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
ece Address Records

SHOW Last Name ~ Salutation Name Primary Phone City
* Al Church Pastor Williams. 606.555.6633 Big C?ly
P Kirs 8. Comio o0n 555 4570 oo iy

Deweese Nathan and Charlotte 606.555.0104 Big City
/Q Exml i Mia & Susan 806.555.1739 Big Cl
Doe John and Jane Big City
& Searches | Dore Paul and Windy 606.555.6373 Big City
Emerson David & Glenda 518.555.1000 Albany
BE Grid

H Mike & Susan Disney

= Print

Do

=+ Add ey o e Order  First Name Last Name Family Status

< o Address | Phones : Email Photos Groups  : User Fields  : Giving Units ~ ; Visitation  :

@ Multi-Add Ll Disnay Suffix: £ | Michael Disney Head of Household | &
Malling Name: |Mr. & Mrs. Michae ID: 1 Susan Disney Spouse

Change Salutation Name: | Mike & Susan Elizabeth Disney Cchild
¥ Delete Label Name: |Mr. & Mrs. Michael Disney Robin Disney chid

Go Alternate Address
2 individual Address: 107 Peachtree Dr Apt 2 Mailing Code
. Ready to Archive
£ Giving Unit e
5 Visitati Care Group 1 - Alex Adams

sitation City: Big City State KY | Zip 40123-2318

Country: Carrier Sort: 01
Corined MapQuest By Directory Newsletter

£ configure

Collapse

People in CDM+ are grouped by
Addresses or households. This
makes the Address Record a key
partofthe Membership program.
Household information is
kept on the Address Record
and a change here affects all
individuals in the family and
address links in other CDM+
programs.

Household information such
as Address, Last Name, Family
Status, Giving Units, and
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 > 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.

Primary Address EEVICTGEICE LIRS
Address: | 114 Helton Road Apt &

Effective from:  Month 10 Day 30

to:  Month 4 Day 1
City: Clearwater State FL Zip 34B16-B274
Country: Carrier Sort: |12
Certified MapQuest ﬁﬁ

* 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.

Order | FirstName | LastName Family Status Family Status codes are User Defined fields and can be
4% | Michael Disney Head of Household edited or added under:
* 9 [ |susan Disney Spouse » CDM+(macOS)/File(Windows) P File > Master
+% 7 Ele Disney Child

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.

< o Address Phones : Email : Photos  : Groups User Fields : Giving Units  : Visitation : Pz

Primary | Type | Number | Extension | Note | Unlisted | Individual

|
|Primary v | (606) 555-9787 | | | |Address v |
| |

| FPRTS I [PV | |

............. .

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.

fCnarles & Ruby EUb.550.B36Y Big City

@ none

;Albert & Camille B0B.555.4576 Big City
fN?lhanand Charlotte 606.555.0104 Big C?w
o B o and sane v iy
Photos — Enter phone numbers & s o ana Wiy sos s 6272 sacy
for the entire family or household %P( 0 Mo & 5w Dy —
on the Phones ta b. YOU can assign o < Email : Photos ; Groups ; UserFields : GivingUnits ;  Vistation ; Pastoral : Notices ; Conneclions : »
phone numbers to individuals ; a M C
X Multi-Add

in the household by selecting
‘Address’ in the Individuals
column. You can assign a phone
number to an individual in the

+" Change

7 Delete
Go

2 Individual

5 Giving Unit

% Visitation

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.

B2 Mike & Susan Disney
Photos

81Results

< Email Groups ¢ User Fields Giving Units ¢ Visitation ¢ Pastoral @ Motices ¢ Connections ¢ » |

Code Mailing Name Salutation Last Name Individuals

102 Michael & Susan Mike & Susan Disney Mike Disney, Susan Disney w

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 P>Pastoral 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.

F3 Email Photos Groups ! User Fields Giving Units ¢ Visitation ¢ Pastoral : Motices ¢ Connections
Type Description Date Sent
2 % Email Mew Study Begins This Week Jun 21 2018 2:29 PM

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.

P Program P>Membership P> Individual Records

L =K ] Individual Records
sHoOW First Name  Individual L... ~ Last Name Primary Phone  Salutation Name
* m Adam iDeweese iDeweese 606555.0104  iNathan and Cha...
Mathan  iDeweese iDeweese 6065550104  iNathan and Cha...
@ None Charlotte weese iDeweese 06.555.0104 iNathan and Cha...
D 6066661739 Mike & Susan
) gl Robin ney iDisney 6065551739 Mike & Susan
& Elizabeth ney iDisney 6065551739 IMike & Susan
% Searches |Susan i Disney 6065551739 IMike & Susan
i iDoe John and Jane
B 6rid Paul i iDare 606555.6373  |Paul and Windy
Glenda i iEmerson 5185551000  |David & Glenda
= print David iEmerson 5185561000  |David & Glenda
Bichard iEainm icainman Bichard
[+1] 2 Mike Disney 203 Results
+ ada ¢ @ : MName : Phones : Emal : Personal ; Membership : Photos : Groups : UserFlelds :  Atendance : Pastoral i
@ Multi-Add Individual Information Address Information
" Change Byt Name: Disney Salutation: Mike & Susan Disney Override G=
5 Address
T Delete First Name: [Michas! Address: 107 Peachtree Dr_Apt 2
MapQuest
B Register Middle Name: Ray
: Mik
GO Erie s City: |ig City State:|KY Zip Code:|40123-231]
Y
B Adaress Titlez [V Country:
~ Suffix: Phone Number: B0B.555.1738
5 Giving Unit
i : Head of Household
- vtaton Family Status: Head of Househol Online Credentials
Use Preferred Name
& Pastoral T Username: mdisney Change  Clear  Transfer
¥ configure
Collapse

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.

'3 o H Name : Phones : Email : Personal Membership Photos Groups User Fields Aftendance Pastoral 3
Primary Type Mumber Extensicn Note Unlisted Individual
Primary 606.555.1739 Address
Alternate Primary 813.555.8936 Address
Primary 606.555.1739 Address

Complete appropriate personal information for the individual:

«  Age will automatically calculate
«  Grade field can be quickly updated by using Membership Utilities (™ Program P>Membership P>Address
Utilities)

¢« @ : Name ; Prones ; Emal ; Personal ; Membership ; Photos ;  Groups ;  UserFields ;  Afiendance :  Pastoral ;
Occupation
Gender: Male Scheool:
Blood Type:  O- Donor Grade:
Birthdate: 4\ 18/f 1987 Age: 32 Occupation Type: Computers
Birthplace:  Tarbars, NC Occupation:  spftware Developer
Mother: | Cora (Smith) Disney Work Place:  computer Solutions Inc

Father:  Clifford Disney (D)

Marriage Death

Marital Status:  Married Death Date: ! !
Married Date: 70 21 f| 20m Death Place:
Married Place: Clemsen, SC Cemetery:

Previous Marriage: Cemetery Place:

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.

< @ : MName : Phones : Emal :; Personal ; Membership : Photos : Groups | UserFiells ;  Atendance : Pastoral |

Membership Code: Joined by Transfer B 8 asterisk

Membership Status: Child, not a member yet
Joined by Baptism

Sunday School Class: ML RIEIEIE us: | Active B
Member, but type unknown
Baptism Date: Non-member 1, NC

Spouse of Member
BapL. LnUrCn: |Centrar Lnristan

Date Joined the Church: 6|/| 20|/ 1004 &

Transfer Date: | g|;| 20/ 10874 Transfer Place: | Durham, NC
Tran. Church: |Central Christian
Transferred out of Church on: 1 &
Dedication Date: 1 ) Dedication Place:

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.

< o : Name Phones Email : Personal Membership Photos Groups ¢ User Fields Attendance Pastoral >
Church Groups Church Offices Committees Community Groups Hobbies, Inter
£2 Bible Study Group £2 Deacon Cutreach Committee Friends of the Library Fishing
#2 Couples Fellowship Stewardship & Finance Committe: Rotary Cluly Gardening
' ; Golf
Men's Fellowshi
= P Music
Swimming
Add All Mone Add All MNone Add All None Add All None Add
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.

P o MName Phones Email Personal Membership Photos Groups User Fields Attendance Pastoral 3

Loose

Background Check
Personal Connections
Training

Type 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.

< o H Name ! Phones Email Personal Membership Photos  © Groups ¢ User Fields Attendance Pastoral >
Attendance History Date Event/List
" N Jul 7 2018 Sunday Morning 2:16 Worship
First Attendance: Feb 10 2008 Mar 11 2019 Adult Choir
Last Attendance: Jul 7 2019 Jan 13 2019 Sunday Merning 11:00 Worship
Jan B 2018 Men's Bible Class
Jan B 2019 Sunday Merning 11:00 Worship
- Jun 21 2018 Bible Study Group
E: t Attend Hist:
vemt Ailencance Histony May 7 2018 Bible Study Group
Current YTD Events: 3 Feb 20 2018 Men's Fellowship
Oct 22 2017
Last Year Events: 0O Sep 13 2016
" Mar 30 2014
R e Mar 23 2014  Seekers (adults)
Mar 9 2014
Mar 9 2014 Seekers (adults)
Mar 2 2014
Mar 2 2014 Seekers (adults) {
Feb 23 2014 |
Feb 23 2014 Seekers (adults] |
Feb 16 2014
Feb 16 2014 Seekers (adults)
Feb 9 2014
Delete Print Summary Add Attendance

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.

¢ wmal Membership Photos ¢ Groups User Fields Attendance Pastoral : Visitation Events Motices Check-In  :

Double-click an event to go to this individual's registration for it.

Begin End Description
Feb 15 2019 EFeb 17 2018 iMidwinter Youth Retreat
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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 »>Notices icon). Notices tab is also present
on the Address record and Giving Unit record.

¢ mal : Membership Photos  : Groups User Fields Attendance Pastoral Visitation Events Motices Check-In @
Type | Description | Date Sent
@ S Email |New Study Begins This Week |Jun 212018 2:29 PM
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.

¢ wmal Membership Photos = Groups ! User Fields Attendance Pastoral Visitation Events Motices Check-In 3
D Event Time In Time Out Checked In By Checked Out By
1124 {Nursery Class iFeb 7 2019 2:2... ! {Bryant, Patty

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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Individual Records

DO First Name Individual L... =~ Last Name Primary Phone  Salutation Name
O == Brian {Delvecchio {Delvecchio {606.555.4576 Albert & Camille |
ve Stephanie  Delvecchio iDelvecchio 1606.555.4576 Albert & Camille
© cancel Rose iDeweese iDeweese {606.555.0104 Nathan and Cha....}
Adam iDeweese iDeweese :606.555.0104 Mathan and Cha.
Nathan iDeweese iDeweese {606.555.0104 Mathan and C
Charlotte  |Deweese iDeweese {606.555.0104 Nathan and Cha..
Michael iDisney iDisney 1606.555.1739 Mike & Susan
Robin iDisney iDisney {606.555.1739 Mike & Susan
Elizabetn  iDisney iDisney {606.555.1739 Mike & Susan
Susan iDisney iDisney {606.555.1739 Mike & Susan
iDoe iDoe John and Jane
Baul iNore {Nare {gNA £R5 A279 Paul and Winchs
1> Mike Disney 203 Results
¢ 'ship : Phows Groups User Fields Attendance Pastoral Visitation Events Motices = Check-In Connections  : 3
Mike Disney Select record type:
i =
) [ ] =)
=4 /|4l
Customer Records Employee Information Event Records
- ) =
n - L
Giving Unit Records Individual Records Memorial Gift Designees Records
e ‘
. g (-]
[ )
Payer Records Resource Records Room Records
Vendor Records Wisitor Records
Cancel Back Mext

" Collapse

NOTE: Church Records and Contacts will only appear if you have the CDM+ Regional Program.

Individual Record Connections

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 Spouse
Uncle Partner
Cousin Friend
Godmother Employer

Godfather Co-Worker

Neighbor
Babysitter
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P File »>Master Coding System p>Codes P-All

Master Coding System

Program All Code Types Email Types Codes Details for Email
Codes Aaress % |Email Leader(s)
Contribution Event
Event Registration Notice Category .
r.'n%&: Groups Groups Payment Type St
Individual Phone Types
Item Category
User Fields |Rroommate =
Shipping Category
Visitation/Pastoral
Visitor Event Time
Entered Aug 12019 8:28 AM
by Administrator
Modified Aug 12019 8:28 AM
by Administrator
Change Type
Usage for Email
Count ~ Description
2 Type H
2 Contact email type |
Collapse Acd Code
Print Close save

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:

® Individual Records
DO First Name IndividualL... ~ Last Nam .
- . The code "Step Brother" does not exist. Would you
© soo Michael Disney {Disney like to add it?
Robin Disney {Disney ?
© cancer  |Eizbeth  Disney iDisney
ancel Susan Disney iDisney No
Doe iDoe X
Paul Dore iDore 606.555.6373  Paul and Windy
Glenda Emerson {Emerson 5§18.5551000  :David & Glenda
David Emersan iEmerson 618.555.1000  :David & Glenda
Richard Feinman iFeinman {Richard
Beau Fields {Fields 606.555.6040  iJenathan and C...
Jonathan  Fields {Fields 6065556040  ‘Jonathan and C..
lacksnn __iFields iFialds ANAESS ANAN | Innathan and 0
L Doe 203 Results.
< ship Photos Groups User Fislds Atendance :  Pastoral Visitation Events Notices :  Checkln Connections ;|

Doe Select Connection type:

Doe is Judy Jones's  Step Brather -]

Judy Janes is Doe's | -]

Cancel Back Done
Collapse

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:

[ XoX )
Do

@ save
@ cancel

Collapse

1-10

1. Change Record (located on left hand side)

2. New (located under the individual's name)

First Name  Individual ... ~ Last Name

Primary Phone

Individual Records

Salutation Name

+ New...

Michae!  Disney Disney 6065551739 Mike & Susan
Robin Disney Disney 6065551739 |Mike & Susan
Elizabeth | Disney Disney 6065551738 |Mike & Susan
s Disney Disney 606.565.1738 Mike & Susan
Doe Doe John and Jane
Paul Dare Dare 606.555.6373  |Paul and Windy
Glenda Emerson Emerson 5185651000  David & Glenda
David Emerson Emerson 5185651000 David & Glenda
Richard _Feinman Feinman Richard
< Doe 203 Results
< ship Phoios :  Groups :  UserFields Atendance :  Pastoral Visitation Events Noices :  Checkin Connections ¢ »

Getting Started - Membership
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3. Select the type of connection to add, in this instance, "Individual Records"

eCce Individual Records
DO FirstName Individual L... ~ Last Name Primary Phone  Salutation Name
O s Michael 6065551739  IMke&Susan !
e Robin 6065551739 Mike & Susan
© concer  |Fzabeth 606.555.1738  iMike & Susan
Susan 606.555.1739 iMike & Susan
;John and Jane
Paul B0B.555.6373 :Paul and Windy
Glenda 518.555.1000  :David & Glenda
David 518.555.1000  !David & Glenda
Richard iFeinman iRichard
L2 Doe 203 Resuits
< ship Photos. Groups User Fields Attendance Pastoral Visitation Events Notices Check-In Connections ; »
Do Select record typs
=
=4 ) e)ﬂ /&l
Customer Records Employee Information Event Records
- )
Giving Unit Records Individual Records Memorial Gift Designees Records
4 e
. (]
.-
Payer Records Resource Records Room Records
Vendor Records Visiter Records
eCce Individual Records
Do First Name Individual L... ~ Last Name Primary Phone  Salutation Name
° Sa Michael iDisney Disney 606.555.1739 Mike & Susan
we Roloin iDisney Disney 6065551739 ‘Mike & Susan
‘ cancel Elizabeth iDisney Disney 606.555.1739 Mike & Susan
Susan iDisney Disney 6065551739 {Mike & Susan
iDoe Doe John and Jane
Paul iDore Dore 606.555.6373 Paul and Windy
Glenda Emerson Emerson 518.555.1000 David & Glenda
David Emerson Emerson 518.5655.1000 David & Glenda
Richard  :Feinman Feinman Richard
L2 Richard Feinman 203 Results
¢ hp Photos. Groups User Fields Aendance Pastoral Visitation Events Netices Check-In :  Connmections :
Richard Feinman Find records where:
First Name ~ Individual Last Name Primary Phone Salutation Name Las|  SHOW
Jim Miller 606.555.8149 Jim and Joy F * Al
John Smith John and Veronica £
John Zylinski John and Karen z o] Find
Jonathan Fields 606.555.6040 Jonathan and Charity [
Jonathan Yang B806.555.7199 Nadine Al i
Jose 606.555.2811 Jose & Anita F < B
Jose, Jr. 606.555.2811 Jose & Anita F Do
Joshua 606.555.6170 Josh and Ashley C
Joy 606.555.8149 Jim and Joy F | @ select
Jud) B806.565.9023 Jud
Judy Sam and Judy .| € Back
Karen B806.555.8271 Rogan and Amanda L
Karen Zylinski John and Karen z
Kate Wright 606.555.0917 Chuck and Allison \
Katherine Yang 606.555.71989 Nadine Al
Kathy Hunter 606.555.9112 Mark & Andrea b
Kayla Strickland B806.555.8821 Don & Melissa €
Kerri Lowe 606.823.0731 Dan and Kerri L
Kevin Lowe 606.823.0731 Dan and Kerri L
Kvle Wana 606.555.8765 Jason and Sonva ) n Configure
Collapse 2 Judy Kirkpatrick 203 Results Collapse
5. After selecting an individual, click Next in the lower right corner.
e0e Individual Records
Do First Name Individual L... ~ Last Name Primary Phone  Salutation Name
@ s Michael  Disney Disney 1606.555.1739 :
e Robin Disney Disney 1606.555.1739
° Cancsl Elizabeth Disney Disney 606.555.1739
Susan Disney Disney B06.555.1739
Doe Doe
Paul Dore Dore {606.555.6373 i
Glenda Emerson Emerson i518.555.1000 iDavid & Glenda
David Emerson Emerson 518.555.1000 avid & Glenda
Richard  iFeinman Feinman : {Richard
> Richard Feinman 203 Results
< hip Photos Groups User Fislds Attendance Pastoral Visitation Events Notices Check-In Connections >
ichard Feinman Select Connection type:
Richard Feinman is Judy Kirkpatrick's  Cousin ﬁ
Judy Kirkpatrick is Richard Feinman's  Cousin “
Cancel Back Done
Collapse

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.

[ ] [ ] Individual Records
SHoOwW First Name Individual L... ~ Last Name Primary Phone  Salutation Name
* Al Michael Disney iDisney 606.555.1739 Mike & Susan
Robin Disney iDisney 606.555.1739 Mike & Susan
O None Elizabeth Disney iDisney 606.555.1739 Mike & Susan
Susan Disney iDisney 606.555.1739 Mike & Susan
5 Find Doe iDoe Jonn and Jane
Paul Dore iDore B606.555.6373 Paul and Windy
& Searches Glenda Emerson :Erm:rson 518.555.1000 David & Glenda
Davia Emerson {Emerson 518.555.1000 |David & Glenda
B9 orid Richard _ Feinman ‘Feinman Richard
e Z Richard Feinman 203 Results.
= Print
< hip Phoios :  Groups :  UserFields Atendance :  Pasioral : Visition Events Notices :  Checkin : Connections :
DO
Richard Feinman
+ nad )
Cousin (1)
(@ Multi-Add
Judy Kirkpatrick
" change
7 Delete
[ Register
GO
B address
£ configure
) collapse
[ ] [ ] Individual Records
SHOW First Name Individual L... ~ Last Name Primary Phone  Salutation Name
% A Michae! Disney Disney 6065551739 iMike & Susan i
Rogin Disney Disney 606.555.1739 iMike & Susan
@ tore Elizabetn  Disney Disney 6065551739 IMike & Susan
Susan Disney Disney 606.555.1739 iMike & Susan -
P Find Doe Doe idonnand Jane i
Paul Dore Dore 606.555.6373 iPauland Windy
& Searches |Glenda Emerson Emerson 518.555.1000  David & Glenda |
David Emerson Emerson 518.555.1000 :David & Glenda }
B orid Richard __ Feinman Feinman - Richard
L Richard Feinman 203 Results.
= Print
< hip Photos :  Groups User Fields Mtendance :  Pastoral @ Visitation Events Matices :  Checkdn :  Connections : »

Do

+ Ada

Richard Feinman Judy Kirkpatrick

Lauren Kirkpatrick

Cousin (1) Address (1) Address (1)

@ wulti-add .
#" Change
_ Cousin (1)

Delete

Richard Feinman

(2 reaister

co
3 Adaress
£+ configure
) collapse

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

Address

Check-In/Check-Out Event

Church

Contact

Event Resource

Giving Unit Room
Individual Vendor

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.

ece Address Records
SHOW Last Name ~ Salutation Name Primary Phone City
* Al Phelps H Big City
Robinson Gatewood and Anne 2606.555.‘\313 Big City
@ nons “606.555.8149 g
2 Eind Shank Steven & Rebecca {606.555.9864 Big City
- Shaw Frank and Lisa Big City
£, Searches Simpson Marge Big City
Smith Vance & Angela 1910.555.89955 Thompsonville
EH Grid
2 Jim and Joy Ross 81 Results
= Print
< o A Address Phones  ; Email Photos  : Groups  ; User Fislds  : Giving Units Visitation : Pastoral 3
Do
=+ Add Fernlliy [ e L Order First Name Last Name Family Status
@ Multi-Add LSRN ) Aloes Sutfix: &% ) [dim Miller Head of Household | &
) Mailing Name: Mr. Jim Miller and Mrs. Joy ID: 8 oy Ross Head of Household
Change Salutation Name: | Jim and Joy
7 Delete Label Name: Jim Miller and Joy Ross
GO i
G EREEIEEEE  Alternate Address
5 Individual Address: 1144 Main Street Mailing Code
- Local church members who receive mail
. Giving Unit
Care Group
. - Care Group 2 - Margaret Harvey
City: Big City State KY Zip 40123
Country: Carrier Sort: |01
Gortitied MapQuest] B Directory Newsletter
a Configure
Collapse

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
Name field. There is no need to enter
any other family name or address
information because this record will
be used strictly for directory cross
reference purposes.

In the Mailing Code field, select
Directory Cross Reference. If this
mailing code does not appear on the
drop-down list, create it either through
the Master Coding System or by typing
it in the Mailing Code field.

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
appears in the Last Name field and
Directory Cross Reference in the
Mailing Code field.

Insert an Individual Record for this
Address Record. Type Millerin the Last
Name field and See Ross in the First
Name field (since the family actually
appears under Ross in the Address
Record). The new Individual Record
will look like the screen shown here.

ece
Do

@ save
© cancel

0D swap

SHOW
%k an
@ nore
/2 Find
& Searches
EE erid
= Print
po
+ adg
@ Multi-Add
#" change
7 Delete
Go
2 Individual

5 Giving Unit

3 configure

@3 collapse

‘Address Records

Last Name ~ Salutation Name Primary Phone City
Phelps Big City
Robinson Gatewood and Anne 606,555.1313 Big City
Rogaine Big City
Ross Jim and Joy 606.555.8149 Big City
Shank Steven & Rebecca 606.555.9864 Big City
Shaw Frank and Lisa Big City
Simpson Marge Big City
smith Vance & Angela 910.555.9955 Thompsanvilie
smith Hugh 606,555.8833 Big City
B Jim and Joy Ross 81Results
< @  Addoss ; Phoes ; Emal ; Phoos ; Groups ; UserFields ; GivingUnis  Vistaton ; Pastoral
B by s s Order  First Name Last Name Family Status
= SN 8 % um Miller Head of Household |
Mailing Name: | Mr. Jim Miller and Mrs. Joy D6 @@ Y |doy Ross Head of Household
Salutation Name: Jim and Joy FY
Label Name: Jim Miller and Joy Ross
Alterrate Address
Address: 1144 Main Street Main(Cods)

Local church members who receive mail

Care Group
Care Group 2 - Margaret Harvey
city: |Big City State |[KY | Zip 40123
Country: Carrier Sort: 01
pe— VapGuest] B Directory Newsletter

Find records where Last Name Advanced Find

B contains 1 vitter Fing

Last Name ~ Salutation Name Primary Phone City

Miller iSee Ross Big City

Ross. {im and Joy 606.555.8149 Big City

12 see Ross Miller 2 Results

< @ : ddress : Phones : Emal : Phowes : Groups | UserFields : GivingUnits :  Visiaion :  Pastoral »
Eaiviameliom oy Order  FirstName  LastName Family Status
Last Name: | Miller Suffix: &% 7 |SeeRoss Miller Head of Household [l
Mailing Name: |See Ross D: 114

Salutation Name: | See Ross

Label Name: |See Jim Miller and Joy Ress

Aterts Adress

Address: Mailing Cade
Directory Cross-Reference
Care Group
City: Big City State KY | Zip 40123
Country: Carrier Sort:
Cortned MapQuest| B Directory Newsletter

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

Family entry:

Jim Miller & Joy Ross
1144 Main Street

Jim Miller* Joy Ross*

Big City, KY 40123

859/555-8149

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 P>Membership 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.

ece
Do First Name Individual L... ~ Last Name Primary Phone  Salutat
e e
ve Robin Disney Disney 606.555.1739
O cancel
o e R o
FE — e oo
L Doe 203 Results
@ : Nemo : Phones : Emal ; Perso User Fields Attendance Pastoral
Indivigual Infermation
B Overrit ide Select
. Doe
MapQuest
— City: | Big City t K’ Zip Code:|40123
Title -] Country.
Suffi Phone Number:
Family Statu
RS B G credentiais
Use Preferred Name
Do Not Print Create Account
Collapse
3. Inthe Address Information section of the pane :
. ! Last Name

click the Select Address button.

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

5. If itis a new address, create a new Address record
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.

~ Primary Phone

Select Address

Salutation Name

B Johr

n and Jan

e Doe

You may need to update their family status.

nnnnnn

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
Print Reports from Find Results

Clicking on the Reports button will bring up a list of available
report options related to the Membership window you have
open;i.e., Address reports if the Address record window is open.

You can choose to print

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

Welcome to Membership

Getting Started Windows Reports

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

] P Address Directory
.. Listings and Exports P Address Yearbook Directory
O summaries P Individual Directory
Labels 'E Individual Yearbook Directory
" Notices [7] Family Status/Giver Code
[&] visitation Details [&] Family Info Sheet

[&] wisitation Selected Types

Close

NOTE: Multiple records may be selected (highlighted) by holding down the Command or Control key

while clicking on the desired records.

& CDM+ File Edit ProgramHeln Window

B A BR:=ff  Membership Reports Directories Address Directory

| = o

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.

1-16  Getting Started - Membership

Attendance Reports
Preaching Aids Reports
Media Ministry Reports

5 Address Yearbook Directory
Listings and Exports

Individual Directory

Summaries Individual Yearbook Directory

Contribution Reports
Memorial Gifts Reports
Statistics Reports

Family Status/Giver Code

Family Info Sheet

>

>

>

Labels >
Notices >
4

Payables Reports

Receivables Reports

>

>

>

>

>

> | Visitation Details

>
Ledger Reports » Visitation Selected Types

4

>

>

>

>

>

>

‘Accounting Reports
Payroll Reports

Sales Order Reports
Investment Reports

Event Registration Reports
Roommate Reports

Check-In/Check-Out Reports

2024 CDM+ Users Conference



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 | AddresSCUstom |\, iation | Individual Labels/ . Detail by
Director Listing Summary by Type Envelopes Address Emails Individual
y and Export y by 1yp 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 !Dhone/ 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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