Ministry Application

Visitor Tracking

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

Visitor Records
The Visitor Records within the CDM+ Attendance program allow for tracking of visitors while keeping the

information separate from the main CDM+ Membership database. Visitor Records has special tools, such

as follow-up tracking to track the response of visitors to an evangelism program of the church. As persons
become interested in the church, it is easy to transfer this information over to the Membership records. The

Visitor Letter features of CDM+ are used exclusively with the Visitor Records in the Attendance program.

o0 e
SHOW

ok Al

@ None

O Find

%, Searches

EE Grid

m= Reports
DO

<+ Add

(@ Multi-Add

" Change

"7 Delete

[ Transfer

£} Configure

. Collapse

Visitor Address Records

Date of Last Atten... ~ Last Name Salutation Visitor Status
:Johnson : Johnson Family
Aug 212022 {Lindendorf :Dwight and Angela
Aug 212022 ;Gerrard %Bob and Phyllis
Sep 4 2022 iThompson iStan & Joy iFirst Visit
Johnson Family Johnson 12 Results
o g Address Groups Phones : Email : Followup : 8 C 8 @
Family Name Information Order First Name Last Name Family Status
Last Name: | Johnson Suffix: 4r4F | George Johnson Head of Household
Mailing Name: Mr. & Mrs. George ID: 6 Ann Johnson
Salutation Name: Johnson Family Janet Johnson
Label Name: The Johnson Family
il GRS Alternate Address
Address: 698 Persimmon Tree Rd Visitor Status
v
City: Big City State KY | Zip 40123 N
Country: Carrier Sort: Directory Newsletter
MapQuest ﬁ}]

» Program P> Attendance P> Visitor Address Records

Note the additional information that can be maintained using Visitor Records, including:

User-Defined Groups

Follow-Up Ministry/Outreach Actions

Additional Phones/E-mails

Individual Attendance

Comments
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Attendance Tracking of Visitors
»Program P> Attendance P> Event or Class or List Attendance

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

Visitor tracking is done of the
individuals on the Visitor Records.
When visitors are transferred to

XX Event Attendance Entry Membership, the history of their
ispiay] . o . .
o T : At Date attendance as visitors will be included.
Sunday Morning 11:00 Worship v | IAug 27 2023 v |\-~

In addition, to print visitor letters from

L " Those Present
e Attendance, information must be

Advanced Find Show All @ @pBorder, Ann . .
© Qtorder, lacab entered on Visitor Records.
Johnson, Janet & Bgorder, Ryn
indendorf, Angela '
indendor ; & € Johnson, Ann . e . .
T © Qomaan. Gaorse If the visitor is not already listed on the
Ve, Toby Visitors tab, simply click the Add New
Norrison, Andy .. .
Sl s Visitor button at the bottom of the list.
Thompson. Stan The Visitor Records window will open
E— . ol Atend 4 so you can enter the information.
NV VrREHE] Show Existing " ‘ ¢
lew Visitor ark Selecte Clear Selecte . . .« .
e S— After clicking Save on the Visitor
ndividual Information resent List Key . .
s, Veret o e @ Flod Attendance Records window, the name(s) will
versalles, Ky 40383 T 9 Un-Filed Attendance appear on the Visitors tab of the
as ended: ) Visitor .
st Atended @ attendance entry window.
X o
Add Duplicate Change Discard Preferences Cancel Save

Visitor Letters
»Program P> Attendance P> Visitor Letter Assignment

e0ce Visitor Letter Assignment Here you assign letters to
Showing Visitors for Sunday Morning 11:00 Worship on Aug 27 2023 = & be prepa red for prl nt| ng
Name Family Visitor Status | Letter Sent Prntlattars Letter Setup .
Johnson, Ann No Letter Assigned by Event, CIaSS, or SerVIce.
Johnson, George No Letter Assigned Attendance Date:

Johnson, Janet No Letter Assigned o Event |Event v |

Border, Ann No Letter Assigned Class Outreach Event

List Sunday Evening Worship
Sunday Morning 11:00 Worship
Sunday Morning 9:15 Worship

Wednesday Prayer Service

Border, Jacob No Letter Assigned

Border, Kelly

[ EIEIEIEI RS ES

No Letter Assigned Any

(S ES RS ES KSR K]

Border, Ryan No Letter Assigned

Individual Information

Address: Mr. and Mrs. Border Border
1234 EIm Street
Versailles, KY 40383

Past Letters: Date Letter

Cancel Save
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Create Visitor Letters

= - Go to the Notice tab.

Vacation Bible School Let

|
mpand | o ren T Select the Letter Setup button at the top-right
/Oojj:':: corner of the window (see image, opposite page).
@i vicome o e neisptornons - Visitor Letter Setup window will open.
N oo - Clickthe Select/Add button.To change an existing
ece letter, click once to highlight it, then click Choose
= |asc) - .
T2 b to load it and make your changes.
: - To add a new visitor letter, click the Add button
to create a letter or click the Duplicate button to
B m——— modify a copy of an existing letter.
- Click Close button to return to the Visitor Letter

Youth Group

Assignment window (shown at left, top).

Yo b

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

Add Notice Category.

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

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

Print Visitor Letters
- Click the Print Letters

o0 e Visitor Letters.
button. mE L e S
- Click the Print button . -
B Border, Ryan
- Se|eCt the repOI’t destination OOWONS mﬂm Welcome To The Neighborhood
. @ Report NEW HOPE
and click OK ——
- ClickYes or No to messages " Loaarsave D et ok b i i Y
asking if you want to mark - . R LS e st o
the letters as printed and if T S e i st
you want to print labels (or e e e e Y
envelopes) for the letters.
(This does not apply if you Y one Ao
are previewing the letters.) P Do Fsrn
@ Collapse o) B @, zoom to defauit @

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

0 Mark Letters

Do you wish to mark letters as printed?

=5

Print Page PDF Screen

Expand

/O Search

OPTIONS

@
® Report

=

g Format

SETUP

Collapse

YYvy

vy

Add Edit Remove

No Yes

Visitor Labels

Favorites
Shipping/Mailing & Name Badge
Name Badge Tag Stock [Non-Adr
15160 - Address

Labels

Envelopes

Cards

Name Tags

Rolodex

File Folders

Electronic Media

Dyme LabelWriter

Un-Mark Fav.

Click labels to skip them on the first page

Preview with label outline

Snaking

0 Print Labels

Do you wish to print labels now?

No Yes

K
A

Refresh

Columns

After marking letters as printed, the date the letters were printed will display in the Sent column of the Visitor
Letter Assignment window.

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

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

valuable outreach information for your leaders
or their interests or needs can be very helpful.
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o0 e Visitor Address Records
0o Date of Last Atten... ~ LastName Salutation Visitor Status
@ swe Aug 19 2022 Johnson Johnson Family
Aug 212022 Lindendorf Duight and Angela
© cancel Aug 212022 Gerrard Bob and Phy/lis
Sep 42022 Thompson Stan & Joy First Visit
Stan & Joy Thompson 12 Results
© : Addess :  Groups Phones Email ; Folowsp ; Attendance ;  Comments i  Connections
How Visitor Discovered Church |
Brought by a Member
Driva-by
Online
Add Al None Add All | None
@ Collapse

Visitor Tracking
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The Follow-up tab tracks letters that are sent from CDM+ through the visitor letters of attendance. Other
types of follow-up can also be entered here, such as personal visits, phone calls, class participation, etc.

o e Visitor Address Records
Do Date of Last Atten... ~ Last Name Salutation Visitor Status
@ save Aug 19 2022 Johnson Johnson Family
Aug 212022 Lindendorf Dwight and Angela
@ cancel Aug 212022 Gerrard Bob and Phyllis H
Sep 4 2022 Thompson iStan & Joy “First Visit

Stan & Joy Thompson 12 Results

@ : Addess : Groups ; Phones ; Emal ; Followsp ;  Altendance ;  Comments :  Connections :

Type Date By Comments
Bl First Time visitor |adl sep 222022 Senior Minister | To: Stan Thompson

Add Followup

() collapse

Connections

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

organization’s network of relationships.

Reports and Analysis of Effective Evangelism

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

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

ece Visitor Master Listing All of the attendance reports can access
= [Catgy = . . . . .
Refremn. visitor information. It gives the most
- information about visitors which can
be important to calling teams and those
= involved in church growth. The Visitor
N resosewn Master Listing report can be run for any
=S ree date range.

Y

1 Standard Search Advanced Search
Expand D.

Include
Select Status Codes

L

OPTIONS Aug 312023

@
Report Other Attendance
) B ‘Confiaure

L
Format

seTUP

Load/Save

~—
I':‘ Defaults
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=

Screen
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Measuring effectiveness of visitor follow-ups

Use an advanced find and related records to access the information on the follow-up tab.

Record Type
Followup

Add Related Record

° Match Primary AND Related Record Fin

Salutation

Primary Record Related Records Saved Searches

Match

Visitor Address Records with matching:

Remove

Followup Records where:

All Results ™
Search Followup Fields

Starting comparison fol

Al Comment
Followup Date
Date Entered
Date Last Modified
Entered By
Followup By
D

Last Modified By .
Type ated Record Finds

Visitor Status Date of Last Attendance

Last Name

Analysis of effective evangelism

1. How many visitors in the year?

0 Results

2. How many attend more than once, in what frequency?

3. How do they find out about the church? What are their interests?

FIND

ok Clear All

PREVIEW

)
=

Refresh

DO

@ ok

© cancel

£} Configure

@ Collapse

4. How many have moved from being just visitors to a more active role?

5. What small groups do they become involved in or have contact with?

6. Where are the visitors coming from?

7. How many people are involved in interacting with visitors?

8. Do you track feedback that you hear from visitors?

9. Are attendance figures growing?

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

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

ZeeMaps - www.zeemaps.com

€«

20 Map creator online to mak...

@ www zeemaps.com

ZeeMaps

"\ +

@ | Q search

MyMaps  Gallery Blog  Pricing

Create and publish

interactive

maps

Use maps for analysis and

presentations

« Unlimited markers per map.
« 3-level access control for each map: Viewer,

Member and Admin

wBa o3

sign-

Tweets  Testimor

« Input from: Location(Search), Crowd Source, Google Spreadsheets, Microsoft Excel, CSV, KML, GeoRSS feed or Copy-2

Paste.

Key Features

Watch the videos —

() sign-Up Not Required

You do not need to create an
account to make maps

[# custom Fields

Add searchable custom fields
for map entries

[ Map images

PDF or PNG map images for
presentations or brochures

A Customizable Icons
Customize marker icons with
Your own images

@ color Regions
Highlight countries, states,

cities, zip codes, counties, or
hand-craw region

@ Marker Groups

Click2Map - www.click2map.com

Q import adress databases.

O\ +

€ ) @ www.click2map com/import-address-databases
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O cLICK2MAP™

W vesswonse uaemsc souons

SHOWCASE  FEATURES MOBILE

El~ @ | Q Search

Moderated Addi

Crowd Source markel
to restricted marker g

B Private Mapping
Keep maps private fo
confidential data with
support

Q GeoSearch

Search for

e o

SERVICES PRICING BLOG

IMPORT ADDRESS DATABASES IN A LARGE SELECTION OF FORM

Click2Map's powerful import module allows you to import hundreds and even thousands of markers on ar
few easy steps. Multiple data formats can be used to import and update marker information: CSV (text/Excel), t

GeoRSS and XML.

The import module auto-detects the most common data fields based on their header: once properly set up,
file can be imported to create new markers or update existing ones with no hassle.

Click2Map handles a number of default data fields, but you're free to add you own if you need to: the Persol
database module can be extended to handle your very own data an enhance the import module’s capabilities.

o

Map Explorer Sear

Timer

Marker Ut | Drawing List

“Belg

amain

Warghem

Suisse
Svizzera
witzertand,

[

Weebaden  wurgfory

Ninserg

nasts

L

Senms
e

Visitor Tracking

7-7



Using Membership Records for Visitors

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

ece Address Records Example of an Address
SHOW Find records where [ Mailing Code v Jequalto v | visitors -  Find  Advanced Find . .
a Record using the Mailing
% Last Name ~ Salutation Name Primary Phone city
@ None Code of Visitor/Prospect.
O Find
o, Searches
= Grid
=1 R &2 John and Jane Doe 1Result
< @ : Addess : Phones : Emal : UserFields i Photos : Pastoral : Groups : Comnections : GiingUnis i >
Do
<+ Add
@ Multi-Add (el Wlinle el Order First Name Last Name Family Status
e Last Name: Doe Suffix: 9 7 o boe it
# Change Mailing Name: Mr. and Mrs. John Doe 1D: 111 Jane Doe Adult
7 Delete Salutation Name: John and Jane
o Label Name: Mr. and Mrs. John Doe
2 Individual Alternate Address
Address: 123 Paved Street Mailing Code
Visitors v
Care Group
Group Test -
City: Big City State KY | Zip 40123
Country: Carrier Sort:
e MapGuen | Directory Newsletter
£} Configure
& collapse
ese il Rocers Example of Individual
Do First Name Individual Last ... Last Name Primary Phone  Salutation Name
@ swe sohn IDoe iDoe {Johnand Jane | Record using the
° | Jane Doe ‘Doe {John and Jane
Cancel H H .
Membership Code and
Membership Status
2 Jomn bos field to indicate Visitor/
< @ : Name : Phones : Emal : Personal : Membershp : Grops : Pholos : UserFields : Afendance : P »
Membership Code: Non-member B Asterisk ProspeCt'
Membership Status: Prospective “
Church School Class: | v | Church School Status:
Baptism Date:  ;  / < Baptism Place:
Bapt. Church:
Date Joined the Church: / /
TransferDate:  ; / ) Transfer Place:
Tran. Church:
Transferred outof Churchon: /[
Dedication Date: /| |, ) Dedication Place:
@ collapse
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