Drag or double-click a field to add it to the set. Double-click, drag, or select and press the delete key to remove
a field from the set. You can drag fields up and down to reorder them.

Select a field in the middle column to customize it. You can rename all fields. If the field is function-based
and has additional parameters, the field name will have an asterisk (¥).
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The window toolbar allows you to:

« Add/Delete/Rename sets

+  Publish a set so other CDM+ users can use it
« Add blank fields

«  Adjust the width when printing

« Load defaults for that record type
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Sorting and Subtotalling

Click Configure Sorts and Totals on the Custom Listing and Export window to adjust these settings.
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Custom listings let you sort by up to 9 fields in ascending or descending order. Available sort fields are
generally the same as fields available on the set.

Choose Subtotal to group results by that field. Numeric fields will be subtotaled by group and a count for
that group will be printed. When using the Composite format, only subtotaled fields will be printed.

Choose New Page to start a new page when that field changes.

Choose Show Grand Total to total all numeric fields and include a count across all records.
The example in this screenshot will:

«  Product a new page for each care group

«  Group givers by their city

«  Sort givers by their full name
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Formatting the Custom Listing

When printed or copied to the clipboard, Custom Listing reports can use one of three formats:

«  Columnsdisplays each record in a row with fields in the set as columns (akin to a spreadsheet or window

results in CDM+)
+ Details displays one record at a time with one field per line

«  Composite displays subtotal and total values only
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Additional options control printed output, such as striping, spacing, and fitting data on the page.

NOTE: If printing the report or copying to the clipboard and there isn't enough space to display all the data,
consider using a smaller font, larger paper, or including fewer columns.

Printing vs. Exporting

All Custom Listing reports provide an Export option. Exporting saves the data in a standard CSV (comma
separated value) format which ideal for loading into spreadsheets and other programs.

For cleaner data, consider using an export to send data to Excel or Numbers instead of the standard Excel or
Numbers features, which reproduce the printed format of the report and format data to fit paper.
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CDM+ Notices

Professional and Personalized Communication (from within CDOM+)

CDM+ Notices make it easy for you to upgrade the appearance of letter, card, and email communications with
your congregation and staff members. A powerful word-processing interface is built directly into Notices
reports throughout CDM+, so you don't need to open multiple programs to create nice layouts. Since the
Notices interface also lets you drag and drop database fields right into your text, there's no need for data
or mail merges, either. With CDM+ Notices, personalized, professional communication is suddenly simple.

This class deals with creating and formatting notices. Determining who gets a notice is covered in other
classes, such as, Advanced Finds and Searches, and program-specific classes, such as Membership Notices
and Exports.

Where to Find Notices

Notices with word processing and data merge capabilities are found throughout CDM+, generally on the
Reports menu under Notices (with some exceptions noted below):

Membership Notices — Address or Individual Letters, Cards, and Emails

Attendance Notices - Attendance or Missing Letters, Cards, and Emails

Visitor Notices - Visitor Letters (accessed from the Visitor Letter Assignment window on the Attendance
program menu)

Contributions Notices - Giving Unit, Contribution, and Pledge Letters, Cards, and Emails; Giving Statement
(column and line) Emails and Receipts Letters under Statements/Receipts

Memorial Gifts Notices - Gifts Given Letters, Cards, and Emails
Accounting Notices - Accounts Receivable Email Invoices

Event Registration - Registration or Activity Letters, Cards, and Emails
Check-In/Check-Out Notices - Letters and Cards

Church Notices - Letter, Card, and Email (for CDM+ Regional users)

Church Position Notices - Letter, Card, and Email (for CDM+ Regional users)
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What’s Possible?

Colors, graphics, special fonts, and more! L ! — z
This Address Letter Notice illustrates =l
some of the ways CDM+ Notices can
change an organization’scommunications.

L1s

A personalized letter is much more likely v .
to be read as the same letter addressed Ao PR 5 o
to “Dear Parent” The addition of text R T T :
formatting and a photo further increases
its likelihood of being noticed.

Creating Notices

The example below is an Individual Letter Notice from the Membership Reports menu, but the steps apply
to any notice (letter, card, or email) in CDM+. However, be aware that your control over the final appearance
of an email is limited. Recipients’ email programs may display your email notice differently than you expect.

Begin by selecting Individual Letter Notices, either from the menu or the Welcome to CDM+ Membership
window.

P ) o AR I 1 T
PLEnse T . . B, L
L  EEE— o B ity e
s e i . ==
Click Notice from the left sidebar. You may e T O -
choose an existing Letter Notice to edit or Sl - e
duplicate, or you may create a new Letter S

Notice. In any case, first click the Select/Add
button next to the name of the last letter
notice that was used.
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A new window will open in which you'll see any existing notices. On this window you have the option to
choose an existing notice, add a new notice, duplicate an existing notice, rename an existing notice, or delete

an existing notice.

If the letter you want to send already exists
or if there is an existing letter you can edit,
highlight its name and click Choose.

To create a new letter notice, click the Add icon at the top right of the window.

If you want make changes to an existing notice, but not lose the original version, highlight it in the list of

Notices and click the Duplicate icon at the top of the window.

When you choose to Add or Duplicate a
notice, you will be prompted to name it.

Give the letter a name that will help you
identify it when you wish to use it again. This
name does not appear on the notice itself.
Click OK.

The name of the new notice will be added to
the Notices list and highlighted.

Before leaving the select notice window, you may optionally set access to the new notice you have just named

and/or assign it to a category.
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Setting Access to Notices

Access to a notice in CDM+ can be restricted by the person who creates it. Administrators can change notice
ownership and delete notices under File > Administration P> Notices.

View Access

With your notice selected in the list, click on the View Access tab. This setting restricts who can see and use
this notice as you created it.

If you leave the View Access set to Default, all CDM+ users will see this notice

displayed in the Notices list and can use the notice as you created it. [ R — — e
If you wish this notice to be Private, to only appear in the Notices list for @ o

you when you are logged in, click the radio button next to Private. No other =

users will even know this notice exists. N——

If you click on the radio button next to Selected, you can then choose specific e | 119

users you wish to give View Access to for this notice. B e

Modify Access

With your notice selected in the list, click on the Modify Access tab. This setting restricts who can modify a
notice you created.

If you leave the Modify Access set to Default, all CDM+ users will be able to
make changes to the notice.

If you don’t want anyone else to be able to make changes to this notice, click e
the radio button next to Private. ' 2

If you click on the radio button next to Selected, you can then choose specific
users you wish to give Modify Access to for this notice.

Info

With a notice highlighted, click on the Info tab to view more information about this notice.
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Notice Categories
+  Optional
«  Apply to all types of Notices (Letter, Card, and Email) in all CDM+ programs

Creating Notice Categories

« Creating notice categories can be done in two different ways, On-the-Fly and through the Master
Coding System

On-the-Fly

With the Select Notice window
open, click Add Notice Category.

Enter the category name, e.g.
Children’s Dept., and click OK.

Master Coding System m___. - —

> File > Master Coding System 5 [ =~ =
P Codes tab T S = .

Highlight Notice Category in the list

of code types. Click the small Add i

button below the list of code, type
the category name under Description,

and click Save.

You may also Edit or Delete categories
here.

oS

= - —

* To enter multiple codes, press Tab to move the cursor to the next line between entries. Click Save
when finished.
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Assigning Notice Categories

+ Click on <No Category> to see which notices have not been assigned.

Existing Notices can be assigned to categories at any time. Click on <No Category> in the Categories list to
see all notices that have not been assigned to a category. To assign a notice, simply click it in the Notices list
once to highlight and drag it to the appropriate category.

L L] aplpr ity

. iLaiiy r * Save time by selecting

multiple notices at once

i'i_.": ———— i and dragging them to a
. . category.

New Notices automatically assign a new notice by highlighting desired the category before clicking the
Add button.

Finding Categorized Notices

Once you have assigned notices to categories, to find a particular type of notice, such as Christian Education,
click on the category at left and all assigned notices will display in alphabetical order in the list to the right.

You can always click on <All> to see all saved Notices, both assigned and not.

Tracking and Resending Notices

CDM+ provides the ability to track when and to whom notices have been sent. For email notices, under
the Body section of the Email notice window, CDM+ shows Last Sent: with the date the selected notice was
last sent.

————
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Record windows that relate to people in CDM+ contain a Notices tab. For example, on the Notices tab
for an individual, address, or giving unit, CDM+ displays the list of notices sent with the notice type,
description, and date sent. For email notices, CDM+ also shows the name and email address of the
recipient.

To bypass saving this information for letter or card notices, check the Do Not Save Sent Information box on
the Notice window.

Each line of the Notices tab contains buttons to get more information about the notice, resend the notice,
or delete that notice line for that particular record.

From the Program menu in CDM+, you can access Sent Notice Records for the various record types. For
example, you can go to Program P Membership P> Individual Sent Notice Records to search for notices
that were sent to individuals. Sent Notice Record windows contain two tabs. The Notice tab shows the
description, type, and last sent date and time for the notices. Letter notices show a thumbnail of the
notice.
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The Recipients tab shows the list of recipients. To resend the notice, select recipients from the list who
need to receive the notice again, and click the Resend Selected button. You can also remove the sent
notice from recipients by selecting them in the list and clicking Remove Selected.

Formatting/Editing in the Notice Editor

Either double-click the name of your notice on the select notice window 8.8, Tommna e
or highlight it and click the Choose button. The notice report window Mgy, il Spmcliy
will reopen with your selected notice displaying. Database Fiokts

Click the small Change button below the Body field to open the editor
window. Click inside the window to place your cursor and begin typing.

There are two ways to style the text in the notices editor window:

1. The Formatting Palette, which opens to the right of the notice
editor window

2. The Format button (3rd from the top in the series of buttons at the
top right of the editor window)

Clicking the Format button brings up windows with options to style
the Font, Paragraph, Document, and more.

S CHlRgony

The Formatting Palette:

Opens automatically with the Notice Editor Window and maintains its position to the right edge of
the notice editor when you move or re-size the editor window.

Contains sections that will be familiar to all who have used a word processing program: Font,
Alignment and Spacing, and Document.

Also has a Database Fields section, which allows the quick insertion of information from CDM+ into a
letter or other notice. The Database Fields function eliminates the need for data merges or mail merges.

Styles existing text when text is highlighted or sets defaults for text yet to be entered.

The following topics describe each section of the Formatting Palette. Remember that most of these styling

28-8
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options are also available by clicking the Format button and choosing a menu item. Clicking a menu item

after clicking the Format button opens a new window with formatting options.

Font

Choose your Fonts and Point Sizes from the drop list. All fonts installed on your computer are available for

use in CDM+ Letter Notices.

NOTE: Be aware that “special” fonts used in an Email Notice will be replaced with another font if recipients
do not have access to that same font on the computers or mobile devices where they are viewing the email.

Click on the box next to Color to display a color palette. Click the desired color. Then choose to style your

text with any of these Face options:

- Bold

- ltalicize

- Underline
- Superscript
- Subscript

- Strike-through and/or double strike-through
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These settings can also be specified by clicking on the Format button at the side of the notice editor window
and choosing Font.
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Numbered or Bullet List

Also in the Fonts section of the

Formatting Palette are buttons ; T8 .
to change text to a numbered N “ @ -
or bullet list. The left and B | Mgt
right arrows next to the list .
buttons adjust the indention " -
of the list. Click on the Format < — =
button and choose Bullets and P e b i o e P g Bty i 38 -
Numbering... to set the style s ik e
of a list. i o e . o s B e PO g
b T b - R
Alignment and Spacing
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Expand the Alignment and Spacing section of the Formatting Palette and select options there to:
- align text (left-, center-, right-, or full-justified)
- set line spacing (single, one-and-a-half, or double)
- set paragraph spacing and indents

These same Alignment and Spacing settings can be set in the Paragraph Properties window accessed
through the Format button. Additionally, you may set tabs in the Paragraph Properties window by specifying
them numerically. Indents and tabs can be set using a ruler in the Document section of the Formatting Palette.
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Document

] Formaltiing Faletie
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Database Fialds

The Document section of the Formatting Palette is where you:
- Set margins
- Choose a standard paper size and orientation or a custom paper size
— Control how the page is displayed and the magnification of the page
- Choose whether or not to show rulers (the top ruler is where to set indents and tabs)

I 1 3 ) 5 6 7T
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Click the Tab icon H to change the type of tab (left-justified, right-justified, centered, decimal).

Database Fields ] Foiri g Palalis
Fosil

This section of the Formatting Palette contains what really sets CDM+ Aligrmant and Spacing

Notices apart from using a word processor to send letters to your DeceCumat

Database Fipads
Calegery

congregation. Here you select information found in CDM+ to insert
in your letter without the steps of exporting and data merging.

Atendance Narods

Click on the drop list to see a Category of database fields. Select a gk St
Category to see a list of available fields to insert in your letter. For Napeam Dy
instance, place your cursor in the letter at the point you want to insert vy
the name of each individual’s Sunday School Class in a letter and either o et g
double-click“Sunday School Class”in the list of fields or highlight itand it
clickon the Insert Field Icon . # B Fiaca
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The selected field will be added to your letter:

We're asking all members of Adult Sunday School Closses to bring food to share
(encugh for ot least 8-10 pecple). Please note below what type of food membe rs of
the are oszigned. Alsobe sure tobring ploce
settings for your family. The church iz supplying the meat and beveroges, so please
call the office or e-mail info@fce-bigeity.org and let Ruth know how many of you
are coming.

If you click the Preview button at the side of the notice window, you will see an example of the result:

and potato salad ond boked beans, .. you get The dea),

We're asking all members of Adult Sunday School Closses to bring food to share
(enahigh for at least 8-10 people). Please note below what type of food members of

The church i= supplying the meat and beverages, soplease cdll the office ar e-mail
info@fec-bigeity.org and let Ruth know how many of you are coming.

Clicking the Preview button again will return you to the notice entry mode.

Inserted Database Fields may be formatted just like any other text in a notice. Highlight the field name and
choose the font, size, color, etc.

We're asking dl members of Adult Sunday School Classes tobring food to share
(enough for at least 8-10 pecple). Please note below what type of food members of
the Individua/Sunday School Class are nssigned. Alsobe sure 1o bring ploce settings
far your family. The church i= supplying the meat and beverages, =o plense call the
office or e-mail info@fce-bigeity.org and let Puth know how many of you are

coming.

Click the Preview button again, to see an example of the result of the formatting:

We're asking all members of Adult Sunday School Closses to bring food to share
(enough for at least 8-10 pecple). Please note below what type of food membe rs of

The church iz supplying the meat and beverages, =oplease call the office or e-mail
info@fcc-bigeity.org and let Ruth know how many of you are coming.

E +
To avoid blank lines in addresses, use the Address Block field from the Address database field list,
instead of:

Address Line 1
Address Line 2
Address Line 3
City, State and Zip

The above format will result in a blank line in the address if any of the Address Line fields is empty.

NOTE: Some fields, such as Full Individual Name, have options that can be controlled from the Format tab
on the report window.
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Date and Time

Two of the categories available in » Farmaning Falstis ® Farmating Fattis
Database Fields are Date and Time. Farn Fart :

Choose from the formats listed to D R

insert the current date or time when the Cuatahase Feeid _ Ciatahase Foeids :

notice is printed (or emailed) into the Wity I ] i. oy [P b
document. iapeies 031 214

NOTE: If you want a specific date or ]
time printed on the notice, do not use
the Date or Time field, but rather type

it in the notice.

Inserting Page Breaks, Files, Text Borders, and Hyperlinks

CDM+ Notices have the ability to insert Page Breaks,
Files (text and graphics), and Text Boxes into the Fage Break 4.
body of the notice.

=T
Graphic from databass,

Tent Box !
Page Break

Place your cursor where you want to add a page break, click the Insert button on the side of the Notice
window, and click on Page Break in the pop-up window.

paddle boats and, ot course, FIE [and burgers and dogs LG A
and potato salod ond boked beans. .. you get the idea).

Page b real

To remove a Page Break, highlight it and press Delete on your keyboard.

Note: It is possible to insert Page Breaks into card and email notices, but they have no meaning for those reports.
It is recommended you only use Page Breaks in letter notices.
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File

To insert a file:

1.

2.
3.
4

Place your cursor where you want to add either a graphic (.,jpg, .png, or .pcx) or text (.txt or .rtf) file.
Click the Insert button on the side of the Notice window.
Click on File in the pop-up window and select the type of file you wish to insert from the drop list.

Browse to select the file.
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Graphic from Database

Selecting this Insert option allows you to insert a graphic from the CDM+ Graphic Browser. You can import
as many graphic files in the Graphic Browser as you like so that they are always readily at hand for use in
CDM+. Examples of graphics you might want to import include:

A scan of the pastor’s signature

A graphic of your church’s logo
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The Graphic Browser is also used in name
badges, checks, and the yearbook directory, so 1
images added to the graphic browser here are

available in all these locations.
To insert a graphic from your CDM+ database:

1.

Place your cursor where you want to add
the graphic.

Click the Insert button on the side of the
Notice window.

Click on Graphicfrom database...in the
pop-up window. The Graphic Browser
will open.

Choose an existing graphic from the
Thumbnails on the left side of the
Graphic Browser

Click OK.

To add a graphic file to the CDM+ Graphic Browser:

1.

Click the Add button on the bottom of the Graphic Browser window or the Import button at the top

right of the Graphic Browser window.

Browse to find the graphic file, select it, and click Open.

4
ifanmnmran

- - 4 Yekohamallrdge g

The graphic appears in the Graphic Browser window.
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3. Type a Description of the graphic.
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4. Click OK.The new graphic will appear in your notice wherever you last placed the cursor.

NOTE: CDM+ will import all graphics at 96 dpi. If your original graphic was at a higher resolution, such as 300
dpi, you will notice the Size indicated on the Graphic Browser window after importing will be larger than the
original. Re-sizing the graphic back to the original size once you have placed it in the notice will return it to
a print-quality resolution of 300 dpi.

If you plan to use a graphic in Email Notices ONLY, you may wish to save it at the size you want at 96 dpi
resolution to avoid having to re-size it and ensure it will appear in email messages as you desire. However,
be aware that a 96 dpi graphic, when used full size, will NOT print well.

To remove a graphic from the Graphic Browser, select the thumbnail on the left and click the Delete button
at the bottom of the window.

Formatting Inserted Graphics

Once you have inserted a graphic in the notice, either from a file or the database, you may format that graphic.

Click the graphic once to highlight it. Click the Format button on the side of the notice window and choose Picture
from the drop list. This opens the Format Picture window. You can also double-click the graphic to open this window.
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Layout tab — Choose the Wrapping Style for your graphic by clicking on the appropriate icon. If you
choose to keep the graphic in line with the text of your notice, click a radio button to choose in line
alignment of the graphic.

The 4 fields under Space from text allow you to set a margin between your graphic and the surrounding text.

Size tab — Click the Size tab to adjust the sizing of the inserted graphic. You may either type a Height
and Width (in inches) or type a percentage to reduce or enlarge the graphic.

Warning! Enlarging a graphic may result in poor quality, depending on the resolution (dpi) of
the original graphic file. 300 dpi is the ideal resolution for printing graphics, though slightly lower
resolution graphics may be acceptable. A resolution of 72 to 96 dpi provides acceptable quality
for on-screen viewing (such as in an email ) ONLY. Since you are viewing the graphic on screen in

CDM+, we recommend you print a test copy of your letter or card to check it.

Clicking the checkbox next to Lock aspect ratio will prevent you from changing the proportions of the
graphic when you re-size it. If you check this box, type a number in the Height or Width fields, and press
tab, CDM+ will automatically enter the other proportionate dimension. This is a good way to make sure
you don't stretch photos and end up with distorted faces!

If the graphic is set to“In line with text” wrapping, you cannot drag it. Instead, cut and paste the graphic as if
it were a piece of text. For all other wrapping options, you can drag the graphic using the (left) mouse button.

Data tab - In email notices, click the Data tab to add Alt Text to the images in the email notice. Alt
text should describe the image or its purpose in a few words. The alt text is displayed when the
recipient hovers over the image in the email.

Fedmuat Pletrs

ezt HHeow Dwid

& Teml
Taan Paffprson sigraiurs

C e oo (D

Alt text with images is important for accessibility and understanding. Recipients who are visually
impaired may use a text reader to read email content to them. The text reader will read the alt
text so that the recipient knows about and understands the image. Also, if for some reason the
image does not load for the recipient, the email client can display the alt text.
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Helpful hint: Providing alt text with your images not only helps visually impaired readers, but it
also reduces the risk of the email notice going to their spam or junk folder.

Text Box

To insert a Text Box in your notice, place the cursor in the desired location, click the Insert button on the
right of the notice editor window and select Text Box.
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Layout tab — Functions the same as the Layout tab of the Format Picture window (see above).

Find and Replace Function

Size tab — Set the size of the text box in the top section of this window. You can also manually change
the size of a text box in the notice editor window by placing your cursor on the edges or corners, holding
down the (left) mouse button, and dragging.

The remaining 4 fields on this window set the amount the text is inset from the edges of a text box.

Border and Background tab — Use the radio buttons to select a Border Style and Line Style. If you wish
to create a text box with no border, for instance to place a caption under a photo, leave the Border Style as
None. With no Border Style chosen, the Line Style selected is immaterial.

Choose a color for the lines in the border by highlighting one of the color swatches in the Line Color list.
The Line Size sets the width of the lines in the border.

Highlight a color swatch and name in the Fill Color list to set the color of the text box fill (background).
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Adding Hyperlinks

In email notices, you can set text in the email body to be a hyperlink to a web URL. In the Notice Editor, select
the text that should serve as the hyperlink. Click the Insert button, and choose Hyperlink from the list. This
will open the Insert Web Link window. You can modify the text in the notice by changing the Display Text
value. Enter the target URL for the hyperlink, being sure to include the http:// or https:// prefix. Add Tooltip

text. This text will display when the recipient hovers their cursor over the hyperlink text in the email.

When done, click the Insert button.

Helpful hint: Providing tooltip text helps reduce the risk that your email notice will go to the recipient’s

spam or junk folder.

Dictionary and Spell Check

CDM+ Notices include a find and
replace function. You can search (and

optionally replace) the text in a Notice

based on a particular word or phrase.

CDM+ Notices include an automatic Spell Check feature that works while you type so you'll never forget

to use it.

The spell check system includes a Custom Dictionary
to which you can add words, which the spell check
function”learns”so they won't be marked in all notices.

Words that are not in the spell check dictionary are
marked with a red squiggle underline. Right-clicking
(or control-clicking on a Mac) on the suspect word
brings up alternative suggestions, as well as options
to Ignore this instance of the word, Ignore All
instances of the word, or Add the word to the Custom
Dictionary.
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Archiving & Data Cleanup

Archiving
What is archiving and why do it?

+ Archiving moves some information out of your main database into a separate database.
« Itis used to section off historical information while keeping it readily available.
« Itis part of a control process for your database, much like closing an accounting year or filing giving history.

So, what can you archive? Pretty much anything!

CDM+ Program Organization

CDM-+ is a relational database program. This means much of the information in the different programs areas
is interconnected. The advantage of this is that a change usually needs to be only made in one place. For
example, if an address is changed in the Address records, then the contribution statements for the Giving
Unit(s) connected to that family would be mailed to the new address. The charts on pages 13-14 of this section
represent the inter-connectedness of the CDM+ database.

In archiving, itis very important to know the relationships of different records. In relational database programs,
relationships are referred to as parent-child relationships. For example, an Address Record is a parent record.
Individual Records are child records to an address record; Attendance Records are child records to Individual
and Address Records.

When archiving parent records that have a relationship to child records, both the parent and child records
are archived at the same time. For example, if you archive Attendance Records, only Attendance Records are
removed. The archive utility will copy all of the related information needed for attendance (i.e., individual
records, address records, master coding system), but will only remove the Attendance Records. However, if
you archive out an Individual Record, CDM+ will remove ALL related Attendance Records (and all other child
records of Individual Records) in addition to the Individual Records. The parent-child relationship of records
is important to keep in mind so that you understand what is removed when you archive.

Archiving Considerations
When

Archiving can be done at anytime, but consideration needs to be given to certain reports that need to be
generated at year end. Usually date-sensitive records, such as contributions, ledger entries, and attendance,
are archived at the end of a calendar or fiscal year. It is helpful to leave the most recent 2-3 years of data in
CDM+. Often, leaders want to look at reports during those periods for comparative reasons. It is easier to do
that if they are in one database and not split between your current file and an archive file.

Membership records for deceased persons and those who have moved out of the church family are a different
matter. CDM+ provides ways to keep those people in your active database, but not show up on reports.
However, at some point, you will want to archive them out. If you need to report on deceased members and
those who have transferred out for an annual denominational report, keep those records in your active CDM+
database until the report has been completed. This may require that you have multiple archive codes, such
as one for ‘Pending Archive’and another for ‘Ready to Archive'
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Special Preparation Steps
For some records that will be archived, there are some other special considerations.
Before archiving attendance records, run the Update Attendance History function.

Before archiving contribution detail records, you need to run the Update History function. This stores totals
of giving to each fund to provide dynamic information of financial support. The contribution history records
are not compromised even if the giving units are archived out for people who are no longer in the church.

Before archiving ledger records, be certain that all ledger items have been cleared on bank reconciliation
statements for the period to be archived. If there are any offsetting voided entries, check that both sides
of the voided entries are in the records to be archived. Use the record skip feature of the archive utility to
preserve both sides of a voided ledger entry. See "Setting up an archive" section below for more information
on this feature.

Prepare Records for Archiving

The purpose of Archiving is to move obsolete or unwanted records from the active database to another
database, but still have access to it. Archives are similar to the file cabinet kept in an archive room to store
important papers away from daily use.

Address Records, Individual Records, and Visitation Records may be archived from the Membership program.
Records to be archived must be selected during the Archive process by a Standard Search or an Advanced
Find. This means the records must be identified by a code for searching. Examples of such codes are:

+ Address Mailing Code - ex.“Ready to Archived”
+ Individual Membership Status - ex. “Individual to be Archived”

-« Visitation Record - ex. by Visitation Type and date range.

* One Archive
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Membership records should be archived anytime after:

1. A backup of your CDM+ database has just been made.
2. Contributions and Attendance histories have been created.
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Multiple Archive Database Sets vs. One Archive Database

CDM+ can handle an unlimited number of archive database sets. Although there is no set rule on the strategy
of archiving everything from year to year into one archive set or creating separate archive sets for each
year, we recommend that you have just one archive database and add to it each year. If you decide to have
multiple archives, name the archive in such a way so that when you want to access it later, you will know
which one to select. For example, you can create an archive file for all accounting records or one for each
year of accounting records. For membership records, it is best to have one master membership archive file
that you add to from year to year.

User Management and Login

During the archive process, the most recent user management files will be copied into the archive file. Once
an archive is completed, it is a good idea for the administrator to go into the archive and set the access rights
to read only, and perhaps limit who can access an archive file. It is also important to maintain password
management in the archive file. If an employee leaves, you will want to remove them from archive files as
well as your active database.

Archive Database Backups

Archive databases should also be backed up and a copy of the backup file maintained off site. Important and
historical information is contained in archive databases, so treat them accordingly. Since archive databases
change infrequently, they are well suited to backing up to more permanent media such as a CD.

The Three Options in CDM+ Archiving

1. Standard Archive - This function will copy the selected data to the archive file and delete the parent
and child records from the active CDM+ database.

2. Copy Only - This function will copy the selected data to the archive file and NOT delete the parent and
child records from the active CDM+ database.

3. Delete Only - Although an archive database is selected, this function WILL NOT copy any data from
the active database into the archive file. This function WILL delete the parent and child records from the
active database. USE WITH CAUTION.

Archive Process

1. Prep your database:
+ Update Contribution and Attendance Histories.
+ In Accounting Ledger:
1) Complete Bank Reconciliations, clearing ALL appropriate entries.
2) Close all months and years to be archived.
+ In Membership, mark Address and Individual records to be archived with a archive code.

Back up your active CDM+ database.
Decide whether to create a New Archive or to Archive to Existing file.

Select which records to archive.

AR

Check the archive preview and settings.
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Setting up an Archive

1. Check a record type to archive (e.g. Address Records).
NOTE: You will only see record types for which you have data in CDM+.

2. Choose Archive All, Advanced Find, or Standard Search.
3. Configure the Advanced Find or Standard Search.

Example of a Membership archive:
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4. Select Preview to see records to be archived.

5. Double-click a record to exclude it from the archive.
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6. Choose the Archive Mode from the drop-down field; be intentional.

a. Standard Archive to move data to the archive file and remove from the main file.
b. Copy Only to move data to the archive file and leave in the main file.
c. Delete Only to remove data from the main file. THIS WILL PERMANENTLY DELETE YOUR DATA.

7. Click OK and verify that you've selected the right records by clicking Continue.
Setting up a Contributions Archive

Example of Contribution entries to archive selected by Standard Search - Date Range
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Setting up an Accounting Archive

Example of Ledger Entries archive selected by Standard Search - Date Range
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Accessing Archived Data

o On the login screen, click the database icon =to
the right of Current Database.

:Mrhu

e R Click to select the archive database you wish to
M vt open. Archive databases have bluish-green icons
to distinguish them from current databases that
have golden icons.

Note: Archives made in previous versions of
CDM+ may need to be converted to the current
version before you can access them. Contact
CDM+ Tech Support for assistance.

LT
Linas

Then, click OK and log into CDM+.
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When accessing an archived database, you have all the functions of CDM+ available to you. If some functions
are not active, then your User Management record settings has limited your access. Contact your CDM+
administrator for assistance.
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While you are working in a CDM+ archive file, a big bold yellow box

WARNING! will remain on your screen to remind you that you are in an archive
file. You can move this box as needed by clicking on its top bar and
YOU ARE CURRENTLY dragging with your mouse button held down.
USING AN ARCHIVE
DATABASE.

To exit the archive database and return to the active CDM+
database, select Logout from the File menu or simply exit the CDM+

THINK. BEFORE YOU TYPE. application. The next time you launch CDM+, your normal login
screen will appear.
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Restoring Data from an Archive Database

You can restore data from an archive database back into your active CDM+ database. This action should only
be done with extreme caution. If you intend to restore ledger entries and there have been significant changes
to the Chart of Accounts, then undesirable results may occur. Before restoring archived data, always be certain
to have a valid BACKUP OF YOUR ACTIVE DATABASE.

SPECIAL NOTE ABOUT PROGRAM VERSIONS: If you are upgrading and converting data from an earlier COM+
version, it is strongly recommended you archive AFTER you convert. This will allow you to restore from the
archive file, if need be. DO NOT ATTEMPT TO RESTORE DATA FROM AN ARCHIVE CREATED IN CDM+ 8.0
OR EARLIER. If you must access a CDM+ archive created in a version prior to CDM+ 8.1, contact CDM+ Tech
Support for assistance. We suggest that each time you upgrade your main CDM+ database, you also upgrade
any archive databases so they remain accessible in the CDM+ version you are currently running.

& Archbvm Uit To restore data select Archive from the File menu and click the Restore
button.
Welpome ko the COM + Broheve il
Cheose an eocraiion b perfpme Select the archive database and click OK.
- Select the records you wish to restore, just as you did in archiving

- them. Then, make sure you have set the Archive Mode from the drop

list in the lower left. Click OK.

. R Before restoring the archived records, CDM+ will ask you to confirm
your selection. If it is correct, click Continue.
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Navigating CDM+

CDM+ gives you options in how you move around in and access different areas of the software. Programs
and sub-programs can be selected using buttons on welcome windows, toolbars, and traditional drop down
menus. You can also set shortcut keys to open menu items.

Welcome to CDM+ Window = Wcarme e COMs
Progras Sub-Programs

After logging into CDM+, you will
be presented with the Welcome to e [ smecser e i R
CDM+ window. This window has -

a button for each program and
sub-program of CDM+ on it. Move
your cursor over each button to o -
see a description of that program

or sub-program. If a button is LS | [ e o
grayed out, you either do not own '
a license to that CDM+ program, Rt et
or you don't have permission to

access it set on the Users pane of Nl a

the Administration window.

s

NOTE: Payroll is an optional sub-program of the Accounting program. Payroll may be unavailable even if you
have a license for and access to the Accounting program.

You may check the box at the bottom next to Don’t Show This Window at Startup to avoid seeing it again.

To re-enable the automatic opening of this window at any time, choose Open the application Welcome
window from the Startup options of the General User Preferences window.

To view this welcome window at any time, select Welcome to CDM+ Window from the Help menu.

Program Welcome Windows

Click on one of the buttons to open a newWelcome & 8 e L

to [Program or Sub/Program] window. The Getting v g s
Started tab lists steps to begin using that program o0 TS 18 1 B4t g e o CE
or sub-program. Click on a numbered button to [ 3 s M bt
open the relevant CDM+ data entry window. e
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Click on the Windows tab to open a new X frakcse o Wemserhg
pane. Click on one of the buttons found
here to open that record window.
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NOTE: Depending on the CDM+ programs in your suite and/or your user access settings, these windows may
appear slightly differently from those shown above. Those programs or sub-programs for which you do not
have a license or have not been given access to will be grayed out. Users' program access is set by the CDM+
administrative user on the Users pane of the Administration window.

Menus

The menus in CDM+ are perhaps the easiest way to see all available record windows and reports at a glance

Program Menu i CON+ A m Sepor Ml Window
- ; L] I (S e ] E
Mieradercs L
Click on Program in the menu bar to Fremching Aich "
display a drop list of CDM+ programs Smerina. 2
AT | J
and sub-programs. Move your mouse to Wharwerlal Bt .
highlight a menu item and a secondary sz .
menu will display. Click an item on that taaras >
menu to open that record window. S ey B b b
B Sprorcial ey
Fupra - Rl
Gadesy Jinciry -
e TR = s S
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NOTE: Those programs and sub-programs for which you do not have a license or user access to will appear
on the menus but will be grayed out and not selectable.
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Reports Menu N My o voes B .

Click on Reports in the menu bar to
display a drop list of CDM+ program v 4 :
and sub-program reports. Move your - ' * Y st
mouse to highlight a menu item and a iy B :
secondary menu of the available reports T ot ;
or report types for that program or sub- s v .
program will display. Many report types, e
such as Notices, will have a third menu
of the reports within that type.

Falividian’ Ca

Help Menu

The Help menu provides access to g Halgr Caries
user support for CDM+, including the mad Fack
electronic manual, links to the Tech .
Support email address, CDM+ website, Ml 1o CLN Windim
a screen-sharing website optionally used GG S
during a tech support call, and a form

for providing feedback on the program.

Open Help Center - Click to open your web browser to the online CDM+ help manuals. You may enter a
keyword and click the Search button to bring up a list of relevant entries.

NOTE: On the Suran Help Center website, you do not need to login to access CDM+ Manuals or Videos.

Email Tech Support - Click to open your email program to send an email to the CDM+ Tech Support
Department. Be as specific as possible when asking your questions about using CDM+. Also, please include
your name and the name and location of your church or organization in the email message so we can identify
you. All instances of CDM+ Tech Support are logged with a CDM+ User Record in our database so it helps to
connect your email to the correct church or organization.

NOTE: Whether you use the Help Center, email, or call, you'll create a ticket in our support queue. The most
direct path to our support team is using the Help Center at help.suran.com. Click Contact Support in the
lower right-hand corner of help center website or use the Support Requests link at the top of the page. Fill
out the form and include screenshots if available. If you have an urgent need please feel free to call CDM+
Tech Support (Monday-Friday 8:30 AM - 5:00 PM Eastern time at 800-633-9581).

Visit the CDM+ Website - Click to open the CDM+ website with your web browser.

Open Screen Sharing - When prompted by a Suran support technician or while waiting for a callback, click
to open a screen-sharing website with your web browser to facilitate assistance.

Provide CDM+ Feedback - Select to report a bug, make a suggestion, or provide any other type of feedback
(other than requesting tech support).

To use the Provide CDM+ Feedback feature, just type a detailed description of your feedback on the Comments
pane. You may also include pertinent screenshots of open windows by checking them in the Include these
screenshots list. Choose the type of Feedback from the drop down list.
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LI ] Click on the Environment tab and make sure the

_'-u"-h“"h‘ information there is correct. Particularly be sure

-~ =N to include your correct email address in case our

o o A development team has any questions. Click Send.
W.-;:: 1;;1_::n it NOTE: The Provide CDM+ Feedback function does
s NOT take the place of contacting CDM+ Tech Support.
_ You will not get a response from the CDM+ software
i s i developer working on the issue unless they have a
AR S P L A question. For timely help with a problem, please call
o o L (800-633-9581) or email (support@cdmplus.com)

CDM+ Tech Support.
=
Toolbars

In addition to accessing the CDM+ programs through the welcome windows and menus, you can use toolbars.
# COM+ File Edit Program Reports  Help  Window

P a 28,8 * ¥ a P &

The Program toolbar will display at the top of your screen by default. Hover your mouse over an icon to see
its description.

» CDM+ (macOS)/File (Windows) P> Preferences > CDM+ User P> General > Toolbars

Default Toolbar - macOS

Use User Preferencesto customize
your CDM+ workspace. You can: TS ———

select other toolbars, change = —

their location, or choose to show S @ e :-J . ¥ e
text. Each time you log into :
CDM+ your toolbars will display
as you set them.

i R

d ~

For example, the Financial

Administrator who only works - _
in the Contributions program B coven =
may choose to set his CDM+ User .
Preferences to display only the B o T —

Contributions toolbar. In order [l i

to have the maximum amount

of space top to bottom on his

screen, he chooses to display the T = -
toolbar on the left side. He also

wants a reminder of what each

icon opens, so he clicks the Show

Text checkbox.

RN Tl 4|d"_-;;'#.:L -

| il |

If you choose Floating as the L &R’ R
Location of a toolbar, it will

display as a movable, re-sizable

palette.
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To re-size a floating toolbar palette, hover your mouse over a corner until the
cursor changes to a line with arrows, then drag to re-size the palette. Floating
toolbar palettes can be dragged to any location on your desktop. Toolbars with
all other Location options selected are anchored to the edges of your screen. 5 | & @, &,

NOTE: Toolbars are not automatically displayed just because you have added a program to your CDM+ suite

or your administrator has given you access to a new program area. You must set your User Preferences to
display them.
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Record Windows

Many of the data entry windows in CDM+ are "Record Frame" windows and share common features. Windows
with names ending in "Records" are record frame windows.

Re-sizing the Window

A record frame window may be re-sized by placing your cursor on the border of the window until it changes
to a double-arrow, then clicking and dragging it larger or smaller. The results list area may be enlarged by
placing your cursor on the line above the menu tabs until it changes to arrows, then clicking and dragging
it larger or smaller.

L] * ASL el bple Ty

P mies C bR e e S L] L]
o [ o & By S0 LB W [
¥ e

i (5} Ly Fipremy i L Vo Mada e - ] B e ] i

Carw e

0O Veige

Tabs

Every record frame has at least two tabs. Each tab displays specific information on the record or for related
records.

Every record frame has a Record tab, displayed with a blue I icon O On the record tab you will find:

Agdreee DiBercods i0; 1 Souwce: CDA+
Ceale Ervigresd: Ol 2T 30 TOD AW D Lisil Bloddied Daec T8 JOI2 1720 PR
Ervdesd By ifa ] pgilald By Pasrcia Jore

ID/Reference - The unique identifying number for this record
Source - Where this record was added, such as CDM+ or Engage
Date Entered - When the record was entered

Date Last Modified - When the record was last modified

Entered By - Who entered the record

Last Modified By - Who last modified the record
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NOTE: Some record frames may not display entered and modified data since they are comprised of multiple
records. This includes Contribution Records, Purchase Order Records, Accounts Payable Invoice Records, and
Ledger Entry Records.

The Record tab also displays the Audit Logs for the selected record. Audit logs track each change to a record
and what was changed. They also track record insertions and deletions.

NOTE: Audit Logging was added in CDM+ 11. Only changes made in that version or later will be displayed
in the audit log.

After clicking the Record tab you will first see a list of changes including who and when the change was made.
Click a change to see more details.

Bapnit | e 1060k for gwtaling Charges

Chgpai By Dt Chaingesd ¥ G Codur = Db Vakse Miw Wabos

Fairicia Jorgs R -N-W 173000 UPOATE | ap b Foed B =uih Sickes Pairicia Jomes

Al AE-00 -1 EXTX AT UBOATE Lwi® Bfzelifiml] Oulm OE8 B 2T OF00 PR e W8 SN0 100 1300 Pl
dgiag Dode Sy TO ARE PR L il g PRaTaaet B WD T Gl el
Erriem Imedfdrees medingoosis a3 1%

Clani P 112408 37T
Prooma 10 45087
Appication Harnd: COMe TROA074
Transaction if: TIGE0DTTR0

Alist of changed columns will appear displaying an old and new value. CDM+ tracks changes to every piece of
data and will attempt to display a friendly name. Note that some internal fields may display their system name.

Below the list of columns you will find more details about the change, including:
Client IP - The IP address of the client program performing this change

Process ID - The backend process ID of the server connection making this change
Application Name - The name of the application making this change

Transaction ID - An identifier used to link related changes

NOTE: CDM+ only displays changes made to the primary record. Changes to related records like groups or
connections will not be displayed. However the audit logs track these changes and a future update to CDM+
will allow you to view them.

Navigating Tabs

To move between tabs simply click a tab. If there are more tabs visible than can be displayed, left and right
arrows will appear on the tab bar.

i n- Akl Fuisairi E i e’ Pkl Fruibid Parkbintial Viraimailvs i i Ml H TR 1
Click or hold down on these arrows to scroll the tab bar left or right until you see the desired tab. You can also

position your cursor over tabs and on macOS, scroll left or right to scroll the tabs. On Windows, hold down
the shift key and scroll up and down to move the tabs left or right.
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Moving Tabs

Tabs can be re-positioned to put frequently-access tabs next to each other. To move a tab, click and hold on
it, then drag the tab to the desired position. This position will be recalled for your user each time you open
that record frame window.

You can also re-arrange tabs and restore them to their default order under Configure.

Renaming Tabs Freant Photos
You can rename a tab to give it a more meaningful name. Click the three dots Hicla i

next to a tab and choose Rename tab. Enter the new name when prompted. T

This custom name will be recalled for your user on this record frame. You can

also rename tabs and see their original name under Configure. Fucae e

Hiding Tabs

If a tab represents a function of CDM+ that you do not want to use, you can choose to hide that tab to simply
the interface. Click the three dots next to a tab and choose Hide tab. That tab will remain hidden for your user
on that record frame. You can un-hide tabs under Configure.

NOTE: Some tabs like the default tab and tabs on Ledger Records cannot be hidden.

Exploded View of Windows

Many windows in CDM+ have additional panes accessed by clicking on tabs. This is a lot of information in a
small amount of desktop real estate. However, sometimes you need to be able to see more than one pane
at a time. The secondary panes can be separated from the main window by clicking on the three dots next
to the desired tab's name.

e B B B sy P ey

This will open the pane in a separate window.
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As you change records in the main data entry window, the exploded windows will change accordingly.
To restore an exploded pane, simply close it.

If you wish this tab to always open in a separate window, click the Configure button & &efess on the record
window and check the box to save the exploded state. Otherwise, exploded tabs will automatically return to
the main window when closing and re-opening the record frame.

Save pané eaplodod state

NOTE: The primary tab of a record frame window cannot be exploded.
Grid View i o=

Although most often you will view information in the basic record windows, CDM+ does allow you to view
the information in another way. The Grid View displays records in a familiar spreadsheet-like format. This
format lets you easily modify multiple records.

The Grid View allows for viewing and changing the results list data in a grid format. This may be a substitute
to scrolling the results list when there are a large number of results.

Some data fields may be changed while in the Grid View, making updating your data more simple. A Grid
Report may also be printed from the Grid View screen.

NOTE: Contributions, Purchase Orders, Invoices, and Ledger Grids will not allow cells to be edited.

An Address Records grid

Select which columns to view by clicking on Configure. Select the column fields to be changed or added.

Click Print to open the Grid Report window where the report may be re-named, sort criteria selected, and
printed.
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To work with specific data, you can select all or part of the grid. To select a column, move your cursor to
the top of the column until it becomes a down arrow and click. Command-click (macOS) or Control-click
(Windows) to select multiple columns.

B g

To select just one row, move
your cursor to the left of the row
until it becomes a horizontal
arrow and click. Command-
click (macOS) or Control-click
(Windows) to select multiple
rows.

To select all the columns and
rows, place your cursor in the
corner of the box and the top
left of the grid. Move it until
it turns into a diagonal arrow
and click.
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To edit the content of a cell, select it by double-clicking. Once you are in the edit mode, you may use the tab
key, shift+tab keys, or arrow keys to navigate the grid.

Click Save to save your changes and return to the main window. Click Cancel to discard your changes and
return to the main window.

Grid View Sidebar

Tools to manipulate the data in the grid are accessible on the sidebar on the left of the window. The available
actions are:

Find and Replace - Select the cells containing the text you want to find or B
change and click on this icon.

. £} Cancei
- [T w Rpparts
0 = _
y R Find énd
& Replaco
Bl e = ]
¥ Find Again
Find Again - Repeats the most recent Find. : :;E:f"
Replace Again - Repeats the most recent Find and Replace. LS
Add Rows — Adds row(s) to the end of the list. (This tool is disabled on the View Add Rows
Payroll grid.) Note: Columns are added or removed using the Choose Columns o
b Hows
button.
Delete Rows - Removes the records represented by each row from the database s.:- - ;
r
Swap Lines — Select 2 lines or columns and click on this icon to swap the 2 lines st
or columns.
i SElact AN
Sorts— Select the columns to sort and click on this icon. This opens a Sort e
Grid window where you may select columns to sort by in either ascending or i
descending order. Clegr
+ Contenls

Select All - Selects all cells
Set Contents - Select the cells you wish to change and click on this icon.

Clear Contents - Select the cell(s), column(s), or row(s) you wish to clear and
click this icon to delete the content only, not the cell(s). USE THIS FUNCTION
WITH CAUTION! It will permanently clear data from records.

Revert — Undoes all changes to the list since the last Save. This is the same as
clicking on the Revert button at the bottom of the window.

TIP: All the sidebar functions are also accessible from a contextual menu. Control-click (macOS) or right-
mouse click (Windows) on the grid to bring up the menu.

Click Save to save your changes and return to the main window. Click Cancel to discard your changes and
return to the main window.
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Data Entry Function Buttons

To add one or more records or change any information on an existing record, you must first select one of
these four buttons at the left of the data entry window.

ADD

To add a new record to your database, click Add. You may now begin entering
information in the various data entry fields, tabbing from field to field. When you - Add
are finished entering all the required information on the first pane of the main data

0o

entry window, move to the next pane by selecting the next tab at the top of the & Multi-Add
data entry section. When you have finished entering all the necessary data for this * Change
record in all the panes of the data entry window, click Save. You have added one -

record to your database Dulete
MULTI-ADD

To add more than one new record at a time, click Multi-Add. You'll notice that your choices at the left of the
window are Save and Finish. Enter information as you would for just one record. When you are finished entering
data for the first record, click Save or press the Return key on your keyboard. Because you have chosen Multi-
Add Mode, the first data entry pane will automatically reappear, ready for you to enter information for the next
record. You do not have to click anything except Save between records. When you have input all information
for all of the records you are adding and clicked Save after the last record, click Finish to exit Multi-Add Mode.

NOTE: Make sure to click Save after entering the last record! Clicking Finish does not save the currently displayed
record; it simply exits the multi-add mode.

CHANGE

Click Change to change information for an existing record or to add information to an existing record. Do
not click Add if the information you wish to add is for a record that already exists (for example, to add phone
numbers to an individual, click Change, then click Add Other Phone/E-Mail). The Add button inserts an entirely
new record in the database.

DELETE

Use Delete to remove an entire record. CDM+ safeguards you from accidentally deleting the record by forcing
you to navigate through several warning screens before the program will actually allow you to delete the
record.

CANCEL Q Cancel

Ends a data entry session without saving the changes you have made.

SAVE @ save

Ends a data entry session by updating the data (Change mode) or adding a new record (Add or Multi-Add
modes).

FINISH Q Finish

Ends a data entry session in Multi-Add mode.
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Configure

Each user of CDM+ can customize the display of find results on data entry windows in CDM+, choosing which
fields to include, and what order they display across the window. You can also adjust the order, name, and

selections made in Configure will be saved for that particular data entry window for a user until they change
them.

8 confee T change or add to the columns shown on a record window, click on the Configure button.
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To select a different column to display, click on the Down Arrow on the right of the drop-down menu and
choose the column you wish to include.

Click the red X to remove a column field.
Click on the red up or down arrows to change the column order.

Click on Revert on the Configure window to return the view to the original columns. You will be prompted
to revert changes to tabs, columns, or all settings. Choose Columns or All to reset your column selection.

When you have finished making your changes, click Save to save them or Cancel to discard them.

NOTE: You can also change the width of the columns. From the main window, move your cursor to the line
between headers until it changes to a double line with an arrow on either side. Click and hold the mouse
button down and you can make the column wider or narrower.

Use the scroll bar at the bottom of the columned list window to view more columns, if necessary. To have
CDM+ automatically size the columns to fit the contents of the results list, move your cursor to a line between
columns and when it changes to a double line with an arrow on each side, double-click.

Configure Find Options

Also, you may specify in Configure the Find Options:

1. What you want displayed when this window is opened (Show all records, Load last find or Show no records),
2. Number of previous searches to save for quick access

3. Save pane in exploded state

4. Switch the view of a record window to the primary tab when finding

5. Set the Filter for Simple Find Results

NOTE: These settings are user-specific and tied to the user that is logged in. CDM+ will save your most recent
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settings when you log out of the program and automatically load them the next time you log in.

Filtering Options for Windows

Filtering can be turned off or set on each window. There are two types of filters: filters that control what shows
when a window is first opened and filters that affect Simple Find Results.

Opening the Window with an Initial Find
Click on the radio button under Initial Find labeled "Load Initial

Find:" and click on the Configure button. An Advanced Find Show all records
window will appear. Define the criteria to limit a select list of results Load st find

to appear on the window when it is first opened. Make sure you ) Load initiad Find: Configune
select the OPTION for Initial Find in Configure, and then click the Shaw NG FESOrds
SECOND Configure button.

Filtering Simple Find Results

Some windows will have a default option. For example, the default filter on Individual Records is not to show
records where Do not print is checked. A custom filter can also be set up or filtering can be turned off. If a
filter is selected and you do a find on that window if there are filtered results then a Filtered button will show
next to the number of results that were displayed. Click on the Filtered button to see the results unfiltered.

182 Results

Finding Data on Record Frame Windows

CDM+ has a powerful Find feature that allows you to locate and work with the exact information you want.
This Find feature is on all CDM+ record frame windows.

After performing a find, the search results display in a results list in the pane just below the definition area.
Select a line in the results list to work with that record.

Show All

=t Click on the L — T — ey e o

Show All button to ;‘ s - “ininma by

display allitemsinthe = .. .. o 14 i ey e

columned results list. e ey —
e - T

You may sort on a column by clicking on the header bar. Once the column header is selected, click on it to
toggle the sort order between ascending and descending. See the Configure section of the manual for more
information about setting what columns display in the Find Results List.
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Fields

Fields are grouped together for easier selection by headings such as Address, Individual, etc.
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Select the modifier from the drop down menu at the center top arrow.
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Enter the criteria in the third field and click Find A Find or press Return/Enter. The search results appear
in the results list below.
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Advanced Find

To perform a more complex search, a powerful Advanced Find is included in CDM+. To learn more about
Advanced Finds, take the Advanced Finds class or see the chapter for that class in this manual.
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Find Interfaces

Find interfaces assist in the selection of the criteria; click the interface icons at the end of criteria field for
detail.

ey & # Calends
Date fields include a desk calendaricon  to allow date selection via the Enmee - | » &
mouse. Click the icon to open a calendar pop-up window. Date fields will Ban | mun | us | med | T | P ma
default to the current date/time. FF=F-; =
Date/Time - you may optionally choose to include Time on the date field by :. :,_ .: ,' :
checking the include Time box next to the Date/Time icon. 4 |25l [27 |28 i |0
415 11 1 |
< B include time o e s DA L
i F = o (]

Partial Date fields - Individual Records offer a number of partial date fields, including Birth Date, Married
Date, Baptism Date, etc. These fields allow you to track the month and day of an individual’s birth date, but
not the year.

117 16 1900 <4

Mg recovin wtare ||I|'u-l'l- e lr...“ - 1" il 0 kA
Curias Tima
Time - a time find interface simplifies finding a time. [ (PP Up and down arrows for

hour, minute, and AM/PM allow you to select the time via the mouse, or you can enter simply type in the time.

List - Perhaps the most useful and time-saving find interface is the list interface. The list interface appears
for many types of fields, including built-in codes (such as Family Status, Mailing Code or Ledger Entry Type),
user-defined groups, and a variety of other fields in CDM+, such as giving funds in Contributions. When you
select a field that uses this list interface, a small down arrow appears next to the entry field. Click the arrow
to display the list. Click the box or boxes of the items you wish to include and click OK. To find records that
have nothing entered in the field, click the checkbox for <blank>.
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CDM+ Reports

CDM+ allows you to generate a variety of reports in a number of different formats. All reports are
highly customizable by search criteria, information included, and fonts and colors used. Each re-
port setup window will allow you to see a preview of the report before you send it to the printer.

Accessing Reports
All reports may be accessed from the Reports Menu. Note that some menus will have sub-menus.
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Accessing Reports from the Toolbar
Reports are accessible from the Toolbar if you have specified in Toolbars section of the Prefer-
ences window to display the relevant program toolbar(s).
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Accessing Reports from the Reports pane of the Welcome to [Program] window

The Welcome to... window for any program » Ve g
can be opened by selecting it from the pro- el == |

gram menu. R—
Or, if you work exclusively in one program, L
you may wish to set your User Preferences x
Defaults to open that window at startup (as B et
shown opposite):
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Set your User Preferences General Defaults o —
to open a Welcome to [Program] window at e @ @ =l + -
startup: s —

Print Reports from Find Results

Clicking on the Reports button " onthe left of a record window will bring up a list of
available report options. Click to highlight the report you wish to print. By clicking the appropri-
ate radio button (Results List or Selected Record), you can choose to print:

- the entire results list s

- a selected record (highlighted) e A

- multiple selected records (highlight- B A S
ed).

Print Selected Records from Find Results

Multiple records may be selected (highlighted) by holding down the Control or Command key
while clicking on the desired records. Click OK and the Report Setup window will open. Note that
the search description will state that results from the record window will be used to produce the
report.
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You can also quickly print the results list by right-clicking it and choosing Print.
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Report Setup Window
Report setup windows in CDM+ share a
common interface from program to pro-

gram in your suite. This means the user —-[E | O ' o
sees the same format on all report setup I T — '
windows, making CDM+ easier to use. [ ® s | -

Report settings are user-specific. Once i

you have printed a report, CDM+ will & e

remember your settings for that report ~ _ =~

for the next time. 2

There are three main areas in a report F TR

setup window: the Search, Options,
and Setup. These areas are available

on nearly all report setup windows in
CDM+, and are listed on the left sidebar
of the window. Depending on what
report you are trying to run, the number
of options may vary under these head-
ers.

" Emar e

Report Preview
All CDM+ reports also have a preview that lets you review your report before printing to screen,
saving to a PDF, or sending to a spreadsheet program.

ik Click the blue circular arrow, the Refresh icon, in the top right corner of report setup
‘:H-f windows to refresh the Report Preview section. To see more of the preview, enlarge the
window or use the scroll bars. To see a revised preview after making a change, click the
Refresh icon or press Command-R (macOS) or Control-R (Windows). You can also use the
Preview to refine reports before printing.

Search Within the Report Preview
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Click the magnifying glass icon below the preview pane to open a search box.
Results of your search will be highlighted in the report preview.

Preview Page Thumbnails

Click the page icon below the preview to open a pane of
page thumbnails.

Click on a thumbnail to jump to that page.

Click the black magnifiers to zoom in.

Search Button

Within each area of the window are several other common features. In the Search area, many
reports offer Standard and Advanced Search options accessible by clicking the tabs at the top of
the window.

If a report setup window is opened by performing a search on a Record window, and then click-
ing on Print, the report will reflect the results of the search criteria you entered on the Record
window.

Standard Search

The options under the Standard Search will vary from report to report. Some reports have sub-
tabs to access other panes. However, reports that are accessing the same record type will have
identical or nearly identical Standard Search options.

For example, two reports that include information from Address Records will both have a Groups
tab with a drop list to select a group and checkboxes to select codes within that group.
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In addition, both will have a Newsletter/Directory tab where you make selections based on the
Newsletter and/or Directory check boxes on the Address Records and Visitors Records windows.
Advanced Search

The Advanced Search option on the Report Setup windows in CDM+ allows you to further fine-
tune your report contents.

Click on the Configure Advanced Search button to open the Advanced Find window. This window
is the same as the Advanced Find window accessed by clicking on the Advanced Find button on
data entry windows. Because of all the options inherent in Advanced Searches, this is covered in a
separate class, Advanced Finds, summarized elsewhere in this manual.

Options Buttons

The items under Options on the left sidebar of most CDM+ report setup windows allow you to
further customize the content and the appearance of a report. The Options will vary depending
on the report type you have chosen and the program—such as Membership or Accounting—you
are currently using.

When setting up a report in CDM+, be sure to review all of the options available and make the
appropriate choices in each one. Most reports do have the following optons: Report, Format, and
Page Setup. Other reports — such as Custom Listings, Exports, and Labels/Envelopes reports -
have specialized options.

Report Options

The Report option is where you make ad- _— S o P

ditional choices specific to the report you o a SRy ”':’;"" -
f . . i ) ey L Wasmived 3 Bacmsding

are creating. Options under Report will vary A Search Cacandiig

greatly from report to report.

Options for sorting the report are located here.

D P Py

Format Option

The Format option, found on most CDM+ report setup windows, varies according to the report. In
general, it allows you to precisely specify how information appears on the report. As noted above,
the content of a report is primarily controlled by what is specified under Search on the report
setup window, but the Format tab controls how that content is displayed.

For example, the Format Options pane on the Address Directory report setup window (shown be-
low) lets you specify Individual Name and Address (Family) Names, which (if any) address to print,
how to treat Unlisted Phone Numbers, and provides an option to include Other Phone Numbers
or Email Addresses on the report.
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In addition to specifying content of e —

a report, Format Options also allows '.-u'-.';i | e "1 .ﬂ i _h’
you to customize the appearance of a tacars e B

report. Here you can select: e — o <

Header Options: The checkboxes in : Rt -

the Header Options section allow you o nont e
to specify whether or not to print the Bl Tt e
Church Info and Search Description P e L :

at the top of a report. The information R R | [ et
you choose will appear on all pages - i

unless you select First Page Only. :

Alignment Options: Here, you can ——— e i
select the alignment of text on a
report — left, center or right. Also, you
can choose Facing Pages. The Facing
Pages option is ideal if you are going
to print a multi-page report on both
sides of the paper and 3-hole punch it Colapes [ B

for placement in a ring binder. ) )
Footer Options: The checkboxes in the Footer Options section allow you to specify the informa-

tion you wish to have printed at the bottom of a report.

Font Options: In this section of the General tab, you can select from droplists the font and its
point size to be used on the report. CDM+ shows you a preview of your font selection in the box.
Date Format: In this section of the General tab, you can select the date format you wish to use on
the report.

Page Setup
Page Setup provides much flexibility when print- udy- - oo ...
ing a report. Here you can specify the paper size, - r - -
orientation, and margins. : o

1. Either select one of the standard paper 4 et ia

sizes from the droplist or enter the dimen- i ap et

sions for a custom paper size. L b

2. Select the orientation of the paper. Some — = s

reports are better suited to a wider Land- Y

scape orientation.

3. If desired, change the scale at which the d :

report prints.
4. Enter the desired margins for this report.
NOTE: Clicking on the Page Setup button on this
pane will open your computer’s standard page/
print setup window. This is an alternative to i Sagy—h
making your paper size selections here.
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Logo

Select the Logo tab on the report Op-
tions menu to place graphics on most
reports in CDM+.

The Logo tab accesses graphic files
added to your CDM+ database in
Graphic File Browser. To choose a
graphic to include on your report,
click Select Graphic below the graph-
ic preview pane.

This action will launch the Graphic
Browser. You will see thumbnails of
the images already in your CDM+
database .

If the image you wish to place on
your report is not already in the
CDM+ Graphic Browser, click Add.

2024 CDM+ Users Conference
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On your computer, locate the

file you wish to add to the CDM+ =
Graphic Browser, click on the file * i

name, and click Open. This action
will import the selected file to your
CDM+ database.

« g 2y L LHR0 w

-

FanlCTiae bl ogs- 108 <L DM Rasarts pag

¢ FamiCnorchl aga-nad-aan Agdad pad
& FnmiChuchioge-med gngi

b Pt Chure L oges- 55 - Ten LS ed frad
b FEBICIhGnG R0 45 g

You should now see a thumbnail for ===
the graphic you imported. Select

(click on) the thumbnail and click
OK. : r

3

Fimel s Lage-fee-L (- Beoorm oy

F v iy Cbum b i e LT B by g

SMITET 1

LOn ST W ool B ) el e e k1 TG
Par LibEe o 4V, WD

Y

You will now see the selected graphic, positioning controls, and, if you click Refresh, you will see

the graphic on your report preview window.
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tse the positioning controls to possean

fine-tune your selections.
Adjust the size using Scale. Tep Cenier Tew Right
If the image is too large, scale it to

less than 100%. If it is too small, e e s el
Scale |t tO more than 1 00% Enter HsElom Lefl LB om Cerdm toltam Highl

the percentage and hit the tab to

see the new dimensions for your Veriical shift 8260/ In Scale 1005 %
selection below the Scale percent- bgriznntsl phift 0.250 in

age, or use the up/down arrows to
the right of the percentage.

Print om 1S page onty

You can also use the Positioning palette to place the image on
Scale: 75|y % a specific area of the page. Select an area of the page, such as
Top Left, and use Vertical Shift and Horizontal Shift to adjust

el Lol the placement of the image within that area.

Again, use the Refresh option to preview the effects of your changes. It may be necessary to re-
turn to the Page Setup option to adjust where the contents of the report appear in relation to the
report header and Logo graphic.

Columns

Custom Listing and Export reports let you choose one or more columns to print or export. These
columns are organized into sets.

Select which field(s) of information to include in the export by choosing a Set from the drop list.
To modify a set, select the appropriate Set, then select the arrow net to the set, and Modify Cus-
tom Listing Sets will open in a new window. Under Available Fields, select the fields that you
would like to include, and double click the field to add it to the Fields in Set. If no sets appear in
the list, you will need to create one by selecting the "+" sign and create a new set.

If you click on Refresh for an Export report, you will see the first record in the preview area. Scroll
over to see all the fields. To view other records in the list in the Preview pane, click on the right
and left arrows at the bottom.

An Individual Export, with Preview:

Click Export in the top left to complete the export. When prompted, enter a name and location to
save your exported file.
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Labels/Envelopes

Labels/Envelopes reports have an additional icon under Options where you can select from pre-
defined label formats, including every label sold by Avery®. Click on a numbered label format in
the list on the left and you'll see a graphical representative of it on the right.

o
—
==
-
—
ff =

You can edit this list of label and envelope formats. Click on either the small Add or Edit button
below the list to open a window where you can add your own custom label format or edit an
existing one.

Highlight a label or envelope format and click the —— T e B

Mark Favorite button to move it to the top of the list WIAD . Aatrnt
under Favorites. ’ e o vianil

A useful feature in printing sheets of labels from CDM+ is the ability to mark individual labels on
the page you want to skip. In that way, you can easily use a sheet of labels that may be missing
one or two labels. Just click on the location(s) of the missing label(s) to highlight them on the
graphic.

NOTE: The skip labels function only applies to the first page of a report.
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Report Setup Buttons

Lezad Save

ol et

Load/Save

If your office is like most, you tend to need the same reports over and over. With the Load/Save

report feature, you can now save the search criteria for an oft-repeated report, along with its for-
matting and other options.

If you have previously set up the report you need, simply click the Load/Save icon, highlight the

report in the list, and click Load.

" L Addmmia LababiEmalapes
- =3
e | |
PiEl Pape BPDP Gonkes Lo dh b U
I .'\u-l: ™ Linkl Mioded Lanf] LisaSmd
e p B I 50 P
LEETE
-

If you have not yet created the report you need, you may set up the search and formatting op-
tions for the report first, then click Load/Save Report when you're ready to save and name the
report. Or, you may click Load/Save Report before creating the report and use the Load Defaults
feature as a starting point for your new report. There is a Saved Reports Window for each type of
report, and you're likely to return to them often. The Saved Reports Windows are also where you
find options to Replace, Rename, or Delete previously saved reports.

Outputting Your Report
. You have access to several report output op-

R
; - - tions directly from the Report Setup/Preview
= IE,' = o e E window.

[ Eaa |
Tial P OF  Taw Fils Chpgowd Eapanm  Raamen -

Printer: To send your report to a printer, select Print on the Select Report Destination window
and click OK. You will then see your computer’s print dialog box. Make necessary setup adjust-
ments and print the report.

Page - Click to send only the page showing in the Preview screen to the printer.

PDF: To save the report as a PDF file, select PDF on the Select Report Destination window and
click OK. Give the file a name, such as FCC Directory, browse to select the desired location, and
click Save. A PDF file preserves all your formatting of the report, including fonts, regardless of
whether the computer it is opened on has that font file or not. This makes the PDF report option
ideal for distributing reports via email to board or committee members.
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Text File: To save the report to a plain text file (.txt) that can be opened by any program that can
read a tab-delimited format (such as a word processor or spreadsheet), select Text File on the
Select Report Destination window and click OK. Give the file a name, browse to select the desired
location, and click Save. This option preserves the original columns and spacing.

Clipboard: To save the entire report to the clipboard for copying and pasting directly into a docu-
ment, select Clipboard and click OK. After copying the report or a portion of the report, switch to
the destination program and paste.

Numbers: On a macOS computer, reports that support a text output can be sent to Numbers, if
installed. Click the Numbers icon and the text version of the report will be opened in Numbers.

Excel: Many reports can be sent directly to Microsoft Excel®. If CDM+ detects that Excel is in-
stalled on your computer and the report supports a text output, an Excel icon will appear. Click
Excel to open the text version of the report in Excel.

Screen: If you wish to only copy a portion of the report to your Clipboard, first send it to the
Screen. Then drag your mouse to select the area of the report you wish to copy and click the Clip-
board icon. After copying the report or portion of the report, switch to the destination program
and paste. This option also produces a tab-delimited format that preserves original columns and
spacing.
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CDM+ Database Layout

The following charts are designed to represent the major record structures in each program of CDM+. Listed
underneath each major record (Parent) structure are its related record (Child) types. When deleting or archiving
Parent records from CDM+, the related record (Child) types will also be removed. Note that some records also
have related record types that have additional related records tied to them. For example, when deleting or
archiving out Address Records, all of the record types listed below it will be removed, plus all of the related
records under Individual Records, Giving Units, and Visitation Records.

Some records have soft links related to them. A soft link refers to shared information or reference links tied
together. When archiving or deleting records, those records that are soft linked are not deleted or archived.
An Employee Record can have a soft link to an Address Record. When an Address Record for an employee is
updated, the Employee Information Record is also updated. However, when an Address Record is deleted or
archived, the related Employee Information Record will not be removed.

MEMBERSHIP

« Address Records
Address Phones/E-Mail
« Address Groups
Address Other Information
+ Individual Records (also a Parent)
Giving Unit Records (also a Parent)
+ Visitation Records
Soft Links
« Vendor Records
Payroll Records
« Customer Records in Accounts
Receivable

+ Individual Records

Individual Phones/E-mails

+ Individual Groups
Individual Other Information

» Pastoral Records
Visitation Records

+ Attendance Records
Event Registration Records (also a

ATTENDANCE
« Attendance Records

+ Visitor Records
+ Visitor Phones/E-mails
Visitor Groups
+ Visitor Follow-up
Attendance Records

« Attendance History Records

CONTRIBUTIONS

« Giving Units Records
Groups
+ Contribution Records
+ Estimates/Pledges

+ Contribution Records
« SoftLinks
«  Memorial Gifts
+ Ledger Entries

« Contribution History Records
« Estimate/Pledge Records

Parent)
Soft Links MEMORIAL GIFTS
- Giving Unit Record + Gift Designees
- Pastoral Records Gifts Given
L. - Gifts Used
« Visitation Records . Gifts Given
« Preaching Aids . Gifts Used

« Media Ministry

2024 CDM+ Users Conference
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STATISTICS

« Event Statistics
+ Class Statistics

ACCOUNTING

Accounts Payable
+ Vendor Records
* Invoices
* Payments
* Recurring Transactions
+ Purchase Orders
» Invoices
« Recurring Transactions

Accounts Receivable
+ Customer Records

* Invoices

* Payments

« Statements

Ledger
+ Ledger Entries
+ Bank Reconciliation
+ Chart of Accounts
+ Budgets

Payroll
+ Employee Information

» Payroll Records (also a Parent)

+ Payltems

» Pay Deductions

» Sick/Vacation Time
« Payroll Records

« Payltems

» Pay Deductions

e SoftLink

» Ledger Entries

« Other Deductions
« Sick/Vacation Time

D-2 CDM+ Database Layout

EVENT REGISTRATION

Event Records

Registration Notices
Registration Records
Contacts (if camp)
Other Information

ROOMMATE FACILITIES MANAGER

Resources (also a Parent)
Rooms (also a Parent)

Instances of Events
Resources

Default Room Assignments

Configurations
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