Contributions Procedures

“Special” Giving Unit Codes

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

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

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

Visitor Giving Unit Codes

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

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

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

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

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

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

eove Contribution Records _ O C H b H R d
SHow Contribution Date Total Contribution Amount Giving Unit Code. Giving Unit Last Name Giving Unit Mailing Name Source nco nt rou tl on hecords

Mar 312023 300,00/ HERM39 Herman IMr. and Mrs. Douglas {Engage H d ﬁ d H b H

T window, find contribution

@ None Mar 19 2023 30.00 JONES3 Jones IMrs. Jones |Engage . .

O Find Mar 19 2023 300,00 :HERM39 Herman “Mr. and Mrs. Douglas. CDM+ e nt ries yo u wis h to
Mar 19 2023 100.00{HATM93 Hatmaker Terry {Engage

B Searches |\, 152023 90.00 HATMO3 Hatmaker Terry {Engage (Guest) t f

£ Grid Mar 12 2023 3000 JONES3 Jones. {Mrs. Jones {Engage ransrer.
Mar 8 2023 325,00 120 Hunter IMr. & Mrs. Mark {Engage

== Reports i i

PO & the ibution of DJ and Mary Jo Herman (HERM39) on Mar 19 2023 for 300.00 717 Results

o 0 e - Click Transfer button.

Reference 303
@ Multi-Add

5 Deposit Date: Mar 20 2023 Contribution Date: Mar 19 2023 Event: v Asset: Batch:
" Change

Giving Unit Detail
Delste Enter code or name List

Giving Fund Amount | * Memorial/Note
(HERM39) Mr. and Mrs. Douglas Herman Tithes

v 30000
3035 Courtside Dr.
+ Enable Check | Big City, KY 40123
I Scanner
Go
B oriress [
Type: v
£ Giving Unit eed Check
Number: 4194
Add Line Item Total: 300.00 *Not Tax Deductible Total: 0.00
Memo Ledger
v Do Not Post To Ledger
Posted to Ledger: No
£+ Configure
@ Collepse Amount:  300.00
[ ] Transfer Contributions

i windom alons you f ranferContbotons shown on - Option to transfer all displayed contribution entries or to transfer
the Contributions window to another Giving Unit. only those Selected Contributions.

Transfer all Contributions
o Transfer Selected Contributions Only

- If you choose Transfer Selected Contributions Only, you can select

‘ _ Contribution Records by Ctrl-clicking those displayed contribution
v — entries before clicking Transfer.

107 Peachtree Dr Apt 2
Big City, KY 40123-2318

Destination Giving Unit

- Enterdestination Giving Unit Code or name, or select from list. From
the list, you can “add giver”

Delete source Giving Units after transfer
Results
1 Contribution will be transferred.

0 Giving Unit will be deleted.
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Mass Contributions Edit
»Program P> Contributions »Contribution Records

- Find the Deposit, Offering
Date, or Show All.

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

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

- Changes made here DO
make a corresponding
change in Memorial Gifts

- To change deposit or
contribution date for
entire batch, use the
'Modify Batches' function
within Batch Contribution
Entry.

2024 CDM+ Users Conference

00 e Contribution Records
0o ibut - on Amount Giving Uni GivingUnitLastName  Giving Unit MallingName _ Source
© e Mar 312023 I 300.00]HERM3D Herman M. and Mrs. Dougias Engage
Mar 26 2023 | 30,00 JONES3 Jones M. Jones Engage
© cancel var 19 2023 30,00 JoNES3 Jones Mrs. Jones engage
 Enable Check |Mar 19 2023 30000 HERM3D Horman M and Mrs. Douglas coms
! Mar 19 2023 i 100.00 HATM93 Hatmaker Terry Engage
Mar 16 2023 | 3000 HATMS3 Hatmaker Herry Engage (Guest)
Mar 12 2023 30,00 JoNES3 Jones Mrs. Jones engage
Mar 82023 32500 120 Hunter M. & Mirs. Mark engage
?me contribution of DJ and Mary Jo Herman (HERM39) on Mar 19 2023 for 300.00 717 Results.
@ Conmbutons :
var 202023 var 192023 |7 vent: K fsset: 63 Batch:
Giving nit
enter code or name st Giving Fund Amount |+ Memorial/Note
(HERM39) Mr. and Mrs. Douglas Herman 3 Tithes [~ 300,00 <«
3035 Courtside Dr.
Big City, KY 40123
Type: Check [~]
Number: 4194
Add Line tem Total: 30000 | Not Tax Deductible Tota: 000
D0 Not Post To Ledger
Posted to Ledger: No
© colapse | Amount: 30000
[ JoX ] Batch Contribution Entry
Code ~ Giving Unit Amount Currently showing Contributions for
1 iCharl 750. 5
08 Charles & Ruby Cook 50.00 Batch Code 7 - May 30 2022... v | Add Find  Show All
120 r. & Mrs. Mark Hunter 850.00
BALL52 Derek and Lucy Balling 400.00 Contribution Date: May 29 2022
ELVE462 | Elves | 150000 b (PEzsns) _
T e T 550100 Default Event: Sunday Morning 11:00 Worship
GAMB49 iPatrick and Nancy Gambet i 925.00 | Target | Processed | Remaining
LTI [P PEE RS DD T Amount: | 0.00 12240.00 | -12240.00
Customize List Display 16 contributions Control Number: | 0 0 0

Giving Unit Detail - Reference 686

Enter code or name List Giving Fund | Amount |+ Memorial/Note
(GAMBA48) Mr. and Mrs. Patrick Gambet Tithes v 85000 |
123 Neighbor Way
Big City, KY 40123
Type: Online Gift v Add Line Item Total: | 85000 | *Not Tax Deductible Total: 0.00
Details: Memo Event
Sunday Morning 11:00 Worshig |
Do Not Post To Ledger
Amount:  850.00 Posted to Ledger: Yes
L4 2 - o i
- ‘% & X § & d X ] Enable Check Scanne &l
Add Multi-Add  Change  Delete | Modify Batches Ledger | Print  Prefs  Load Cancel | Save
& &, ] X 2 - 4 ']
] Enable Check S
Add Mult-Add ~ Change  Delete ( Modify Batches (A edger || Print | Prefs | Load nable Check Scanne Cancel | Save
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Updating and Editing Giving Unit Codes [in mass]
»Program P>Contributions P Giving Unit Field Maintenance

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

[ NN ) Giving Unit Field Maintenance

Copy gurrent Copy|;?§nding

Find Records Where

|Giving Unit Code M quual to v “ Find Advanced Find Show All
Last Name Mailing Name Salutation Current Code | Pending Code | No Statement | Inactive

Disney Michael Mike MIKED MIKED

Disney Robin Robin ROBIND ROBIND

Allen William & Lucille William & Lucille ALLE2

Cook Charles & Ruby Charles & Ruby 108

Hunter Mr. & Mrs. Mark Mr. & Mrs. Mark 120

Lucas Mr. & Mrs. Ralph Mr. & Mrs. Ralph 18

Ross Mr. Jim Miller and Mrs. J|Jim Miller & Joy 130

Smith Hugh & Marcia Hugh SMIT15

Offering Loose Loose ZLOOSE

gift Visitor/Non-Mbr Visitor/Non-Mbr ZVISITOR

McAllister Mrs. Osa Mrs. Osa MCAL19

Maslowski Stewart & Nancy Nancy MASL20

Delvecchio Albert & Camille Albert & Camille DELV21

Ullom Mr. and Mrs. Lee Lee and Tracee ULLO29

James Mr. and Mrs. Matthew Matt and Ashley JAME30 JAME30

Strickland Mr. and Mrs. Don Don & Melissa STRI31

Grant Mr. and Mrs. Michael Michael and Jackie GRAN32

Wright Mr. and Mrs. Charles Chuck and Allison WRIG33

McLaughlin Mr. and Mrs. Michael Mike and Dana MCLA34

Confine tabbing between code columns 74 Results

Revert Close Save

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

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

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

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

Merge Giving Funds

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

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

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

Viewing Contribution History of all - e Cotbition Hiory
g y View
G- . U .t . T t I © Total Contributions ' Selected Giving Fund Select Description(s) to graph.
iving Units (in Total) ST P
» > . . » . . l Toul [ gotgimgunts | #efsiingurs Aoage. || Average Conebution
P c b V C b - BeEiz ibuti with without contri c i All Giving Units
rogram ontrl Utlons Iew ontrl u Current 9,780.55 7 66 1,397.22 133.98
H H 2020 17,989.47 42 30 42832 249.85
tionH |5t°ry 2019 Totals 19,232.00 20 a2 96160 31019
2018 16153.47 a 2 393.99 304.78
2017 3,549.20 n 2 32265 27302
2016 13133300 3 49 43,7767 252563
Total Selected p— - n A
Total Contributions: 27,770.02 l()tal (,(lntrlbutl()ns
Average Selected: 13,885.01
Average Contribution: 91277 |
Average All Giving Units 191.92
Graph Descending 5
o
Print Graph
Copy Graph to Clipboard -

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

[ ] Update Contribution History *

— R — Create a Contribution History
Description Begin End escripton:

2020 “ Ja12020 Dec 312020 Date Range: | Jan 12020 to: [Dec 312020 file each year as a part of the Year
ot e ety selectedGuingFunds: | End Contributions process after the
2017 Jan 12017 iDec 312017 Missions H H

2016 an12016  |bec 312018 S Contribution statements have been
oo e e capta distributed. Don't worry — any changes
2014 Jan 12014 ;Dec 312014 - X X

o el 1S pecist 2080 made to a contribution entry after
— N Show Insctive | Al None

: the History File for that date has been
£ Skip giving fund with no contributions . . .
Add Delete Skip giving units with no contributions to any giving fund Created, Wl” U pdate the H IStOry Fl Ie.

Cancel Save

Itis important to create your history file BEFORE performing any archive process.

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

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

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

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

In most situations, itis recommended that you do NOT check the "Skip giving units with no contributions
to any giving fund" box.
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Recurring Contribution Entries

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

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

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

Click on the Recurring

[ JOX ) Giving Unit Records

SHOW Giving Unit Code ~ Giving Unit Last Name Giving Unit Salutation Name Primary Phone G IvViNn g ta b Sel ect th e

. MCLA34 ‘MeLaughlin Mike and Dana 1606.555.4176 . .o .
* MERRS? Ismith | o anc Verarica _ desired giving unit and
@ None MIKED iDisney Mike 5505.555.1739 .
e MILLS1 ier e Ross enter the edit mode by

ODLEN3 EOdIe ;Joshua E606.555.6'\70 . .
o Searches PERE54 {Perez {Jose & Anita 1606.565.2811 CI |Ck| ng the change
& ord - - . . .
o[ Mike Disney (MIKED) 73 Resuts button. This will activate
¢« @ : |Informaton : Pledge : Groups : Comments : History : Nofices : RecumingGiving :  Email Statement : .
00 100.00 Starting on Aug 12017 and scheduled Monthly the Add Recurring button

< Add
@ Multi-Add General Fund 2017 100.00 at bOttom IEft'

> ch 150.00 Starting on Aug 15 2017 and scheduled Monthly ending Dec 15 2017
ange

Click the Add Recurring

T Delete Building Fund 2017 75.00, Camps 75.00

e 300.00 Starting on Sep 12019 and scheduled Weekly ending Dec 29 2019 button to open the
Add . . . .
B adoress Missions 30000 Recurring Contribution
2> Individual 50.00 Starting on Oct 6 2019 and scheduled every week of Oct, Nov, and Dec on Sun ending Dec 29 2019 .
2 contrtions Setup window. There
General Fund 2019 50.00
50.00 Starting on Jan 12023 and scheduled Monthly ending Dec 31 2023 are th ree ta bS on the
General Fund 2023 50.00 setup window - Setup,
Schedule and Memo.
£} Configure
Collapse Add Recurring
[ ] Recurring Contribution Setup
X oeie | oo On the Setup tab ...
Starting Date: Aug 12023 <& Payment Type: Check h Mark 'Do Not Post To Ledger'

ST Starting Date: Enter the first date of the recurring

GungFund | Amount |+ | Memoriajote | contribution. The schedule of repeats begins from this
¥, Missions [~ 1] 100.00| | <| date

Payment Type: Select desired payment types from

your defined types. You may find it beneficial to create

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

Add Total: 100.00 *Not Tax Deductible

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

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

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

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

frequencies and an advanced frequency.

[ ] Recurring Contribution Setup

Never Daily Weekly Bi-Weekly Monthly  Bi-Monthly  Quarterly Annually Advanced

Preview and Exceptions

- August 2023 >
Sun | Mon | Tue | Wed | Thu | Fri | Sat This Recurring Contibution will occur every
1 Q|2 3 4 5 month.

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

(Click a & Default Ending
day to €3 Added Reset
change it) €3 Skipped Never ° On this date: Dec 312023 &

Never - does not repeat.
Daily - repeats each day
Weekly - repeats once each week

Bi-Weekly - repeats every 2
weeks

Monthly - repeats once each
month

Bi-Monthly - repeats every 2
months

Quarterly - repeats once every
three months

Annually - repeats every 12
months.

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

You may also enter an Ending date if desired.

The Preview calendar is a live calendar, meaning that you can mark any date to skip or you can add additional

dates by clicking on those dates.

L ] Recurring Contribution Setup

Never Daily Weekly Bi-Weekly Monthly  Bi-Monthly Quarterly Annually ~ Advanced

Preview and Exceptions Advanced Setup
“ August 2023 > Sur Mon Tue Wed Thu Fri Sat
Sun | Mon | Tue | Wed | Thu | Fri | Sat
1 2 3 4 5 First Second Third Fourth Last
6 7 8 9 10 |11 12
January May September
13 [14 15 |16 17 18 |19
20 2t 22 |23 l22 |25 |26 February June October
27 |28 |29 |30 |31 March July November All Months
April August December No Months
(Click a w Default Ending
day to €3 Added Reset
change it) €3 Skipped Never ° On this date: |Dec 312023 &

Use the Memo tab to record any notes concerning this recurring entry.

® Recurring Contribution Setup

Setup ‘ Schedule m

Here, you can keep notes. About important stuff. :)

2024 CDM+ Users Conference

The Advanced Schedule tab
provides you with the ability to
create a custom schedule. The
screen to the leftillustrates a setup
of a recurring contribution made
on Friday of all weeks of all months.
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After a recurring contribution is entered and saved on the Recurring Contribution Setup window, the
Recurring Giving tab of the Giving Unit Record window will display the summary of the recurring entry. If
you need to edit this entry, click the Change button on the bottom of the Giving Unit Record window, then
click the pencil on the right side of the recurring entry you wish to change. This will open the Recurring

Contribution Setup window.

The example to the

[ XOX ) Giving Unit Records
ri g ht dis p | ays a Givin g SHOW Giving Unit Code ~ Giving Unit Last Name Giving Unit Salutation Name Primary Phone
. . . Al MCLA34 {McLaughlin Mike and Dana {606.565.4176
U nit Wlth two d Iffe rent % MERR97 ismith John and Veronica :
. . . @ None MIKED {Disney iMike ?605555.1739
recurring entries in 0 Find MILL81 Miler See Ross |
. _ ODLEN3 {odle Joshua 1606.555.6170
effect. Thi S WOu | d be L Ssarhes PERES4 iperez Jose & Anita 1606.555.2811
. . Grid
the case with a giver = 4 Mike Disney (MIKED) 73 Results
. . ! RS < o H Information Pledge : Groups  : Comments History Notices : Recurring Giving  : Email Statement  :
wa nt' ng tO g Ive on tWO bo 1UU.UU SLarung 0 AUy 1 ZU 17 dna screauiea monuny
B B Add
different frequencies, F e Genera Fund 2017 10000
f I € i 150.00 Starting on Aug 15 2017 and scheduled Monthly ending Dec 15 2017
or example. 2 change
T Delote Building Fund 2017 75.00, Camps 75.00
300.00 Starting on Sep 12019 and scheduled Weekly ending Dec 29 2019
Go
g2 Address Missions 300.00
~ Indivi 50.00 Starting on Oct 6 2019 and scheduled every week of Oct, Nov, and Dec on Sun ending Dec 29 2019
<> Individual
& Contributions General Fund 2019 50.00
50.00 Starting on Jan 1 2023 and scheduled Monthly ending Dec 31 2023
General Fund 2023 50.00
100.00 Starting on Aug 12023 and scheduled Monthly ending Dec 31 2023
£+ Configure Missions 100.00
{3 collapse Add Recurring

Recurring Gifts Reports

There are two Contribution Reports for Recurring Gifts: a composite listing and a detail report.

The standard Contributions Report setup window allows you to fine-tune these reports.

P Reports P> Contribution Reports P> Recurring Contributions P Recurring Contributions Listing

[ JON ] Recurring Contributions Listing
pS = s X0\
E > R X
Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh

A Standard Search Advanced Search
A= and Date Range
9 Recurring Contributions Listing By Giving Unit
First Church
® scarch Entered (@) Starting | Ending  Include Indefinite 123 Main Street
. - ) - Big City, KY 40123
From: May 15 2020 To:  Aug 15 2020 o
OPTIONS —
@ it R Sotices) Starting Date May 15 2020 to Aug 15 2020; Giving Funds: Building Fund, Needy Families; All Sources
° Report Al © selected O Selected
- Tithes All sources Giver Giving Fund Note. Amount
= -
s Format Missions will be used Mr. and Mrs. Douglas Herman - HERM39
] 100.00 Starting on May 15 2020 and scheduled Monthly ending Aug 15 2020
Building Fund Building Fund 100.00
Page Setup Capital
\ Total 100.00
— FTH 50.00 Starting on May 15 2020 and scheduled Quarterly ending Nov 15 2020
Needy Families 50.00
Logo Memorial
A/C Fund Total: 50.00
Text Recreation Teams Mr. and Mrs. Douglas Herman - HERM39 Total: 150.00
SETUP Camps
150.00
— Missionaries
Load/Save Organ Fund
Blanket Sunday Off.
Defaults
Christmas Offering
Easter Offering
Needy Families
Al None Load Set ¥
Collapse ol Zoom to default
A4 B Show inactive (¥) =S Q Q
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P Reports P> Contribution Reports P Recurring Contributions P Recurring Contributions Forecast

r |
= K\
® © @ Recurring Contributions Forecast | |§| 0 EE E
Print Page PDF TextFile Clipboard Mumbers Excel Screen  Reiresh
Standard Search Advanced Search
Dats/Rangs Recurring Contributions Forecast
From: |Jul12023 |5 To: |Dec 312023 %" First Church
123 Main Street
Sources Giving Funds Big City, KY 40123
606/555-1234
OPTIONS Al © Selected [« 71 Selected
@ Jul 1 2023 to Dec 31 2023; All Giving Funds; All Sources
»  Report GO+ All giving funds
tngage will be used
=L
= Format Text Giving Giver Giving Fund Recuri ing Date Note Amount
Mr. and Mrs. Alexander Adams - 200
Camps Jul 16 2023 25.00
Page Setup Aug 12023 25.00
Aug 16 2023 25.00
— Sep 12023 25.00
Logo Sep 16 2023 25.00
Oct 1 2023 25.00
Oct 16 2023 25.00
Nov 1 2023 25.00
Text Nov 16 2023 25.00
Dec 1 2023 25.00
SETUP Dec 16 2023 25.00
| Total Camps: 275.00
Load/Save .
Mr. and Mrs. Alexander Adams - 200 Total: 275.00
Defaults
Tricia Sallee - SALL96
Operating Fund Jul 20 2023 29.00
Aug 3 2023 29.00
Aug 17 2023 29.00
e Collapse Al | rarm ~ = €, zoom to default @,
S 4

Initiating Recurring Gifts:
After the Recurring Contribution Entries have been set up, they can be initiated.

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

»Program P>Contributions P>Batch Contribution Entry

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

Whichever method you select, click the Load button at the bottom of the Batch Contributions Entry window.
This will open the Recurring Gifts selection window shown below.

[ ] [ ] Recurring Gifts
( & &F K

Nl ©~ X
Create Skip Delay Modify Refresh
From: Aug 52018 </ To: Sep 29 2019 L No glﬂ selmd

Code ~ Name Pay Type Amount Date Last Gift

102 Mike & Susan Disney ACH 100.00{Sep 12018 Sep 29 2019

102 Mike & Susan Disney Cash 300.00:Sep 12018 Sep 29 2019

102 Mike & Susan Disney Cash 300.00:Sep 8 2019 Sep 29 2019

102 Mike & Susan Disney Cash 300.00:Sep 15 2019 :Sep 29 2019

102 Mike & Susan Disney Cash 300.00:Sep 22 2019 :Sep 29 2019

102 Mike & Susan Disney Cash 300.00:Sep 29 2019 :Sep 29 2019

WAKES? :Roger Wakefield Check 100.00;Sep 12018 Jan 7 2018

7 gifts totaling 1,700.00

This window chooses dates based on the selected batch on the Batch Contributions window. The end date
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is the offering date from the batch. To determine the begin date, CDM+ finds the last offering date used in
any batch prior to the selected batch. The day after that offering date will be used as the beginning date for
Recurring Gifts.

For example, consider these batches:

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

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

Recurring Gifts

@ D’ S

Create Skip Delay Meodify Refresh
From: | Aug 5 2019 L/ To: Sep 202019 £ Can't dlsplay
Code =~ Name Pay Type Amount Date Last Gift information for

102 {Mike & Susan Disney {ACH 100.00{Sep 12019 Sep 29 2019 multlple gms_
: : : .00:Sep 12019 Sep 292019 |
Sep 8 2019 Sep 29 2019 |

.00 :Sep 15 2019 Sep 292019 |
= N10 i Con 20 20010

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

Memorial Gifts

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

Adding Memorial Designees

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

LXK ) Memorial Gift Designees Records Enter flrst and |aSt name Of

SHOwW LastN... ~ First Name

J; M: H H H "

e designee, date, specify“In honor
@ None McMillan  Wilma i ” " "
Drwa  |wwin  wm of” or “In memory of”, and add
= o Reynolds  Vince H

i Smith George i
== Reports Smythe Jacob i a ny CO mm e ntS.

Teague C i

oo Trent Barbara
-+ Add
@ Mmut-ada | E Myrna Jones 1 Results,
4 Change @ :  Memorial Gift Designees :  Connections
7 Delete Designee

Last Name: Jones
First Name: My
Date: Aug 12023 Date Note: 100th birthday
InMemoryof (@ InHonor of
Comments: Use at the discretion of the trustees

£ configure
@ collapse
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Entering Memorial Gifts Given

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

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

General | Membership and Attendance [NCSUIEM Accounting | Payroll | Event Registration | Roommate | |l
O c? @ 3 =
[ Settings | Entry Stats. Fields Batches Stats. Funds Notice

Link to Accounting (allows Contributions to be posted directly to the ledger)

© Enabled Disabled
Link to Memorial Gifts (allows selected Contribution to automatically be
entered as Memorial Gifts Given entries)

© Enabled Disabled

Canadian Receipts
© Enabled Disabled

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

Click the “magnifying glass &

SHANSS  iSteven & Rebecca Shank 625.00 p B G

pap t the right

STOK78  |Ruth Stokes 600.00 o OoEm) aper- icon a er

STRIS1  |Don & Melisea Strickland 22500 Default Event: Sunday Morning 11:00 Worship. . . .

— side of the fund designation

Amount: | 0.00 12440.00 -12440.00
Customize List Display 18 contributions Control Number: | 0 0 0 I i n e Of t h e CO n t ri b Ut i o n e nt ry

Detail °

Ente: name List Giving Fund Amount L Memorial/Note H H H H

e T = This will open the Memorial Gift

1660 Island D
Big City, KY 40123

Designation window.

Name: 3=

Gift Designation

C R Contribution will post in
e0e® Select Memorial Gift Designees M H I Gf i
e s emorial Gifts to appropriate
i person.
Amount: 000 George Smith A Find
Jacob Smythe & Searches
Add Multi-Add Change Delete Meodify Batches| Martin James 22

Mary

Disney + nda

M) . H
@ seiect

= NOTE: Edits in Memorial Gifts
@ M DO NOT make corresponding
© cotoe changes in Contributions Entry.
[ Myrna Jones 11 Results | €3 Collapse
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Entering Memorial Gifts not as contributions

»Program P>Memorial Gifts »>Memorial Gifts Given Records

ece
SHOW

%k A

@ None

° Find

%, Searches

EH orid

= Reports
DO

4+ Add

@ Multi-Add

/" Change

T Delete

£ Configure

@ Collapse

Memorial Gifts Given Records

Name: Myrna Jones
Given By
Last Name: Delvecchio
Mailing Name: Albert & Camille
Address: 1660 Island Dr

City: Big City
Phone Number: 606.555.4576

Amount Date Ack. Sent Date Given ~ Designation Given By Last Name Given By Mailing Name Zip First Nam
50.00 Oct 6 2021 iGrant iMichael and Jackie 40123 Myrna
35.00 i0ct 62021 iFlintston iFred 40123 Myrna
50.00 ioct 6 2021 iHarvey {Rhett and Margaret 40123 Myrna

100.00 May 29 2022 Delvecchio Albert & Camille 40123 Myrna
25.00 10u1 16 2022 EDisney EMike 40123-2318 :Mary
30.00 Jul 16 2022 EDerecch\’o EA\berl & Camille 40123 Mary
50.00 1Jul 312022 iDisney iMike & Susan 40123-2318 |George

& Myrna Jones -100.00 29 Results
o B Memorial Gifts Given  : Notices  :
Designee Gift
InMemory of (@) In Honor of Date: May 29 2022

¥ Amount: 100.00
Designated
For:
Link To Address Rec.
Select Address

State: KY | Zip: 40123 Date Acknowledgement Sent:

MapQuest

Email Address:  mrdelvecchio@email.com

Reporting options will group givers by Memorial Designee.
Using Memorial Gifts

»Program P> Memorial Gifts »>Memorial Gifts Used Records
In recording memorial gifts, it is often necessary to track how much money has been used for a specified

purpose.
[ JOK )
SHOW

5k Al

@ None

° Find

T, Searches

FE Grid

== Reports
DO

- Add

@ Multi-Add

/" Change

Delete
£} Configure
(& Collapse

9-12

Amount ~ Date Used
200.00 i Aug 5 2021
2000.00:Jul 12017

Memorial Gifts Used Records
Used For

Added to the Parlor Fund in Myrna's honor
New sound system for sanctuary

First Name

{McMillin

Last Name

== Myrna Jones - 200.00

2 Results

o 8 Memorial Gifts Used  :

Designee

Gift

Name: Myrna Jones 2

Date: | Aug 5 2021
Amount: 200.00
Used For: Added to the Parlor Fund in Myrna's honor

Contributions Procedures

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

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

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

Memorial Gifts Designee

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

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

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

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

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

Memorial Gifts Given Listing

—Eio D OB

Print Page PDF TextFile Clipboard Numbers Excel Screen

%)

i
=

A
Expand Memorial Gifts Given Listing
First Church
123 Main Street
Big City, KY 40123
606/555-1234

Gift Given Date

May12022 “T to May 312022 T

® Search
Gift Designees

(TAMLL © Al Selected Gift Given Date May 12022 to May 31 2022; Al Gift Designees
)
@  Report Al gift designees .
will be used iven
Designee Acknowledged  Amount GrenBy Designated For

=L
=
g Format Myma Jones May292022 10000 Abert & Canill Delvecchio
N In Honor of 1660 Island Dr
Big City KY 40123
. Page Setup

Myrna Jones Total 100.00
Logo

- Text

100.00

SETUP

Load/Save

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

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

Report provides a listing of the total amount given for Memorials during a selected date range. The report
can include all or selected Gift Designees.
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Memorial Gifts Given Composite
First Church
123 Main Street
Big City, KY 40123
606/555-1234

Gift Given Date May 1 2022 to May 31 2022; All Gift Designees

Designee Amount
Myrna Jones 100.00
Report Total: 100.00

Memorial Gifts Given Custom Listing and Export

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

Build your own report by choosing fields to include in a list that can be printed and provided to family
members or other interested parties for data management.
Custom Listing
First Church
123 Main Street

Big City, KY 40123
606/555-1234

Gift Given Date May 1 2022 to May 31 2022; All Gift Designees

Date Given Given By Last Name Amount In Memory/Honor Of First Name

May 29 2022 Delvecchio 100.00 In Honor of Myrna

Memorial Gifts Given Labels/Envelopes
Reports P>Memorial Gifts Reports P>Labels >Memorial Gifts Given Labels/Envelopes

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

Memorial Gifts Given Letters, Cards or Emails
P Reports P»Memorial Gifts Reports P>Notices »>Memorial Gifts Given Letters, Cards or Emails

Similar to Letter, Card, and Email Notices found elsewhere in CDM+. Embed database fields to personalize.

Select/Add

° Gifts Given Emails - Thank You

Dear Mary,

Thank you for your gift of 20.00 to the Wilma McMillan Memorial Fund, given on 07/1572019. Memorials given will be used to enhance
the audio system for the hearing impaired here at First Community Church.
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Memorial Gifts Used

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

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

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

[ XON ) Gifts Given vs. Used
E & Eﬂ N [ o
= @ E S |
Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
A Standard Search Advanced Search
 FExpand Used/Given Date Memorial Gifts Given vs. Used

First Church

May 12022 “T" to May 312022 “7° 123 Main Street

Big City, KY 40123
606/555-1234

o Search

Gift Designees

OELIGHS Al © selected May 1 2022 to May 31 2022; Selected Gift Designees
9 Report Wilma McMillan
(] Designee Given Used Balance
. Cora Teague
= Mary Disney 0.00 0.00 0.00
Wilma McMillin
s Format ! i Myrna Jones 100.00 0.00 100.00
Mabel Baker
Report Total: 100.00 0.00 100.00
Page Setup Martin James
— Myrna Jones
Logo George Smith
Jacob Smythe
o Text Mary Disney
E Barbara Trent
Vince Reynolds
L |
Load/Save
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