Membership Reports

Reports in CDM+ share a common framework. This framework provides for rapid development, easier and
more effective maintenance, and a lower learning curve for the user.
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These components are available on nearly all reports in CDM+. Within each main component of this window
are several other common features. In the search area, many reports offer Standard and Advanced Search
options, and when opened from a record frame window, a Window Results option.
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Report Window Options

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

Report Report - Report-specific options
— . Format - Make report column selections, etc.

Format
e Page Setup -Choose paper size, orientation, margins,

and scale
Page Setup
Logo
|
Logo Text -Set font, header/footer options, etc.
Text Custom Listing
P, Export - Select fields to export or include on a custom
Custom Listing list
Notice
Export
Labels/Envelopes - Select and edit the label/envelope
= Notice for Labels/Envelopes and Card Notice
B Cards
Labels/Envelopes - . .
/E pe Some reports have additional report-specific options
¥ tabs.
" Cards
Load/Save Report
If your ministry is like most, you tend to need
. [ XON ) Address Directory
the same reports over and over. With the Load/ » - g K
= Igl ‘ @ E: o S |
Save Report feature, you can save the search Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
criteria for an oft-repeated report along with = savenew |\ " o 2s s 230 g 20 070 4205
its formatting and other options. What a time SELecrEDsETUp (et GRS ortzB 200 SO1M
saver! « toad
Rename
If you have previously set up the report you | e
need, simply click the Load/Save Report button =
at the bottom of the report setup window, pelete
highlight the report in the list and click Load.
If you have not yet created the report you need,
you may set up the search and formatting
options for the report first, then click Load/
Save Report when you're ready to save and
name the report. Or, you may click Load/Save < Back
Report before creating the report and use the .

Load Defaults feature as a starting point for
your new report.

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

3-2 Membership Reports 2024 CDM+ Users Conference



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

Creating labels from CDM+ provides you with many choices. The Labels/Envelope report window allows
for the selection of : Labels, Envelopes, Cards, Name Tags, Rolode, File Folders, Electronic Media, Dymo
Labelwriter, and Favorites.

== G

Print Page PDF Screen Refresh

¥  Favorites
Expand Shipping/Mailing & Name Badge
b Mame Badge Tag Stock (Mon-Adr
/O Search ¥ Labels
15162 - Address
OPTIONS 15163 - Shipping
15167 - Return Address Labels
4 15267 - Return Address Labels
Labels/Envelopes 15510 - Weatherproof White Labe
15662 - Clear Address
18161 - White Ink Jet Address Lal
Report 18162 - Ink Jet Address
18163 - Ink Jet Address [ Shippin
18167 - Ink Jet Clear Return Addr
Format 18662 - Ink Jet Clear Address
18663 - Ink Jet Clear Address/Sh
SETUP 18667 - Ink Jet Clear Address Lal
Py 2180 - Addressing
2162 - Addressing
Load/Save 2163 - Shipping
2164 - Shipping
2180 - File Folder-Assorted
t‘ Defaults 2181 - Flle Folder-White
21B6 - 3.5 Diskette-White

RO - Rlneew Dhata Mualibg Da

JUuC000000
JUuCo00000
JUuCo00000

@
@
=L
—
o]

Click labels to skip them on the first page

Preview with label outline
Oullapse Add Edit Remove Un-Mark Fav. Snaking Columns

Under the Labels/Envelope tab, click the arrow beside Labels, scroll down to select the appropriate label; a
preview of the label shows to the right.

:-r.El o S « Report, Format, and Text options further customize your
O omemaese oo mowe selections
woserarn || S |[[ @ O o
/O Search Last Name Label Name premre . .
« Hundreds of editable label and media types to choose from
? Labels/Envelopes e proneslemal . . o
& o O et « Option to skip labels on the first page of printing
—ome N ra— P N - Edit paper/page options and label setting for page
Load/Save Serple
el e « Name Badge printing including Barcode
* For label formats that you use often, click the Mark
Favorite button to move that label up under the Favorites
section for quick re-use.
.- i LobnlEvsops The Edit button allows you to change the setup
on the selected label.
| wmeom [ n | (OO
Paper Width: 8.500 in. One Per Page. (:] (:) (:]
Portrait B4 vertical Spacing: | 0.000in. CoHOHC O
2 00/% Top Padding 0.100]in. CoOC O
foobaEe)  0.500 (8 Left Padding 0.100]in. CoOCoHC
Botemlam iy 0500]in- | gotiom Padding: 0.100]in. COCOC—™
| | e Ceee | OO
oot Laels - ~~ Label Type/Options - (:) :) (:)
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Directories

»Reports PMembership Reports PDirectories P>Address or Individual Directory

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

Individual record window.

Report Options and Sort Order are selected on the Report

tab.

Format tab provides selection of Individual Name Options,
Address Name Options, Address Options, Unlisted Phone

Numbers, and Other Phone Numbers.

Directory

Current Church Offices equal to: Board

eo0e Address Directory
3 -
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Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
Stancard Search Advances Search
Expand
CEVEl Newsietter/Directory.
Directory checked
p— Newsletter checked
® Visitor Directory checked

Cap LEE Visiter Newsletter checked
B
= Format

Page Setup
—

Logo

Text

SETUP
R

Load/Save
:‘ Defauits

Collapse

Name Address

Board

City, State Zip

Phone Mumber

1. Mitchell Alexander
2. William Allen
3. George Baldwin

4. Lincon Barrymore

Yearbooks

699 Shady Lane
1674 Stevens Lane
830 W Oak Lane
450 Main Street

Big City, KY 40123
Big City, KY 40123
Big City, KY 40123
Big City, KY 40123

859-864-2366
859-333-4455
859-863-4499
859-863-9955

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

® © ® Address Yearbook Directory = B a

Print Page PDF TextFile Clipboard Numbers Excel Screen  Refresh

o @ S

Expand Standard  Custom

2-Column
O 3-Column
Search 4-Column

Across the Page
Down the Page
Picture Yearbook

OPTIONS
[_o]
Rolodex
@ Report
—
Logo
Text Add | Edit | Duplicate|  Delete
SETUP

Load/Save

I':J Defaults
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Click Add, select a template, enter a
description, then click OK - OR - select an

existing report and click Edit. The Modify
Yearbook Directory window will open.

% Create custom designed Family
(Address) directories
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Yearbook Directory Setup Click Directory Setup at the bottom of
the Modify Yearbook Directory window

Paper Options Header Options Footer Options
E— chureh Name Date Stamp to choose p?ge and margin, column,
. - | Last Narne Range bage Number header and footer, and other options
Divider line style: Divider line style: that apply to the overall report layout.
Paper Width: | 8.500/ in. H =] PPl P Y
Paper Height: 11.000 in.
Alignment Options Date Format
Portrait v | .
Align Left Aug 24 2023
Scale: 100 % ° Align Center
Top Margin: 0,500 in. Align Right © August 24, 2023
Facing Pages
Bottom Margin: 0.500 in. Start: Lefto Right
Left Margin: 0.500 | in.
Font Options
Right Margin: 0.500 | in.

Font;lFutura.Condensed Extr... v | Size: 9 g

Column and Row Options Sample

Number of columns: |2
Vertical divider: E

Horizontal divider: x

) Show total addresses and individuals printed
Subtotal by the first letter
of the last name

Start new page Cancel ﬁ
s.00 blorifyYearbook Diectary The report has a completely user-
definable layout area. Click to select

o 1 2 3 @ 5 6 7

a field, then click Item Settings to
S change font, size, style, alignment,
- and other options. Click the Fields tab
o to click-drag and add new fields to the
layout. Click the Drawing tab to add
lines, shapes, text boxes, or graphics.

Rever Diectory Setup e Setings once | (IR

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

® Address: Block

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

® Full Name

® |ndividuals

® QOther Phones

®* Phone

*  Work Information

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

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

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

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

eoe Individusl Letters - You may choose an existing Letter Notice to edit or
A . . .
'I:F E i - el use asis, oryou can create a new Letter Notice. Begin
int age =
. Stancard searcn Advance Searcn by clicking the small Select/Add button.
v xpand i
Group: Membership Codes a

<blank>

Child, nt a member yet

OPTIONS Joined by Baptism

O Joined by Transfer

Notice
Member, but type unknown
@
Non-member
@ Report
. Spouse of Member

s Format

SETUP

Load/Save

I:‘ Defaults

@ Collapse Al None Include "Do Not Print” | | Include Historical

A new window will open in which you'll see any existing notices. On this window, you have the option to
choose an existing notice, add a new notice, duplicate an existing notice, rename an existing notice, or delete
an existing notice.

o0 e Select Individual Letters

=

+8 @y -

Add  Duplicate Rename Delete

Description ~ Count Description  ~ V. o

<All> i { Building Gift a8
a

5
<No Category> f PE  Picnic Invitation ; 9

Attendance Letters

[ =

o ;
Birthday 0 A
Board 0
Choir o m M m
Elders 0 | ANEW HOPE]
Festival Letters 0 Dear alFirst Name,
Festivals 0
out e o atend e anualchreh pirc Sundey une 2,

0 e 1 clock sorvice: ames . chan

0

0

0

o

Life Events following I
sign

-ach opportuniti

Members
Templates

Vacation Bible School Let
Youth Group

The
= and baby back rbs from Barret's Smokehor
ort o share.

W hopo to 500 you thoro!

Sincersly,

b F2tbuon

Deen Pattarson

) N Griemey Reslrictior;;mi;w (M)odify
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P Reports »>Membership Reports P>Notices P Address or Individual Cards

Click Select/Add to view existing cards or add a new

card.

Add, Duplicate, Rename, or Delete cards.

Click the Cards tab to select the desired card format.

The Edit button allows you to change the setup on the

selected card or label format.

Saving Sent Notices

El i =

Page PDF Screen

Expand

Search
OPTIONS

Cards
Labels/Envelopes
Report

Format
SETUP

Load/Save

Defaults

Collapse

¥ Favorites
Shipping/Mailing & Name Badge |
Name Badge Tag Stock (Non-Adt
15160 - Address

Labels

Envelopes

Cards
16660 - Clear Address
25160 - 30 Up 40 Sheets
25371 - Laser Business Card

avv

26550 - White Ink Jet Paisley Bu:
26551 - White Ink Jet Borderline
27871 - White Ink Jet Uncoated E
27878 - Ink Jet Business Cards (i
27881 - White Ink Jet Business C
27882 - Ivory Ink Jet Business C:
28371 - Ink Jet Business Card
28373 - Glossy Photo Quality Bu:
28877 - White Clean Edge Ink Je
3252 - Vellum Overlay Greeting C
3254 - Glossy Photo Quality Prin
3256 - White Embossed Note Ca
3259 - Ivory Embossed Note Car:
3260 - Ivory Embossed Half-Fold
3263 - White Postcard

3266 - White Quarter-Fold Card
3268 - White Note Card

3269 - Glossy Photo Quality Half
3273 - White Print-to-the-Edge (
3297 - Half-fold Card

3375 - Confetti Heavyweight Hall
3376 - Confetti Heavyweight Not
3377 - Confetti Heavyweight Pos

Add Edit Remove Mark Favorite

@

Refresh

Click labels to skip them on the first page
Preview with label outline

Snaking Columns

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

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

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

» Notice icon

General

[]

Fields

System Preferences

Membership and Attendance

al ™

Defaults Attendance
Address
Letter Do Not Save
Card Do Not Save
Individual

Letter Do Not Save
Card Do Not Save
Attendance/Missing
Letter Do Not Save
Card Do Not Save

Contributions

Accounting

Worship Sch.

© save Always
© save Always

© save Always
© save Always

© save Always
© save Aways

Payroll

Prompt to Save

Prompt to Save

Prompt to Save

Prompt to Save

Prompt to Save
Prompt to Save

Event Registration

Roommate | Il

Revert Displayed Settings Cancel m

There are 3 options for each type
of Letter and Card notices sent
from the program: Do Not Save,
Save Always, and Prompt to Save.
Make your selection for each item
and click Save.

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

sent from CDM+ will be saved on the Notices tab.

< : Groups Photos  : User Fields : Attendance Pastoral Events Notices Check-In Connections Engage )
Type | Description Date Sent | Name | Email |
@ ,* Email |Sermon Info |Aug 24 2023 2:55 PM |Mike Disney |norep|y@suran4com |
Email Notices
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Email Notices provide an effective means to contact the groups, classes, and teams already set up in CDM+

via the efficiency of email. Select the Add button to begin a new email.

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

&

Send Email

" Expand Email
OPTIONS

=L
== Format
SETUP

Load/Save

d Defaults

( \/{{\ Collapse | Last se

Subject:
cc:
BCC:

Message Body:

Sender's Name:

Subject: Temporary Website For Sermons - Pls Read

/O Search Body:

Individual Emails

Address Email Notices use email addresses entered

on both Address Records AND Individual Records

s Sermon Info Select/Add

dah
JA NEW HOPE]

nt: Aug 24 2023 2:55 PM Change  More Options

the Sender!”

Temporary Website For Sermons - Pls Read Recipients: (100 out of 100 selected)
sort @ Name Address
"Abby Adams" <abby@yahoo.com>

"Abby Adams" <abbylou@yahoo.com>

"Adrienne Cassidy" <2cassy@windstrea
"Al Delvecchio” <mrdelvecchio@email.c
"Alex Adams" <alex@suran.com>

"Alex Adams" <ava_adams@hotmail.com

"Allison Wright" <mrswright@aol.com>
"Amanda Lane" <amandalane@aol.com>

ar Individual/First Name,
"Andrea Hunter" <andysue@yahoo.com:

ank you fos us about last weeks sermon! We're current]
e randarin 2 nana tinavailahla Wa hava mit

carman dwmla: N flahla

"Andy Stamey" <andy123@stamey.com:

"Angela Smith" <mrssmith@gmail.com>

Dean Patterson Address: noreply@suran.com

"Anita Perez" <aperez4prez@aol.com>

R NN NN NN NN NN}

SMTP Account: |Suran SMTP v
"Anne Robinson” <anneofgreengables@
Attachments: File size Add Attachment
Delete Attachment o | e 0 (D
Preview Attachment
Send Test Send a copy to the sender Cancel ﬁ
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windows, while Individual Email Notices use ONLY
email addresses entered on Individual Records.

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

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

*Checking "Send a copy
to the Sender" will result
in you getting a copy of

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

NOTE: If the email is personal-
ized with embedded database
fields, any copy sent using the
staff addresses will show the
database field names only.
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Custom Listings and Exports
P Reports P> Membership Reports PListings and Exports P>Address or Individual Custom Listing

and Export

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

such programs as Numbers, Excel, or Word.

® © @ Individual Custom Listing and Export

Expand
/O Search
opTIONS

Export
o= Format

Page Setup

uuuuu

& collapse

- clck € to customize field)

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

Click the Add button '+ to create a new custom list set; or click Modify

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

Church School Class.

Add Delete Rename Set Publish

Fields in Set

*Full Individual Name

Primary Phone

Modify Custom Listing Sets

Individual -> Full

Custom Name

Last Name.
Last Name Bold
Last Name First
Middle Name
Suffix

Title

zzzzz

uuuuuuu

e,

Add Blank Field Load Defaults Widths

Individual Name

Fields with *** have additional parameters

Close

)|

to change an existing set.

To edit the Custom Listing, click
the small grey icon next to the
plus sign near the Set dropdown
bar. The Modify Export Sets
window will open. In the Modify
Export Sets window, double-
click or drag fields from left to
right. In the Fields in Set list on
the right, click, drag, and drop
fields to set their order.

Add Blank button allows for a custom blank field to be inserted in the report.
Widths button allows you to set the column widths for the report.
Check the Publish button so other CDM+ users can access your set.
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Click Close when finished - set will automatically save.

Individual Custom Listing and Export

=i 0 n OB

Print Page POF TextFle Export Numbers Excel Scroen

*expana | g

eul
/O Search

opTIONS

R ST T

Now Mombrs By Transfor
From 11121

o Export

= Bankine
= Format

"\ Pagesetup

Logo

L Text
serup

—
Load/Save.

g

Bg0. kY 0123

ioh o, NC 273698914

@ Collapse

£ =] @ zoom o detautt @

To Export, click on the Export tab, and choose the settings you want. Then, click any of the options on the
top of the window, to export the file, such as to a PDF, .csv, Numbers, or Excel.

mELs = B o O

Print Page PDF TextFile Clipboard Export Numbers Excel Screen

|

Name Badges
P Reports P>Membership Reports PLabels P Address or Individual Name Badges

sce ) Individual Name Badges . Click Add onthe Name Badges report window. Give
== L s X the label a description and choose a label format,

Print Page PDF Screen Refresh

A Expand Deseription Number — then CIiCk OK.

Barcoded Individual ... {Name Badge Ta

4

/O Search

OPTIONS

@ Report

—

Format

SETUP

Load/Save

I':‘ Defaults

Click labels to skip them on the first page

Preview with label cutline
@ Collapse Add  Edit Duplicate Delete Snaking Columns

Add Name Badge

osscrpion: * Create a custom-designed label and use it over
Bt and over. Once a label has been created it can be
Duplicated, altered appropriately and Saved with
a new name.

¥  Name Tags
5095 - Name Badge - Red
5140 - Hello Name Badge Labr
5141 - Hello Name Badge Labe
5144 - Blue Border Name Badt
5147 - White Name Badge Lab
5305 - Tent Card Med
5383 - Name Tag Kit
5384 - Name Badge Inserts -
5390 - Name Tag Refill
5392 - Name Tag Refill
5395 - Name Badge - White
5843 - Name Badge Inserts - ©
5883 - Name Badge Inserts - ©
5895 - Mame Badge - Blug
74461 - Name Tag Kit
74520 - Name Badge Inserts -
74535 - Name Badge Inserts -
74536 - Name Badae Inserts -

HEEN
1NN

Add  Edit Remove Mark Favorite

3-10  Membership Reports 2024 CDM+ Users Conference



[ ] Item Settings
. ~ settings for: -
Description: |Barcoded Individual Name Badg Show Paper
. i ﬂ m Drawing | Fields
ront: [T A
ram Size: Styles: B 7 U
i Mignment: £ = =

Full Individual Name
Text Color: Il

Border Color: [l Style: &
= | A Fill Color: [l Pattern: Il

’ Attendance Barcode Alt. Fill Color: Il |
- Top: in. |
Left: in. |
- Helght: in.
‘Width: in.

Snap to vertical grid
Extend Horizontally |
Extend Vertically

Revert Labe! Setup - tem Settings Cancel Save

Summaries

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

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

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

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

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

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

may be useful in completing annual reports.

Individual Summaries

[ ] [ ]
== L O e -

Print Page PDF TextFile Clippboard Numbers Excel Screen

Expand
v P
p Search Summary Format Summary Options
o Count One Per Address
OPTIONS Carrier Sort -
‘D - Zip Code (3 Digit} : Print Certified
. Report " Zip Code (5 Digit} Print Non-Certified
— ") Zip Code (9 Digit) © Print Both
= Format
\ Page Setup
—
Logo
Text
SETUP
P
@ Collapse
First Church

123 Main Streat
Big City, KY 40123
606/555-1234

All Church Groups

K\
N

Refresh

Summary Counts: Church Groups

Adult Choir

Altar Guild

Bible Study Group
Children's Chaoir

Couples Fellowship

LEab Cmbomnd Wt bl e
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