Fundamentals of CDM+

This course covers common features of all CDM+ programs. CDM+ has been designed to have a consistency
across record frame windows. Once you are comfortable moving around one, for example, Address Records,
you won't have much trouble finding your way around Individual Records, Contributions, Ledger Entries, or
many other windows throughout the program. Knowledge of this material is foundational for all users. A
little time spent reviewing this section will streamline your work throughout CDM+.

I Logging into and navigating CDM+

I Creation and use of a basic Find

I Sorting and Selecting records on record frame windows

I Configuring record frame windows for each individual user
I Working with tabs on record frame windows

I Printing of Selected Record or Results List

I Previewing and printing with the use of the Grid View

I Report setup window features

| CDM+ System Preferences and CDM+ User Preferences

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.

Login to CDM+ _ 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
login first and set up the other users on the Users pane of
the Administration window.

Current Database: CDM+ Early Adopter (Documentation) 8

.o @ * TIP: Create a User-for Each Person Who Uses
Eric Womack
CDM+

Judy Jones
Lucille Allen
Pastor
Patricia Jones
Ruth Stokes

We strongly recommend that the Administrator create a
Change user for each individual who uses CDM+. Besides limiting

(Loioove s access to particular areas of CDM+, users retain their own

specific settings.

Enter your password:

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) »>Preferences »>CDM+ System P>General tab PLogin icon
[ ] System Preferences

General ip and ‘ Contril Payroll ‘ Event Registration  Roommate | | bl

B w @ & - O &

Name Terms Sys. Email Formatting [ Login | Shutdown Advanced

Show list of users at login

© Prompt for username/password at login

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 to CDM+
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.

Current Database: CDM+ Early Adopter (Documentation) .

Select a user to login as:

Note that both usernames and passwords are il
case-sensitive (make sure your caps lock is not Lucit Allen
On) . E:tsrti?::a Jones

Ruth Stokes

Enter your password:

Change
Login

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.

Change Password Enter your current password, the new password you wish to

Change Password for: Ruth Stokes use (confirming that password by re-entering), and click OK.
Old Password: If you have lost your password, ask your CDM+ system

New Password: administrator to give you a new one. If you are the system
ST LS administrator and have lost your password, contact CDM+

cncel (D Technical Support for help resetting your password.
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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 ° Welcome to CDM+
. . . Programs Sub-Programs
After logging into CDM+, you will
be presented Wlth the Welcome to ’ Membership z Attendance : Preaching Aids O Media Ministry
CDM+ window. This window has
a bUtton for eaCh program and (? Contributions @ Memorial Gifts ll Statistics
sub-program of CDM+ on it. Move
your cursor over each button to @ Accounting £ payrol
see a description of that program
or Sub-program. |f a button iS _'= Sales Orders Move your cursor over an item to read its description.
grayed out, you either do not own
a license to that CDM+ program, /I;l\ T
or you don't have permission to
access it set on the Users pane of Y Roommate
the Administration window.
et Check-In/
“@ Check-Out

Don't show this window at startup Close

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 L Welcome to Membership

to [Program or Sub/Program] window. The Getting T
Started tab lists steps to begin using that program Follow these steps to hegin using Mambarship in COMs.
or sub-program. Click on a numbered button to B 1. Enter Addrass Information
open the relevant CDM+ data entry window. Y Y P —

#% 3. Enter Visitation Information
[¥ 4. Enter Attendance and Visitor Information

‘3‘_. 5. Enter Giving Unit and Contribution Information

Close
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Click on the Windows tab to open a new
pane. Click on one of the buttons found
here to open that record window.

Click on the Reports tab to open another
pane, listing the reports within this
particular program or sub-program.
Click on a report type to see a list of
reports. Double-click on the desired
report name to open the report setup
window.

i Address Records

#8s Visitation Records

Welcome to Membership

Getting Started

| Windows UL Ll

Individual Records

Pastoral Records

o D)

Close

Welcome to Membership

Getting Started

o

Select a report type on the left and then double click a report to open it

]
Listings and Exports
O Summaries

Labels

Notices

[&] wisitation Details

) 69 69 64 69

g

[&7] wisitatien Selected Types

Address Directory

Address Yearbook Directory
Individual Directory
Individual Yearbook Directory
Family Status/Giver Code

Family Info Sheet

Close

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

Click on Program in the menu bar to
display a drop list of CDM+ programs
and sub-programs. Move your mouse to
highlight a menu item and a secondary
menu will display. Click an item on that
menu to open that record window.

@ CDM+ File Edit Reports Help Window

”»vB: 5 i, ¢

Membership

Attendance
Preaching Aids
Media Ministry

Contributions
Memorial Gifts
Statistics

Payables
Receivables

>
»
»
>
>
»
»
»
» |
»

Ledger Entry Records

Accounting
Payroll
Sales Orders

Investments

Event Registration

Roommate

Check-In/Check-0ut

Bank Reconciliation

Budget

Chart of Accounts

»
»
»
> Account Sets
>
>
>

Create Ledger Entries from Recurring
Recurring Ledger Entry Setup Records

Deposit Processing

Close/Open Periods

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

Click on Reports in the menu bar to
display a drop list of CDM+ program
and sub-program reports. Move your
mouse to highlight a menu item and a
secondary menu of the available reports
or report types for that program or sub-
program will display. Many report types,
such as Notices, will have a third menu
of the reports within that type.

® CDM+ File Edit Program Help Window

|= &=

~
-

Attendance Reports
Preaching Aids Reports
Media Ministry Reports

Contribution Reports
Memorial Gifts Reports
Statistics Reports

Payables Reports
Receivables Reports
Ledger Reports

Payroll Reports

Sales Order Reports
Investment Reports

Event Registration Reports
Roommate Reports

Check-In/Check-Out Reports

v

¥ Y Y Y Y Y YVYY YYY VYVYVY

L iE Membership Reports Directories

Listings and Exports

>
>
Summaries >
Labels >

»

Adress Letters

Visitation Details >

Visitation Selected Types

Address Cards
Address Emails

| Individual Letters

Individual Cards

Individual Emails

Help Menu

Search
The Help menu provides access to Oppm ety Gt
user support for CDM+, including the
electronic manual, links to the Tech
Support email address, CDM+ website,
a screen-sharing website optionally used
during a tech support call, and a form

for providing feedback on the program.

Email Tech Support
Visit the CDM+ Website
Open Screen Sharing

Welcome to CDM+ Window
Provide CDM+ Feedback 0 88F

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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Provide feedback about CDM+.

Name Ruth Stokes
#" office@fcc-bigcity.org

83154-AE989-000U-UCYR-9566

Email Address:
Serial Number:
First Church

123 Main Street

Big City, KY 40123
B0B/555-1234

Organization:

mac0Ss 10.13.6

Lexmark_M5155

CDM+ 11.0.0

11.0.0/11.0.0.8750/8759/Sep 3 2019 4:14 PM
2580x1387

Operating System:
Printer:

Program:

Build informatien:

Screen Resolution:

| | | | Don't Send ﬂ.

Toolbars

Click on the Environment tab and make sure the
information there is correct. Particularly be sure
to include your correct email address in case our
development team has any questions. Click Send.

NOTE: The Provide CDM+ Feedback function does
NOT take the place of contacting CDM+ Tech Support.
You will not get a response from the CDM+ software
developer working on the issue unless they have a
question. For timely help with a problem, please call
(800-633-9581) or email (support@cdmplus.com)
CDM+ Tech Support.

In addition to accessing the CDM+ programs through the welcome windows and menus, you can use toolbars.

&€ CDM+ File Edit

e &is v pin

Program Reports

Help Window
om0 ®ie ¢ u

Default Toolbar - macOS

The Program toolbar will display at the top of your screen by default. Hover your mouse over an icon to see

its description.

P CDM+ (macOS)/File (Windows) P> Preferences > CDM+ User P> General P> Toolbars

Use User Preferencesto customize

. C
. [ User Preferences
your CDM+ Workspace' You can: Membership and Attendance | Contributi ing Check-In/Check-Out || .l E
select other toolbars, change . @ % I $ - —
their location, or choose to show — : i
. . Toolbars User Email Menus Defaults MapQuest Web Update Keyboard
text. Each time you log into o
CDM+ your toolbars will display q
as you set them. =
S
For example, the Financial o o _ @
Administrator who only works Lecger Top g ®
. . . Sales Orders Top v
in the Contributions program [ coouton g ul =
. lemorial Gifts O -
may choose to set his CDM+ User seisics vt
. vent Right [
Preferences to display only the g cerern Er— P
Contributions toolbar. In order e =
to have the maximum amount o
of space top to bottom on his o
screen, he choosestodisplay the [ revrioumressewnss [ e LR

toolbar on the left side. He also
wants a reminder of what each
icon opens, so he clicks the Show
Text checkbox.

If you choose Floating as the
Location of a toolbar, it will
display as a movable, re-sizable
palette.

1-6 Fundamentals of CDM+

. Q E' = O s
al % S, Al o A A s

2023 CDM+ Users Conference



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.

Ao @@ R,

= [@
v by

v v v

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.

Record Frame Window Basics

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.

[ XX J Address Records
SHOW Last Name ~ Salutation Name Primary Phone City
* Al Cook ;Charles & Ruby 1606.555.8369 iBig City
Davis iMarvin 6.555.6555 g City
@ None Delvecchio {Albert & Camille 6.555.4576 g City
O Find Deweese {Nathan and Charlotte 6.555.0104 g City
_ :Mike & Susan i
e, SEEiES Doe iJohn and Jane {Big City
@ Grid Dore iPaul and Windy :606.555.6373 {Big City i
2 Mike & Susan Disney 107 Results
= Reports
< o H Address Phones : Email : User Fields Photos  : Pastoral Groups Connections ~ : Giving Units >
DO
- Add
@ Multi-Add Family Name Information Order  First Name Last Name Family Status
N Last Name: Disney Suffix: L IF Michael Disney Adult v
' Change . "
8 Mailing Name: Mr. & Mrs. Michael ID:1 Susan Disney Adult
"7 Delete Salutation Name: Mike & Susan Elizabeth Disney Child
GO Label Name: Mr. & Mrs. Michael Disney Robin Disney Child
'f Employee el CEIEEE  Alternate Address
£ Individual Address: 107 Peachtree Dr Apt 2 Mailing Code
Local church members who receive mail v
2 Giving Unit
£ Giving Uni Care Group
455 Visitation Care Group 1- Alex Adams v
City: Big City State KY = Zip 40123-2318
Country: Carrier Sort: 01
e Mapauest| 55 V| Directory V| Newsletter
£} Configure
@ collapse
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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 ©® : On the record tab you will find:

Address ID/Barcode ID: 1 Source: CDM+
Date Entered: Oct 27 2014 1:00 AM Date Last Modified: Dec 16 2022 12:20 PM
Entered By: n/a Last Modified By: Patricia Jones

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

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.

Changed By Date Changed v Change Column ~ 0Old Value New Value

Patricia Jones 52022-12-16 12:20:02 EUPDATE Last Modified By Ruth Stokes Patricia Jones

nfa 2019-09-19 12:12:52 UPDATE Last Modified Date Oct 5 2022 01:29 PM Dec 16 2022 12:20 PM
Mailing Code Ready to Archive Local church members who receive mail
System: fmaddress.mailingcode 333 15

Audit Log Details

Client IP: 23.124.9.27/32
Process ID: 49891
Application Name: CDM+ 12.0.8.10744
Transaction ID: 126907790

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
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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.

4 o Address : Phones : Email : User Fields : Photos  : Pastoral : Groups Connections Giving Units  : )

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 macQOS, 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.

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.

Renamlng Tabs Email : Photos :
You can rename a tab to give it a more meaningful name. Click the three dots Hide tab

next to a tab and choose Rename tab. Enter the new name when prompted. Open tab

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. Renama tab

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.

2023 CDM+ Users Conference Fundamentals of CDM+ 1-9



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.

SHOW Last Name ~ Salutation Name Primary Phone City
*k Al Cook Charles & Ruby 606.555.8369 iBig City
Davis Marvin 666.555.6555 iBig City
@ None Delvecchio Albert & Camille 606.555.4576 iBig City
O Find Deweese Nathan and Charlotte 606.555.0104 {Big City
B Disney Mike & Susan 606.555.1739 iBig City
H S Doe John and Jane Big City
EE Grid Dore Paul and Windy 606.555.6373 iBig City H
& Mike & Susan Disney 107 Results
== Reports
¢« @ : (Addess : Phones : Emall ; UserFields ; Photos : Pastoral ; Groups ; Comnections :  GivingUnits : >
Do
Primary | e tab Number Extension Note Unlisted Individual
+ add 555.1739 Address v
(& Multi-Add Open tab 555.8936 Address v
. Pri 555.1739 Address v
> Gienge Rename tab ——
873.1504 Work Phone Mike Disney v
T Delete " T
~ | 606.555.9173 Cellular line Mike Disney v
Go v | 606.555.4675 Fax number Mike Disney v
4 Employee | 606.555.8156 Work Phone Susan Disney v
2 Individual
A Giving Unit
& Visitation
£} Configure
@ Collapse Add Phone Number Clear Primary
[ JOX ) Phones
Primary Type Number Extension Note Unlisted
~ | 813.555.8936 +
Primary v | 606.555.1739 ]
v |606.873.1504 Work Phone }
~ | 606.555.9173 Cellular line }
v [ 606.555.4675 Fax number i}
v [ 606.555.8156 Work Phone ¢
Add Phone Number Clear Primary

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 openin a separate window, click the Configure button £ configwre o 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.

Other Options

Save pane exploded state

NOTE: The primary tab of a record frame window cannot be exploded.
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Grid View B8 cnd

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.

[ JoX ) Address Records
po Last Name Salutation Name
1 Disney Mike & Susan
© cancel 2 Allen William & Lucille
= Reports 3 Cook Charles & Ruby
LD 4 | Hunter Mark & Andrea
) 5 Lucas Ralph & Pegay
P 6 Ross Jim and Joy
) _ 7 Church Pastor Brown
> Find Again 8 Church Pastor Williams .
G Remses |5 mgciyGuene An Address Records grid
L 10 Andrews Robert & Elizabeth
ROWS 11 Patterson Dean & Sharon
Add Rows 12 |Smith Vance & Angela
13 |Smith Hugh
COLUMNS 14 Emerson David & Glenda
14 sorts 15 Brown Melvin & Dorothy
contente | 16 |MoAlister Osa
17 |Maslowski Nancy
Select All 18  Delvecchio Albert & Camille
19 ZZZZ Various Giving Codes
20 Odle Josh and Ashiey
21 |Lane Rogan and Amanda
22 Dore Paul and Windy
23 Deweese Nathan and Charlotte
24 Lowe Dan and Kerri
25 Robinson Gatewood and Anne
26 Ullom Lee and Tracee
27 Bates Matt and Ashley
£+ Configure 28  Strickland Don & Melissa
29 Grant Michael and Jackie
@ collapse -

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.

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.

e0e Address Records
Do Last Name Salutation Name
1 Disney Mike & Susan
@ cancel o ¢
2 Allen William & Lucille
== Reports 3 Cook Charles & Ruby
FIND 4 Hunter Mark & Andrea
5 Lucas Ralph & Peggy
Find And -
/2 Bies 6 Ross Jim and Joy
X X 7 Church Pastor Brown
> FindAgain |~ Ghurcn Pastor Williams
¢ Replace 9 Big City Gazette
S Again -
10 Andrews Robert & Elizabeth
ROWS 11 Patterson Dean & Sharon
RS 12 Smith Vance & Angela
13 Smith Hugh
COLUMNS 14 Emerson David & Glenda
1% sorts 15 Brown Melvin & Dorothy
ConTENTS 16 McAllister 0Osa
17 Maslowski Nancy

Select All 18 Delvecchio Albert & Camille

" SetContents | 19 | ZZZZ Various Giving Codes

20 Odle Josh and Ashley
. Clear
. Contents 21 Lane Rogan and Amanda

22 Dore Paul and Windy
23 Deweese Nathan and Charlotte
24 Lowe Dan and Kerri
25 Robinson Gatewood and Anne
26 Ullom Lee and Tracee
27 Bates Matt and Ashley

£ Configure 28  Strickland Don & Melissa
29 Grant Michael and Jackie

@ collapse
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To select just one row, move
your cursor to the left of the row
until it becomes a horizontal
arrow and click. Command-
click (macQS) 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.

ece
Do

© cancel

== Reports
FIND

Find And
Replace

Replace
Again

ye
> Find Again
K
ROWS
Add Rows
Delete Rows
COLUMNS
1% sorts
CONTENTS

Select Al

Address Records

Last Name Salutation Name
1 Disney Mike & Susan
2 Allen William & Lucille
3 Cook Charles & Ruby
4 Hunter Mark & Andrea
5 Lucas Ralph & Peggy
6 Ross Jim and Joy
7 Church Pastor Brown
g Church Pastor Williams.
9 Big City Gazette
10 Andrews Robert & Elizabeth
11 Patterson Dean & Sharon
12 Smith Vance & Angela
13 Smith Hugh
14 Emerson David & Glenda
15 Brown Melvin & Dorothy
16 McAllister Osa
17 Maslowski Nancy
18 Delvecchio Albert & Camille
19 | 2ZZZ Various Giving Codes

. 20 Odle Josh and Ashley
" Set Contents.
. 21 Lane Rogan and Amanda
Clear Dore Paul and Wind!
\‘ Contents 22 v
23 Deweese Nathan and Charlotte
24 Lowe Dan and Kerri
25 Robinson Gatewood and Anne
26 Ullom Lee and Tracee
27 Bates Matt and Ashley
£+ Configure 28 Strickland Don & Melissa
29 Grant Michael and Jackie
@ coliapse
a0
bo Last Name Salutation Name
1 Disney Mike & Susan
© cancel e m
2 Allen William & Lucille
= Reports 3 Cook Charles & Ruby
ALD 4 Hunter Mark & Andrea
5 Lucas Ralph & Peggy
Find And -
ye Reriass 6 Ross Jim and Joy.
) ) 7 Church Pastor Brown
> Find Again & Church Pastor Williams
G Replace 9 Big City Gazette
Again 10 Andrews Robert & Elizabeth
ROWS 11 Patterson Dean & Sharon
P 12 Smith Vance & Angela
13 Smith Hugh
Delete Rows |1 /™ Emerson David & Glenda
COLUMNS 15 Brown Melvin & Dorothy
18 sons 16 McAllister Osa
17 Maslowski Nancy
CONTENTS 18 Delvecchio Albert & Camille
Select Al 19 2277 Various Giving Codes
. 20 Odle Josh and Ashley
" Set Contents.
21 Lane Rogan and Amanda
*, Clear Dore Paul and Wind
" Contents 2 Y
23 Deweese Nathan and Charlotte
24 Lowe Dan and Kerri
25 Robinson Gatewood and Anne
26 Ullom Lee and Tracee
27 Bates Matt and Ashley
£ configure 28 Strickland Don & Melissa
29 Grant Michael and Jackie
@ collapse -

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.
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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
change and click on this icon.

@ [ ] Find And Replace

Text to find: Find First

replace with: Find Next

© search entire row first Exact Match Find All

Search entire column first Match Case

Deselect Non-Matches Replace First

Replace Next

Leave this window open when finding Replace All

Find Again - Repeats the most recent Find.
Replace Again - Repeats the most recent Find and Replace.

Add Rows - Adds row(s) to the end of the list. (This tool is disabled on the View
Payroll grid.) Note: Columns are added or removed using the Choose Columns
button.

Delete Rows - Removes the records represented by each row from the database

Swap Lines - Select 2 lines or columns and click on this icon to swap the 2 lines
or columns.

Sorts- Select the columns to sort and click on this icon. This opens a Sort
Grid window where you may select columns to sort by in either ascending or
descending order.

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.

DO

Cancel

10

Reports
FIND
/O Find And
Replace
> Find Again
& fame
ROWS
Add Rows
Delete Rows
COLUMNS
lé‘ Sorts
CONTENTS
7= Select All

" Set Contents

Clear
+ Contents

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 0
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 i
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 Delete
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 | © canca

Ends a data entry session without saving the changes you have made.

SAVE | @ sove

Ends a data entry session by updating the data (Change mode) or adding a new record (Add or Multi-Add
modes).

FINISH e 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.

L configure T, change or add to the columns shown on a record window, click on the Configure button.

Do [ nitial Fin Filter Simple Find Results
¥ %L

© sae 297 s ame
© Concel |9 primary Prone
48 ) City
Revert
© e X9

o Defauts

Tab Settings
Icon Current Description Default Description Hide | Open

£} configure
@ colapse

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 aline 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),

. Number of previous searches to save for quick access

2

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
settings when you log out of the program and automatically load them the next time you log in.
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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
window will appear. Define the criteria to limit a select list of results
to appear on the window when it is first opened. Make sure you
select the OPTION for Initial Find in Configure, and then click the

Initial Find

Show all records
Load last find
o Load Initial Find: Configure

Show no records

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
k Al . Address Records
CI I1C k on th e SHOW Last Name ~ Salutation Name Primary Phone City

Cook Charles & Ruby 606.555.8369 Big City
ShOW All button to % A Davis Marvin 666.555.6555 Big City
. . . @ None Delvecchio Albert & Camille 606.555.4576 Big City
dISplay all items in the O Find Deweese Nathan and Charlotte 606.555.0104 Big City
. Disney Mike & Susan 606.555.1739 Big City
columned results list. & Searches |1, John and Jane Big ity
@ Grid Dore Paul and Windy 606.555.6373 Big City

o — 43 Mike & Susan Disney 107 Results

! M  Addrese ¢ Phonas ¢ Fmail @ llearFields :  Phatne ¢ Pactaral ©  Graune ¢ Connacfions ¢ Givinallnite

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.

[ NN ) Individual Records
SHOW Find records where Individual Last ... icunlams aDwsney Find Advanced Find
% an 5 Gender .
First Name Grade iary Phone Salutation Name
@ Nore Rudy Has Photo 555.8368 Charles & Ruby
Camille Hobbies, Interests, Etc. 555.8368 Charles & Ruby
2 Find Camille Individual Check-In Notes 555.4578 Alert & Camille
Albert Individual ID/Barcode ID 555.4576 Albert & Camille
% Searches Brian Individual Last Name 555.4576 Albert & Camille
Stephanie Individual's Address Line 1 555.4578 Albert & Camille
@ Grid Rose Individual's Address Line 2 555.0104 Nathan and Charl...
Adam Individual's Address Line 3 555.0104 Mathan and Charl...
= Pprint Nathan Individual's City 555.0104 Nathan and Charl...
fbocioste |ndividual's Country e
Do > Mike Disney  Individual's State 203 Results (T
[ a . . Individual's Zip Code - — N ; y - N N
4 ade <« @ M voditied By :  Membership : Photos : Groups : UserFields :  Attandanca :  Pastoral :
@ wuiti-ade A — P

Select the modifier from the drop down menu at the center top arrow.

o0 e Individual Records
SHOwW Find records where Individual Last ... ccnlams iDlsney Find | Advanced Find
% A 5 . equal to 5
First Name Individual La... ~ |ngt equal to Phone Salutation Name
@ None Ruby Cook itis greater than 8369 iCharles & Ruby
Camille Cook ilis greater than or equal o B360 {Charles & Ruby
2 Find Camille Delvecchio ilis less than 4576 {Albert & Camille
Albert Delvecchio ilis less than or equal to 4576 {Albert & Camilie
& Searches  |Brian Delvecchio I begins with 4576 Albert & Camille
Stephanie Delvecchio il does not begin with 4576 iAlbert & Camille
EH crid Rose Deweese ilends with D104 iNathan and Charl... ;
Adam Deweese il does not end with D104 :Nathan and Charl... |
= Print Nathan Deweese | contains p10a {Nathan and Charl... |
Conriasin e { does not contain nane A ey ey |
Do - Mike Disney 203 Results {FICEED
B T . @ . Nama : Dhanae ¢ Fmall :  Darcana |+ Mamharshin  :  Phetne : (mine ¢ llearFialde : Atandanea ¢ Dacteal

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.

e0Ce Individual Records
SHOW Find records where Individual Last ... cunlams Disney Find Advanced Find
%k First Name Individual La... ~ LastName Primary Phone Salutation Name
@ Nare i : Di i :606.555.1739 Miks & Susan
Susan iDisney Disney 606.555.1739 Mike & Susan
2 Find Elizabeth ‘Disney Disney 606.555.1739 Mike & Susan
Robin iDisney Disney 606.555.1739 Mike & Susan
& Searches
2 erid
™= Print
Do £ Mike Disney 4 Results
B . oo Nama Phones ¢ Fmail Parsonal  : Meamhbershin Photos  © Grouns User Finlds Attendanca ¢ Pastoral

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.

Find Interfaces
Find interfaces assist in the selection of the criteria; click the interface icons at the end of criteria field for
detail.

— @ @® cCcalendar

Date fields include a desk calendar icon to allow date selection via the 2023 |4
mouse. Click the icon to open a calendar pop-up window. Date fields will Sun | Mon | Tue | Wed | Thu | Fri | sat

default to the current date/time. 3-4-- 6- = ; ;
Date/Time - you may optionally choose to include Time on the date field by :S :; :j ;(3) ; 122 ;2
checking the include Time box next to the Date/Time icon. 24 |25 |26 |27 |28 |29 |30
.
</ Include time
< Fv » Close OK
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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.

1 , 16 , 1956 ~~ Find records where | Birth Date v |equal to v | 11/ 16|/ 1956 <
Date/Time
Time: 125:00 5 AM &
Time - a time find interface simplifies finding a time. e < | o2 4 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>.

SHOW Find recards where Marital Status [ equal to 1 (@ selected) w | Find | Advanced Fina
* FirstName Individual L... ~ LastName Primary Phi
e Divorcea
B warried
Searches
= I Not marriea
& orid H Widow/Widower
Do H
; Al | None
+ e |
@ multi-Add 0 Results
M. Nama :  Phones : Fmal : Pamonal ¢ Membahin ¢ Phos ¢ Gruns ¢ UsacFiekds ¢ Attendance ¢ Pastoeal | <

0, Searches
Searches stored in the Previous Searches list are accessed by clicking on the Searches icon. -

SHOW Find records where Mar
* All First Name Individual
) Find E
&, Searches

Birth Date equal to Now XX XXX

Birth Date equal to XX XX 1956

Individual Last Mame contains Disney

All Results

Last Name contains Disney

Last Name contains

Last Name contains Allen

Last Name contains Delvecchio

Last Name contains Adams l
Last Name contains Deweese |
=-Clear previous searches--
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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 report 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.

& CDM+ File Edit Program Help Window

CHEMO® L § iE Membership Reports i Directories

Attendance Reports >
Preaching Aids Reports Listings and Exports >
Media Ministry Reports .
Summaries >
Contribution Reports
Memaorial Gifts Reports Labels >
i ] BT Acdress Leters
Payables Reports Visitation Details > i

Receivables Reports Address Emails

»
>
>
>
»
>
>
>
Ledger Reports » Visitation Selected Types [P s e
L Individual Cards
>
»
>
>
>
>

Individual Emails

Accounting Reports )
Payroll Reports

Sales Order Reports

Investment Reports

Event Registration Reports

Roommate Reports

Check-In/Check-Out Reports

Accessing Reports from the Toolbar

Reports are accessible from the Toolbar if you have specified in Toolbars section of the Preferences window
to display the relevant program toolbar(s).

& CDM+ File Edit Program Reports Help Window

*EOF LU E«aiw|Reain B 8O ~|
Address Letters
Address Cards

Individual Letters
Individual Cards
Individual Emails

Accessing Reports from the Reports pane of the Welcome to [Program] window

The Welcome to... window for any program canbe @ Welcome to Membership
opened by selecting it from the program menu. Gettng Started | windows [N
Select a report type on the left and then double click a report to open it
Or, if you work exclusively in one program, you S crociore: ] % Adefress Diroctory
. s Listings and Exports " Address Yearbook Directory
may wish to set your User Preferences Defaults to O sunmaries F indivicu! Directory
Labels ® Individual Yearbook Directory

open that window at startup (as shown opposite): - Py SestearGivar Cos

Family Info Sheet

]
Visitation Details il

Visitation Selected Types

Close
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Set your User Preferences General Defaults to open *

@220 ververship and Atendance | Contributions | Accounting | Roommate | CheckIn/Check-ut
a Welcome to [Program] window at startup: e @ © =l ¥ =

Toolbars User Email Menus MapQuest Keyboard

Atstartup.

Open the application Welcome window

© opennothing

Openmenuitem [Roommate < [scheaue <]
Default Paper Size Default Font Options
~] size
Setat 5

Samplo
Paper Height: 11

Paper Width: 8.5

|| revertospimyeasettings | = - |

Print Reports from Find Results

== Reports

Clicking on the Reports button on the 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 appropriate radio button (Results List
or Selected Record), you can choose to print:

- the entire results list ° Reports
P | Family Status/Giver Code
- a selected record (h |g hli g htEd) ] Address Directory ] Address Labels/Envelopes
| Address Master Listing | Address Phone/Email
- multiple Selected records (highlighted). | Address Custom Listing and Exp... ¢ Address Letters
"¢ Address Cards "¢ Address Emails
’ Address Summaries ] Address Yearbook Directory

® | Selected Record Results List Cancel ﬁ

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.

SHOW Last Name ~ Salutation Name Primary Phone City
* All Cook iCharles & Ruby 56064555.8369 éBig City
Davis Marvin §666A555.6555 Big City
@ None Delvecchio {Albert & Camille 1606.555.4576 Big City
/O Find Deweese Nathan and Charlotte 1606.555.0104 iBig City
_ Disney iMike & Susan 1606.555.1739 Big City
QiSearches Doe John and Jane iBig City
ER Grid - — @ Reports
=" RepEs &3 Mike & Susan Disne 107 Results
Jll Family Info Sheet | Family Status/Giver Cod " o m
< o : Address = D T el SEdimar @b Connections Giving Units )
DO || Address Directory | Address Labels/Envelopes
+ Add | Address Master Listing | Address Phone/Email
" | Address Custom Listing and Exp... ~; Address Letters
(@ Multi-Add Familyl] — - ’ ne Family Status
¢ Address Cards ¢ Address Emails
¢ Ch . ; " . Adult v
4 e Mailing Address Summaries _] Address Yearbook Directory Adult
7 Delete Salutatiol Child
GO Labe Child
f* Employee
2> Individual Mailing Code
®  Selected Record Results List Cancel ﬁ members who receive mail v
4 Giving Unit ETEED
48 Visitation o [— T e Care Group 1 - Alex Adams v
City: Big City State KY Zip 40123-2318
Country: Carrier Sort: 01 .
——— MapQuest]| 33 V| Directory v Newsletter
£+ Configure
@ Collapse

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 program
in your suite. This means the user sees the same
format on all report setup windows, making
CDM+ easier to use. Report settings are user-
specific. Once you have printed a report, CDM+
will remember your settings for that report for
the next time.

There are three main areas in a report 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 headers.

Report Preview

mEL o B OB=

Prit Page PDF TextFile Clipboard Numbers Excel Screen

1 Standard Search
. Expand

Address Directory

(%)

Refresh

Advanced Search

Directory checked

EETIONg Newsletter checked

° Visitor Directory checked
Report

L

Visitor Newsletter checked

Format

Page Setup

17

Logo

. Text

SETUP

B Load/save

t‘ Defaults

@ Collapse

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.

e s o (] OFs

Print Page PDF TextFile Clipboard Numbers Excel Screen

Address Directory

(%)

Refresh

A = " Standard Search Advanced Search
Xpant
v Exee Newsttterirectory Direstory
Group: [Care Group v g Gy, kv 40123
p— Care Group 1 - Alex Adams foe/ssszs
Y Report Care Group 3 - Camille Delvecchio Care Group 1 - Alex Adams
=L Care Group 4 - Jose Perez, S Name Address Gy, State Zp Phone Number
s Format Group Test
B—
\ P —— 218 Walnut St i Giy, Ky 40123 606.555.8369
Logo Big City, KY 40123 606.555.0104
_ Text 6. Mr. & Mrs. Mark Hunter 3408 Roling Terrace Big Giy, KY 40123 606.555.9112
. 7. Mr d Mrs. Rogan L 1109 Omaha Street Big City, KY 40123 606.555.6271
SETUP Big City, KY 40123 606.823.0731
P Big City, KY 40123 606.555.9177
Load/Save Big City, KY 40123 606.555.6170
d Defaults USA
K@ Collapse AU G 2 E| Q@ zoom to default @
K\ Click the blue circular arrow, the Refresh icon, in the top right corner of report setup windows to
AR refresh the Report Preview section.To see more of the preview, enlarge the window or use the scroll
Refresh

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.
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Search Within the Report Preview
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.

73, Allie Thompson 907 Veterans Way Big City,
74, April Thompson 907 Veterans Way Big City,
75, Angela Ullam 8423 Michigan Ave Big City,
usA
T&. Tracee Ullom 8423 Michigan Ave Big City,

UsA

77. Sonya Wang BEZ Bryan Ave Big City,
usA

Produced on Aug 2% 2017 at 6:06 PM by Dana

Preview Page Thumbnails ==t =
Click the page icon below the preview to open a pane of page v B s
thumbnails. o

5. Lucy
6. Eizab

Click on a thumbnail to jump to that page.

7. Annel

1] 8. Lucy

Click the black magnifiers to zoom in. s oo

10. Jennil

11 Patty
12. Adriet
13. Jessic
14. Cami
15. Ruby
16. Cami
17. Steph
18. Char |

19. Rose

20. Susar

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 clicking 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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[ NoN ] Address Directory Address Directory

- -
== L Qe S, G
o} = S| 3
Print Page PDF TextFlle Clipboard Numoers Excel Screen Refresh e Clipboard Numbers Excel Screen Refresh
1 Standard Search Advanced Search Standard Search Advanced Search
Expand
Newsletter/Directory SRl Newsletter/Directory
Group: |Care Group |~ ] Directory checked
o hecked
¢ Geographical Codes e lls

OPTIONS

[}
Report

are Group 3 - Camille Delvecehic Visitor Newsletter checked Name

are Group 4 - Jose Perez, Sr.
1. Mr. and Mrs. Alexander

care
Gare (Mailing Codes. Visitor Directory checked
¢

e

“ 1. M. and Mrs. Alexander

=L
mE' Format roup Test

2.Mr. & Nrs. Charles Cool

Pane Setun

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 additional 1 Expand Rl 2o G -

choices specific to the report you are creating. neadertoc. Infe Alphabetioal ]

Options under Report will vary greatly from report Search showine Rumbers o gm"d':_g
lescending

to report. o

Do Mot Page by Code
Options for sorting the report are located here.

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.
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For example, the Format Options pane on the Address Directory report setup window (shown below) 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.

In addition to specifying content of a
report, Format Options also allows you
to customize the appearance of a report.
Here you can select:

Header Options: The checkboxes in the
Header Options section allow you to
specify whether or not to print the Church
Info and Search Description at the top of
a report. The information you choose will
appear on all pages unless you select First
Page Only.

Alignment Options: Here, you can select
the alignment of text on a report - left,
center orright. 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 for placement in a ring binder.

=54

| O

Address Directory

2.

Print Page PODF TextFile Clipboard Numbers Excel Screen

Expand

/o Search

OPTIONS

[}
™ Report

% Format

Page Setup

Logo
Text
SETUP

)
Load/Save

t‘ Defaults

Collapse

Individual Name Options
Title
7| Middle Name
V| Last Name
Last Name First
Last Name Bold
V| Suffix
Unlisted Phones/Email
Do Not Print
Print with Asterisk (*)
Include Footnote

© Print Normal

Header Options

Name

Search Description
Bold

First Page Only

Font Optians

Font: Geneva

Address Name Options
© wailing Name
Salutation
Label Name
Last Name First
Last Name Bold
Phones/Emails
Address Phones
Address Emails
Individual Phones
Individual Emalls
Select Types
Alignment Options
Align Left
© niign Center
Align Right
Facing Pages
Start Left(#) Right

s B

Sample

Address Options

© Primary

Alternate

None

Both

Current

Footer Options
Date Stamp.
Time Stamp
User Stamp.

Page Number
Date Format

© sepo2019

September 8, 2019

K\
A

Refresh

Mame

1.Mr. and Mrs. Alexander

2.Mr. & Mrs. Charles Cool

3.Mr. and Mrs. Nathan De
4.Mr. & Mrs. Michael Disn
5. Mr. & Mrs. Mark Hunter
6. Mr. and Mrs. Rogan Lan
7. Mr. and Mrs. Danial Low
8.Mr. & Mrs. Ralph Lucas
5.Mr. and Mrs. Joshua Od
10. M. and Nrs. Les Ullom
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Footer Options: The checkboxes in the Footer Options section allow you to specify the information 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 printing a
report. Here you can specify the paper size, orientation,

and margins.

1. Either select one of the standard paper sizes from
the droplist or enter the dimensions for a custom

paper size.

2. Select the orientation of the paper. Some reports
are better suited to a wider Landscape orientation.

3. If desired, change the scale at which the 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 making your paper

size selections here.
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Logo

Select the Logo tab on the report Options
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 graphictoinclude on
your report, click Select Graphic below the
graphic 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.

On your computer, locate the file you
wish to add to the CDM+ Graphic
Browser, click on the file name, and
click Open. This action will import the
selected file to your CDM+ database.
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You should now see a thumbnail for the
graphic you imported. Select (click on)
the thumbnail and click OK.

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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Use the positioning controls to fine-

tune your selections.
Adjust the size using Scale. [celCenter Top Right

If the image is too large, scale it to Center Left Center Center Right
less than 100%. If it is too small,
scale it to more than 100%. Enter the
percentage and hit the tab to see the

Bottom Left Bottom Center | Bottom Right

. . . Vertical shift: 0.250 in. Scale: 100 3 %
new dimensions for your selection
below the Scale percentage, or use QLG EIChILE 0250] in. 143in. hx 1in. w
the up/down arrows to the right of the T e TR PR 6T
percentage.
Scale: g T You can also use the Positioning palette to place the image on 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 the placement of
the image within that area.

3MNM3in.hx3in. w

Again, use the Refresh option to preview the effects of your changes. It may be necessary to return 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 Custom 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:

[ NON ] Individual Custom Listing and Export
-
- 2 -1 a
Lror ] csy N
Print Page PDF TextFile Clipboard Export Mumbers Excel Screen Refresh
' Expand > o o outa
review a
L p=n Comma Header @
O o Quotes
Search Custom: ;
Custom Listing
OPTIONS First Church
2 123 Main Straet
Big Oity, KY 40123
Custom Listing 606/555-1234

Mermbership Cades equal to: Joined by Baptism, Joined by Transfer
Export

=L Full individual Name Email Addresses Phone Numbers
=3 Format

Pengy Lucas 606.555.9177 (Address - Primary)

\ Page Setup Jim Miller 606.555.8149 (Address - Primary)
—

Joy Ross. 606.555.8149 (Address - Primary)
Logo Dean Patterson 606.555.8976 (Address - Primary)

Sharan Patterson 606.555.8976 (Address - Primary)
Text

Mancy Maslowski

L Al Delvecchio

P— .

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.

Address Labels/Envelopes

cCoOCOCD
[ e a—|
COCOCD
[ a— Y a—
(e J ann J .|
[ e—  c—"  e— |
[ e J e
COCOCD
[ e a—
[ a—n J e

%]

2
g

0 collapse Ada Bt Remove U Mark o

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.

[ ] Edit Label/Envelope

Description: 15160 - Address

Paper Options Label Settings
Page Setup Number Across: 3 Preview
Number Down: 10 :} S :)
paper Width: | 8:500]in. One Per Page CHOCHOC >
Paper Height: 11.000 in. Horiz. Spacing: 0.125 in. :] :) (:
Vertical Spacing: | 0.000 in. COCHOC—D
Scale: 100 % Top Padding: [ 0100]in. C HOC O >
Top Margin: 0.500in. Left Padding: 0.100 in. COC—HC D
Bottom Margin: 0.500 in. | gottom Padding: 0.100 in. COC—HOC™D
Left Margin: 0.188]in. Right Padding: 0100 in. C OHOC_OHYC D
Right Margin: |__0188/in- ] - r ol Type/options C OC OC )
Test Labels
[obs  v]
Dimensions: 2.625w x 1.000h
Return Address
Print Return Address Top: 0.000 in. Left: 0.000 in.
Revert to Defaults Cancel OK
Highlight a | | or envel form nd click the Mark 1 Y Favorites
g g t a abe ore € Ope o at a d clic t € a Expand Shipping/Mailing & Name Badge
Favorite button to move it to the top of the list under Favorites. : Name Badge Tag Stock (Non-Ad'
/o Search » Labels
F  Envelopes
ArTLALe b Cards

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

SETUP

Load/Save

I':‘ Defaults

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 formatting 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.

Address Labels/Envelopes

ece
=y S

Print Page PDF Screen Refresh

Name -~ Last Modified Last Loaded
+ Save New :

{Sep 9 2019 5:17 FM

SELECTED SETUP

h 1 Aasd

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. 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

e0e
e .
H E A %l @ &é =L You have access to several report Output Optlons
Print Page PDF TextFile Clipboard Export Numbers Excel Screen dlrectly from the Report Setup/PreVIeW WIndOW.

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 adjustments 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.

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 document,
select Clipboard and click OK. After copying the report or a portion of the report, switch to the destination
program and paste.
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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 installed 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 Clipboard 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.

Preferences

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+ (macOS) or File (Windows) on
the menu.

User Preferences

Tool ba rs [ J User Preferences
== and Contributi | check-njcheck-out
In addition to accessing the CDM+ programs eoo @ % r:‘ ¥ e
thrOUgh the menus, you Can ChOOSG tO dISp|ay User Email Menus Defaults MapQuest Web Update Keyboard
toolbars. The Program toolbar will display at the
top by default.
Show Text
»CDM+ (macOS) or File (Windows) PPreferences Ly
» CDM+ User »>General P>Toolbars Eren_ I .
CDM+ Top M
Floating toolbar palettes can be re-sized, if you Nt o 0
. Membership Top v
desire. :
A o [y —
w S WA B e @ eip w0 |
A al L @G B T, oL o0, B Revert Displayed Settings

Web Update

CDM+ includes a robust Web Update utility that will check for updates to the version of CDM+ you are running.
This option requires an active Internet connection. We recommend that a check for program updates be
made at least once a week, and install any updates that are available via Web Update. There are two ways of
checking for updates:

Manually- select Update under the File menu or click on the Update icon in the toolbar.

Automatically- set CDM+ to check the Web for updates each time you log into the program. To enable this
option, open Preferences, CDM+ User, select the Web Update icon on the General tab, and check the
option to “Check for program updates at startup.”

1-30  Fundamentals of CDM+ 2023 CDM+ Users Conference



MapQuest

The MapQuest® pane of the General Preferences
window contain options related to the MapQuest
link that is found on most CDM+ record frame
windows that contain an address.

User Email

Defaults

CheckIn/Check-Out

" APaGEST |

Disable MapQuest Links

—
[

8
Keyboard

Revert Displayed Settings

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

On selected data entry windows, the numeric
Enter key may be set to function as the Tab key to
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.

Toolbars

User Preferences

@ © o

User Email

Menus

Keypad Enter key acts like the tab key

Defaults

Applicable on these windows:

* Batch Contribution Entry
* Contributions Maintenance

* Pledge records

* AP Invoices

* Purchase Orders

* Ledger Entries

* AR Invoices

* AR Payments

* Budget

* Hourly and Contractural Payroll

MapQuest

Disable Diacriticals

| check-n/check-out

i.=.

Web Update

Revert Displayed Settings Cancel

System Preferences

» CDM+ (macOS) or File (Windows) P> Preferences »>CDM+ System

Name °

Enter the name and address of your
church or organization as you want it to
appear on the top of CDM+ reports.

=

Name

This area allows you to rename
some of the terms used in CDM+.

Terms

CDM+ allows for the user to rename
some of the terms used in the software.
Terminology changes made here affect
all users.

ABC

System Preferences

w Membership and Attendance ‘ Contributions

Accounting ‘ Payroll ‘ Event Registration Roommate
=L I] .
=D
— 2 @ @
Sys. Email Formatting Login Shutdown Advanced
Your Term Default Term
Address Address
Addresses Addresses
Connection Connection
Connections C
Contribution C
Contributions C
Customer Customer
Customers Customers
Event Event
Events Events
Giving Fund Giving Fund

el |
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System Email

Complete the system SMTP settings for sending email from CDM+.

] ferences
TN vermberstip and Aterdance | Cortrutons | Ac

counting | Payroll | Event Registration | Roommate | <Ml
=L l] .

= asc = 2 © 6

oo Torms Formattin o o Shutdown Jatvanced

I Actionai satf adesses | Privacy Notice

Manage SMTP Servers

Revert Displayed Settings

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.

1-32  Fundamentals of CDM+ 2023 CDM+ Users Conference



