Administering CDM+

CDM+ Structure

CDM+ Desktop

o Primary platform for managing CDM+ data

o Download from get.cdmplus.com

o Contains windows, reports, program logic

CDM+ Engage and WMT

o Web-based access to your data

o Member's portal

o Online giving

o Registrations

CDM-+ Mobile

o Data access from a mobile device

o Download from the App Store/Google Play/Amazon
CDM+ Hosting

Service managed and provided by Suran

Hosted in data centers around the US and internationally
Manages backups, including separate off-site backups
Communicates between CDM+ Desktop, Engage, WMT, Mobile, and your data
Also contains certain server-based functions for CDM+
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Database
o Main Database or Archive
o Contains all your information

Maintenance

CDM+
o Consistent data entry (see Archiving & Data Cleanup Manual)
o Security

Installing CDM+

CDM+ installers are available at get.cdmplus.com.
This page will always show the current published
version. If your organization uses a different
version, such as an Early Adopter Beta, CDM+ will
update to that version when you connect to your
account. e
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Installation Steps
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Download and install the version for your computer, either macOS or Windows. You can find step-by-step
installation instructions at: https://help.cdmplus.com/ucd/installing-cdm

Please note that you will need to authenticate as an administrator on your computer to install COM+.

Connecting to your account

When you open CDM+ for the first time on a computer, you will see the setup assistant. Complete the
setup by providing your hosting ID and password.

If you don't have your hosting ID and password, please contact CDM+ support. If you are a named contact
with Suran, we will provide the hosting ID and password. If you are not yet added to our contact database,
we will ask for documentation from your organization authorizing you to access your CDM+ account.

You can find step-by-step setup instructions here: https://help.cdmplus.com/ucd/client-setup

Logging in to CDM+

The Login window will open each time you launch the CDM+ desktop application, and it will display a list of
users and the name of the database CDM+ is currently accessing.

Login to CDM-+ At the very least, the username for the Administrator you
defined during the initial program setup will appearin the
user list on the Login window.

If additional people will use CDM+, the Administrator must
login first and set up the other users on the Users pane of
the Administration window.

Current Database: CDM+ Early Adopter (Documentation)

e @ * TIP: Create a User-for Each Person Who Uses

Eric Womack
Judy Jones CDM+
Lucille Allen

Pastor

Patricia Jones

Ruth Stokes

We strongly recommend that the Administrator create a
G user for each individual who uses CDM+. Besides limiting

T access to particular areas of CDM+, users retain their own

specific settings.

Enter your password:

Most preferences, report setups, and even how you arrange the CDM+ windows on your desktop are user-
specific. Logging into CDM+ with your own user lets you create your own work environment within CDM+.

Finally, unique users allows the program administrator to see a log of who was using the program, actions
each user took, and when each user was logged into the program.

Any user with administrative access can open Administration under the File menu and view, create, and edit
user profiles on the Users pane.
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Alternate Log In Method

The CDM+ administrator may choose to require all users to enter their usernames and passwords each time
they log in. With this method, a user cannot see a list of all users or who is already logged into CDM+.

The CDM+ Administrator can change the log in method under System Preferences.

» CDM+ (macOS)/File (Windows) P> Preferences »>CDM+ System P>General tab PLogin icon

") Show list of users at login

o Prompt for username/password at login

Any user logging into CDM+ will now need to enter both a username and its related password to access the
program.

User Login

You must log into CDM+ each time you launch
the program.

To log into CDM+, click once to select your
name from the user list, enter your password,
and click Log In.

NOTE: Users who are already logged in will
appear in gray, and you will not be able to select

one Of those usernames from the list. Current Database: CDM+ Early Adopter (Documentation) ]

Select a user to login as:
Note that both usernames and passwords are Dean Phelpe.
case-sensitive (make sure your caps lock is not e
OI’)) . ';:ts:i?::a Jones

Ruth Stokes

Enter your password:

Change
W

Passwords

Each CDM+ user can change their own password on the Login window, regardless of what program access
permission the user has. Click Change next to the password field.

Change Password Enter your current password, the new password you wish to

Change Password for: Ruth Stokes use (confirming that password by re-entering), and click OK.
Old Password: If you have lost your password, ask your CDM+ system

New Password: administrator to give you a new one. If you are the system
ContipienRessnornt administrator and have lost your password, contact CDM+

S o« | Technical Support for help resetting your password.
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Administration

LN} Administration

£ Users

~ Last Logged In
Aug 20 2024 610 AM
Access  [Cpris watson May 20 2022 410 PM Username:  aclay
CICO Church Class | Never logged in
Mobile CICO Nursery. Never logged in
CICO Preschool  Aug 18 2015 12:21 PM Access Setting: | <none>
Dana Dec 20 2017 6:14 PM Disable Login

Dean Phelps Jun 20 2022 5:42 PM Limit to Check-In/Check-Out operations only

Eric Womack Never logged in
Payroll Judy Jones Jan 7 2023 12:53 PM
Lucille Allen May 4 2022 3:52 PM
Sets pastor Feb 27 2019 415 PM
Patricia Jones  Oct 52023 5:47 PM
/O Searches [RU"Stokes Aug 18 2023 1215 PM Address @ View ( Add/Change/Delete [ Print

Individual @ View (% Add/Change/Delete [ Print

Name: Ale Clay

Password: Change Password

Updates

\ lere

Turn Off All Permissions

Turn On All Permissions.

Notices pastoral @3 View () Add/Change/Delete [ Print

Visitation View Add/Change/Delete Print
—_— N N
Attendance @ View ([ Add/Change/Delete Print

Add User Delete User

Preaching Aids (3 View Add/Change/Delete Print

Access Settings

Media Ministry (%2 View Add/Change/Delete Print

User

Description ~ ~
ss Membership preferences

Bookkeeper B

Mobile Attendance User can modify Visitor Records

Pastors

Giving Unit @ View (% Add/Change/Delete (€ Print

Contribution View Add/Change/Delete Print
Giving History View Add/Change/Delete Print
Pledge View Add/Change/Delete Print

Add Setting Delete Setting

Collapse Revert | save
) |

Go to File -> Administration to manage users, permissions, and more. Anyone with access to this window
is considered an administrator.

Users allows you to create users and manage their permissions. It is strongly recommended to create
accounts for each person using CDM+ and not roles, such as “Bookkeeper”. CDM+ licenses are enforced by
concurrent logins, not the number of users added, and the user name is used to track audit log activity.

For new people or positions, try starting with fewer permissions, then gradually add permissions as you
discover what that user will need.

When a user leaves your organization, we recommend you:
« Disable their login

«  Re-assign or delete saved searches

« Re-assign or delete saved sets

«  Review pastoral records, visitation records, and notices

You can use the Access, Updates, and Payroll sections on this window to view log activity. Mobile is used
to provision CDM+ Mobile devices, which is covered in the CDM+ Mobile class.

Sets, Searches, and Notices allow you to reassign ownership of saved sets, searches, and notices. You can
also delete unused entries from this area, even if you don’t own that entry.

Audit Log

CDM+ tracks nearly every change to every record using a system called the Audit Log. This is an invaluable
tool to track down data issues and find out how and when changes occurred.

The audit log tracks complete information, and there is a limited interface in CDM+ Desktop to view these
changes. Every record window has an Info tab that shows changes to the primary record. Click a change to
see its details.

Only changes to the primary record are displayed here. Changes to connected records, like email
addresses or groups, will not be displayed. The audit log tracks these changes, so if you need information
on a specific change, contact CDM+ Support and our Data Services team can extract a report of changes
from the backend. You can even request (within reason and not always possible) that Data Services use the
audit log to undo changes, including deleting records.
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[} [} Address Records

SHow. LastName  ~ Salutation Name Zip Code Mailing Code Care Group

Primary Phone

* Al Adams. Alex and Abby 40124 Local church members who receive mail  Care Group 1 - Alex Adams  (869) 456-3214 '
Allen William & Lucille 20124 Local church members who receive mail  Care Group 2 - Margaret Har... 606.565.8381
@ None Andrews Robert & Elizabeth 27389-8914 Local church members who receive mail 828.626.3535
O Find Balling Derek and Lucy 40124 Local church members who receive mail  Care Group 4 - Jose Perez, Sr. 606.565.3039
Bates Matt and Ashley 43130-3276  Local church members who receive mail
g Searches  gig city Gazette 20124 News release addresses 606.565.8826
EE Grid Bowlen Bill and Patty 43130-2739  Local church members who receive mail
— Brown Melvin & Dorothy 94306 Local church members who receive mail 415.555.0889
Cassidy Ryan and Adrienne 40124 Local church members who receive mail  Care Group 2 - Margaret Har... 606.555.4425
0o Church Pastor Brown 40124 Local church members who 606.555.9811
4+ ada Church Pastor Willams 40124 Local church memhers who. 606555 6633
B3 Alex and Abby Adams 61 Results.
@ Mit-Add T prones :  Addess :  Emal :  GwigUnis : Comeclons : Pows :  UserFields :  Vstaon : Pastoral : >
#* change
T Delete Address ID/Barcode ID: 41 Source: CDM+
@ Date Entered: Jul 5 2019 2:08 PM Date Last Modified:  Aug 16 2024 12:24 PM
Entered By: Administrator Last Modified By: Alex Clay
) i)
7 GivingUnit  ChangedBy  Date Changed ' Change Column ~ 0ld Value New Value
& Visitation Alternate Address Primary Phone (859) 456-3214
Administrator 2023-09-26 10:31:34  UPDATE Last Modified By Administrator Alex Clay

Last Modified Date Sep 23 2025 10:31 AM
Primary Phone.

Aug 16 2024 12:24 PM
(859) 456-3214

Audit Log Details

Client IP: 192.69.180.154/32
W Process ID: 43868
Application Name: COM# 12.2.0.11927
@ coliapse Transaction ID: 64395239

Preferences

CDM+ allows for both User Preferences and System Preferences to be setup, which determine how selected
features work within the programs. System Preferences affect all users; User Preferences are chosen by the
individual user and affect only that user. To access Preferences, select CDM+ (macOS) or File (Windows) on

the menu.

User Preferences

In addition to accessing the CDM+ programs
through the menus, you can choose to display
toolbars. The Program toolbar will display at the
top by default.

Toolbars

» CDM+ (macOS) or File (Windows)
» Preferences » CDM+ User P General
» Toolbars

m oA s I MiABR @B e 0w w o B
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Defaults

Use these preferences to customize your
CDM+ experience. The At Startup setting
controls what window opens when you first
log into CDM+. You can change your default
paper size and preferred font for all reports.
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[ ] User Preferences

| check-In/Check-out

- @ ©

"

Toolbars User Email Menus Defaults MapQuest Web Update Keyboard
Show Text
Toolbar Location
Accounting Top v
Ledger Top v
Sales Orders Top v
c Floating - |
~ | Memorial Gifts Top |
o Bottom
Statistics Loft |
Event Right [
General [Floating _|
— =
Al None Assign All v

Revert Displayed Settings | Cancel

° User Preferences

General  Membership and Attendance ~ Contributions ~ Accounting ~ Roommate  Check-In/Check-Out

e @ O

L ¥ =

Toolbars User Email Menus. MapQuest Web Update Keyboard

At startup
Open the application Welcome window
Open nothing

© Open menu item Membership

Default Paper Size

Default [ -]
Paper Height: 11 in.
Paper Width: 8.5 in.

Address Records
Default Font Options
Font: Helvetica B sie2 E
Sample

| Revert Displayed Settings Cancel |

Administering CDM+
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User Email

All users of CDM+ should click the User Email icon on the General tab and enter their individual work email
information. SMTP setup is done on the CDM+ System Preferences window.

Enter Key functions like Tab Key e ‘ eorEreoroces
On selected data entry windows, the numeric oo @ % d m® ‘ =
Enter key may be set to function as the Tab key to oco B Cor el Do (wEws  \oblko
facilitate easy entry. To activate this function, go

to User’s Preference window, click on the General

tab, click the Keyboard icon, and check the box.

| check-In/check-out

Keypad Enter key acts like the tab key Disable Diacriticals

Applicable on these windows:

* Batch Contribution Entry
* Contributions Maintenance

* Pledge records

* AP Invoices

* Purchase Orders

* Ledger Entries

* AR Invoices

* AR Payments

* Budget

* Hourly and Contractural Payroll

 Revert Displayed Settings - Cancel

System Preferences
» CDM+ (macOS) or File (Windows) P> Preferences > CDM+ System

° System Preferences

Name General  Membership and Attendance  Contributions  Accounting  Payroll  Event Registration  Roommate { |l

Bl m« @ & - O &

Enter the name and address of your [“Name } Terms Sys. Email Formatting Login Shutdown Advanced
church or organization as you want it to
appear on the top of CDM+ reports.

Enter your name and address
This information can appear at the top of reports
Your Organization
123 Main Street
Big City, KY 40123

606/555-1234

Terms e - T

CDM+ allows for the user to rename . T
some Of the terms used in the Softwa re. N vevership and Attendance | Contributions _Alc—cmmﬂng Payroll | Event Registration | Roommate | LIl
Terminology changes made here affect B w @ & 2 O &

Name Sys. Email Formatting Login Shutdown Advanced
all users.

Connection Connection
Contribution Contribution
Customer Customer

Giving Fund Giving Fund

Revert Displayed Settings Cancel
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System Email

Complete the system SMTP settings for sending email from CDM+.

[ ] System Preferences

QEETEN  Membership and Attendance | Contributions | Accountin g | Payroll | EventRegistration | Roommate | | “hdl
=L 0
uc | : o
Name Terms Sys. Email Formattin a Login Shutdown Advanced
QEVEEETIN additional staff Addresses | Privacy Notice
Manage SMTP Servers
| RevertDisiayea sottngs | (o O

On the Additional Staff Addresses tab, enter the email addresses of staff members; by default, outgoing emails
will be sent to these addresses. You can edit the list at the time you send the email.

A privacy notice may be added under the Privacy Notice tab that will append to the end of outgoing emails.
You can edit this notice at the time you send the email.

Suran Support
Open a ticket directly

Whether you use the Help Center, email, or call, you'll create a ticket in our support queue. The most direct
path to our support team is using the Help Center.

1. Click Contact Support in the lower right-hand corner of this page
2. Fill out the form

3. Submit

You'll get an email reply letting you know the ticket was created.

TIP: You can use this form to indicate your need is urgent. This will put your ticket towards the top of the
queue.

You can also open a ticket by emailing us at support@cdmplus.com with the following information:
+  Your name

«  Your organization's name

«  Your callback number

«  Your availability
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Share some details

If you have a screenshot, PDF report, or other example, you can include those in the Contact Support form
or your email. The more details you provide, the faster we can help you get a solution.

Skip the line, even if you want a call

We're happy to work with you via phone, email, or both. If you would prefer a phone call, the fastest way to
get on our call back queue is to open a ticket and let us know you prefer a callback.

NOTE: Please know we endeavor to respond to requests within 8 business hours, which are 8:30 a.m. to
5:00 p.m. Monday - Friday. If you request help within the last 8 business hours of the day, please let us
know the next day and time you will be available as well.

We are always happy to speak with you if you call us at 800-633-9581. When you call, a receptionist will
take your information and open a ticket for you. This ticket goes into the same queue that receives emails,
so clicking Contact Support or emailing us to request a callback will skip the line to have a receptionist
enter a ticket on your behalf.

Our support team will respond as soon as possible, following the order in which tickets were opened,
regardless of if the ticket came from an the Help Center, email, or was created by a receptionist.

Schedule calls in advance

If you prefer a phone call and have limited availability or need special personnel present for your call, such
as an IT person or CPA, try scheduling a callback. Calls are prioritized based on when they are received,

so emailing us on a Tuesday to schedule a callback on a Thursday will prioritize your call ahead of any call
requests that come in the day of the callback.

To schedule a callback, simply open a ticket with your name, organization name, phone number, and
requested callback time. While we can't guarantee the exact minute we'll call you back, a scheduled call is
much more predictable and can often arrive within a 30-minute window.

Leave complete voicemails

If you prefer to have a receptionist create a callback ticket for you but are unable to reach a receptionist,
please be sure to include ALL this information in your voicemail:

«  Your church or organization’s mailing zip code
«  Your church or organization’s name

«  Your church or organization’s city

«  Your name

«  Your callback number

«  Your email address

+  Your availability

« A brief description of what you need help with

You can always email support@cdmplus.com to request a callback as well.
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