Event Registration

CDM+ Event Registration handles the registration of persons for any type of event, conference, retreat, or
camp. Registrations can be for people who are in the CDM+ Membership program or who are not. A history
of event registrations is tracked for individuals tied to the Membership program.The Beginning/End/Deadline
times are optional with a checkbox. Online registration times, including the deadline, will render in the visitor’s
local time zone. If times are omitted, the deadline will be US/Eastern.

User-defined Activities are created to track the many types of information associated with each Event, such
as workshops, materials, or T-shirts and sizes. Reports including lists, mailing labels, name badges, monies
received and due, notices and confirmation letters, or emails may be created. The total number of persons
registered for an event or activity can be easily viewed with limitations placed on either an event or activity.

The CDM+ Event Registration program can optionally interface with the CDM+ Engage for online registration
for events on your website.

Add an Event
» Program PEvent Registration P> Event Records

Before adding any registrations, an Event Record must be created. The Event Record includes a description,
location, beginning and ending dates, and registration deadline. You can set a maximum registration limit to
prevent over-committing event space. A registration fee for the event may be set here also. If there are various
fees associated with the event, you would set up the different fees structures under Activities, and not under
Event Information, Registration Fee. The Beginning/End/Deadline times are optional with a checkbox. Online
registration times, including the deadline, will render in the visitor’s local time zone. If times are omitted, the
deadline will be US/Eastern.

e0e Event Records
SHOW Event Description ~ Location Beginning
* A Middle School Camp Cornerstone Camp and Conference Center 1Jun 14 2022 10:00 AM
High School Camp Cornerstone Camp and Conference Center iJun 8 2022 10:00 AM
@ None Gala 2022 Sep 22 2022 12:00 AM
O Find Family Harvest Festival Local Apple Orchard Sep 30 2023 1:00 PM. . .
iy Event Registration Payments may be
i) Searches Fall 2022 Family Retreat Blude Ridge Camp, North Carolina 1Sep 30 2022 12:00 AM .
£ crid Church Picnic 2021 Church grounds Jul 92022 12:00 PM p t d t th A t g L dg S I t
= G Church Picnic 2020 Church grounds Jul 10 2021 12:00 PM OS e o e Ccou n I n e e r. e ec
Church Picnic 2019 Church grounds iJul 11 2020 12:00 PM H
N e e the appropriate Income account from the
-+ Add @ Family Harvest Festival 16 Results .
© watnsa | @ S v T o drop-down list on the Payment Account
o field.

7 Delete .
Description: Family Harvest Festival Camp/Youth Event
Go
Location: Local Apple Orchard Registration Closed

[# Registrations

The Fee Account is used to record
transaction fees for online payments.

include Time
Begin Date: Sep 30 2023 1:00 PM
End Date: Sep 30 2023 10:00 PM

Registration Deadline: Sep 23 2023 11:59 PM

Skip Individual Record lookup when adding

Payment Account: 4400 Event Regi (3000.4400.J)

Checking the Camp/Youth Event box will enable a Contacts entry tab on each registration record where
information on two contacts (parent, guardian, or other) may be maintained. This checkbox may be used
any time contact information would be helpful.

Event registrations can be linked to individuals in CDM+ membership. This link provides a list of events for
which an individual registered on the Events tab of their Individual Record. Turn on the “Skip Individual Record
lookup when adding a new registration” checkbox only if you do not want the program to automatically
open to the Select Individual window when adding a new registration.
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Setting Up Activities
P Program P>Event Registration P>Event Records P> Activities

After entering the Event Information, create any Activities related to this event. Activities may or may not
have costs associated with them. Example: T-shirt, cost $12.00; Workshop A, no cost—just an assignment.

e0e Event Records
SHOW Event Description v Location Beginning
* Al Middle School Camp {un 14 2022 10:00 AM
High School Camp +Jun 82022 10:00 AM
@ None Gala 2022 :Sep 22 2022 12:00 AM
O Find Family Harvest Festival Local Apple Orchard Sep 30 2023 1:00 PM
£ search Fall Couples Retreat iGatlinburg Resort iSep 8 2022 6:00 PM
R Searches Fall 2022 Family Retreat {Blude Ridge Camp, North Carolina iSep 30 2022 12:00 AM .
Slaw | Ik 2022 1200 oo If you offer discounts for an event,
a Chureh Picnic 2020 ‘Church grounds $Jul 10 2021 12:00 PM o
= Reports Church Pinic 2019 ;Church grounds ;Ju\ﬂ 2020 12:00 PM you can Create one or more act|V|t|es
Do Church Picnic 2018 {Church grounds 14u1 13 2010 12:00 PM |
+ adg @ Family Harvest Festival 16 Results ith g ive fi h b ppl d
L e with a negative fee that can be applied to
, escrpin reduce the Registration Fee. For example,
Hay Rides 0.00 Category: Outdoor Activity v
T Delete Apple Picking 0.00 X I E I B H d R H H
co Horseback Riding 5.00 Director 1: - yo U Can a p p y an car y Ir eg IStl’at on
Hot Air Balloon Rides 10.00 : . . ..
2 discount with an activity fee of -$75.00.
Dessert Voucher 2.00 Phone:
T-shirt - SM 10.00 . .
T-shirt - M 10.00 Building: C I H k h Add A y b
LS ick the ctivity button to create a
T-shirt - XL 10.00 I . s nsi
T-shirt - Custom Size 12.00 Py . . e . new a Ct Vi ty'
Date: Sep 30 2023 Time: 12: 00, PM 5

To change the order activities are displayed, highlight an activity in the list and use the red arrows to move
it up or down. This will affect how Activities are displayed in an online registration also.

The activity Details are optional, but the Category drop-down list can be very helpful. Assigning a Category
code to similar Activities will group them on the Registration Entry window and during online registration.
Event Category codes can be added in the Master Coding System or by typing the code in the Category box.

g *The Capacity of an Activity is for this Activity only, whereas the Maximum Registration on the ormation
applies to the entire event. Leaving the Capacity for an Activity at zero will result in it being marked as

overbooked when even one person is registered for the Activity.

Building Connections to Events

P Program P>Event Registration p>Event Records P>Connections

8.0, Euent Records Connections gives you the
SHoOwW Event Description v Location Beginning . . .
* Al Middle School Camp Cornerstone Camp and Conference Center {Jun 14 2022 10:00 AM ablhty tO con nect |nf0|"mat|on
High School Camp Cornerstone Camp and Conference Center iJun 8 2022 10:00 AM .
@ N oain 2022 Isep 2220221200 A from different CDM+ programs
p Find Family Harvest Festival Local Apple Orchard :Sep 30 2023 1:00 PM
S searches Fall Couples Retreat Gatlinburg Resort :Sep 82022 6:00 PM a n d fro m W I t h I n t h e S a m e
el Fall 2022 Family Retreat Blude Ridge Camp, North Carolina iSep 30 2022 12:00 AM
@ Grid Church Picnic 2021 Church grounds ;Jul 92022 12:00 PM
=" g Church Picnic 2020 Church grounds 10Ul 10 2021 12:00 PM p rog ram. FO r eéxam p I e’ yo u
Church Picnic 2019 Church grounds ;Jul 112020 12:00 PM H
Do Church Picnic 2018 Church grounds :Jul 13 2019 12:00 PM Ca n Con neCt a n event In Event
4 Add &) Family Harvest Festival 15 Results Re iStration W|th an event
@ MulticAdd o H Event Information Activities  © Connections g
record in CDM+ Check-In/
'_ Director (1)
e ... Check-Out. You can connect
GO

[ Registrations

this event to other events
in CDM+ Event Registration,
such as the same event held in
earlier years.

You can connect the event to individuals in CDM+ Membership who are involved with the event, or employees
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in CDM+ Payroll who do work for the event. Perhaps the event is funded by a memorial gift that is recorded
in CDM+ Contributions; building a connection to that memorial gift designation can help maintain those
records for future reference and reporting. You can even connect the event to rooms and resources in CDM+
Roommate.

Adding Registrations for an Event

P Program P>Event Registration P>Registration Entry

[ JOX ) Registration Entry
Events: Show Closed Events Registrants for Family Harvest Festival (5 Current, 0 Cancelled)
Begin End Description Last First Date Registered *
Sep 302023 iSep 302023 |Family Harvest Festival Disney ;Mike {Sep 13 2023 12:00 PM g |f yo ua | rea d y h ave at |ea st
Dec72022  Dec72022  Christmas Cantata Disney {Robin Sep 13 2023 12:00 PM
Sep 302022 Oct22022 :Fall 2022 Family Retreat Disney iSusan ‘Sep 13 2023 12:00 PM i i f
Sep 222022 iSep222022 |Gala 2022 Fawn : Janice Sep 13 2023 3:31 PM one regIStratlon entered or

User Fields | Activities | Payments | Sent Notice an event, you can ¢ lick the

Individual Record Date Registered: Sep 13 2023 3:31 PM Registration Number: 5 RegiStl’ation S ju m p button on the
Janice Fawn Selec egistration Canceled (* ate Canceled: . .
ey mmmemen mheme Event Records window to quickly
123 Pine Rd 2T First Name: Janice . . A
Lexington, K 40509 LestName: Fawn open the Registration Entry window
Badge Name: Janice
—— ... 3 for that event.
D Override Individual Address Record MapQuest
Event Fee: 5.00 Address: 123 Pine Rd . . .
bamonts, 000 On the Registration Entry window,
Balance Due: 5.00 . .
souroe: Registration ntry City: | Lexington State: v | Zip Code: 40509 you can double-click an event in
igital Signature: n/a Country: . .
s Prone 358) 475312 | i sesavm@smatcom = the listing to open the Event Record
i X - e window.
Add Multi-Add Change Delete Print Address Individual Cancel Save

The Registration Entry window displays Events in the Events Listing pane; click once to highlight the Event
to which you are adding registrations. Persons already registered for the chosen Event will display in the
Registrant listing pane on the right. Click Add or Multi-Add and complete the registrant information.

If the "Skip Individual Record lookup when adding a new registration" box is unchecked on the Event Record,
the Select Individual window will open when you begin adding a new registration. Otherwise, you can click
the Select Individual button to register a person from the Membership program.

[ (] Select Individual
Find records where IFirst Name v Icontains v |Janice Find Advanced Find SHOW
First Name Individual Last Name Last Name ~ Primary Phone Salutation Name * All
Janice Fawn iFawn i Janice O Find
%, Searches
DO
-+ Add
@ select
@ cancel
GO
£ Individual
£+ Configure
£ Janice Fawn 1Result | €3 Collapse

Use a Find on the Select Individual window to locate the person, click OK, and their Individual Record
information will load in the Registration Entry window.

If applicable, you may Override Individual Address record and enter another address for the registrant.
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is already registered will not be displayed):

Register Individual
Select an event (events to which this individual

Show Closed Events

Begin End Description

Feb52021  iFeb82021  iMidwinter Youth Retreat
Jun82022  Jun122022  iHigh School Camp

Jun142022  Jun192022 Middle School Camp

Sep 82022  Sep 102022 Fall Couples Retreat

Feb14 2022 iFeb 162022 :Midwinter Youth Retreat
Jun112022  Jun112022  Sunday Morning Worship (Limited...

Sep 30 2023
Dec 7 2022

'Sep 30 2023
‘Dec 7 2022

amily Harvest Festival
iChristmas Cantata

Cancel

resor |

To register a person NOT in the Membership program:

«  Click Add or Multi-Add.
« If the Select Individual window opens, click Cancel.

You can also begin a new registration for a
person in the CDM+ Membership program from
their Individual Record. In Individual Records,
find the record for the person you want to
register, and then click on the Register button
from the sidebar. Select the event from the
Register Individuals window that opens.

«  Complete the registrant's information on the Registration pane.

« Click Save.

Entering Contact Information (Youth/Camp events only)

P Program P>Event Registration P>Registration Entry p>Contacts

Enter the contact information for this registrant. If the individual is selected from the Membership program,
the name of the primary contact, pulled from the family Address Record, will be automatically loaded as
Contact 1. An additional Contact may be added. A Notes field is available for each Contact.

Date Registered

{Aug 19 2020 12:00 AM
{Aug 19 2020 12:00 AM
{Aug 19 2020 12:00 AM

[

Cancel Save
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[ JON ) Registration Entry
Events: Show Closed Events Registrants for Middle School Camp (3 Current, 0 Cancelled)
Begin End Description * Last First
Jul92022  1Jul92022  :Church Picnic 2021 Fields {Emily
iddle School Camp iSmith Mary
Jun 112022 unday Morning Worship (Limited... EWrIght éMitch
Jun 82022  iJun122022 iHigh School Camp
Registrant m User Fields Activities Payments Sent Notice
Contact 1 Contact 2
Parent Guardian: Other: Parent Guardian: Other:
First Name: Jonathan First Name: Charity
Last Name: Fields Last Name: Fields
Address: 908 Lexington St. Address: 908 Lexington St.
City: Big City City: Big City
State: KY Zip: 40123 State: KY Zip: 40123
Country: Country:
Phone: 606.555.6040 Email: unch@gmail.com ~ Phone: (666) 798-4367 Email: unch@gmail.com ~¢
Notes: Notes:
Bt B, & X =
Add Multi-Add Change Delete Print Individual
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Entering User Fields
P Program P>Event Registration > Registration Entry P>User Fields

This User Fields tab functions the same as the User Fields tabs on Address and Individual Records (see the
Getting Started - Membership section of this manual). Codes can be "Loose" or assigned to User Fields Sets to
group information. For example, the Forms set includes Health Form, Parental Consent, and Camper Covenant.

XX BepistestionEoisg User Fields Sets must be created
Events: Show Closed Events Registrants for Midwinter Youth Retreat (3 Current, 0 Cancelled) . .
Begin End Description * Last First Date Registered I n t h e M a Ste r COd I n g SySte m
Jun 8 2022 Jun 122022  iHigh School Camp iAdams Xander Nov 3 202112:00 AM
May 212022 May 212022 éPicking on WMT-1531 EAdams Ava Nov 3 202112:00 AM befo re you Ca n add COdeS'

Feb 14 2022 Feb 16 2022 : dwinter Youth Retreat ;Phelps Rebecca Nov 3 2021 12:00 AM
Jul 10 2021 Jul10 2021 iChurch Picnic 2020

Codes not assigned to a Set will

Registrant ‘ Contacts Activities Payments Sent Notice a p p e a r u n d e r " LO O S e " O n t h e
Loose Type Information .
HeatnFom oxs User Fields tab. Once created, a
Forms Camper Covenant v |0KB Load | Retrieve | Preview B
Health Info Pare:tal Approval v |0KB Load Retrieve | Preview COde Can be moved to a d Iﬁerent

setin the Master Coding System.

To enter information for a registrant, select either Loose or a Set on the left and either choose an existing
Code from the drop list under Type or create a new Code "on-the-fly" by typing in the field.

*

This example shows the use of raw data user fields to store scans of completed forms. You can also
create text fields, date fields, and yes/no fields. The content of text and yes/no fields can be included on
name badges and custom listings. User fields are also included in the Master List Detail Report.

Registering Persons for Activities
P Program P>Event Registration P>Registration Entry P>Activities

[ JOX ) Registration Entry
Events: Show Closed Events Registrants for Family Harvest Festival (6 Current, 0 Cancelled)
Begin End Description * Last First Date Registered
Sep 30 2023 gsep 302023 %Family Harvest Festival Disney ;Robin §Sep 13 2023 12:00 PM
Dec 7 2022 iDec 7 2022 iChristmas Cantata Disney iLiz iSep 13 2023 12:00 PM
Sep 30 2022 ‘Oct 22022 ‘Fa\l 2022 Family Retreat Fawn ;Janice gSep 13 2023 3:31 PM
Sep 22 2022 iSep 222022 :Gala 2022 Lawrence iCacao iSep 13 2023 3:39 PM

Registrant User Fields Payments Sent Notice

Event Activities (over-booked activities are inred):  Assigned Activities

Activity Fee Registered Description Qty Fee Total Notes
v Food 7.00 J Dinner Voucher 1 5.00 5.00 1%
Dinner Voucher ~ 5.00 1/100 J Dessert Voucher |1 2.00 2.00. §ol
Dessert Voucher 2.00 1/100 ~ "
v Outdoor Activity  15.00 X Hay Rides 1 0.00 L
Hay Rides 0.00 1/100 X Apple Picking 1 0.00 r
Apple Picking 0.00 1/100 % T-shirt - M 1 10.00 10.00 )
Horseback Riding :5.00 0/20
Hot Air Balloon Rid¢10.00 0/20
Vv T-Shirt Size 52.00
T-shirt - SM 10.00 0/25
T-shirt -
T-shirt - L 10.00 0/25
T-shirt - XL 10.00 0/25
T-shirt - Custom Si12.00 0/0
Transfer Selected
& ¢ % s.
Add Multi-Add Change Delete Print Address Individual Cancel Save

The Activities window is divided into Event Activities and Assigned Activities. The Registered column shows
the number of people Registered for an activity followed by the Activity Capacity. Double-click an Activity
to register an attendee for it. By default, the Quantity will be 1 and the Fee amount will be as assigned in the
Event Record, but either or both may be changed here if needed. A Notes field is available for each Activity.
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Recording Payments
P Program P>Event Registration P>Registration Entry P>Payments

The Fees section at the bottom of the Payments tab summarizes the Fees and Payments recorded and totals
a Balance Due amount. This summary is also displayed on the Registrant tab.

To add a payment, click the Change button,

Events: Show Closed Events Registrants for Family Harvest Festival (6 Current, 0 Cancelled)

End * Last First

Begin

Description

Date Registered

then the Add Payment button and complete

Disney {Robin iSep 13 202312:00 PM .

Dec72022 Dec72022 Christmas Cantata Disney iSusan {Sep 132023 12:00 PM the ﬁelds: Date, Amount, Check/c red|t Ca rd
Sep 30 2022 EOC( 22022 Fall 2022 Family Retreat Fawn :Janice ESep 132023 3:31 PM

Sep 222022 iSep 222022 ;Gala 2022 Lawrence icacao iSep 13 2023 3:39 PM

Number, and Notes. The Fees section will

Registrant | User Fields | Activities [IZ0lduclll Sent Notice a uto m atlca I Iy be u pd ated .
Date Amount Check/Credit Card Number Notes Posted To Ledger
AT For security reasons, we strongly suggest you
Sare: s e NOT include complete credit card information.
Sep 13 2023 10.00|4978 T-shirt - M .
Note the type of card (Visa, MasterCard,
etc.) and the last 4 digits of the number to
reference it.
Add Payment 0.00 5,00 Act. Fees: 17.00  Payments: 22.00 Balance Due: 0.00
W El X - [
Add Multi-Add Change Delete Print Address Individual Cancel Save

If a registration was entered and paid for via online registration, the payment information will be automatically
entered and the Source will show as Engage instead of Registration Entry.

Notes |
|

Date | Amount | check/Credit Card Number |
Sep 13 2023 } 5.00‘4973

Posted To Ledger
Dinner Voucher
Source: Registration Entry

NOTE: A Registration Entry with payment made via online registration cannot be deleted. To exclude the
person from reports, click the Registration Cancelled (¥*) checkbox on the registration. This marks the name
with an asterisk in the list of registrants and adjusts the total registrations count. Reports give you the option
not to include cancelled registrations.

Viewing Sent Notices

» Program P>Event Registration P> Registration Entry P>Sent Notice
The Sent Notice tab lists both the Registration Notices and Activity Notices sent to this registrant for this Event.

ece st NOTE: Registrations made
Events: Show Closed Events Registrants for Gala 2022 (2 Current, 0 Cancelled) I . h . .
Begin End Description * Last First Date Registered O n I n e t at t rl g g e r a n a u to m at I C
Dec72022 iDec72022  |Christmas Cantata ismith Joe {Jul 15 2022 4:48 PM H H H H
Sep 302022 10ct22022 iFall 2022 Family Retreat Smith Diana 10Ul 15 2022 4:54 PM Conﬁrmatlon emall' will dlSpIay a
ictrat
Sep 82022  iSep 102022 iFall Couples Retreat Sent Date Ofthe date the regIStratlon
was made.
Registrant | User Fields | Activities | Payments | iia
Type | Description | Date Sent | Name | Email |
@ & 7 Email | 2022 Gala |Ju 15 2022 4:48 PM [ Joe smith |terryhatmaker@gmail.com |
bt L=8 ] X ]
Add Multi-Add  Change  Delete Print Address Cancel |  Save
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«  Click the running man icon next to a notice to send it to just this registrant again.

«  Click the round green icon next to a notice to open it in the Registration Sent Notices window.

g *Email Notices are automatically saved. However, if you want the option to save Letter and Card
Notices, you must set it on the CDM+ System Preferences window (»>CDM+(macOS)/File(Windows)
P Preferences > CDM+ System P> Event Registration P>Notices).

Registration Sent Notices

P Program P>Event Registration P>Registration Sent Notice Records or Activity Sent Notice Records

[ JOX ) Registration Sent Notice Records
SHOW Description ~ Last Sent Notice Type
* Al High School Camp Co... {Apr 18 2022 413 PM  Email
High School Camp Co... Email
@ Nore  |ineocoaen fcamann Lassar
p Find W High School Camp Confiri 23 Results
o H Notice Recipients  :
i Searches
£ orid
Do Name ~ Email
* Change “Bill A Martin" { <deanphelpsmusic@gmail.com> Resend Selected
) e "Dean Phelps" : <dean@deanphelpsmusic.com>
elete “Lain Fitzpatrick” : <lainfitz@aol.com>
“"Mary Smithers" <mary@smithersfamily.net> GemeiElSelected
“Michael Disney" <hannah@suran.com>
£} Configure
4 Collapse © Preview not available for Notices sent from .

Setting Up Registration Notices

P Reports P>Event Registration Reports P>Notices

The Notices tab displays detail of
highlighted Registration or Activity Notice.

The Recipients tab lists the registrants
to which the highlighted Registration or
Activity Notice was sent. You may re-send
notices by selecting all or some recipients
on thelistand clicking the Resend Selected
button.

NOTE: If you send the same email, such as
aregistration confirmation, multiple times,
you will see it appear in the list repeatedly
displaying the date and time it was sent.
You can use this to know what date range
to set when sending the email notice again
to avoid sending it to a registrant more
than once.

Help Window Both Event and Activity Notices (letters, cards, and emails)

% Membership Reports

~  Attendance Reports
Preaching Aids Reports
Media Ministry Reports

RO TEES

m, ¢ 8 5

Contribution Reports
Memorial Gifts Reports
Statistics Reports

Payables Reports
Receivables Reports
Ledger Reports
Accounting Reports

Payroll Reports
Sales Order Reports

Event Registration Reports Listings and Exports >

Roommate Reports

\/ ¥V ¥V VYVYVYY YVY VYVYY

Summaries >

Check-In/Check-Out Reports Labels >

BT Regiuation Lette

Registration Cards
Registration Email

vV|iVv]|Vv

CDM+ Engage Reports

Activity Letters
Activity Cards
Activity Emails

2023 CDM+ Users Conference

are created here.

Registration Notices can be sent to all registrants for this
event. But if you need to communicate with just those
registrants who have signed up for a particular activity,
create an Activity Notice.

For example, if you create an Activity of "Chaperone" for
a youth event, you can easily email all the chaperones
using an Activity Email Notice.
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If you want to send a confirmation email for registrations as they come in, you will need to create that
Registration Email notice before you begin taking registrations (or, if accepting online registrations, before
creating the tool and posting it on your website.)

There is no limit to the number of Registration or Activity notices that can be created, saved, and sent for
an event.

ece Registration Emails Registration and Activity Notices are created the
= same as other Notices in CDM+. Select the Notice
Se""jE’"a“ Button in the left-hand sidebar to create or view
/ Standard Search . . . . .
,  Expand Registration Date Events your notice. (Refer to the Notices section in this
m ° ll;lalt:a;:\ge Christmas Cantata manual_)
— Church Picnic 2018 . . .
e From: Church Picnic 2019 Here you can select an existing notice, add a brand
= Notice o Church Pieric 2020 new notice, or duplicate and edit an existing notice.
Option Church Picnic 2021 X .
= © Not Canceled Fall 2022 Family Retreat Check the Event to select registrants to receive the
e Format Canceled Fall Couples Retreat notice'
SETUP Both Family Harvest Festival

Use the Date Range to avoid sending a confirmation notice to previous registrants. Note "Last Sent" date at
bottom of the Notice tab or refer to the Sent Notices Window. By creating an Advanced Search, you can use
registration notices to send reminder emails to people who may have not yet paid for the event.

% *The Event Registration Notices support advanced email, document creation, and editing. Attend the
Notices class or refer to the Notices section in this manual for details on embedding database fields for
personalization, formatting text, or adding graphics to your notice.

Post Payments to Ledger

If an income account was entered in the Payment Account field on the Event Record, the payments made for
this event may be posted to the Ledger (this is optional). If you are using online registrations with electronic
payment, you'll want to assign the proper expense account for the credit card or ACH fees in the Fee Account
field.

P Program P>Event Registration P>Post Payments to Ledger

ece Post Registration Payments If you are using CDM+ Accounting, you
Report Preview | Report Opions can post the deposit of cash and check

Entry Date Range: [sep 12023 |6 to[5ep 132029 | payments directly to the ledger. Choose the

Post with Transaction Date: Sep 132023 < date range for the payments to be posted,

Post o Asset enter a transaction date, and select the

[1000 (1 Account) -

asset account for posting the payments.
Use the Report Preview tab, or use the Print
Posting Report Preview to review the action
prior to posting. Click Post when you are
prin Posting Report Preview Close post satisfied the posting will be correct.
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Registration Reports

Master List

P Reports P> Event Registration Reports P> Listings and Exports P> Master List

The Master List report includes the registrant's Name, Address, and Phone. You can optionally include Age,
Grade, Fees, Payments, and Amount Due.

[ JON ] Master List
== & S S
= B S |
Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
A Sort Options Report Options Camp Options
v Expand Registrant Name v Show Fees Master List
JE— Show Reg Number First Church
9 Show Age/Grade 123 Main Street
Search © Ascending Group By Gender Big City, KY 40123
606/555-1234
Descending
OREIONS All Dates;
@ Report
Fall Couples Retreat
=l
= Name Address Phone Fees Paid Due
=g~ Format
Adrienne Cassidy 601 E. Richmond St. 606.555.4425 145.00 145.00 0.00
Big City KY 40123
Page Setup
Ryan Cassidy 601 E. Richmond St. 606.555.4425 145.00 30.00 115.00
Big City KY 40123
Logo
Al Delvecchio 1660 Island Dr 606.555.4576 100.00 0.00 100.00
Big City KY 40123
T Text Camille Delvecchio 1660 Island Dr 606.555.4576 100.00 0.00  100.00
Big City KY 40123
SETUP
Mike Disney 107 Peachtree Dr Apt 2 606.555.1739 100.00 0.00  100.00
P— Big City KY 40123-2318
Load/Save
Susan Disney 107 Peachtree Dr Apt 2 606.555.1739 100.00 0.00  100.00
Big City KY 40123-2318
Defaults
Andrea Hunter 3408 Rolling Terrace 606.555.9112 145.00 0.00 145.00
Big City KY 40123
Mark Hunter 3408 Rolling Terrace 606.555.9112 145.00 100.00 45.00
@ Collapse pel =l @ zoom to default @
= E c
| I | PDF | TXT
Print Page PDF TextFile Clipboard Numbers Excel Screen

/]
4

=
L=
[Ty

Standard Search
Registration Date

Expand

Events

© Al Dates

Date Range
From:
OPTIONS
To:
Report
P Option
° Not Canceled
Format Canceled
Both
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Christmas Cantata
Church Picnic 2018
Church Picnic 2019
Church Picnic 2020
Church Picnic 2021

Fall 2022 Family Retreat
Fall Couples Retreat

Family Harvest Festival

Event Registration
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Master List Detail

P Reports P>Event Registration Reports P> Listings and Exports > Master List Detail

This version of the Master List report includes the information on the Master List report, plus any Activity
registration and detailed payment information. User Fields, Contact, and Activity Notes are optional.

Master List Detail
First Church
123 Main Street
Big City, KY 40123
606/555-1234

All Dates;

Fall Couples Retreat

Reg # Name Address/Phone/Email City State Zip
3 Adrienne Cassidy 601 E. Richmond St. Big City KY 40123
606.555.4425
2cassy@windstream.net
Digital Signature: Aug 29 2018 4:57 PM
Activity Qty. Cost Total
Registration Fee 1 100.00 100.00
Horseback Riding 1 20.00 20.00
Dinner Reception 1 25.00 25.00
Total Fees: 145.00
Paid Date CC/CheckNumber Remarks Amount
Aug 25 2021 R RN Transaction ID: e2c66eaz-... 145.00
Processing Fee: 0.00 Total Payments: 145.00
Balance Due for Adrienne Cassidy: 0.00
a4 Ryan Cassidy 601 E. Richmond St. Big City KY 40123
606.555.4425
classycassy@windstream.net
Digital Signature: Aug 29 2018 4:57 PM
Activity Qty. Cost Total
Registration Fee 1 100.00 100.00
Horseback Riding 1 20.00 20.00
Dinner Reception 1 25.00 25.00
Total Fees: 145.00
Paid Date CC/CheckNumber Remarks Amount
Aug 25 2021 FRREAFELEXFTT1 Transaction ID: e2c66eaz-... 30.00
Processing Fee: 0.00 Total Payments: 30.00
Balance Due for Ryan Cassidy: 115.00
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Payments

P Reports P> Event Registration Reports P> Summaries P>Payments

The Payments report lists payments received for any or all events. You can filter the report by Event, Paid Date,
and Source on the Standard Search tab. Filtering on Source makes it possible to print reports for payments
entered through CDM+ desktop separately for payment received by credit/debit card through CDM+ Engage.
Using the Report Options to show the deposit date and ledger reference number, the report provides a
connection to the entries in CDM+ Accounting.

[ NON ) Payments
e = - |
Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
A Standard Search Advanced Search
4 Expand Date Selection Events Payments
© Al Dates First Church
m " Christmas Cantata 123 Main Street
Paid Date Big Cif
- ig City, KY 40123
Church Picnic 2018 606/555-1234
OPTIONS From: Church Picnic 2019
All Dates
) To: Church Picnic 2020
Report -
(] Options Church Picnic 2021 Fall Couples Retreat
=L Source il
Format Fall 2022 Family Retreat Date Reg # Name CC/CheckNumber ~ Amount
) Fall Couples Retreat
TEST Aug 25 2021 3 Adrienne Cassidy =~ ik mnm 145.00
Include Cancelled Family Harvest Festival
Page Setup
= Gala 2022 TEST Aug 25 2021 4 RyanCassidy ~ eeeeeeeesses 1 30.00
— High School Camp
Logo
Middle School Camp TEST Aug 25 2021 1 MarkHunter ek mnm 100.00
Midwinter Youth Retreat
Text
Midwinter Youth Retreat Total 275.00
SETUP Picking on WMT-1531
, 1 Sunday Morning Worship (Limited Seating)
Load/Save

Name Badges

Name badges either for all Event registrants or just for registrants of a selected Activity can be printed. To
print name badges for all registrants select Registration Name Badges from the report menu; select Activity
Name Badges to print name badges for a selected Activity. The illustration below is for all registrants so the
Registration Name Badges report is selected.

P Reports P> Event Registration Reports p>Labels »>Registration or Activity Name Badges

ece Registration Name Badges Click small Add button to create a new name
) K
A o . .
= = L ‘%  badge. Choose the Avery format, give it a name,
Print Page PDF Screen Refresh .
1 Standard Search Advanced Search [ and CI |Ck OK.
L E’ma"d Registration Date Events
© A Dates
Christ the Cornerstone Couples Retreat
Date Range
m ————————— [@ wigh School Camp Add Name Badge
OPTIONS e Migwinter Yeuth Retreat
. T Description: High School Camp
® Report e Select a label type and click OK
. v Name Tags
L © Not Cancelled 5095 - Name Badge - Red
Format Cancelled 5140 - Hello Name Badge Labt
Both 5141 - Hello Name Badge Labe
— 5144 - Blue Border Name Badg
Logo 5147 - White Name Badge Lab N I U
5305 - Tent Card Med. —
SETUP 5383 - Name Tag Kit
5390 - Name Tag Refill
Load/Save 5392 - Name Tag Refill
5395 - Name Badge - White P——
5843 - Name Badge Inserts - |
Defaults 5883 - Name Badge Inserts - |
5895 - Name Badge - Blue
74461 - Name Tag Kit
74520 - Name Badge Inserts - -
74535 - Name Badge Inserts -
74536 - Name Badae Inserts -
o] Add Edit Remove Mark Favorite
Collapse Show Clased Al Clear

Cancel ﬁ
Or highlight an existing badge in the list and click either the small Edit or Duplicate button.
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Edit Name Badge

To begin adding content and formatting the name badge, click the Item Settings i
button. Add a field from the Event Registration by clicking the Fields tab, then

dragging the field name onto the badge pallette.

Description: Fall Couples Retreat

Edit Name Badge

Show Paper

lo 1 2 3 4 5 6
P O Y T S O T I Y S T T T U N O T I S S T T O SN N ST T (O S SR SO MY
o - -

3 mﬁmmé ﬁéﬁéémmﬁmmﬁéé EE .

- . . .

Revert Label Setup Item Settings Cancel m

Drag the field name on the pallette to adjust its position, and use the anchors to

adjust the size of the item on the badge.

[ ) Item Settings
Settings for: Badge Name

Drag a field to the report to add it:

Digital Signature Received
Digital Signature Source
Digital Signature Timestamp
Email Address

Entered By

Gender

Grade

Group Ranking

Last Modified By

Last Name

Override Address

Phone Number

Processing Fee

Registered Activities Summary
Registration Date
Registration Number

Social Security Number
Source

State

Total Fees

Tatal Daumante

(] Item Settings
Settings for:

m Drawing ‘ Fields

Size: Styles: B 7 U

Alignment:

Text Color: -
Border Color: . Style:

L_J

Fill Color: . Pattern:
Alt. Fill Color: Il

Top: in.
Left: in.
Height: in.
Width: in.

Snap to vertical grid
Extend Horizontally
Extend Vertically

Use settings on the General tab to select the font, text size, color and alignment.

Images can be added using the Drawing tab of the Item Settings window. Drag
the image to the pallette, and use the anchors to resize it. The image aspect will be

maintained..

o Item Settings
Settings for: Badge Name

General m Fields

Select a Rectangle
a6 Text Ellipse

X Line

Drag graphics to the report to add them:

o i D 5 s
Big City Image.jpg [Church.jpg

S Ao

invoice_overdue.pn|Signature.png

welcome to church|FCC Logo

Graphic Browser

23-12 Event Registration

Description: | Fall Couples Retreat

Edit Name Badge

Show Paper

0 1

6
T

Revert Label Setup

Item Settings

Cancel
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Labels/ Envelopes

P Reports P>Event Registration Reports P>Labels P>Registration or Activity Labels/Envelopes

Use Registration or Activity Labels/Envelopes to prepare mailings to registrants for an event or participants
in one or more activities. Select the event or activity from the Search tab. On the Report tab, you can choose
the sort order, specify all upper case for the label, or include an attention line, such as "To the Parents of:"
for a youth event. Checking the One Per Household box saves postage by combining all registrants for an

event into one envelope.

=E o B OB

Print Page PDF TextFile Clipboard Numbers Excel Screen

Report Type

. Expand © oeta Page by Group
© Page By Activity
/O Search Do Not Page By Activity
Do Not Group By Activity
OPTIONS Composite
E Report Options Detail Options

MF Totals Show Contact Info

=L
=
s’ Format

Total Fees Show Email

Page Setup Individual Totals

Logo

Text
SETUP

Load/Save

.L.ll Defaults

Activity Report

Activity Report

Total Fees: 145.00 Total Payments: 100.00  Balance: 45.00

Refresh
Activity Detail
First Church
123 Main Street
Big City, KY 40123
606/555-1234
Al Activities
Fall Couples Retreat
Reg # Name Q. Address City State  Zip Phone
Dinner Reception
3 Adrienne Cassidy 1 601 E. Richmond St. Big City KY 40123 606.555.4425
Total Fees: 145.00 Total Payments: 145.00  Balance: 0.00
4 Ryan Cassidy 1 601 E. Richmond St. Big City KY 40123 606.555.4425
Total Fees: 145.00 Total Payments: 30.00  Balance: 115.00
2 Andrea Hunter 1 3408 Rolling Terrace Big City KY 40123 606.555.9112
Total Fees: 145.00 Total Payments: 0.00  Balance: 145.00
1 Mark Hunter 1 3408 Rolling Terrace Big City KY 40123 606.555.9112

Dinner Reception Totals
Registrants:

P Reports P> Event Registration Reports P> Listings and Exports P> Activity

[ ] [}
= [E] 4

Print Page PDF TextFile Clipboard Numbers Excel Screen

Report Type
Expand

© Detail Page by Group
Page By Activity
/C> Search © Do Not Page By Activity
Do Not Group By Activity
OPTIONS Composite
[_©] Report Options Detail Options
@ Report Show Notes. Show User Fields
=L Show Contact Info
M/F Totals
g FoOrmat

Total Fees Show Email

N Page Setup Individual Totals

Logo

Text
SETUP

Load/Save

ﬁ‘ Defaults

Activity Report

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

High School Camp

Reg # Name.

Qty.  Address city State

zp Phone.

4 Bl AMartin 1 901 Woodson Ct Big City KY
causes hives

Total Fees: 365.00 Total Payments: 365.00  Balance: 0.00

40123 606.555.8176

1 99 Peaceful Valley Big City KY 40123
Total Fees: 365.00 Total Payments: 365.00  Balance: 0.00
Allergic to Penicillin Totals
Fees: 0.00
1 Max Harvey 1 1128IvyleagueBivd.  Big City kY 40123 606.555.0567

The Activity Report is searched by Event and then by selected Activity (or Activities). By default, the report
includes Detail and prints one Activity per page. Your selections under Report Type, Reports Options, and
Detail Options on the Report tab determine what information is included in the report. The Composite version
is useful to supply a count to persons setting up an activity.

Custom Listing Reports

P Reports P> Event Registration Reports P> Listings and Exports P> Registration Custom Listing and
Export or Activity Custom Listing and Export

For even more control over the content of an Event Registration report, use either the Registration Custom
Listing or Activity Custom Listing report. Attend the Membership Custom Reports class to learn how to set

up custom listing reports.
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Web Ministry Tools - Event Registration

Requirements to use the CDM+ Single Event Registration Tool:
- Event Registration program in your CDM+ suite
- Subscription to a SAAS or Cloud plan
- An existing website
- And, if you elect to take online payments, a merchant account

The Event Registration Web Ministry tool gets its data from: CDM+ Event Registration and, optionally,
Membership

How you set up your event and activities in CDM+ determines much of how your tool for event registration
functions. Before creating the Event Registration tool, set up your event and associated activities in CDM+
Event Registration. Remember, each event requires its own Single ER Tool.

Once you have the event and its associated activities set up in CDM+, open your web browser and log into the
Web Ministry Tools administration page at wmt.suran.com. Click the New Tool button, then click the Create
button for the Single Event Registration Tool.

Single Event Registration Tool

Youth Horse Camp Allows one or more attendees to

$125.00 register to one event with its
activities. Accepts payment via
B Sep 23 2006 - Sep 25 2016 -
© 10:00 AM - 01:00 FM credit card.
Sup blocker i3 dsabled before beginning
Create

When you create the event, first scroll down to the Options, where you will use Option 1 to connect the tool
to your event and define the options for the event. The dropdown list displays all events in your database
that are not closed.

Web Ministry Tools Help Logout
ToolName

Atendes Fields

Gontact Reaured Fields Options

Event L e 023-09-30) Famly Harvest Fostval

Lookup (2022-12-07) Christmas Cantata
(2022-09-30) Fall 2022 Family Retreat
(2022.09.22) Gala 2022
3) Ghoosa the activties avaiat ~(2022-09-08) Fall Couples el
Email B (2022-07-09) Church Picnic 2021
Staff Email Available Activities  (5025.05-14) Middle School Camp
(2022-06-11) Sunday Morning Worship (Limited Seating) 3
(2022-06-08) High School Camp.
Outdoor Activity 2022:05-21) Picking on WHT-1531 Hect one actvity in this category
Multple Attendees O gy caregcny ea] tatleast one activiy in this category
Display custom header

Activties

Payment Mode

Overbooking Actve  Price Activity Capacity

Processing Fee

Gonf

5000 Hay Rides = 100~ Alow Overbookng | © Nonotes
Notes are optional

Require notes

Partial Payments

0.00 Apple Picking T E 100 Alow Overbooking | © Nonotes
Notes are optional

Require notes

5500 Horsoback idng = 20 Alow Overbooking

Require notes

$1000 Hot Ar Baloon ides E = 20 Atow Overbooking No notes
© Notes are optonal
Require notes

<< Back save

Home | Support | Privacy | Suran Systems | CDM: ©2023 - Suran Systems Inc.

Then scroll back up to the Attendees section. The First Name and Last Name fields on the Attendees window
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will always be required. If the event is marked as a Camp/Youth Event in its event record, First Name and Last
Name will also be required on the Contacts window.

Filters

Web Ministry Tools

Filters

Now scroll back up to the Filters heading. Here
you define the appearance of the registration tool e«
starting with the information for the event attendee. =~

i Required
Lookup FirstName  First Name equi

1) Configure attendee fields to be hidden, visible but not required, and required:

Fields for Attendees

For the remaining fields on the Attendees and
Contacts windows, you have three options:

Phone  Phone Required
Address Same A Address Same As Not Required

- Required: The field will be marked with an

Address  Address. Required

asterisk (*) and must be completed before the s s onz s

registrant can move on to the next step. ——

- Not Required: The field will display but

completing it is optional. camy - comy

- Hidden: The field will not display on the

window. Marking unnecessary fields as hidden i orer s

O selscted. o on

will make the online registration process —

quicker to provide a better experience for your

registrants. e —
NOTE: You can also change the field labels. For
example, you can change the label for 'Zip' to read T T

'ZIP Code' or 'Postal Code'.

Gender  Gender Required

Available Gender Options

As part of the fully customizable features, we St

have added a new feature to add multiple/ e e e
custom genders for registrants to choose from. .

If you select “All’, all the options will be visible.

If you select “Selected”, you can choose which S

genders you want to appear on the registration o

tool.
Options

After setting the form appearance for attendee and contact information, the Options section lets you set
other options for how this tool will function.

You should have set option 1, the link to the Event Record, in an earlier step.

NOTE: If you publish the tool to Engage and members access the tool through Engage, Engage will use
the information in their Individual Record to complete the Attendee section.
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Option 3 - Available Activities
Web Ministry Tools

Tool Name 3) Choose the activities available for registration at this event

Available Activities

Attendee Fields Maximum Quantity per Registrant

Contact Required Fields

Outdoor Activity i select one activity in thi
o O Display category header Don't display Category Name | & Registrant must select at least one activity in this category.
Event Display custom header
Lookup
Activities
Payment Mode
Emal L] $0.00 Hay Rid
/A jay Rides. - 100
Staff Email [ 1 + Allow Overbooking
$0.00 Apple Picking { B 1 + J 100 ~ Allow Overbooking © Nonotes
Event Summary Notes are optional
Payment Select Require notes
Contacts
Confirmation $5.00 Horseback Riding { - 1 + J 20~ Allow Overbooking © Nonotes
Notes are optional
Confirmation Text
Require notes
Partial Payments.
$10.00 Hot Air Balioon Rides { - 1 + J 20 Allow Overbooking No notes
© Notes are optional
Require notes
Food i iy select one activity n this category Instructions:
O Display category header Don't display Category Name Registrant must select at least one activity in this category Dinner and Dessert are being
Display custom header provided by the Orchard ata
e. The meal includes
barbecued meats, baked beans,
fresh salad, & hot apple pie!
$5.00 Dinner Voucher o s T 100 Allow Overbooking No notes
© Notes are optional
<< Back Save
Home | Support | Privacy | Suran Systems | CDM+ ©2023 - Suran Systems Inc.

For each activity, check the box in the leftmost column to have that activity appear as option on the event
registration form. For each activity, you can also set a maximum quantity that each attendee or registrant can
select. For example, if registrants can order up to three T-shirts in any given size, set the maximum quantity
to three.

If you are limited by space or inventory for a given activity, you should set the Capacity on the event's Activities
tab and leave 'Allow Overbooking' unchecked. If this box is checked, the tool will allow a person registering
to choose the activity, even if capacity has been reached.

A text field for notes can be included with each activity on the registration form. If notes are entered, these
will be stored in the Notes field on the Activities tab of the Event Registration record that is created. For each
activity, you can specify whether no notes can be entered, notes are optional, or notes are required.

Categories

Note that the activities in the tool are grouped according to the categories that were specified for the activities
on the Event Record. This demonstrates why it is important to begin with the end in mind, and to be thinking
about how you want the registration form to appear when you are creating the Event Record in CDM+. For
each category, you have three heading options:

Display category header: This option will simply show the Category name as it is defined in the CDM+
Master Coding System in a heading above the activities in this category.

Don’t display Category Name: Choosing this option will result in just a list of available activities with no
heading.

Display custom headers: This option will allow you to enter alternate text to display in the header for a
category of activities.

For each category, you may choose to limit a registrant’s choice to one activity and/or force registrants to
choose at least one activity. If you do not check 'Registrant must select at least one activity in the category,
although he or she would be registered for the event, a person could click through the Activities window in
your tool without registering for an activity. Checking both boxes will force registrants to choose one, and
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only one, activity within the category.

To include instructions for the category, simply type them in the box below Instructions. The text you enter
will appear below the category header on the Activities page of your registration tool.

If you need to use a different term or heading for the activites associated with your event, you can enter that
text as an Alternate name for "Activity".

Option 4 - Payment Options

Check the box if you have a merchant account and you plan to accept payments online with Event Registration
Web Ministry Tool. You will set the types of payment to accept in Option 11.

®©® @ webMinistry Tools x 4+

< c & wmt.suran.com/wa_admin/widgets/options/1936#option4 Yo Q H
Web Ministry Tools
Tool Name i

FILTERS 4) Accept payment via electronic payment?

®(Check this box if you wish to accept electronic payments for this event and you've already

Attendee Field:
endee Flelds established your merchant account for use by CDM+ Web Ministry Tools.)

Contact Required Fields

Payment Mode: | Live g
OPTIONS
Event
Lookup 5) Select the Event Registration Notice to use.
Payment Mode Cornerstone Confirmation
Email I & High School Camp Confirnation
Staff Email
Overbooking Last Minute Info
Processing Fee Men's Fellowship Weekend Confirmation
Multiple Attendees
Event Summary Midwinter 2019
Payment Select Missing Permission Form
Contacts
Confirmation MG
Confirmation Text Registration Confirmation

Partial Payments
Untitled Notice 1

VBS Confirmation

Clear All

‘ << Back ‘ Save

Home | Support | Privacy | Suran Systems | CDM+ © 2019 - Suran Systems Inc.
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Option 5 - Email Confirmation

You can choose to have the Event Registration Tool send a confirmation email once a registration is completed.
The tool will display all Registration Email notices from your CDM+ database. Choose the confirmation email
from this list in the Web Ministry Tool.

Select Registration Emails

+38 -

Add Duplicate Rename Delete

Description & Count Description &

<No Category> 9 Fall Couples Retreat

Attendance Letters 0 High School Camp Confirmation

Birthday 0 Last Minute Info

Board 0 Men's Fellowship Weekend Confirmation :

Choir 0 Missing Permission Form -

Church Picnics 0 Registration Confirmation E— o
Elders 0 Sunday Morning Worship (Limited Seating) ?:ngt:;?r“:g;smmgMheYoum Ferssback Rl eort n S, Sxtotr . Wete b e
Festival Letters 0 VBS Confirmation e L . S S, Nl v e
Festivals 0 jore detalls fo come...

Life Events 0 ot . el

Members 0 ?_Eea&j%ﬁé«’é@q

Templates 0 o e

Vacation Bible School Let 0 st i

Youth Group 0

You will need to create the confirmation email at Reports P> Event Registration Reports P> Notices
Registration Emails before creating the Web Ministry Tool.

Option 6

Opt to send registration notifications to staff by entering email address(es) in the space provided. Separate
addresses with commas. An email will be sent to each staff member with an address in this field each time
someone registers for the event.

Option 7

Opt to allow overbooking for the event. Check the box if you would like to allow overbooking for the entire
event. If not, make sure the box is empty. If the event has been set up with unlimited capacity, there will not
be a box to check.
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Option 8

<« C @ wmt.suran.com/wa_admin/widgets/options/1936#options % @

If you elect to charge a processing fee, enter the Web Ministry Tools 2
amount here.

Consider the ramifications if you elect to charge a
fee. It may discourage people from using a tool that
saves both you and the registrant time and trouble.
In order to recoup some of the expenses associated o
with taking online transactions, you may be better s
served to consider these processing fees part of the
cost of the event and increase the cost of the event
or its activities.

10) Show Event Summary Page.
Hide Event Summary Page.

1) Which payment methods wil be accepted for this tool?

& AcH

tome | Support | Privacy | Suran Systems | COM+ ©2019 - Suran Systems Inc.

Options 9 through 17

9. Choose whether or not to allow multiple attendee registrations in the same session. Allowing this feature
saves registrants time, and means that fees for attendees registered together can now be paid in one online
transaction. Families will appreciate the ability to enter address information just once by choosing “Address
Same As..."” when adding attendees after the first.

10. Choose whether or not to show the Event Summary Page. This page of the tool appears before the rest
of the tool and provides event details prior to the registration process.

11. Choose the payment types for this tool. You may opt to only accept certain types of credit cards or ACH
debiting of Checking and/or Savings bank accounts.

12.This option, whether or not to show a contacts page and how many contacts to require per registrant,
will only appear for events already designated Youth/Camp events in CDM+ Event Registration.
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® C® @ webMinistry Tools X+

< C & wmt.suran.com/wa_admin/widgets/options/1936#option5 pxd Q H
Web Ministry Tools
Tool Name
[E— 12) " Do not show Contacts Page @ Do not require any contacts
© Show Contacts Page Require only one contact
Attendee Fields Require two contacts
Contact Required Fields
OPTIONS 14) Show confirmation page?
Event Reire electronic signature?
Lookup
Activities
Payment Mode 15) Text for confirmation page:
Email
Staff Email
Overbooking
Processing Fee
Multiple Attendees
Event Summary 16) @ Allow Partial Payment.

Payment Select Minimum payment amount: $ 25

Contacts Disable Partial Payment.
Confirmation

Confirmation Text

| <<Back Save

Home | Support | Privacy | Suran Systems | CDM+ © 2019 - Suran Systems Inc.

14-15. This option, whether or not to show a confirmation page and, if so, whether to require an electronic
signature, is especially useful for Youth/Camp events. By clicking the electronic signature check box, the
registrant signs the “agreement.” You may customize the text of the agreement to suit your situation.

16. Allow Partial Payment. Use this option to allow registrants to make partial payments and to set the
minimum amount for any partial payments made.

17. CDM+ Regional program users have the option of showing a church selection drop list of all churches
marked as “Congregation”in their COM+ Regional Church Records.

Once you have set all the options for your tool, click Save. To prevent losing work as you are developing the
tool, you should click Save at various points in the process, for example, after setting up the activities.

Testing Your Single Event Registration Tool
Before you make your new Single Event Registration Tool available, test the tool.

Click Publish and then the Preview Link that appears at the bottom of the page. A preview of the Launcher
appears.

Web Ministry Tools [ e |

Family Harvest Festival
$5.00

£ Sep 302023

© 01:00 PM-10:00 PM EDT

Make sure popup blocker is disabled before beginning
registration.

Register

Click the the Register button in the Launcher to proceed to the event summary screen, or to the Attendee
Information screen if you elected not to display the event summary.

NOTE: When testing your Web Ministry Tool, we recommend that you testing with payments disabled. Once
you are ready to publish, go back and enable the payments option.
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High School Camp [TEST MODE]  Cost: $350.00

Attendees / Contacts / Activities / Payment / Confirmation
Completion

Fill out the Fields, and then click “Next Step” to proceed. If this is a Camp/
Atendee nformation Youth Event, it will go to the Contact Information window.

Select Individual

Fields marked with a * are required.

First Name" Last Name"
E-Mail Address

Phone Number”

Address Line 1 Address 2 Label

Gender”
© Male © Female

Grade®

Birthday”

July s s 4 | 2002

Next Step >>

High School Camp [TEST MODE] ~ Cost: $350.00

AL G LS ] o Gl The Contacts function in the Single Event Registration WMT is
very flexible. It accommodates multiple contacts; always a good
idea, but especially important for blended families. Each contact
has a Notes field, allowing the registrant to give any info he/she

Contact Information
X Remove Contact

Fields marked with a * are required.

thinks is important.
Enter all the contact information and click Next Step.

Phone Number
E-Mail Address

Notes

Primary Contact For

Parent Guardian Other

Primary Contact For

Stephanie Delvecchio

Secondary Contact For

Stephanie Delvecchio

Add Contact
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The Activities window

High School Camp [TEST MODE]

Attendees / Contacts / Activities / Payment / Confirmation

Completion

Selection and
Note:

appears.

$350.00

Click Next Step to proceed to payment.

Activity Fee
Medical Alerts
Please indicate medications, allergies, or other medical conditions.
Allergic t
enicillin
You must
select this
activity
Allergic to Latex
You must
select this
activity
Medications
You must
select this
activity
Food Allergies
Gluten
You must
select this
activity
Dairy
You must
select this
activity
Soy
You must
select this
activity
Peanuts
You must
select this

The Payment window appears.

High School Camp [TEST MODE]

Cost: $350.00

Attendees / Contacts / Activities / Payment / Confirmation

Completion

Partial Payment

©Pay in full ($350.00)

Pay $ 25 (825 required)

Billing Information

- Attendees -

First and Last Name *

Street Address *

City *

Country * State * zip*

United States 4  Please SelectaSt §

Payment Method

© Payby Credit Card ~ Pay by Bank Account

Credit Card Number *

Exp. Month * Exp. Year * cw+

Wildcard SSL

<< Previous Step

23-22 Event Registration

Next Step >> ]

Here the registrants enter information for the various activities created in the
Event Registration record and specified in the Web Ministry Tool.

— Click Next Step. A successful test brings up the Registration
Complete window, which may be printed.

- If, in options, you set up an Email Confirmation Notice for
the tool, an email will be sent to the email address you entered
for testing purposes. If you entered email address(es) for staff,
who should be notified of registrations, they will receive a
notice, too.

2023 CDM+ Users Conference



The Single Event Registration Tool and CDM+

One of the major advantages of the Single Event Registration Tool is that online registrations and payments
are automatically entered in CDM+ Event Registration.

ind Description Date Registered eoce Registration Entry
1ep 302023 {Family Harvest Festival {Sep 13 2023 12:00 PM Events: Show Closed Events  Registrants for Middle School Camp (3 Current, 0 Cancelled)
Jec72022  |Christmas Cantata Begin End Description © Last First Date Registered
)t22022  Fall 2022 Family Retreat | orencs Sep 13 2023 3:30 PM 092022 1492022 [Church Picnic 2021 Fislds Aug 19 2020 12:00 AM
e e [ iFouge {Sep 14 2023 10:53 AM Jun142022_Jun 19,2022 Middle School Camp smith Aug 19 2020 1200 AM
Jn12022 112022 Sunday Morning Worship (Limited... | |Wright Aug 19 2020 12:00 AM
Jn82022 1122022 High School Camp
WEEETS userrields | Activiies | Payments | Sent Notice
Registrant UserFields | Activties | Payments | Sent Notice
rcord Date Registered: Sep 13 2023 3:31 PM Registration Number: 5 (e
Contact1 Contact 2
e Registration Canceled (*)  Date Canceled: Parent Guardian: other: Parent Guardian: Other.
Eiea T e e s e chaty
v 40509 i ast Name: Fields ast Name: Fields
Last Name: Fawn Address: 908 Lexington St. Address: 908 Lexington St.
Badge Name: Janice
oer: Gender: Female %
City: Big City City: Big City
: Override Individual Address Record MapQuest State:|KY | Zp: [40123 State: KY | Zip: [40123
Event F 5.00 Country: Country:
vent Fee: - ey 22 Pine Rd Phone: 606,555,600 Email: unch@gmail.com T Phone: (666) 798-4367 | Email lunch@gmallcom | 7%
Act. Fees: 17.00
Payments:  22.00 Notes: Notes:
lance Due: 0.00
o City: | Lexington State: KY | Zip Code: 40509
Registration Entry
s Country:
Phone (859) 467-8913 Email: janicefawn@email.com g % - [ [44] o
A Ml Change  Delete | Print | Address individual Cancel | Save
X ‘ - ‘ € [ £¢
The registrant's contact information
eoe Registration Entry
Events: Show Closed Events  Registrants for Family Harvest Festival (7 Current, 0 Canceled) eoce Registration Entry
vonis: Show Closed Events _ Registrant for Famly Harvest Festival (7 Crrent, 0 Cancelle
segin End Description - Last First Date Registered et (e et i Y o O e 1)
302023 [Sep302023 Family Harvest Festival Susan 13 2023 1200 PM B e = rest ete estored
Jec72022  Dec72022  [Christmas Cantata Fawn Sep 13 2023 331 PM eeLe0 2023y | Seprenianas JJFSni Hacvest eual bsie)] 182028 1200 P
Fall 2022 Family Retreat Lawrence Icacao Sep 13 2023 330 PM [oc72022 | Dec7 2022 [Chrstmas Contata i
90302022 [0ct22022  |Fa y | e 0302022 l0ct22022 Fall 2022 Family Reteat Lawrence Sep 132023 339 P
09222022 |Sep222022 |Gala 2022 Rouge |coral sep 14 2023 10:53 AM on 222078 |Sam 232002 loai 2832 oy [onn T2 207 s s
nogaras | usarpios [EISHIRR Poymons | senchotce ey Ruse ey st O o e
Event Activties activtes are in red):  Assigned Activi oate Amount_ | Check/Credit Card Number Notes Posted To Ledger
sctivity Feo | Registared Description Qy | Fee | Towl Notes Sep 132023 s00[4078 Dinner Voucher P
v Food 00 Hay Rides d 000 Source: Registraton Entry
Dinner Voucher 500 2/100 Appie picking |1 200 Sep 132023 200[4078 Dessert Voucher P
Dessert Voucher 200 2/100 Source: Registration
joner Voucher |1 g g )
v Oudoor Activty  16.00 CELT 5001 500 Sep 132023 10004978 Toshit - P
Hay Ride: 00 2100 Dessert Voucher |1 200 200 2 Source: Regisration Entry
Jsepeiny 000 2o [EEETR.] 00| 1009 P s safios conres ;
Hot Al Balloon RId1000  1/20 Source: Registraton Entry
v Tsitsize 200
Tshit-SM 1000 125
Toshirt - M 000 25
Toshirt - L 1000 025
x 000 0/25
T-shirt - Custom $11200  0/0
Add Payment 000 500 ActFees: 1700 Payments: 2200 BalanceDue: 000
Transfer Selected
. - 24 sl
. X = ] Add | MutAdd  Change Delete | Pimt | Address Indvidual concel | save
2 - “
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Publishing your tool

When you're ready to receive registrations, you'll need to publish the tool. NOTE: If your tool accepts payments,
remember to switch the payment mode back to live before accepting registrations. Otherwise, registration
payments will not cause any funds to transfer from the registrant to your organization.

Publish this tool using these options:

Embedded HTML

Copy and paste this HTML tag into your website. This will embed the tool directly onto your website.

| <script type="text/javascript" src="https://wmt.suran.com/tool?guid=7b0168aa2ee811e9918dc03d79ccl915"></script>

Example HTML Link

Copy and paste this HTML tag into your website. This will provide a simple html link that will open your tool in a new window or tab.

| <a target="_blank" href="https://wmt.suran.com/tool?guid=7b0168aa2ee811e9918dc03d79cc1915">New Single Event Registration Tool</a> |

Direct Link

This is an absolute link to your tool that can be copied and used to attach to a button or image on your site.
This can be useful for Content Management Systems.

| https://wmt.suran.com/tool?guid=7b0168aa2ee811e9918dc03d79cc1915 BR

Note: that this link will be displayed from inside the Web Ministry Tools Website.

https://wmt.suran.com/main/preview/8121

Publish to Engage

Publish this tool to Engage. Members will be able to register for this event through Engage.

In Web Ministry Tools, click the Publish link for your tool. Here you can use a direct link to share the registration
on your website, social media, or in an email. You can also use the embed link to display the tool inline on
your website.

You can also download a QR code that opens the registration tool. This is a great way to promote the event
on signs, bulletins, newsletters, and posters.

If you want members to register for the tool via Engage, check the option to Publish to Engage. In Engage,
members will now see Events under the navigation menu.
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From Events, a member can register for an event or make payments on events for which they’ve registered
and carry a balance.
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Family Harvest Festival
Saturday Sep 30 2023

1:00 PM EDT - 10:00 PM EDT

Using the Event Registration Tool with Engage

The Event Registration Web Ministry Tool can be used with Engage to allow members to register from their
Engage account. When a member registers from Engage, Engage uses the information from their Individual

Record to complete the Attendee page.

Members can also use the 'My Registrations' link in Engage to review all events that they have registered for.
If the event has a balance due, the total fees, payments to date, and the outstanding balance will be shown

along with a button to 'Make a Payment.

Making Payments

Members can log into Engage and make payments on their registrations
that carry a balance. These registrations can come from an online tool or
be manually entered into CDM+. As long as the registration is linked to
the same individual record as the Engage user, it will appear in Engage.

Loginto Engage and go to Events -> My Registrations from the navigation
menu.
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Registrations with appear and if there is a balance, a Make Payment button will be available.

Family Harvest Festival
Sunday Nov 26 2023
6:00 PM EST - 8:00 PM EST
Total Fees: $175.00
Payments: $0.00
Balance: $175.00

MAKE PAYMENT
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