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CHURCH MANAGEMENT SOFTWARE

The power to help you connect your church’s ministry to its mission



CDM+ Event Registration

CDM+ Event Registration can record registrations for any type of event, conference, retreat, or camp.
User-defined activities for each event are created to keep track of meals, workshops, material ordered,
or any other aspect of the event. Lists, name badges, monies received and due, mailing labels, confirma-
tion lefters and a variety of other reports and information are readily available. Total persons registered for
an event or an activity can be quickly viewed. If a workshop or meal can only accommodate a limited
number of registrants the program can prompt you when such a limit is reached.

Registrations can be tied to individuals in CDM Plus or be maintained independent of the individual records.
Tying registration enfries to the main CDM Plus Membership database allows you to have a history of events
to which someone in the church has participated. The latter option allows the user to enter registrations
to an event for persons you do not wish to have in the main Membership database. An event can have
both types of registrations.

Registration Menu

Events File To access Event Registration click on CDM+ on the menu bar and select

Registration Entry Event Registration or click on the Event Registraton icon on the
Tool Bar. This puts Registration on the menu bar under which you have
the menu items as shown to the left. These are also available through
buttons on tool bar:

Camps Entry

Archive Bvents

Family Address Events File

Individuals .
Registration Entry

About Registration
Camps Entry

Family Address Records
)

Individual Records

Adding an Event

Before entering any registrations, Event Codes must first be established for the various events or camps for
which you wish to track registrations.

1-  Click on Registration on the menu bar and pull down to Events File or click on the Events File icon

Il on the Tool Bar.

2- Click the Add button.

3- Type a code for the Event or Camp you are tracking — up to 5 characters, letters or numbers, or a
combination (e.g.--VBS02, CBO1, or JRCAMP, etc.).

4-  If thisis a Camp, click on the check box next to Camp.

IMPORTANT: Checking the Camp box, will provide a camp registration entry window that allows you
to record additional information, including the registrant’s parent/guardian, age and birthdate.
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13-
14-

Press the Tab key, placing
the cursor in the Event field.
Type the name of the event
or camp (e.g.,Choir Christmas
Banquet).

Press the Tab key, placing the
cursor in the Place field. Type the
location of the event or camp.

Press the Tab key, placing the
cursor in the Date Begin field.
Type the date the event or
camp will begin.

Press the Tab key, placing the
cursorin the Date End field. Type
the date the event or camp will
end.

Press the Tab key, placing the cursor in the Reg Deadline field. Type the registration deadline for this

event or camp.

Press the Tab key placing the cursor in the Reg Fee field. Type the amount to be paid for registra-
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Event I Choir Christmas Banguet

[ Camp

[T Registration Closed

Place[Big City Inn

Date BeginiDEC 14 2881
Date [nu!DEC 14 2081
Req I]eadlinelDEC 11 2881

Max Registration

Total Registration

Reg Feel f.60

188
8

[~ Skip Individual lookup on Registration entries

Press the Tab key, placing the cursor in the Max Registration field. If there is a maximum number of

registrants for this event or camp, type the number.

NOTE 7.1: As persons are registered for this event/camp, the tfotal number registered

to date will appear in the Total Registration field.

Turn on the Skip Individual lookup on Registration entries checkbox only if you do not want any regis-
frations to this event connected to the address and individual files stored in your CDM Plus Member-

ship program data base. Checking this item brings up the following dialog box:

Check this box if Registrations for this event will not he tied to
records in the Individual file. This will prevent the Individual Last
Name Find window from opening during RBegistration entry.

Click OK or press Return/Enter on this dialog box to mark the Skip Individual . . . checkbox.

If the Event File information is correct, click Save or press Return/Enter.

NOTE 7.2: Turn on the Registration Closed checkbox once registration for this event
is closed or the event is past. This prevents this event/camp from showing up on any
list of available events for which registrations may be entered. An unlimited number
of closed events/camps may be left in the system and reports can be generated
for them. Closed event/camps may also be reopened if necessary.
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Special Buttons in Events File

K4
Activities Lzt — Clicking the Activities button opens a window (shown below) in which you can insert
activities related to this particular event and for which persons must be registered.

0 ="—————2Activitiesfor BI2ll="——"————8
Cloze idd Multi Add Change Delete
Code Lescription Fee
DINHER Oinner B Bia Tty Thn 12.08
YAM Carpoal in church wan a.a6

[0

Code IDIHNEH Description [Dinner B Big City Inn

Fee| 15,008
Director 1 [Stewart Maslowski Phone [ (859 555-4542
Director 2 [shoron Patterson Phone | {859} s55-g972
Building Code | Date [DEC 14 z@@1 Capacity [sa
Room | Time [@6:3a Total Registrants B

=3
Events | == | — Clicking the Events button brings up a list of all events that have been entered in the
system as shown below. If the event has been marked as a camp a “C" will appear. If registration for the
event has been closed, an “X" will appear. Double-clicking on an Event name will display the Event File
window for that event.

CE1261 Choir Christmas Banguet
JRCHP Junior Comp
WESAL Yocation Bible School 2881

1
Registrants [_&=_] - Clicking the Reg button displays a list of persons already registered for this event.
Double-clicking on a name will display the registration window for that person.

[[] =————— 14 Registrants for Choir Christmas Banquet—"—"—"———18
Sort by Clicking
Last Hame First Hame Count Date State City Zip

Maslowski, Stewart 1|REC 2 2801 2847 Santa Anita Or Big City, KY 4812(=
||Hunter*, Mark 2[0EC 2 Zoai 3488 Rolling Terrace EBig City, KY 4812
||Hunter*, Andrea 2|DEC 2 2681 2485 Rolling Terrace Eig Citu, KY 4812
||Disneg, Susan 4|DEC 2 2681 187 Peachtree D Apt 2 Eig Citu, kY 46812
[[cucas, Ratph s[0EC 2 2881  [1299 Chatman Lane Big City, KY 4812
[[rtergan, Elizabetn 6[0EC 2 2881  [484 Primrose Ln Big City, KY 4812
[[Patterson, sharon 7[pEC 2 2881 287 Kesling Lane Big City, KY 4812
[[Feterts, Rebecea g|DEC 4 2861 [182 Hyndham Hay Big City, k¥ 4812
Fioss, Joy a[DEC 4 Z&81 1144 Main Streest EBig City, kY 4812
smith, Hugh 1@[DEC 4 2a81 587 FRiverside Drive Big Citu, kv 4812 |
smith, MHarcia 11[DEC 4 Z@s1 587 Fiverside Drive Big City, kv 4@12[%]
Alloey 1aucill 12I0FC 4 2PART 1674 +, s | oy Big Citie KW A9 =
[ [«]»
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Confirmation Letter

Conf Ltr

Confirmation Letter o be sent to the registrants for this event.

Click the Change button

[ == Confirmation Letterfor (B1201 Choir thristmas Banquet = B
Test Change

Confirmation Letter Text

Thank you for your registration for oy Arnmnwal Choir Christnas
EBanguet. This year we are holding it Friday 12/114/01 at 6:30 p.m.at the
Big City Ion, 400 Cumberland Dr, Big City, Y.

For the one price of $15.00, we have the choice of w0 entress: Herbed
Chicken Breast, Mashed Potatoes & Gravy and Green Beans or
Country Ham with Red Ewe Gravy, Com Pudding and Green Beans.
Al dinners also include a dinner salad and dessert. Please call Sharon
Patteraon (559-555-58972) and 1et her know wour choice.

I'm looking formand 10 a great evening of fun, food and fellowship!

Stewart Maglowski

[«1¥]

Margins (in.  Top|3.g@ Left|1.25

Leading spaces before Date (spaces) IB

8

Change

— Clicking the Conf Lir button opens a window in which you can set up a

at the top of the window and type the body of the confirmation lefter along

with the closing as shown to the right. Do not include a salutation; CDM Plus will do that for you automati-
cally. Margins may also be set here so the letter fits your letterhead and you may also enter leading spaces
before the Date if you wish for it to be indented.

A Test button T%f

Entering Activities for an Event/Camp

| allows you to check the spacing before printing it on your letterhead.

After entering an event, insert the activities, along with their cost, that are related to this event.

1- Click on the Activities button

£

stiities] tO open the Activities window (shown below).

[j ———— 2 Activities for CB1201: 5
Close Add Multi &dd Change Delete
Code Description Fee
D HHER: Dinner B Big City Inn 153, HE
WAN Carpool in church wan a.688
=

Code IDIHHEH Description |Dinner B Big City Inn
Feei 15.86

Director 1 [Stewart Maslowski Phone | (359} 555-4542

Director 2 iShar’“on Pattarson Phone 1(359) 555-2072

Building Code | Date [DEC 14 zoa Capacity [5a
Room | Time [06:38 Total Registrants [@

CDM Plus Manual
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Click the Add button. The following dialog box appears:

H

Do vou want to copy activities from another
event?

YES

If you wish to copy activities from another event, click YES. If not, click NO. If you click NO, go on to
step 6 below. If you click YES the following dialog box appears:

H

Do yvou want to also copy the confirmation
letter from selected event?

YES

After clicking YES or NO on this dialog box, the following dialog box appears:

Double click on list to select event to copy all
activities to this new event

E

Click OK here and a list of available events appears. Double-click the event for which you wish to
copy the Activities (and possibly) confirmation letter to this new event. The Activities for the selected
event will be loaded as Activities for this new event. If additional Activities are needed, click the Add
button and continue as described below.

The cursor will be in the Code field. Type a code for this activity. (e.g., WORKSHOP1 could stand for
Workshop #1).

Press the Tab key to move to Description. Type the description of the activity (e.g., Keeping the
Romance Alive).

Press the Tab key to move to Fee. If there is a fee for this activity put the dollar amount in this field. If
it is free you can type “free” or leave it blank.

The information below is optional and most likely will be used only for camps, but may
be used for any event.

9-
10-
11-

12-
13-

14-

Press the Tab key to move to Director 1. If there is a director, type his or her name in this field.
Press the Tab key to move to Phone. Type their phone number.

Press the Tab key to move to Director 2. If there is a second director type his or her name in the
field.

Press the Tab key to move to Phone. Type the phone number.

Press the Tab key to move to Building Code. If there is more than one building being used for this
event, this should be a code representing the building in which this activity will be held.

Press the Tab key to move to Date. Type the date for this activity.
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15- Press the Tab key to move to Capacity. Type the capacity if there is one for this activity. As registrations
are inserted, the system will warn you when the pre-set capacity has been reached. The following
dialog box appears during registration entry:

Capacity of 12will be exceeded!

Continue?
YES

You can add more registrants at that time, but the system will warn you that the previously set capacity
has been reached.

16- Press the Tab key to move to Room. If there is a certain room or room number for this activity type
that information in this field.

17-  Press the Tab key to move to Time. Enter the time the activity will take place in this field.
18- Click OK or press Return/Enter.

19-  Repeat this process for each activity needed for this event.

& (I}

Change | change | and Delete | relete | buttons on this window allow you to change or delete an activity
record.

To change a record, highlight the activity with one mouse click, click the Change button, and make the
desired changes. Once the record is changed, click Save or press Return/Enter.

To Delete arecord, highlight the activity with one mouse click, click the Delete button, and then click Yes
on the Delete code dialog box.

NOTE 7.3: The Total Registrants field will automatically be calculated as you insert
registrations. You can open the events file and type the code for this event. Click
on activities and all the activities for this event will appear on the top of the screen.
Highlight the event and it will show you the number of registrants for this event in
the field.

Deleting an Event/Camp

NOTE 7.4: Delete an event/camp only if you want all records related to this event to
be removed from the system. If you want an event to remain in the system after the
eventis over, turn on the Registration Closed checkbox on the Event File screen. This
prevents this event/camp from showing up on any list of available events for which
registrations may be entered. An unlimited number of closed events/camps may
be left in the system and reports can be generated for them. Closed event/camps
may also be reopened if necessary. Events can also be archived out for historical
purposes. Select the Archive under the Registration menu to perform this function.
See the Archiving section of the CDM Plus Manual for more information on archiving
principles.

1-  Under Registration on the menu bar select Events File or click on the Events File icon il on the Tool

Bar.
2-  Using the Next, Previous, or Find buttons, locate the Event you wish to delete.

3-  Click the Delete button. A dialog box will display the following message: “Delete Current Record?”
Click Yes if you wish to delete the event, click No if you wish to retain this event.
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Adding Registrations for an Event/Camp

Once you have entered an event or camp and ifs related activities, you are ready to register persons for

it.

1- Under Registration on the menu bar select Registration Entry or Camps Entry or click on the Registra-

tion Entry icon or the Camps Entry icon .l on the Tool Bar.

2-  Click Add. A pop-up window appears displaying a list of available events/camps.

3- Double click on the event/camp for which you wish to register this person. The Event Code for the
selected event will appear in the Event Code field, with its description to the right.

NOTE7.5: If you entered a number in the Max Registration field on the Event File
window and this registratrion exceeds that amount, the dialog box below will
appear.

0 Warning maximum registration for this event has been reached!

Click OK. You can add more registrants, but the system will continue to warn you
that the previously set capacity has been reached.

4- Press the Tab key.

NOTE 7.6: If the Skip Individual lookup on Registration entries checkbox is checked
on the Event File screen, this List from Individual file on Last Name screen will not
appear.

5-  The List from Individual file on Last Name screen appears. Type the last name of the person you wish
to register if you think they are included in your data base of individuals. Press Return/Enter or click
the Build List button to view a list of individuals with that last name.

O List from Individual file on Last Name =]
[ = B
Skip Build List Inzert

Enter Last Name & click Build List |M0rgan
Hame | street | citysstateszip
— —
HORGIE A Horgan Thomas, 454 Primrose. L [ R o T s I
MORG33 /2 Morgan Elizaobeth 464 Primrose Ln EBig City , KY 48123

Double-click ona list line to select an Individual.
Click Insert to inzert a new |ndividual record.
Click Skip to enter this reqistration without a link to an Individual record.

[4]r]

6- From the List from Individual file on Last Name screen, several choices, listed at the bottom of the
screen, are available.

CDM Plus Manual
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NOTE 7.7: If Registrant’s name is not in the List from Individual file on Last Name list,
see instructions below entitled Registrant’s name not in the “List from Individual file
on Last Name” list.

7- If you double-click on a name from the list, that name with related address information, will load in
the Event/Camp Registrations window.
O Event Registrations =
4 P> M ? = B w I B I
Frewvious MNexct Lazt Find Andd Change Celete g
‘m Event Cude|ce12m Choir Christmas Banguet Registration # |15
Reg. Individual Code [rorczz/1 Thomus Hargan
4
Ind Last Name [rorgan First Name [ Thomas
& Badge Name | Thomas Phone [=59/555-00g
Sex (M/F)|n Date Registered[oec z zaen
Activities
Main Address Alt Address X Use Alternate Address
$ T Linel|eig City College
Payrents |_iI'IE2| 239 Main 5t
= Big City K¥ 48123 I:itg|Big City StatelKv Zip |41234—5555
e Country [
E Total Fees | Total Paid | 5.06 Balance Due | 8
Frint

NOTE 7.7: If the address connected to this individual is not the one to be used for
mailings related fo this event, fill in the Alternate Address fields and check the Use
Alternate Address checkbox.

NOTE 7.8: If you clicked the Skip button on the List from Individual file on Last Name
screen, input the name and address information manually for this individual using
the Alternate Address fields.

8- If this is a camp registration tab through Birthday, Age Next Fall, and the Parent/Guardian Information
area af the bottom of the window, filling in the appropriate information

9-  Once the data enfry is complete and the information is correct, click Save or press Return/Enter to
record this registrafion.

Registrant’s name not in the “List from Individual file on Last Name” list

1-  After entering a last name and clicking on Build List on the List from Individual file on Last Name
screen, if the system finds no one with that last name, the following dialog box appears:

Mo individual records found on the last name Parker.
Do you want to add one?

| N0 |

[ ves |

2-  Click YES and the Family Address Record screen appears with the desired last name appearing in
the Last Name field.

CDM Plus Manual
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Tab thorugh the fields, entering the appropriate information for this person. (See the Adding Family
Address Records section of the Membership chapter of the CDM Plus Manual).

Click the Add button beside the Individuals window in the lower right corner of the Family Address
Records window. The Individual Records window appears in the Add mode. Tab through the fields,
entering the appropriate information. After entering the information, click Save or press Return/
Enter.

= ¢
Now click on the Register button 220, The following dialog box appears:

Mo Registration Files Found! MO
Do vou wantto insert one?

:

YES

Click Yes to register this person. After clicking Yes the following dialog box appears:

Is this registration for a camp?

YES

Click Yes if this is a camp registration. If you click Yes the Camp Registration screen will appear dis-
playing available camps. Double-click on your choice and then continue the registration procedure
as described above under Adding Registrations for a Event/Camp. If this is not a camp registration,
but rather another event, click No. A list of available Events will appear. Double-click on your choice
and then continue the registration procedure as described above under Adding Registrations for a
Event/Camp.

Deleting a Registration or Camp Entry

1-

5-

Under Registration on the menu bar select Registration Entry or Camps Entry or click on the Registra-

tion Entry icon or the Camps Entry icon . on the Tool Bar, depending on which type you
wish to delete.

Click the Find button. Select desired Field and Options, type appropriate Criteria, and click OK or
press Return/Enter. Use Next button if necessary to locate exact record.

Once the desired record is displayed on the screen click the Delete button. A dialogue box appears
asking “Delete Current Record?”

Click Yes to delete this entry.

Registering an Individual for One or More Activities of an Event/Camp

Once an individual has been registered for an event/camp, he or she should be registered for the various
activities she or he will participate in, if applicable.

1-

£
While on the Event/Camp Registrations window, click on the Activities button I&tivites} The Activity
Registration window appears as shown below.
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[0 =—————— Activity Registration for Thomas Morgan (B1201 =——0——8&
el 8 w | &
Cloze Change Celete Frint
Activities For CB1281
HEgiStEI’Eﬂ Activities O IHHER Dinner B Big City Inn 15.60
Acty Code Date Time Fea F VAN Carpool in church wan [zl
OIMMER DEC 14 2661[06:38 15 .86
AN DEC 14 2061[06 68 @66
=
| [«]» ||
Oty Acty FeefFee Paid Total Acty Fee i
| 15.88 . : -
: | | ke I Li:ue To register someone for an activity:
Individual Activity Notes Double-click on line
I Total Registered for | DINNER | 13
Maximum Capacity 1t

2-  Double click on the activities in which this registrant wishes to participate, moving them to the Regis-
tered Activities list. The total amount due will be in the Total Acty Fee field. This amount may increase
as additional activities are added.

NOTE 7.9: The Change and Delete buttons on this screen allow you to change or
delete a particular activity. For example, if this person is to receive a special price
for some activity orif it is to be free, you may change the Activity Fee accordingly
using the Change button. An activity may also be removed from a person’s record
by using the Delete button.

3- After inserting all the activities for this person, click the Close button to return to the Event/Camp
Registrations window.

$
4-  If you desire, you may add Payments for this record af this fime. click on the Payments button [payments
and follow steps 5-10 of the instructions below “Adding, Changing or Deleting Payments.”

Adding, Changing or Deleting Payments

1-  Under Registration on the menu bar select Registration Entry or Camps Entry or click on the Registra-

tion Entry icon or the Camps Entry icon .l on the Tool Bar.

2- Click the Find button.

3-  Select desired Field and Options, type appropriate Criteria, and click OK or press Return/Enter. Use
Next button if necessary to locate exact record.

nd S5SsS———— E

Field: ILast Name |i|

Criteria: |5nil

Options: | Begins With E3

|X Eancelll v DK I
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$
4- Once the desired record is displayed on the screen click on the Payments button |pumets| The Regis-

tration Payments window will open.

[0 ==—————— 1 Payments for Sharon Patterson Bal $0.00 >00i—r~=—oH
Add Change [elete
Date Amount Check or Credit Card Remar ks
GEC & =aE] 15,68 ATETEE FhaE 1451 [
=
=
[m) EIT
Total Paymentsl 13.08  Total Fees I 15.00 Balance Due 8.88
Date Amount Check or Credit Card Remarks
|oEC 2 2801 || 15.80 4428 1539 2088 1431 | a2 /a2

5- Click the Add button.

6-  The current date is enfered and the amount field is highlighted (the date may be changed if neces-

sary).

7-  Type the Amount of the check or credit card payment.

8- Press the Tab key and type the check number or credit card number.

9- Press the Tab key and type or change remarks as necessary.

10- Click Save or press Return/Enter.

11-  Repeat this process for each payment received for this registrant.

12-  To close this window click the close box in the upper left corner of the window (Macintosh) or upper

right corner (Windows).

NOTE 7.10: To change or delete a payment on the Registration Payments window,
highlight the payment and click the Change or Delete button. After making a
change, click Save or press Return/Enter.

CDM Plus Manual
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Event Registration Reports
Master Report

This report provides detailed information about each person registered for this event or camp. Included
are Name, Address, Phone, Total Fees, Amount Paid, and Amount Due. Totals also appear on this report.

1- Click on Reports on the menu bar and select Master Report. A pop-up list of available events or
camps appears.

2-  Double-click the desired event loading the code in the Event Code field.

3- Enter the date range desired in the Date Selection window and click OK or press Return/Enter.

4- Send the report to the printer.

Master Report Detailed

This report provides detailed information about each person registered for this event or camp along with
activity information.

1- Click on Reports on the menu bar and select Master Report Detailed. A pop-up list of available events
or camps appears.

2-  Double-click the desired event loading the code in the Event Code field.

3- Make your selections from the options on the Report Selection and Date Selecton windows. Click OK
or press Return/Enter and you complete each window.

Report Selection=""r——=—H

Select Event Code

Event Code [CB1281 =] Date Selection =——=H
Date Registered
[C Print Activity Code Begin Date 12781781
[C New page per Registrant
Rl g End Datel 12/18/81
Sort By
@ Name O Zip Code J 0k [ cancel| [ v ok |

NOTE 7.11: Check the Print Activity Code checkboxif you want Activity Codes printed
along with their descriptions. Check the New page per Registrant checkbox if you
want 1 page per person.

4-  Send the report to the printer.

Confirmation Letters

Confirmation lefters may be generated to send to all registrants. To set up the confirmation letters see the
Special Buttons in Events File secfion above and refer to the information about Confirmation Letters.

1- Click on Reports on the menu bar and select Confirmation Letters. A pop-up list of available events
or camps appears.

2-  Double-click the desired event loading the code in the Event Code field.
3-  Select the appropriate sort order and font size and click OK or press Return/Enter,

4-  Enfer the date range desired in the Date Selection window and click OK or press Return/Enter.
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S5- Send the report to the printer.

6- After printing the Confirmation Letters, CDM Plus will ask you if you wish to print labels at this time (see
Labels report description below).

Activity

This report provides a listing of all persons registered for all activities related to a particular event

1- Click on Reports on the menu bar and select Activity. A pop-up list of available events or camps
appears.

2-  Double-click the desired event loading the code in the Event Code field.

3- Select the desired options under Report Selection by furning the checkboxes on or off.

Report Selection B
Select Event Code Detail - lists each person registered for a particular activity
Event Code [co1201 3] Composite - lists only total number of persons registered for a
Report Tupe particular activity

X Detail [ Compoaite

e Print Indv Note on Detail - prints information that was added
= fo a specific activity for a registrant

4- Click OK or press Return/Enter.
5-  Send the report to the printer.

Activity Selected

This report provides a listing of all persons registered for 1 or more selected activities related to a particular
event,

1- Click on Reports on the menu bar and select Activity Selected. A pop-up list of available events or
camps appears.

2-  Double-click the desired event loading the code in the Event Code field.

3- Select the desired options under Report Selection by turning the checkboxes on or off. (See Activity
report above.)

. Select Activities for print out
4- Click OK or press Return/Enter. The
s ene . . Dbl click or select and drag to add or delete
Select Activities for print out dialog Print List Activitios
box appears. WA R e R DINNER  Dinner @ Big Cit
5-  Double-click or select and drag the
Activities you want included in the
report to the Print List.
6-  Click OK or press Return/Enter.
7-  Send the report to the printer.
I [«]» il [«]»
Sort By
I]escriptinnl U ES I X Eancell | Ok I
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Name Badges

1-

2-

8-
9-

Click on Reports on the menu bar and select Naome Badges Page. A pop-up list of available events

or camps appears.

Double-click the desired event loading the code in

the Event Code field.

The Event Code appears in the Event Code field.
Check the Print Names in all caps checkbox if desired.
Make changes to Name Badge Page Settings fo match

“Name Badges=—"—— =

Event Code [CB1281 =

[ Print Names in all caps

Name Badge Page Settings
Margins

Top Left Bottom

the name badge stock you are using. [om0 [o.00 [o.08
# Across Height  Width
NOTE 7.12: You may click the Print Test Page E N BT
button to print a test page to make sure the [® original System settings]
settings are correct. If correct, click OK or
press Return/Enter. If not correct, change the & Print Test Pagel AL
settings and print another test.
0 === Name Badge Options ——085
Check the Information . . .
to be included for these badges 4- After clicking OK or pressing Return/Enter the Name Badge
Eucothame. | Foftmie State Options dialog box appears.
L Fibutciciame gixElob e i) 5- Select the desired options and click OK or press Return/
I Registration # Enter.
6- The Search Options dialog box appears.
|:=( l:ancel” < Ok I
=———— SparchOptions=—"———H
Begin I]ate] 12/81/81
Type the beginning and ending registration dates for which End Date] 12782781

you want name badges to print. You may Include All Activi-
ties or turn on the radio button by Selected Activity and pick
a particular activity off the pop-up list.

Click OK or press Return/Enter

@ Include Al Activities

) Selected Activity

< Dk

Send the report to the printer. Make sure the proper name badge stock is in the printer.

Name Badge Export

This provides a tab-delimited export document of name badge information which can then be merged
with a word processing name badge template or imported into a third-party name badge program.

1-

Click on Reports on the menu bar and select Name Badge Export. A pop-up list of available events

or camps appears.

2-  Double-click on the event for which you wish to print name badges. T EE el
The window to the right appears. EventCode [cB1201 [
H———tumcBades WO =8 3- _The Event Code you gelecTed appears [ Print Badges in all caps
e in the Event Code field. Check the
to be included for these badges Print Badges in all caps checkbox if [ cancet| [ v o]
™ Event Name ® Home State desired.
T_-EROrchehaee S b :Home bty 4-  Click OK or press Return/Enter.
[T Registration #
’ 6-  Selectthe desired Name Badge Options and click OK or press Return/
Enter. The Search Options window appears.
|K Eancel” < Ok I
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Type the beginning and ending registration dates for which [E—————=rsearch tptions——=8
you want name badges to print. You may Include All Activi- Begin Date| 1261781
ties or turn on the radio button by Selected Activity and pick End Date[  12/03/01

a particular activity off the pop-up list.

@ Include Al Activities
Click OK or press Return/Enter. The following dialog box orone || ¢ selected activity
similar to it appears:

G DM+ 7.1.1 | %
[Z] ADHOCHLP
| BIRTH.ahr T
[F] coMe e e
[ CDM+ Data file
[@& cdmplus.lbr
Name of print file: [ ok |

|Chuir Banquet Name Badges| Cancel |

< Dk

= 5ue’'s G4 HD

]

Type a name for the export print file in the Name of print file field and indicate where you wish for it
fo be saved.

Click OK or press Return/Enter. Information will be exported and the export print file you saved can
now be used for a mail merge.

Event Labels

Mailing labels may be printed for any event or combination of events.

1-

Click on Reports on the menu bar and select Event Labels.

Label Selection

Drag and Drop or
Double Click to Select Event Codes

IE m

Selected Events Available Events
Code Description Code Description o
CE1Z81  |Choir Christd =7 8rch
[= | =]
= -
(il [«]» il [4]»

Leave Blank To Select All
Begin Reg Date End Req Date
| I < Dk

[% Remove duplicate names

Select the event(s) for which you wish to print mailing labels by double-clicking on them in the Avail-
able Events list on the right, moving them to the list of Selected Events on the left. Clicking on the All

button will select all Available Events, moving them to the lefthand list.

Type the beginning and ending registration dates for which you wish to print. Leave these fields blank
if you want to print labels for all registrants for this activity. Click on the checkbox if you wish CDM Plus
fo Remove Duplicate Names.

Click OK or press Return/Enter.

Select type of label from the Avery list or click on the Envelope Tab and select a envelope size to
print directly on envelopes.
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Select Format

Dot
B

Adjust Settings

* o
0K

Cancel

—Settings

Labels | Envelopes

Avery 5168 - Address

Avery 5161 - Address Height' 1.88
Avery 5162 - Address width [ 2.75
flvery 5163 - Shipping Number Across 3

Start on Row: I1
Label Repeat: Il

| Avery 5168 - Address

Top Margin a.48
Left Margin 8.13
Bottom Margin 8.08

Font Size! g9

@ Portrait ' Landscape

Options

Sort Bg:!Zip Code .

[ Print Names in all caps
[C Print Last Name First

6-  Select the desired sort option, print in all caps, and/or print last name first. You may choose to do an

alignment test at this point by clicking on the Test button

S

=t _|. Make sure the proper type of labels

are in the printer before running an alignment test.

7- Click OK or press Return/Enter.

Activity Labels

Mailing labels may be printed for any activity of any event.

1- Click on Reports on the menu bar and select Activity Labels.

Select Activities

EUEI‘Il’CB1281 Choir Chriztmos Bangquet
Activities

DIHHER Oinner B EBig City Ton

YAM Carpool in church wan

Leave Blank To Select All
Begin Reg Date End Reg Date

[® Remove duplicate names

| X Cancel II

v ok |

2- Use the Down arrow to select the desired event from the pull-down Event menu.

3- The Activites related to that Event will appear in a list below. Click once to highlight the Activity for
which you wish to print mailing labels.
4-  Type the beginning and ending registration dates for which you wish to print. Leave these fields blank
if you want to print labels for all registrants for this activity. Click on the checkbox if you wish CDM Plus
to Remove Duplicate Names.

5-  Click OK or press Return/Enter.

6-  Select type of label from the Avery list or click on the Envelope Tab and select a envelope size to
print directly on envelopes.
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Selectformat="i0————H

i ® Ny
Adjust Settings Cancel 0K
Labels ] Envelopes —Settings
Ruery 5168 — Address = || Avery 5168 - Address
Avery 5161 - Address Height 1.88
Avery 5162 - Address Width 2.73
flvery 5163 - Shipping Number Across 3
S Top Margin| 8.48
Start on Rown: I1 Left Margin| _#.13
Label Repeat: Il Bottom Margin 9.68
Font Size g9
Lo Jenaul ’
@ Portrait ' Landscape

Options

Sort Bg:!Zip Code .

[ Print Names in all caps
[C Print Last Name First

7-  Select the desired sort option, print in all caps, and/or print last name first. You may choose to do an

S

alignment test at this point by clicking on the Test button |_m=t_|. Make sure the proper type of labels

are in the printer before running an alignment test.

8- Click OK or press Return/Enter.

9-  Send the report to the printer making sure the proper label stock is loaded.
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