CDM+ Reports

CDM+ allows you to generate a variety of reports in a number of different formats. All reports are
highly customizable by search criteria, information included, and fonts and colors used. Each re-
port setup window will allow you to see a preview of the report before you send it to the printer.

Accessing Reports
All reports may be accessed from the Reports Menu. Note that some menus will have sub-menus.
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Accessing Reports from the Toolbar
Reports are accessible from the Toolbar if you have specified in Toolbars section of the Prefer-
ences window to display the relevant program toolbar(s).

& CDM+ File Edit Program Reports Help Window

[*EmomL ¢ uE«a s Z||@Bceing & & Q ~]
Address Letters
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Individual Letters
Individual Cards
Individual Emails

Accessing Reports from the Reports pane of the Welcome to [Program] window

The Welcome to... window for any program o icloemesto Mehepsin
can be opened by selecting it from the pro- Gettng strtea | wincows XN
g ram menu. Ti]ee on the left and then dog; cizz:ac:p::c:::en it

H H H . Listings and Exports T Address Yearbook Directon
Or’ If you Work eXCIUSIVely In One program' 0 Sumr:aries ’ 'E Individual Directory ’
you may wish to set your User Preferences e ‘?] e e et

otices & -amily Status/Giver Code

Defaults to open that window at startup (as il vataton Dtae Bl Fomty o shar

[] visitation Selected Types

shown opposite):

Close
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User Preferences

Set your User Preferences General Defaults -

@ vorirshi and rencance | Contriutons | Accounting | Roommate | CheckiniChecicOut
: =
to open a Welcome to [Program] window at e @ © ¥ =
Toolbars User Email Menus MapQuest Web Update Keyboard
startup:
© open nothing
Openmenuitem [Roommate < Tscheauie <]
] swels_ 7]

Default < .
Samplo

Paper Height: 11

Paper Width: 8.5

|| RevertDisplayed Settings |

Print Reports from Find Results

Clicking on the Reports button T on the left of a record window will bring up a list of
available report options. Click to highlight the report you wish to print. By clicking the appropri-
ate radio button (Results List or Selected Record), you can choose to print:

Reports

- the entire results list °
. . P
- a selected record (highlighted) ) seiress ity 3
- multiple selected records (highlight- S| Across Custom ity and Exp.
¢ Address Cards
ed)' ' Address Summaries

| Family Status/Giver Code
Address Labels/Envelopes
Address Phone/Email
Address Letters

Address Emails

| Address Master Listing

)l ]

Address Yearbook Directory

Cancel

®  Selected Record Results List

Print Selected Records from Find Results

Multiple records may be selected (highlighted) by holding down the Control or Command key
while clicking on the desired records. Click OK and the Report Setup window will open. Note that
the search description will state that results from the record window will be used to produce the
report.

SHOW Last Name ~ Salutation Name Primary Phone City
* All Cook iCharles & Ruby 5606,555.8369 éBig City
Davis Marvin 56664555.6555 EBig City
@ None Delvecchio {Albert & Camille 1606.555.4576 iBig City
/O Find Deweese Nathan and Charlotte 2606.555.01011 EBig City
_ Disney iMike & Susan 1606.555.1739 {Big City
e SRS Doe iJohn and Jane iBig City
EH orid e —— Reports
= s &3 Mike & Susan Disne 107 Results
Jll Family Info Sheet | Family Status/Giver Cod
< 0: Address ! 7 T (el SErseier G Connections Giving Units  : )
DO Address Directory ] Address Labels/Envelopes
+ Add | Address Master Listing | Address Phone/Email
" | Address Custom Listing and Exp... ~; Address Letters
@ Multi-Add Famivil} = = ) e Family Status
L ¢ Address Cards ¢ Address Emails
s a2 . 3 Adult
/" Change Mailing Address Summaries | Address Yearbook Directory Adult
T Delete Salutatiol Child
GO Labe Child
“i‘ Employee
<3 Individual Mailing Code
®  Selected Record Results List Cancel ﬁ members who receive mail v
4 Giving Unit
ﬁ Care Group
4B Visitation B — .. Care Group 1 - Alex Adams v
City: Big City State KY Zip 40123-2318
Country: Carrier Sort: 01
Certified YEpEE: % v | Directory v Newsletter
£+ Configure
{0 Collapse

You can also quickly print the results list by right-clicking it and choosing Print.
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Report Setup Window

Report setup windows in CDM+ share a

common interface from program to pro-

gram in your suite. This means the user = 5 OB

T )
Prit Page PDF TextFile Clipboard Numbers Excel Screen Refresh

sees the same format on all rgport setup — S e
windows, making CDM+ easier to use.

Address Directory

%)

® Directory checked
7

Newsletter checked

Report settings are user-specific. Once &« Sl
you have printed a report, CDM+ will = forma

" PageSetup

remember your settings for that report
for the next time.

—
Logo

Text
SETUP

P2 Loadisave

There are three main areas in a report o v
setup window: the Search, Options,

and Setup. These areas are available r Y-
on nearly all report setup windows in
CDM+, and are listed on the left sidebar

of the window. Depending on what

report you are trying to run, the number

of options may vary under these head-

ers.

Report Preview
All CDM+ reports also have a preview that lets you review your report before printing to screen,
saving to a PDF, or sending to a spreadsheet program.

[ XOX ) Address Directory
-
= RGN
mEL o B OFa G
Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
A = d Standard Search Advanced Search
. Exeen Newsttterirecory Direstory
~ Big City, KY 40123
A Care Group equal to: Care Group 1 - Alex Adams.
Y O Report Care Group 1 - Alex Adams
=~ Format
e e P
\\ P —— 2.Me & M Charos Cook 218 Wt ¢ Bg k0123 6065558369
Logo Big City, KY 40123 606.555.0104
_ Text Big City, KY 40123 606.555.9112
. Big City, KY 40123 606.555.6271
SETUP Big City, KY 40123 606.823.0731
| | Big City, KY 40123 606.555.9177
Loadlsave 10. Mr. and Mrs. Joshua Odle 1280 Longacre Bivd Big City, KY 40123 606.555.6170
d Defaults USA
é{; Collapse Al None pe B @ zoom to default @
k™ Click the blue circular arrow, the Refresh icon, in the top right corner of report setup
n\th windows to refresh the Report Preview section. To see more of the preview, enlarge the
etres

window or use the scroll bars. To see a revised preview after making a change, click the
Refresh icon or press Command-R (macOS) or Control-R (Windows). You can also use the
Preview to refine reports before printing.

Search Within the Report Preview
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Click the magnifying glass icon below the preview pane to open a search box.

Results of your search will be highlighted in the report preview.

73, Allie Thompson
74, April Thompson

75, Angela Ullam

76. Tracee Ullom

77. Sonya Wang

907 Veterans Way
907 Veterans Way

8423 Michigan Ave

8423 Michigan Ave

BEZ Bryan Ave

Big City,

Big City,

Big City,

UsA

Big City,

UsA

Big City,

UsA

Produced on Aug 2% 2017 at 6:06 PM by Dana

Preview Page Thumbnails e
Click the page icon below the preview to open a pane of -
page thumbnails. -
Click on a thumbnail to jump to that page.
Click the black magnifiers to zoom in. - 7. Ao

] 8. Lucy
9. Dorot

10. Jennit
11, Patty
12. Adrier

13

14. Cami
15. Ruby
16. Cami
17. Steph
18. Char |
19. Rose
20. Susar

Search Button
Within each area of the window are several other common features. In the Search area, many

reports offer Standard and Advanced Search options accessible by clicking the tabs at the top of
the window.

If a report setup window is opened by performing a search on a Record window, and then click-
ing on Print, the report will reflect the results of the search criteria you entered on the Record

window.

Standard Search

The options under the Standard Search will vary from report to report. Some reports have sub-
tabs to access other panes. However, reports that are accessing the same record type will have
identical or nearly identical Standard Search options.

For example, two reports that include information from Address Records will both have a Groups
tab with a drop list to select a group and checkboxes to select codes within that group.
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Address Directory Address Directory

eoce
=E L Qe S

Print Page PDF TextFile Clipboard Numbers Excel Screen fle Clipboard Numbers Excel Screen

£

G
%]

2
8
a8
Z

Standard Search Advanced Search Standard Search ‘Advanced Search
Newsletter/Directory croups [ ]

Directory checked

Expand

Group: | Care Group
Newsletter checked
OPTIONS
® Visitor Directory checked
° Report

Visitor Newsletter checked Name

=L
=5 Format
2. Mr. & Mrs. Charles Cool

In addition, both will have a Newsletter/Directory tab where you make selections based on the
Newsletter and/or Directory check boxes on the Address Records and Visitors Records windows.
Advanced Search

The Advanced Search option on the Report Setup windows in CDM+ allows you to further fine-
tune your report contents.

Click on the Configure Advanced Search button to open the Advanced Find window. This window
is the same as the Advanced Find window accessed by clicking on the Advanced Find button on
data entry windows. Because of all the options inherent in Advanced Searches, this is covered in a
separate class, Advanced Finds, summarized elsewhere in this manual.

Options Buttons

The items under Options on the left sidebar of most CDM+ report setup windows allow you to
further customize the content and the appearance of a report. The Options will vary depending
on the report type you have chosen and the program—such as Membership or Accounting—you
are currently using.

When setting up a report in CDM+, be sure to review all of the options available and make the
appropriate choices in each one. Most reports do have the following optons: Report, Format, and
Page Setup. Other reports — such as Custom Listings, Exports, and Labels/Envelopes reports -
have specialized options.

Report Options
The Report option is where you make ad- ! Expand Beport Options Sort Order —
e . . BErELL LeaderfLoc. Info Alphabetical [ |
ditional choices specific to the report you _
. . . Show Line Numbers o Ascending
are creating. Options under Report will vary /C —— Descending

greatly from report to report.
Options for sorting the report are located here.

Do Mot Page by Code

Format Option

The Format option, found on most CDM+ report setup windows, varies according to the report. In
general, it allows you to precisely specify how information appears on the report. As noted above,
the content of a report is primarily controlled by what is specified under Search on the report
setup window, but the Format tab controls how that content is displayed.

For example, the Format Options pane on the Address Directory report setup window (shown be-
low) lets you specify Individual Name and Address (Family) Names, which (if any) address to print,
how to treat Unlisted Phone Numbers, and provides an option to include Other Phone Numbers
or Email Addresses on the report.
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In addition to specifying content of

a report, Format Options also allows
you to customize the appearance of a
report. Here you can select:

Header Options: The checkboxes in
the Header Options section allow you
to specify whether or not to print the
Church Info and Search Description
at the top of a report. The information
you choose will appear on all pages
unless you select First Page Only.
Alignment Options: Here, you can
select the alignment of text on a
report — left, center or right. Also, you
can choose Facing Pages. The Facing
Pages option is ideal if you are going
to print a multi-page report on both
sides of the paper and 3-hole punch it
for placement in a ring binder.

-0

-

Address Directory

oL,

Print Page PODF TextFile Clipboard Numbers Excel Screen

Expand

/o Search

OPTIONS

[}
® Report

Page Setup
Lego
Text

SETUP

Load/Save

K 1

Defaults

Collapse

Individual Name Options
Title
| Middle Name
| Last Name
Last Name First
Last Name Bold
V| Suffix
Unlisted Phones/Email
Do Not Print
Print with Asterisk (*)
Include Footnote

© Print Normal

Header Options

Name

Search Description
Bold

First Page Only

Font Optians

Font: Geneva

Address Name Options
© wailing Name
Salutation
Label Name
Last Name First
Last Name Bold
Phones/Emails
Address Phones
Address Emails
Individual Phones
Individual Emalls
Select Types
Alignment Options
Align Left
© nign Center
Align Right
Facing Pages
Start Left (%) Right

B os=e B

Sample

Address Options

© Primary

Alternate

None

Both

Current

Footer Options
Date Stamp.
Time Stamp
User Stamp.

Page Number
Date Format

© sepo2019

September 8, 2019

)

Refresh

Mame

1.Mr. and Mrs. Alexander

2.Mr. & Mrs. Charles Cool

3.Mr. and Mrs. Nathan De
4.Mr. & Mrs. Michael Disn
5.Mr. & Mrs. Mark Hunter
6. Mr. and Nrs. Rogan Lan
7. Mr. and Nirs. Danisl Low
8. Mr. & Mrs. Ralph Lucas
8. Mr. and Mrs. Joshua Od

10. M. and Mrs. Lee Ullom

11. Ms. Nacine Yang

< >

y- W
L

Footer Options: The checkboxes in the Footer Options section allow you to specify the informa-
tion you wish to have printed at the bottom of a report.
Font Options: In this section of the General tab, you can select from droplists the font and its

point size to be used on the report. CDM+ shows you a preview of your font selection in the box.
Date Format: In this section of the General tab, you can select the date format you wish to use on

the report.

Page Setup

Page Setup provides much flexibility when print-
ing a report. Here you can specify the paper size,

orientation, and margins.

1. Either select one of the standard paper
sizes from the droplist or enter the dimen-

sions for a custom paper size.

2. Select the orientation of the paper. Some
reports are better suited to a wider Land-

scape orientation.

3. If desired, change the scale at which the

report prints.

4. Enter the desired margins for this report.
NOTE: Clicking on the Page Setup button on this
pane will open your computer’s standard page/
print setup window. This is an alternative to

making your paper size selections here.
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Address Directory

-

Clipboard Numbers Excel Screen

Page Setup

US Letter
Paper Width:
Paper Heignt:
Portrait
Scale:
Top Margin
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Left Margin:

Right Margin:
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100[%
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Logo

Select the Logo tab on the report Op-
tions menu to place graphics on most
reports in CDM+.

The Logo tab accesses graphic files
added to your CDM+ database in
Graphic File Browser. To choose a
graphic to include on your report,
click Select Graphic below the graph-
ic preview pane.

This action will launch the Graphic
Browser. You will see thumbnails of
the images already in your CDM+
database.

If the image you wish to place on
your report is not already in the
CDM+ Graphic Browser, click Add.

2024 CDM+ Users Conference

A
v Expand

/C) Search

OPTIONS

There Is no image to display

Select Graphic

Positioning

@ Collapse

[ XN ]
Thumbnails Description:
=7 Filename:
O Location:
Size:
&
i Ty 2
e
DeanPattersonSig tif
YouthHorsebackRiding.png
Find: A Delete

Top Center Top Right

Center Left Center Center Right

Bottom Left | Bottom Center | Bottom Right

Vertical shift: in. Scale:
Horizontal shift: in
Print on first page only
Graphic Browser
camp map.jpg
camp map.jpg
Volumes|G5 HD/Users/aaiken/Desktop
4.46in. x 4.43in. (504 KB)
&
#
&
Biley Fott
%
- Cry.slal &
e ‘
cr
- = 0o Creg, )
Big Doe Cres™” L
Add

CDM+ Reports

Clear Graphic

007 %

Greeley

(%)

Name

1. Mr. and Mrs, Alexander

2. M. & Mrs. Charles Cool

3. M. and Mrs. Nathan De

8.Mr. & Mrs. Ralph Lucas

9.Mr. and Mrs. Joshua Od

10. M. and Mrs. Lee Ullam

11 Ms. Nadine Yang

[T <5

m Q

Clear Import

Close OK
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On your computer, locate the
file you wish to add to the CDM+
Graphic Browser, C“Ck on the ﬁle » & FirstChurchLogo-for-COM-Reports.png

name/ and C||Ck Open- ThlS aCtlon £.| FirstChurchLogo-med-textAdded.psd

will import the selected file to your - Fretchurehtogo-med png

+| FirstChurchLogo-sm-TextAdded.psd
CDM+ database. .| FirstChurchLogo-sm.png

E3
0
o)

[I9 ECC Big City LOGOS =

First Christian Church
Big City, Kentucky

FirstChurchLogo-
forCDM-reports.png
PNG image - 71 KB
You should now see athumbnail for eee Graphic Browser
the graphic you imported. Select Trumbnais Descrpton: FrstchurchLoge-or-COM-Rapors ong
(click on) the thumbnail and click S oo Tinmatiaraross Do L0608
OK. 1.';-— Size: 3.98in. x 4.15in. (69.6 MB) Clear R

summer-camp-clipart-0.jp

Church.jpg

4 ghrea]

Barct LNrisban Chusch
HiN Ly, Been

wrchlLogo-for-COM-Repor

Find: g Delete Close OK

You will now see the selected graphic, positioning controls, and, if you click Refresh, you will see
the graphic on your report preview window.

eo0e Address Directory
== & Fl OB« Q
(] : S|
Print Page PDF TextFile Clipboard Numbers Excel Screen Refresh
A [
Expand t
4 _ - Direct
/ First Ch
/() Search [ | 123 Main
| ] Big City, KY
606/555
OPTIONS /
® Care Group equal to: Care Group 1 - Alex Adams, Care Group 2 - Margaret
(] Report Care Group 1- Alex Adams
= 1 N Add City,
= ame ress ity, State
g Format - = —
£ = 1. Mr. and Mrs. Alexander Adams 823 Carrick Lane Big City, KY
\ Page Setup — 218 Walnut St Big Gity, KY
USA
123 Box Street Big City, KY
) ’ se 695 Poplar Alle 8ig Gity, kY
Select Graphic Clear Graphic plar Alley 9 Oty
107 Peachtree Dr Apt 2 Big City, KY
et Bositioning 5 3408 Rolling Terrace Big City, KY
serup 1109 Omat Big City, KY
Top Center Top Right @ = 8. Mr. and Mrs. Danial Lowe 134 Blue Nile Phwy Big City, KY
Load/Save S 9. M. & Mrs. Ralph Lucas 1299 Chatman Lane: Big City, KY
(SO Ucfi (S (EaniEy i 10. Mr. and Mrs. Joshua Odle 1280 Longacre Blvd Big City, KY
11 M. and Mrs. Lee Ulom 8423 Michigan Ave Big City, KY
I':‘ Defaults Bottom Left | Bottom Center | Bottom Right “ v
12. Ms. Nadine Yang 2012 Wallace Ave Big City, KY
o . a us
Vertical shift: 0250 in. Scale: 1003 %
Horizontal shift: 0250  in. 113in. hx1in. w 3
@ Collapse Print on first page only ‘ el E @ zoom to default @
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Use the positioning controls to

fine-tune your selections.
Adjust the size using Scale. Top Center Top Right
If the image is too large, scale it to

less than 100%. If it is too small, Center Left e e
scale it to more than 100%. Enter Bottom Left | Bottom Center | Bottom Right

the percentage and hit the tab to

see the new dimensions for your Vertical shift: 0.250 in. Scale: 1003 %
selection below the Scale percent- Horizontal shift: 0.250 in. RN o T

age, or use the up/down arrows to
the right of the percentage.

Print on first page only

You can also use the Positioning palette to place the image on
Scale: 75 % a specific area of the page. Select an area of the page, such as
Top Left, and use Vertical Shift and Horizontal Shift to adjust

el Lol the placement of the image within that area.

Again, use the Refresh option to preview the effects of your changes. It may be necessary to re-
turn to the Page Setup option to adjust where the contents of the report appear in relation to the
report header and Logo graphic.

Columns

Custom Listing and Export reports let you choose one or more columns to print or export. These
columns are organized into sets.

Select which field(s) of information to include in the export by choosing a Set from the drop list.
To modify a set, select the appropriate Set, then select the arrow net to the set, and Modify Cus-
tom Listing Sets will open in a new window. Under Available Fields, select the fields that you
would like to include, and double click the field to add it to the Fields in Set. If no sets appear in
the list, you will need to create one by selecting the "+" sign and create a new set.

If you click on Refresh for an Export report, you will see the first record in the preview area. Scroll
over to see all the fields. To view other records in the list in the Preview pane, click on the right
and left arrows at the bottom.

An Individual Export, with Preview:

Click Export in the top left to complete the export. When prompted, enter a name and location to
save your exported file.
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Labels/Envelopes

Labels/Envelopes reports have an additional icon under Options where you can select from pre-
defined label formats, including every label sold by Avery®. Click on a numbered label format in
the list on the left and you'll see a graphical representative of it on the right.

z
H
H

)
]
Retrazn

0000000000
0000000000
0000000000

) coliapse

You can edit this list of label and envelope formats. Click on either the small Add or Edit button
below the list to open a window where you can add your own custom label format or edit an
existing one.

[ )] Edit Label/Envelope

Description: 15160 - Address

Paper Options Label Settings
Page Setup Number Across: 3 ez
Number Down: 10 CoOCOCD
paper Width: | 8.500 in. One Per Page C HC HhCc
Paper Height: | 11.000in. | Horiz. Spacing: | 0125 in. CHCHC D
Vertical Spacing: | 0.000  in. COC—HC D
Top Margin: 0.500(in. Left Padding: 0.100 in. CHOCHOC D
Bottom Margin: 0500 in. | gottom Padding: 0.100]in. C_ OC OHC D
Left Margin: 0.188in. Right Padding: 0.100 in.
Right Margin: 0.188 in. :J (: (:
Label Type/Options )
Test Labels
Label ~
aQty.: 30| Print Test p——— C HC HhC D
Dimensions: 2.625w x 1.000h
Return Address
Print Return Address Top: 0.000 in. Left: 0.000 in.
Revert to Defaults Cancel OK
H H H 1 ¥ Favorites
Highlight a label or envelope format and click the Expand e Maling & Name Badge
H H H b Mame Badge Tag Stock {Non-Adk
Mark Favorite button to move it to the top of the list SR
. /O Search » Labels
under Favorites. > Envelopes
nnnnnnnn »  Cards

A useful feature in printing sheets of labels from CDM+ is the ability to mark individual labels on
the page you want to skip. In that way, you can easily use a sheet of labels that may be missing
one or two labels. Just click on the location(s) of the missing label(s) to highlight them on the
graphic.

NOTE: The skip labels function only applies to the first page of a report.
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Report Setup Buttons

SETUP

Load/Save

I:‘ Defaults

Load/Save

If your office is like most, you tend to need the same reports over and over. With the Load/Save

report feature, you can now save the search criteria for an oft-repeated report, along with its for-
matting and other options.

If you have previously set up the report you need, simply click the Load/Save icon, highlight the

report in the list, and click Load.

[ NON ] Address Labels/Envelopes
— |§| A K
[ o | S|
Print Page PDF Screen Refresh
Name -~ Last Modified Last Loaded
+ Save New

‘Sep 9 2019 5:17 PM

SELECTED SETUP

h 1 nad

If you have not yet created the report you need, you may set up the search and formatting op-
tions for the report first, then click Load/Save Report when you're ready to save and name the
report. Or, you may click Load/Save Report before creating the report and use the Load Defaults
feature as a starting point for your new report. There is a Saved Reports Window for each type of
report, and you're likely to return to them often. The Saved Reports Windows are also where you
find options to Replace, Rename, or Delete previously saved reports.

Outputting Your Report
You have access to several report output op-

eoce
- - tions directly from the Report Setup/Preview
Fi'lEl é,‘ @ §= = window.

Print Page PDF TextFile Clipboard Export Numbers Excel Screen
Printer: To send your report to a printer, select Print on the Select Report Destination window

and click OK. You will then see your computer’s print dialog box. Make necessary setup adjust-
ments and print the report.

Page - Click to send only the page showing in the Preview screen to the printer.

PDF: To save the report as a PDF file, select PDF on the Select Report Destination window and
click OK. Give the file a name, such as FCC Directory, browse to select the desired location, and
click Save. A PDF file preserves all your formatting of the report, including fonts, regardless of
whether the computer it is opened on has that font file or not. This makes the PDF report option
ideal for distributing reports via email to board or committee members.

2024 CDM+ Users Conference CDM+ Reports  C-11



Text File: To save the report to a plain text file (.txt) that can be opened by any program that can
read a tab-delimited format (such as a word processor or spreadsheet), select Text File on the
Select Report Destination window and click OK. Give the file a name, browse to select the desired
location, and click Save. This option preserves the original columns and spacing.

Clipboard: To save the entire report to the clipboard for copying and pasting directly into a docu-
ment, select Clipboard and click OK. After copying the report or a portion of the report, switch to
the destination program and paste.

Numbers: On a macOS computer, reports that support a text output can be sent to Numbers, if
installed. Click the Numbers icon and the text version of the report will be opened in Numbers.

Excel: Many reports can be sent directly to Microsoft Excel®. If CDM+ detects that Excel is in-
stalled on your computer and the report supports a text output, an Excel icon will appear. Click
Excel to open the text version of the report in Excel.

Screen: If you wish to only copy a portion of the report to your Clipboard, first send it to the
Screen. Then drag your mouse to select the area of the report you wish to copy and click the Clip-
board icon. After copying the report or portion of the report, switch to the destination program
and paste. This option also produces a tab-delimited format that preserves original columns and
spacing.
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