Contribution Statements

CDM+ enables your organization to be good stewards of the financial resources trusted to it. The option to
provide contributors with timely and accurate Contribution Statements remains a high priority for you. This
class will demonstrate how to generate those statements required in a variety of formats: printed statements,
email statements, and receipts.

Determining the Content of Statements/Receipts

[ ] [ ] Contribution Statements DatE/Range Selection
m=[E] L - > Select the contributions to include on the statement

Print Page PDF Screen Refresh

Standara Searcn Asvanced Seorcn r by choosing either the Deposit Date or Contribution
Date/Range Selection

Expand

D (7 G Date. For tax purposes, Contribution Statements
— Sep12018_|&y 1o [sop 30200 Jay Uso Ranges  Confgure should be generated based on the Contribution Date,
SCNRR e v P not the Deposit Date. Then enter the date range to
= — — include in the report. For tax purposes, Contribution
= n e Statements should be generated based on the
_ Fage Setwe Contribution Date, not the Deposit Date
Lo
- M:ﬂges The basic configuration of contributions statements
is to produce a statement for only those giving units
£l :E":’u':me"' that have contributed within the date selected.
| Losdsave - If you wish to print statements for all giving units,
gl petauts whetherthey have given or not, check the Use Ranges
- box and click the Configure button.
Click the Range radio button on the Configure
Collapse A None Ranges window. Enter 0.00 to 99999999.99, or

something that exceeds your top giver’s total. This
will result in statements printing for basically all
giving units, unless the Giving Unit Record is marked
to not receive a statement.

Configure Ranges - when you check Use Ranges and enter the
low and high end of the range you wish to print statements for,
you have 3 options to select from:

Giving Units

MNaen-Giving Units

o Range: 0.00 to |99993999.00
1. Calculate range on any single breakdown item - this bases Calculate range on any breakdown item
the range selection on any single entry line (Giving Fund). © Calcuiate range on total contribution
2. Calculate range on total contribution — bases the range Calculate range on report date selection
selection on total of any single contribution, regardless of
fund split.
P © Hep Cancel -ﬁ

3. Calculate range on report date selection — bases the range
selection on total of giving within date selection.

For example, Robert Jones gives $400 total and you enter one entry splitting the gift as $200 to General and
$200 to Building. Robert Jones also has previously given $50 on 1/1 and $100 on 3/31.

If you configure your range selection to include $250 - $999,999.99, option 1 would not include this gift nor
any other gift — he would not have a statement produced. Option 2 would include this gift, but would not
include the other two gifts. Option 3 would include this gift, and would include the other two gifts since the
grand total ($550) was within the range.
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Giving Funds

Be careful in your selection in this area. This is a major
change from prior versions of CDM+.

The All radio button at the top of the Giving Funds sections
applies to every giving fund defined in CDM+ Contributions,
including those that are flagged as inactive on the Giving
Funds window. In short and in this case — all means all.

If you do not want to include all inactive funds in your report,
you must have the Selected radio button active.

The list of Giving Funds below the All and Selected radio
buttons is, by default, all the Giving Funds that you have
not marked as inactive.

So, if your goal is to include all Giving Funds except those
flagged as inactive, here are the steps you need to take:

1. Click on the Selected radio button.

2. Make sure there is no check mark in the box next to

Show inactive below the list.

Al @ Selected

General 2015

Missions

Building 2015 NOTE: Inactive Giving Funds will be marked in the
W3 Capital list with an asterisk (*), as noted next to A/C Fund
M FTH in the image to the left.
4 Memorial
4 A/C Fund
4 Recreation Teams
4 Camps
4 Missionaries

4 Organ Fund

4 Blanket Sunday Off.
Christmas Offering

M2 Thankeaivina Offarine
3. Click on the small All button below the list of Giving funds. This will put a check mark next to all

listed Giving Funds.

If you want your report to include only some of your active Giving Funds, take these steps:
Click on the Selected radio button.

—_

2. Make sure there is no check mark in the box next to Show inactive below the list.
3. Click the small None button at the bottom of the list to clear any existing check marks.
4. Scroll down the list of Giving Funds, checking only the ones you want to appear on the report.
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Toinclude some inactive Giving Funds in your report, take these steps:
1. Click on the Selected radio button.

2. Putacheck markin the box next to Show inactive below the list.

All * Selected

W

Memorial

FTH

Recreation Teams
Camps

Missionaries

Organ Fund

Blanket Sunday Oft,
Christmas Offering
Easter Offering
Naady Families
Thanksglving Offering

3. Click the small None button at the bottom of the list to clear any
existing check marks.

Scroll down the list of Giving Funds, checking only the ones you
want to appear on the report.

Pregnancy Center Offering
Coffee & Doughnuts
Gitt In Kind

“General 2005

NOTE: Inactive Giving Funds will be marked in the list with an asterisk
(*), as noted next to A/C Fund in the image to the right.

“Bullding 2005
*Building 2006
*Bullding 2015
*General 2015
Event “General 2016
*General Fund 2018

*General Fund 2017

If you enter contributions by Events, leave the selection set to All. If
you only want to include certain Events, click the Selected button in
this section and ensure that you check the appropriate Event Code(s).

*General Fund 2010
*A(C Fund

*Tithes and Offerings 2023

*Tithes

All None Load Set ¥

Payment Types

 Show inactive (*)

For Statements and Receipts, you would generally leave All selected under Payment Type so all payment types
will be included. For some other Contribution Reports, you may wish to see a report of just contributions
paid by ACH, credit cards, or checks.

Contribution Statements (Column Format)

P Contribution Reports P>Statements/Receipts P>Contribution Statements

Contribution Statements

Report tab: determines who and what

will be printed on the contributions
statement.

==L =

Print Page PDF Screen

E d Sort Order Giving Unit Selection aeport Columns
ivi ; . . y ean © current Code Total Only
Giving Unit Options: If you wish to /O B Pending Code Selected
i g i
print statements for members that have Searc © Ascending o 2
. D di o: i
Pledged and have not given, place a °”T'°"s cecending Lcave bianko printal
check mark in Print only Giving Units 00 ot oy GiingUnfts wihapldg record
; =
with apledgerecord and under Search. = o mat Include
M e . o = Inactive Giving Units Send Email Py
Check “Use Ranges” in the Contribution 2o St Those marked ‘Does not Receive Statement! ses] 7]
. . N U
Ranges section. Then, click Configure  ogeselp
and check Non-Givers. This will resultin = Logo
statements printing for those few people a Messages
that have a pledge, but who haven't P
contributed. @5 Alignment
. . SETUP
Include: By default, a Contributions p— Lol
0al ave

Statement WILL NOT be printed for those
giving units marked as Inactive, "Does

(%)

Refresh

not Receive Statement," or marked to receive an email statement; if a printed statement is desired for any of
these groups, check the appropriate box(es).
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Format tab: Choices on this tab determine how
the information is presented on the statement.

[ ] [ ]
mE L e

Contribution Statements

Print Page PDF Screen

(%]

Refresh

7 Print Options Giving Unit
. - | Expand Check # Type (-] hS/IaJthngi.Name
Print Options: O search Memos [ Notes | LR e
Funds with Zero Amt. —_—
. . OPTIONS Print Date Range o 22(::::‘”"9 g::;:d
SeIeCt OptlonS to be InCIUded on the Statement’ ) Address Options Pledge information 2 Total Options
oy e . R t
but it is recommended to always select Print Date Oy e | S | aunaty o
| S —— urrent lone Pledge/Giv. To Date e:' ”32’ er s .
Range o Overfunder
Page Setup Show Total Pledge Print Totals Only
Giving Unit: Select which Giving Unit Name . = Aignmens ot SR
. . 0go ¥ Name ign Le ¥) Date Stamp

format to use and an Address Option - Primary, = SearcnDeserpin O AlonCaner Time Stomp

. M ol ign Rig User Stam)
Alternative, Current, or None. R PSR, FocnaPoes e

/EI A " Start Left Right age Number
. . . 2 i Font Options Date Format
Giving Unit Code: Select Current. sETuP FonfCeneva v s B | seprao0ns
Sample
. Load/Save © september 12, 2023

Pledge Information: If you record pledges, check
the Show Pledge Info box and then check the el peeuts

desired pledge information figures to include.

Total Options: without checking either of these boxes, each date that a member has contributed within the
specified date range will be listed. If a member gave each week during the year, along with other times during
the date range, they would have in excess of 52 detail lines printed, causing the statement to span multiple pages.

You may reduce this is some cases by checking the Quarterly Totals checkbox. You will specify which quarter
you wish to detail. For example, selecting the 3rd Quarter will result in the detail area listing all contributions
made between 7/1 and 9/30. The total section will list totals by quarter - 1st Quarter, 2nd Quarter, and so on.

Also, you may elect to not print any detail information, only providing total information by checking the
Print Totals Only checkbox.

Please note that by using either of these two options, you may not fulfill the IRS requirement for single

gifts of $250 or more. ( JON J Contribution Statements
b - x\
== 5 = 3
Print Page PDF Screen Refresh
y Giver Message
Expand

Thank you for your faithful support of First Community Church and its
missions. Unless otherwise noted, no goods and services were provided for
these gifts.

Messages tab: This report setup window tab, -

unique to Contributions Statements, is where =
you enter any message you wish to have
appear on all contributions statements. If you

Search

OPTIONS Non Giver Message

o Please consider financially supporting the work of First Community Church in
our community and the world.
° Report v

L
Format

are electing to print contributions statements = BN o
for those g|v|ng units that have not made Page Setup Non Deductible: Non-tax Deductible Donations
contributions in the desired date range, you = Logo

may specify one message for those that have
contributed and a different message for those
that have not contributed.

= Messages

éa Alignment

SETUP

Total Descriptions: Enter the terms that you want to appear in the totals area for deductible and
non-deductible giving. If you leave these blank, a single colon (:) will appear.

Alignment tab: If double window envelopes are to be used in mailing Contribution Statements, set up the
spacing as shown (a: 0.65, b: 0.65, c: 1.70, d: 2.75).

Page Setup tab: Set paper size, orientation, and margins. The recommended top marginis 0.90 inches and the
bottom margin is 0.25 inches for Contribution Statements that will be mailed in double window envelopes.

The above settings will fit most common double window envelopes. Print one contributions statement as
a trial. If necessary, tweak the settings on Alignment and Page Setup tabs so both the Church Address and
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Giver Address show in the envelope windows.

Once you have the proper settings for your double
window envelopes, we recommend you click the Load/
Save Report button and save this report.

Logo: A logo, church letterhead, or watermark can be
added to your contribution statements. See the section
in Chapter 1 Fundamentals of CDM+ for steps on how
to add a logo to most reports in CDM+.

Contribution Statements - Line
P Reports P Contributions Reports P Statements/Receipts

P Contribution Statements Line

Expand

p Search

OPTIONS

@
Report

B essnges

Top Margin

Organization Address (c) Space between Giving
Unit and Organization

addresses

! (a) Organization Indent

(d) Space between Giving
Unit and Detail

1 (b) Giving Unit Indent
(statement continues)

2 082)in b:  082)in e[ 130/in d:| 2.75|in.
“Leave 0.00 for default spacing®
eoce Contribution Statements
E m =
Print Page PDF Screen
/]
Expand
v P
Page Setup
Search
ORUCES Paper Width: 8500 in.
) N "
Paper Height:  11.000 in.
® Report
=
s Format Scale: 100 %
X Top Margin: 0250 in.
Page Setup }
Bottom Margin:  0.250 in.
——J Left Margin 0.250 in.
Logo g
Right Margin:  0.250 in.
a Messages
V4 —

The Line format of Contributions Statements is set up just as the standard column format, except that on the
Format tab you do not choose columns to include on the report.

{ ] [ ]
A o2

== L
Print Page PDF Screen

A
% Expand
/C) Search
OPTIONS

)
° Report

=L
s~ Format

‘\\ Page Setup

a Messages
/ i Select Graphic
@a Alignment -
Positioning
SETUP
|
Load/Save
t‘ Defaults

Vertical shift:

Horizontal shift:

@ Collapse
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Center Left

Bottom Left

Contribution Statements

Clear Graphic

Top Center Top Right

Center Center Right

Bottom Center | Bottom Right

0.500 in. Scale: 455

0.500 in. 0.509 in. hx 1in. w

Print on first page only

%

| @
|

Refresh
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v A Expand

Date/Range Selection

o Search

May 12022
OPTIONS

Giving Funds

)
°® Report o Al Selected

=L
s Format

\ Page Setup
—

Logo

égl Alignment

SETUP

P Load/save

t‘ Defaults

@ Collapse

Standard Search

© to May312022 T

Al giving funds
will be used

Advanced Search

Deposit Date (@ Contribution Date

Events

e Al Selected

All events
will be used

e Al Selected

All payment types
will be used

Use Ranges  Configure

Payment Types

First Church

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

Mr. and Mrs. William Bryant
1312 E Allen St
Lancaster, OH 43130-2739

Detail

Date Type  Check #

Contribution Report

All Giving Funds; All Events; All Payment Types

Total  Breakdown

05/01/22 Check
05/08/22 Check
05/14/22 Check

850.00  Tithes:850.00
625.00  Tithes:625.00
950.00  Tithes:950.00

Totals

Fund Report Total
Tithes. 2,425.00
Tax Deductible Donations: 2,425.00

Thank you for your faithful support of First Community Church and its missions. Unless otherwise noted, no
goods and services were provided for these gifts.

@, Zoom to default @

Contribution Statements - Email (or Line Email)
Email Statement Setup

Email Contributions Statements provide the accuracy of all CDM+ statements with the efficiency and
convenience of email. In order to use Email Statements, some setup in CDM+ System Preferences must be
completed. Follow this path to verify these settings are complete for your database:

» CDM+ (macOS)/File (Windows) P> Preferences P> CDM+ System P>General tab P Sys. Email

[ NoN ]

+ [¥ = |
D, -

Add Rename Delete Setas Default

=1 Suran SMTP
-

=

SMTP Server Settings

SMTP Server: | mail.smtp2go.com

{for example, smtp.isp.com)

Username: |suran_uid9566

(these fields may be required)

BCC Group Size: 100

Use Secure Sockets Layer {SSL)

Port: | 2525 (25, by default)

Test
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Click on the Sys. Email icon to open the
System Email window. Click on the Manage
SMTP Servers button to add server settings.
These settings are required for all use of
email via CDM+. Multiple servers settings
may be entered.
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Two steps must be completed to identify the Giving Units that will receive Email Contribution Statements.

»Program P>Contributions P> Giving Unit Records

First, on the Giving Unit @ ©

Giving Unit Records

. sHow Giving Unit Code Giving Unit Last Name ~ Giving Unit Salutation Name Primary Phone
R eco rd In fo rmation ta b, * Al ROBIND {Disney {Robin 16065551739
. ) Disney Mike -606.555.1739
check the Email Statement @ None LIZDISN Disney Liz 1606.555.1739
O Find DORE106 {Dore paul 1606.565.6373
box in the Giver's Name | cues [H2 fonee
iFawn i Janice
i i Grid
section.Thismarkstherecord & 2 Vike Disney (MIKED) o GIEED
tO receive a n Email Statement 1=} Reports < o H Information : Pledge Groups Comments History @ Notices Recurring Giving Email Statement  : (Y
Do
i - Add
a nd not pri nta paper copy Of @ vuit-add Giving Unit Name Address Information
1 H | Di Mr. & Mrs. Michael Di
the Contributions Statement = ¢ —— 107 besciresOr A A
4 E Mailing Name: | Michael Big City, KY 401232318
. - ) v MapQuest
(a paper COpy can St|” be Delete Salutation Name:  Mike
Does Not Receive Statement Inactive
int d b f d . th . &0 Phone Number: 606.555.1739
rinte overridin 1S Emall Statement —
p y 9 & Agdress Giving Unit Codes Attached Individuals
defa u It), & Individual Current:  MIKED Pending MIKED Mike Disney (MIKED)
&’ Contributions i Susan Disney (MIKED)
Last Statement Email: Oct @ 2019 1:31 PM
Liz Disney (LIZDISN)
£} Configure
@ collapse
S econ d , on t h e E ma i I Giving Unit Code Giving Unit Last Name ~ Giving Unit Salutation Name ‘Address Line 1
.. 9 ‘Davis Marvin 1123 Box Street
Statement tab Of the GIVIng X8 Stephanie 11660 Island Dr
10 Albert & Camille i‘\EEU Island Dr I

Unit record, put a check s
mark in the Use column to "
mark the email address(es) o
that should receive an Email L
Contribution Statement.
Multiple email addresses

may be selected for each
Giving Unit.

Elizabeth

re Paul

Jenathan and Charity

»Program P> Contributions »Giving Unit Email Maintenance

Giving Unit Email Maintenance
can be used to quickly identify multiple
Giving Unit records to receive Email
Statements. Check the Send box and
then select the email address(s) that
should receive an Email Statement.
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Advanced Find

Jack and Jill

1107 Peachtree Dr Apt 2
{107 Peachiree Dr Apt 2
11017 Amber Craek Lane

;903 Lexington St.
{60835 Millersburg Road

Giving Unit Email Maintenance

Show All
- 5 A O o= .
Send Code Giving Unit 21 £ uUse| Address/Individual | Email Notes
108 Charles & Ruby Cook Family cook2cook@windstream.n € |E-mail address ¥
Charles T. charliecook@earthlink.net €3 |E-mail address ¥
Ruby Johnson johnsoncook@aol.com o E-mail address 0
18 Mr. & Mrs. Ralph Lucas Family Lucasposse@yahoo.com €W |E-mail address ¥
Ralph Allen ralucus@aol.com €9 |E-mail address €}
Peggy mspeggy@suran.com €D |E-mail address €}
Lawrence coollucasau@gmail.com € |E-mail address ¥
120 Mr. & Mrs. Mark Hunter Family hunterofmyheart@gmail.cc ¥ |E-mail address €}
Mark bighunter@yahoo.com €D |E-mail address €}
Andrea Sue andysue@yahoo.com €9 |E-mail address €
Giving Unit Information (*) Unlisted
Charles & Ruby Cook o
218 Walnut St
Big City, KY 40123
USA
Revert Cancel Save

Contributions Statements

12-7



Generating Email Statements

Select either email statement format — default column or Line - from the Reports menu.

P Reports P>Contribution Reports p>Statements/Receipts P> Contribution Statements Email or Line Email

Email statements will be created for all Giving Units marked to receive Email Statements. The report setup
for email statements is the same as for the printed statements with the addition of two tabs: Notice tab and
the Security tab.

=

Send Email

~ Expand

/<) Search

OPTIONS

)
©  Report

=L
s Format

Q Messages
é!EI Alignment

l\o,‘ Security
SETUP

Load/Save
I:‘ Defaults

Collapse

8’

Send Email

Expand

/O Search

OPTIONS

Notice

)
° Report

=L
s Format

_ J—

éﬂ Alignment

SETUP

Load/Save

Emails:
Subject:
Body:

Last Sent:

Contribution Statements Email

Giving Statement Email Notice Select/Add

Giving Statment

ear Giving Unit/Giving Unit Salutation Name,

rch. Attached is a copy of your 2023
'y questions about the statement please

Never Change  More Options

Contribution Statements Email

If provided, this password will be required to view the PDF.

Notice Option

Click the Select/Add button, then click the small Add
button to create a new Contribution Statement notice
email. Enter a name when prompted, click OK, and the
Notice editor window will open for you to create your
custom email notice.

To preview the email message, see the list of recipients,
and send a test notice, click the More Options button
on the Notice tab.

Please refer to the Notices class or section of the Users
Conference manual for more information on creating/
formatting the email notice.

Security Option

Set the User Password to require the recipient to enter
this password in order to view a PDF of the contributions
statement (optional). If a User Password is utilized, some
means of sharing this password with the recipients must
be made; a separate email from CDM+ containing the User
Password is a possibility. The same User Password is used
by all members.

Click Send Email on the Notice tabto sendthe Emailand @ « @

the attached Contributions Statement PDF file.

e
=

Send Email

After the Email has been sent, the Giving Unit information record will be updated with the date of the last
statement emailed to the giver.

12-8 Contributions Statements
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»Program P>Contributions P Giving Unit Records P> Information tab P>Last Statement Email date

e0e Giving Unit Records
SHOW Giving Unit Code ~ Giving Unit Last Name Giving Unit Salutation Name Primary Phone
* A 102 Disne: Mike & Susan 506.555.1739
108 Cook Charles & Ruby 606.555.8369
@ 18 Lucas Mr. & Mrs. Ralph 606.555.9177
one 120 Hunter Mr. & Mrs. Mark 606.555.9112
20 nd 130 Ross Jim Mille & Joy 606.555.8149
.+, ST 7 Mike & Susan Disney (102) 52 Results
EH crid < @ : |Inomaton : Pedge : Groups ; Comments : Hstoy : MNooss ; RecumingGiving ; Emal : Conrections 5
== print
Do
s g Giving Unit Name Address Information
Last Name: |Disney Mr. & Mrs. Micnael Disney Select
107 Peachtree Or Apt 2 e
@ Multi-Add Mailing Name: | Michae! & Susan Big City, KY e Acdrezs
" Change Salutation Name: | Mike & Susan ManGuiest
— Does Not Receive Statement || Inactive
Delete Email Statement Phone Number: 606.555.1739
oo Giving Unit Codes Attached Individuals
B Address Current: 102 Pending 102 Mike Disney (102)
2 Individual Susan Disney (102)
ndivicua Last Statement Email: Oct 8 2019 1:31 PM e
., Contributions. Liz Disney
£+ Cconfigure
Collapse

To find the Giving Units to send the optional User Password and email them, use the Giving Unit Email Notice
report, create your notice, and use the Advanced Search to select the recipients.

P Reports P> Contribution Reports P>Notices P> Giving Unit Emails

=

Send Email

2 E: d
v Xpan

OPTIONS

“  Notice

=L
s Format
SETUP

Load/Save

I':‘ Defaults

Collapse

Receipts

Giving Unit Emails

Standard Search

Last Name contains Disney

Show results that
© Match the Advanced Search only

Match the Advanced and Standard Searches

Advanced Search

Configure
Advanced Search

Match the Advanced Search, Standard Search, or both

P Reports P Contribution Reports P>Statements/Receipts P Receipts

Receipts are specialized versions of the contribution statement. In simplistic terms, they are a cross between
giving notices and statements.

- Typically based upon event code. For instance, create an event code for China Earthquake Relief, enter
contributions in batch contributions entry or contributions maintenance specifying this event code in
the batch setup. Select this event code from the receipts Search window.
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- Receipts are printed for each gift. If Mike Disney
contributes three times to Life Center, he will
receive three receipts.

- The Report option lets you choose to print
receipts with or without a return stub. Use the
stub to invite future gifts. You may also assign
receipt numbers on the Report tab.

- Receipts offer the same capabilities of the other
Notices with respect to formatting and insertion
of personalized information and graphics. See
the Notices section of this manual for complete
details on how to personalize letter notices.

- After receipts have been printed, CDM+ can
mark the records as “Receipt Printed” ensuring
you won'tinclude these the next time you print

= =]

JU
on B

Print Page PDF Screen

ye,

()
(]

=L
=
fusc]

el

Expand

Search

OPTIONS

Report

Format

Page Setup

SETUP

Load/Save

Defaults

Body:

Receipts: Building Gift

Receipts

Select/Add

receipts.
Collapse
.
Sample Receipt
Receipt# Type Previous Donation
290 Check
Date of Gift Number Description Amount
May 1 2022 703 Building Fund 100.00
PLEASE INDICATE CHANGES BELOW First Church Designation Amount
N 123 Main Street
lame Big City, KY 40123
606/555-1234
Street Address and Apt#
108
Charles & Ruby Cook
City State and Zip Code ?rea ;Zede and Telephone#t 218 Walnut St
Email 3?Acmy' Ky 40123 Total Amount Enclosed: $

Please detach and return with next donation

Dear Charles & Ruby,

Thank you so much for your very generous gift towards the new Christian Life

Center we are building at the First Community Church. Your support will help make
possible the construction of a wonderful facility. God bless you!

Sincerely,

Son Boteumn

The Pastor

12-10 Contributions Statements

Dear See all/Giving Unit Salutation Name,

Thank you sa much for your very generous gift towards the new
Christian Life Center we are building at the First Community Church.
Your support will help make possible the construction of a wonderful
facility. God bless you!

Sincerely,

L%%V«zn

The Pastor

Change

(%)

Refresh
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Online Statements

Online statements are a new feature that was rolled out at the end of 2022 and is available on CDM+ 12.1
and above. A few benefits of online statement include:

Easy to generate and make changes.

Encourages your donors to login to their Engage account.
Streamlines the online giving process.

Most secure way to distribute the donors' statements.

Four Stages of Generating Online Statements

There are four stages to think through when generating your online statements.

Prep - Before generating online statements, you will want to review the list of your donors
within the date range that you are generating a statement for. You will want to verify that all
donations have been processed, they have an email on file, their Donor/Giving Unit record
has Email Statements checked, and multiple records have been merged together. Please refer
to the Getting Started- Contributions and Contribution Procedures sections in this manual for
further steps and instructions.

. Generate a Batch - A batch contains statements for the donors within the date range that
you select.

Review - You will want to review the list of statements to make sure there are no alerts or
changes that you need to make before publishing and sending your statements.

. Send - Here you can publish your statements so your donors can view their statements in
their Engage account and then send an email letting them know their statement is ready to

view.

Navigating to Online Statements

In Standard CDM+ you can navigate by going to Program P CDM+ Engage P> Engage Giving

Statements.

MReports Help  Window

H People >

Attendance

Donations
Memorial Gifts
Statistics

D

>

&

Payables >
Receivables >
Ledger >
Accounting >
Payroll >
>

>

>

Event Registration

Roommate

Check-In/Check-Out

CDM+ Engage

Open CDM+ Engage

Settings
Search Transactions

Engage Giving Statements
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If you are logged into Engage as an Admin, you can generate statements by clicking on Giving Statement
Batches under the Admin menu.

eoe M- < > [} & engage.suran.com ¢ ®©f + 0D
X -0MO@® a & nline Statements - Julian

NewGit

Scheduled Gifie

Ghang History

Statements

Payment Methods

Y mer O &

Ghing Profe

Bxpiing Cards

Search Transactions

One Time Charge

Giving Statement Batches

New Reitaton

B e

In Essentials, you can navigate to Online Statements from the Welcome to CDM+ window or by going to
Reports P> Online Statements.

o0 Welcome to CDM+
n o ] ¢
Donors Donations Donor Reports Donation Reports
Q Address Records (? Donation Records i Address (? Donations
S5 individual Records k Process Pending Donations 2 ndividuals Recurring Setup
- y -
4 Donor Records Search Transactions (4 Donors Transactions
Events Setup Donations Statements
- P
/|]\ Event Records ﬂ Funds -°  Online Statements
B Registration Entry o Engage Settings Event Registration Reports
-
/m Events t; Activities
B Registrations $, Payments
Don't show this window at startup Close
@ CDM+ File Edit Program Help  Window

Address Custom Listing and Export
Individual Custom Listing and Export
Donor Custom Listing and Export

Donation Custom Listing and Export
Recurring Donations Setup Custom Listing and Export
Transaction Custom Listing and Export

Online Statements

Event Custom Listing and Export
Registration Custom Listing and Export
Activity Custom Listing and Export
Payment Custom Listing and Exports

Payables Reports
Receivables Reports
Ledger Reports
Accounting Reports

v v v v
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Generate Giving Statement Batch Dashboard

This dashboard allows you to see all previously generated batches that you can view, edit, and delete. You
will also create a new batch from this window.

EEEEEEEEEE

CDM+ c

Generating a Batch

You will first enter the Start Date and End Date for the range of donations you want to generate a batch.
This date range will be based on the Donation/Contribution date.

CDM+ Engage
< o
a iving Statement Batche
START DATE i END DATE i
—  Jan12023 Dec 312023
MEMO i
B I Y = & £ i
GENERATE FOR &
@ All donors
NOTE: Donors marked Does Not Receive Statement or Inactive will be excluded.
O single donor
O Range of donors
Generate Batch
First Church
234 Big City Drive
Big City, KY
CDM+ [ 4
CDM+ Engage by Suran Systems, Inc. G
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You can then enter in text into the Memo field. This is a great place to say thank you to your donors

and include any tax deductible text such as, "No goods or services were received in exchange for this
contribution.”

(%)
START DATE & END DATE &
Jan 12023 Dec 312023
MEMO &
B I Y = & £ i
—
GENERATE FOR
® All donors
NOTE: Donors marked Does Not Receive Statement or Inactive wil be excluded.
O single donor
O Range of donors
Generate Batch
First Church
234 Big City Drive
Big City, KY
CDM+ e
CDM+ Engage by Suran Systems, Inc. e B

To Generate a statement for All Donors use the "All Donors" radio button.

GENERATE FOR i
@ All donors

. NOTE: Donors marked Does Not Receive Statement or Inactive will be excluded.
O Single donor

O Range of donors

Generate Batch

If you want to generate a batch for a single donor, use the "Single donor" radio button and then either
type in the donor's code or use the drop-down box to select the donor that you need.

GENERATE FOR i

O All donors DONOR CODE

@ Single donor | ‘
O Range of donors
108 Charles & Ruby, Cook ent or Inactive will be excluded.
1088 Mr. and Mrs. William, Bryant

118 Mr. & Mrs. Ralph, Lucas Generate Batch
120 Mr. & Mrs. Mark, Hunter

130 Mr. JirlMiﬂ_er gnd Mrs. Joy, Ross
Big City, KY

If you want to select just a range of donors, use the "Range of donors" radio button and either type or use
the drop-down boxes to enter in the range that you need.
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GENERATE FOR i

O All donors MIN DONOR CODE

O Single donor |

@ Range of donors

108 Cook, Charles & Ruby

1088 Bryant, Mr. and Mrs. William

118 Lucas, Mr.

& Mrs. Ralph

120 Hunter, Mr. & Mrs. Mark

Big City, KY

130 Ross, Mr. Jim Miller and Mrs. Joy

ent or Inactive will be excluded.

MAX DONOR CODE

Generate Batch

Click Generate Batch when you have finished making your selections.

. COM+ Engage

Jan 1202 Dec 312023
B I U =& i
O single donor
O Range of donors
FirstChureh
234819 Cty Drve
Big ity KY
CDM+

DM Engage by Suran

Batch Details Page

Systems, nc.

Q

The Batch Details page is where you can see the list of donors within each batched. From this page you
can view or download a statement for a specific donor, publish the statements, and retract statements if

need be.

Publishing the Statements

When you publish a statement it means that it is now visible to your donor when they login to their

Engage account. You can publish the batch all at once or for each individual donor.

° CDM+ Engage

Generated Date: Sep 1 2023

SEARCH:

ooN

120 Hunter, Mr. & Mrs. Mark 1 $5000 -

1599 Hatmaker, Terry and Amy 4 $2000.00 -
CLAY389 Clay, Alex and Abby 5 $634.16 -
HANS394 Hansen, Mr.and Mrs. Steve (Steve and Carol) 4 $424.60 -

2024 CDM+ Users Conference

Start Date: Jan 12023

End Date: Dec 31 2023

Donors: 10

B Sl Pubish All Unpublished il Delete All Unpublished

Actions

Publish +——
Re-generate

Delete

View

Download

Download

Download

Download

(v}

Contributions Statements
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Retracting Statements

If you realize an error was made and you need to fix an error on a statement, you can choose to Retract
All Published statements or just the statement for the donor you need to correct. When you retract a
statement, the donor will no longer be able to view this statement from their Engage account.

° CDM+ Engage

< (]

Generated Date: Sep 12023 StartDate:Jan12023  EndDate:Dec312023  Donors: 10
seaRch: —_ Email Al Published
120 Hunter, Mr. & Mrs. Mark 1 5000 fPubished ) ey e

Actions

1599 Hatmaker, Tery and Amy 4 5200000 iew | [‘Downioad | [‘Emal
Retact «——

cLavaey Clay, lex and Abby. s se34.16 Prusished e | per | g

HANS394  Hansen, Mr.and Mrs. Steve (Steve and Carol) 4 02660 [ Pubished el e

HUNT386 Hunter Mark 3 569000 [ubished el e

MANNSTA Manning, Juanne 19 $20000 P ubished e ) [t

MANN4S2 1 $10.00 o - View  Download  Email !

Once you fix any errors that need to be updated, you can then click on the Re-generate All Retracted
button or click on Re-generate next to the donor whose statement you corrected.

° CDM+ Engage

12023 Start Date: Jan 12023 2023 Donors: 10

SEARCH: Re-generate All Retracted

120 Hunter, Mr. & Mrs. Mark 1 $5000 - Reracied v | e
1599 Hatmaker, Terry and Amy. 4 $200000 - Retracted el Iocveiad
CLAY389 Clay, Alex and Abby 5 $634.16 = Retracted View  Download
HANS394 Hansen, Mr. and Mrs. Steve (Steve and Carol) 4 $424.60 - Retracted i || ]
HUNT386 Hunter, Mark 3 $690.00 = Retracted View  Download
MANN4T4 Manning, Julianne 13 $20000 - Retracted Vea | e
MANN4S2 Manning, Juilanne 1 $1000 - Retraced View'| [[Downioad
& ©

Generated Date: Sep 12023 Start Date: Jan 12023 End Date: Dec 312023 Donors: 10

SEARCH. Re-generate All Retracted QNN PVENTENS)

120 Hunter, M. & Mrs. Mark ' $5000 - ) el e

Actions
1599 Hatmaker Tery and Amy 4 $200000 -

——» Regenenate

View  Download  Email

CLAYay Clay, Alex and Abby 5 63416 - [Pubished el [oomizedl Menail |
HANS394 Hansen, Mr.and Mrs. Steve (Steve and Carol) 4 342460 [ Pubished View | Downkosd | Emal
HUNT386 Hunter, Mark 3 $690.00 [ Published View || Downlosd | Email 1
MANN414 Manning, Jullanne 13 520000 - [ Pubished View | Downkosd | Emel
MANNd52 Manning, Juilanne 1 $1000 P Pubished view!| [‘Downioad!] [‘Emet’ 1
MANN453 Manning, Kaylle 1 $534 - [ Pubished O |
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You will then click on Publish All Unpublished to make the statements visible to your donors again.

1599

CLAY38Y

HANS394

HUNT386

MANN414

MANN452

Hunter, Mr. & Mrs. Mark

Hatmaker, Terry and Amy

Clay, Alex and Abby

Hansen, Mr. and Mrs. Steve (Steve and Carol)

Hunter, Mark

Manning, Julianne

Manning, Juilanne

CDM+ Engage

Generated Date: Sep 12023

$5000 -

5200000 -

$634.16. -

$424.60 -

$690.00 -

520000 -

1000 =

Email Published Statements

Start Date: Jan 12023

End Date: Dec 312023

(3]

Donors: 10

e

CEED View
CEEDD View
[ unpublished J View
[ Unpublished J View
CEED View
CEED View
[ unpublished J View

Download

Download

Download

Download

Download

Download

Download

Before emailing your statements, check the Batch Details Page to make sure there are no errors. If you see
a red exclamation mark next to a donor's name, that means that the Email Statement box is not checked
on their Giving Unit/Donor record. You will want to make sure to check this box on their record before
continuing.

SEARCH

120

1599

cLavasy

HANS394

HUNT386

MANNa14

MANNaS2

MANNAS3

MEINAST

sMITa21

2024 CDM+ Users Conference

Hunter, Mr. & Mrs. Mark

Hatmaker, Terry and Amy.

Clay, Alex and Abby

Hansen, Mr. and Mrs. Steve (Steve and Carol)

Hunter, Mark
Manning, Jul
Manning, Juilanne

Manning, Kaylie

Meinecke, Chas

Smith, Joe

CDM+ Engage

Generated Date: Sep 12023

$50.00 -

$200000 -

$634.16

$424.60 -

$690.00 -

$20000 -

$1000 -

$534 -

$1000 -

50000 -

Start Date: Jan 12023

B000

i
£

B000¢8

End Date: Dec

.
e
e
==
i
o [
s
o [
Download

=r

Download ™
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LICN
SHOW
E
@ None
P Find
%, Searches
EE orid
== Reports
Do
4= Add
@ Multi-Add
" Change
T Delete
6o
B3 Address

2 Individual

& Contributions

£+ configure

@ collapse

Giving Unit Records

Giving Unit... ~ Giving Unit Last... Giving Unit Salu... Last Name

Primary Phone

Salutation Name

Giving Unit Name
Last Name: Disney

Mailing Name: Mike & Susan

Salutation Name: Mike & Sue
Does Not Receive Statement  Inactive

—— @ Email Statement
Giving Unit Codes.
Current: 101 Pending

Last Statement Email: Jul 12020 11:22 AM

16 Example2 H {Example2 i i '
28 Robinson ‘Gatewood and A... |Robinson 606/555-1313 Gatewood and A...
100 Adams ‘Alexand Abby  Adams 606/555-0105  ‘Alexand Abby
0 Disne: e Disne 606 9 e
102 Dicnay iPohin inienay. R0A! 720 Mike & Sua
2 Mike & Sue Disney (101) 131 Results @EICED
< @ : |Informaton : Pledge : Groups : Comments : History Notices :  RecumingGiving :  Email Statement : ()

Address Information

Mr. & Mrs. Michael Disney Select
256Peachtree Dr Apt 408 Address.

Big City, KY 40123-2318
USA

MapQuest

Phone Number: 606/555-1739

Attached Individuals

y (101) '

You will also want to scan through your list to make sure you see the Email button next to the donor's
name. If you do not see the Email button, it means that the donor does not have an email attached to
their Giving Unit/Donor record. You will want to go to their Constituent/Individual record to add their
email associated with their Engage account. Please refer to the Getting Started-Membership and Engage
Administration sections in this manual for further steps and instructions.

SEARCH:

120

1599

cLavasy

HANS394

HUNT386

MANN414

MANN452

MANN453

MEINaST

sMIT421

CDM+ Engage

Generated Date: Sep 1 2023

Hunter, Mr. & Mrs. Mark 1 $50.00
Hatmakes, Terry and Amy 4 200000 -
Clay,Alex and Abby s s634.16 -
Hansen, M. and Mrs. Steve (Steve and Carol) 4 $424.60 -
Hunter, Mark s $690.00 -
Manning Juliame 3 $20000  9/05/2023
1026 AM
Manning Juilame 1 1000
Manning, Kaylie 1 $534 -
Meineske, Chas 0 $1000 -
Smith, Joe 1 $500.00 -

Start Date: Jan 12023

Lruisnes

B0

View

%)

End Date: Dec 312023 Donors: 10

Email All Published

Download  Email

Download  Email

Download  Email |

Download  Email

Download  Email !

Download  Email

Download  Email |

Download

Download

Download

Once all alerts have been updated you can click on the Email All Published button to email your donors.

[
<

SEARCH:

1599

12-18

NAME
Hunter, Mr. & Mrs. Mark 1
Hatmaker, Terry and Amy 4

Contributions Statements

CDM+ Engage

Q

Generated Date: Sep 12023 Start Date: Jan 12023 End Date: Dec 31 2023 Donors: 10

TOTAL
DONATIONS

$50.00

$2,000.00

Email All Published

STATUS ACTIONS

Published I View Download Email

Published View  Download  Email

2024 CDM+ Users Conference



You will get a success pop-up message to let you know the emails have even successfully sent.

Success!

10 giving statement emails sent

When you email all published statements, you are sending a notification email to your donors encouraging
them to login to their Engage account to view their statements. An example of this notification is below.

Online Giving Statement R s

CDM+ ials Webinar <norep .com> Today at 3:10 PM
To: julianne@suran.com

Dear Julianne Manning,

Your giving statement from CDM+ Essentials Webinar for 1/01/2023 to 12/31/2023 is now available to view, print, and download.

Access Statement

First Church 234 Big City Drive Big City, KY

CDM+

Powered by CDM+ Engage from Suran Systems, Inc.

Viewing and Downloading Statements

Under the Batch Details page you are able to click on View or Download to see a specific statement for a
donor.

L] CDM+ Engage
< o)
) (e ) (aneoied) (o

e 5 e o o I
e o e iy 5 s a o oo | [T
T ———— 4 e - P R remy g
—— ; . am | | B

@ — - am s e G
— 5 e = g e

o 5 o0 - o g e
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When you click on View, you will see a preview of what your donor will see when they click to view their
statement in their Engage Account. From this view, you will also have the options to Print Online Giving
Statement, Download Online Giving Statement, and to Email Online Giving Statement. If you choose to
"Email Online Giving Statement" your donor receives an email to login to their Engage account to view

their statement.

) COMs+ Engage

(==

Donation Report for 1/01/2023 to 12/31/2023

Generated on 9/01/2023 03:39 PM

First Church
234 8ig City Drive
Big City, KY

120
M. &Mrs. Mark Hunter
3408 Rolling Terrace
Big City,KY 40123

Date Type Check # Total Fund

1/31/2023 Cash - 5000 Operating Fund

Fund Report Total

Operating Fund 5000

Total Giving

Total 5000

First Church
234 8ig City Drive
Big City, KY

CDM+

(CDM+ Engage by Suran Systems, Inc.
Privacy Polcy

~
—

If you click on Download, you'll be able to save the statement to your computer.

Save As

Save As: ( GIVING_STATEMENT_1012023_123']

Tags:

Where:  [8] Downloads v

How Donors can View their Statements in Engage

When a donor logs into their Engage account, they can view their statements from their Giving menu.

ese @ < ©o [r—— o+
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From here, they will have the option to View/Print or Download their statement.

ece M- < 0 ¢ engage.suran.com 2 0+ ©

¥ X -0DMO@® 2 &

TN o i o Semers Gomon i g st

ion Report for 1/01/2023 to 12/31/2023

on9/01/2023 0339 P

Checks Total Fund

500 SKRun
s00

s00

vaaom 23 000
Va0 cosh - 000

va2on Check - s000

2032028 Credt cud - s00

210208 Crodi Cand - 500

772028 cred cud - s00

2220 Crodi card - 500

si012023 credi carg - s00 Skrun

si02028 credi cord 500 skRun

Fund Repor Toal
Operating Fund 15000
s 000
Total Giving

Totat 20000

n

If they choose to download their statement, they'll be able to save their statement to their computer.

How to see if a Donor has viewed their statement.

On the Batch Detail page, you can use the Last Viewed column to see when or if a donor has reviewed
their statement.

SSSSSSS e Pubtshes
[=]
sssss D View  Downioss Ema
2000 @D - [View| [oowniond | [Emai
cuavaes s34 D Dowons  Emoi
e @D - iew  Download  Emai
- [Pusiched J v Download  Emai
e om0 oy o ow  Downosd  Emai
o B D Douniond  Emai
Manvs i D v Download
v Meineck 8 [Pusiched § Downlos
swraz Smith Joo s50000 @D - [ view | owniosa
2
First Church —
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You can also click on the Last Viewed Column header to easily sort this list to group together those that
have and have not viewed their statement. (You can click on any of the column headers to sort by that

category.)

»
| &
seaR
MANNA14 Manning, Julianne
120 Hunter Mr. & Mrs. Mark
1599 Hatmaker, Terry and Amy
cLavass Clay, Alex and Abby
HANS304  Hansen, Mr. and Mrs. Steve (Steve and Carol)
HUNT386 Hunter Mark
MANNAS2 Manning, Julanne
MANN4S3 Mannina. Kaviie

COM+ Engage

5
Genested Date Sep12073  SartDate 12073 EndDate:Dec1 2023 Donorsi 0
Emai Al uslshed

f0__ nyma [ Pusiched View  Download  Email
ss000 = [Fuoicned View  Downond Emai
smo - D View  Downosd Emai
sssat6 = [Pusicied ) View  Downiosd Emai 1
siz460 = D View  Dowlosd  Emai
$650.00 [ Pubiished View Download  Email !
s1000 = [Pusiced) View Downiosd Emal 1
ssas = e

Searching for a Statement

On the Batch Details page, there is a dynamic search field that allows you to search by a donor's name,
amount of donation, donor code, etc so you can view a statement you are looking for.

»»»»»» hunter +—  ©
120 Hunter, M. & Mrs. Mark
HUNT386 Hunter, ark

COM+ Engage

[+]
Genersted Date:Sep 12073 StatDates Jan 12073 End Date:Dec 312023 Donors: 10
Email Al pubised
ss000 LPusihed ) Viw | [ Bovriond)| | Emad
8000 = [ Pubished J View  Download  Email !
First Church
234 8ig City Drive
Big Cty, KY
CDM+
DM+ Engage by Suran Systems, Inc. F o)
Prvacy ol
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