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Membership

Adding Family Address Records

NOTE 2.1: If most of the families to be recorded in CDM Plus for your church live
in the same town with the same zip code, CDM Plus can automatically load that
information for you. Choose Preferences/Settings under Setup on the File menu and
select Membership. Fill in the County, City, State, Zip, and Default Mailing Code
which will most often be used. Click Save. Now when a Family Address Record is
added, this City, State, Zip, and Mailing Code will automatically load in those fields.
For those not living there, the fields can be changed during data entry.

NOTE 2.2: You may also want to create a standardized phone display at this time. For
information on doing so (also called creating a Phone Mask), see item 17 below.

Under CDM+, select Membership or click the Membership icon E on the tool bar..

Under Membership select Family O=——————ramilyAddress Recordls——————H&
Address Records or click the Family K q P ] 2 # | =] & ] % &
First Previous Mext Last Find LN Find Add Change Delete gl Have
. = Last Name:{Di sney !uﬂ’m] R
Addrei)s Recordsicon onthe Print Mailing Name:[Mr. & Mrs. Michael ' i E‘ﬂ?’ 1
menu par. = . T >- L |
PD ful__ﬂtﬂitu;: Mike & SusunI Address Code
Click the Add button. The cursor il —
. . . ress Line 1:[167 Peachtree Or Apt 2 N ETlinD
will appear automatically in the siver's |l Aadress Line 2;
Last Name field. Type the mel'y =3 City:[eig city State:[kv | Zip:[s123-2318
| T Tﬂ C . 1_ d Visits Country:| Carrier S|:|rt:|a1
ast name. X me ase Is suggesie Primary Fhl]nEISSQ.-"SSS 1739 " Unlisted
(e-g- - smlfh) Do not use Only Swap ]I]therPhunestmall V| Hmmni‘l‘isz u@unn‘ﬁE
UPPERCASE. Labels can be gener- & ‘Fnteraq  Geographical Codes [ Individuals E
ated in UPPERCASE when neces- B [ [nov 16 wggs SHPHRD®1, FRAYERSZ, SECTORAS g.ke Dri‘lgn:g“ = B aa
USan 1zhe e 1=hey
. . ‘Amended Fobin Marie Disney a0
sary since the Post Office prefers e B e
UPPERCASE. —

Tab through the Suffix, Mailing Name and Salutation fields, entering information into each field as
described in steps 5, 6 and 7 below.

If applicable, type a suffix (e.g., Jr., Sr. or lll) in the suffix field. Leave this field blank if there is no suffix.

Type the family mailing name (e.g., Mr. & Mrs. William or Mr. and Mrs. William). Do not type the last
name again here. Use the & or and but use the same one every time. Consistency of data enfry is
EXTREMELY important.

Type the family salutation (e.g. - Bill & Mary).

NOTE 2.3: The Mailing name or the Salutation will be combined with the Last Name
for mailing labels, so the two choices will typically be Mr. & Mrs. William Smith or Bill
& Mary Smith.

Make sure the Primary tab is selected. Press the Tab key to move the cursor to the Address Line 1 field.
Type the street address of the family.

Tab through the Address Line 2, City, State, Zip, Country, Carrier Sort and Primary Phone fields, enter-
ing information info each field as described initems 11 through 17.

Type the second line of the street address, if applicable. Leave this field blank if there is no second
address line.
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NOTE 2.4: It is important fo use only Address Line 1 if you want your mailing list to be
C.AS.S. certified later for the sake of postal discounts. In the case of a street address
and a Post Office box, put the Post Office box in Address Line 2.

Type the name of the city.

NOTE 2.5: If you followed the instructions in NOTE 2.1 above, the City, State, and/or
Zip will have been inserted for you. If they are correct, tab past them and go to
step 15, or you may replace them with other information if this family does not live
in the default city, state, and zip.

Type the two-lefter abbreviation for the State or Province.
Type the zip code. The zip + 4 may be typed in if that information is available.
Type the country, if applicable (use only if country is not your own).

Type the carrier sort number if you know it. This is used by those who qualify for carrier route presort
mailings. Contact your Post Office for information. The carrier sort prefix is defined under Preferences/
Settings along with the default address. (See Note 2.1 above.)

Type the primary phone number, including the area code if you wish. Under Setup on the File menu,
choose Preferences/Settings, then click on Date/Phone Disp. This is where you auto-format phone
numbers in CDM Plus [e.g.—choose (###) ###-#H#H#H# or #H#H#/#HH#H-HH##H# or #H#H#-#HHH#-#HHH#H, The
# sign indicating where numbers will be stored]. Auto-formatting—also called creating a Phone
Mask—allows you to type only the digits to display a consistent phone number format. CDM Plus will
automatically add parentheses and dashes or slash marks as indicated by the phone mask. If you
choose not to create a phone mask, remember to use the same format every time. Consistency of
data entry is EXTREMELY important.

Unlisted: Check this box if the phone number is unlisted. How unlisted numbers are printed is handled
through the Membership Preferences/Settings (reached by choosing Setup on the File menu, then
choosing Preferences/Settings, then clicking on Membership).

Click the Arrow button =l beside the Mailing Code field to bring up a list of available mailing codes.
You may double-click the code you wish to assign or click once on the code and press Return/Enter
or click Done.

If you have not established Mailing Codes yet through the Master Coding System (See Appendix A), fake
no action here. CDM Plus will assign a mailing code of 1. When creating Mailing Codes, see Master
Coding System Tip 1in Appendix A. You may also create a new Mailing Code from the Mailing Codes
window using the Create Code button.

NOTE 2.6: Mailing codes can be created later and families can be assigned different
codes very easily through the Family Maintenance feature of CDM Plus Membership.
(See Using Family/Individual Maintenance at the end of this chapter.)

Press the Tab key to move the cursor to the Receives Tape field. Leave blank or type Y or N for YES
or NO. Mailing labels can be generated for all records with YES in this field. This is helpful for sending
tapes to shut-ins.

Tab fo the Receives Video field. As with the Receives Tape field, type Y or N (for YES or NO) or leave
blank. Mailing labels can also be genreated for all records with YES in this field.

Click the oufside Arrow button =l beside the Geographical Codes field. The Geographical Codes
window appears. Double-click all Geographical Codes applicable to this family and then click Done.
If you have not established Geographical Codes yet through the Master Coding System (See Appen-
dix A), leave this field blank. Codes can be added later if necessary. Geographical codes are used
fo group families by geographical areas, prayer chains, shepherding groups, or other groupings of
families needed beyond the mailing code breakdown. You may also create a new Geographical
Code from the Geographical Codes window using the Create Code button.
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NOTE 2.7: Missing reports generated from attendance can be sorted by Geographical
Code for shepherding groups. To take advantage of this feature the shepherding
group code should be 8 characters in length and placed at the beginning of the
geographical code field. See Master Coding System Tip 2 in Appendix A.

A handy field for entering miscellaneous Notes can be Eeugraphical Codes
accessed through the Geographical Codes field. Click =
the first Arrow button Bl beside the Geographical Codes |beographical Codes
field. A drop-down menu appears. Select Notes from the |Notes

drop-down menu, place the cursor in the Notes field and
type any text desired.

Review the information in the Family Address Record to make sure it is correct. Then press Return/Enter
or click Save.

A dialog box appears asking, Insert Giving Unit Record for this address? If you plan to use the contribu-
fions module of CDM Plus now or at any time in the future, click YES. CDM Plus will then create a Giving
Unit Record for this family that can be used later to enter contributions. If you do not ever plan to use
Contributions, or if you want to add Giving Units later, click NO. If someone else handles the Contribu-
tions module, then you may want to check with him/her on how to handle creating new Giving Units. To
create Giving Units after an address has been entered, click on the Giver's button on the left.

If you answer YES to the question about creating a Giving Unit Record, information about the Giving
Unit Record will be displayed. The address code (See Address Code description below) will be used as
the Giver's Code, but it can be replaced with an envelope number if your church uses envelopes. If
envelope numbers are used, type the number at this fime and select the Giver's Name you prefer to
use. Be sure to use leading 0's for one and two-digit numbers (e.g., 001, 002, 010, 011, etc.).

Press Return/Enter or click OK.

The Family Address Record entry for this family is now complete.

Special Fields in the Family Address Record.

Access #: Number assigned by CDM Plus to each family in the order they are entered. Used
in creation of the address code. Numbers will not be reused even if records are deleted.

Address Code: Made up of first four letters of last name plus the access number. Used to
connect other records in the system to the address.

Entered: Date automatically updated by CDM Plus when a record is inserted.
Amended: Date automatically updated by CDM Plus when a record is changed.
Certified: Indicates whether or not address is C.AS.S. certified for additional postal discount.

Other Phone: Select Family or Individual from drop down to display additional phone
numbers. Additional family phone numbers may be added here. Additional individual
phone numbers must be added by clicking the Other Individual Phones button in Individual
Records.

Special Buttons on Family Address Record

LN Find - Finds all the Family Address Records with the same last name. You have three search

&4
wind ] the exact spelling is unknown. Once the list is displayed, double-click on the Family Address

options: Exact, for when the spelling is certain, and Begins With and Contains to help when

Record desired and it will be displayed.
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Frint

Phata

Giver's

oo

Vigits

Swrap

and vice a versa.

&

Photo - Brings up a window where a picture of the family can be inserted.

& Print - Provides opportunity to print Master List of all family information or print address informa-
fion to a label, envelope, or to the clipboard.

$ Giver’s - Displays list of giver's codes assigned to this household. Additional giver's codes may
be created from this screen using the Add button.

Visits - Displays a list of all visits made to this household as recorded in Visitation Records.

&% | Swap - Use this button to replace the primary address information with the alternate address

e Dial - Dials phone number if proper modem installation is provided.

Indv - Goes to the Individual Record for the currently-selected individual.

Add (beside "Individuals" field) - To add another individual to this particular address.

Reorder - Allows for the reordering and reassigning of family status codes to individuals.

Alternate i

Primary I

Address Line 1:]114 Holton Road

Address Line 2:|fpartnent #5
City:|Clearwater

StatE:lFL Zil]:!34616—82?4

Country:|

Carrier Surt:i12

RIt Add FhﬂﬂE:!813/‘555—8936 [ Unlisted

Alternate tab: Alternate address (e.g.—Florida
address during the winter) can be recorded
here.

Adding Individual Records

1-  Under CDM+, select Membership or click the Membaership icon E

on the tool bar..

2-  Under Membership select Family
Address Records or click the

Family Address Records icon

on the menu bar.

3-  Locate the family using either the
Find or LN Find options.

4- If noindividuals have been entered
for this address, no individual
names willappearin the Individu-
als field in the lower right of the
window. To add names, click the
long Add button below the Indv
button.

O Family Address Records =]
K 4 P> H 2 é | = =] w &
First Previous Mext Last Find LN Find Add Change Delete By
Last Name:|Disne Suffin:
5 TR o - - l RAccess #
Print Mailing Name:|Mr. & Mrs. Michoel T
= Salutation:|Mike & Suson i 3
Address Code
Ehato Primary | atternste | | oisn
$ Address Line 1:[187 Feachtree Or FApt 2 Mailing Code
Siver= || Address Line 2:] I E
=3 City:[Eig City state:[ikv | zip:[4aiza-z3ie i
Visits Euuntru:| Carrier Surt:|a1 who receive mail
Primary Phone:(sss/555-1723 | [ Unlisted Certified: [0 |
Swap_|I| Dther Phones/Email ¥ | Receives Tape:[  Dideo:[ves
‘b Entered Geographical Codes EIE Individuals B9 v
== [Hov 16 1998 | [sHPHRDRI1,PRAYERG2, SECTORES Mike Oisney
Susan Michelle Disney -“E Add
Amended = |[Febin Marie Disney
[ocT 17 2001 | E 4] Reorder

Note 2.8: It isrecommended that individual family members be added in the following
order: Head of Household, Spouse (if applicable), Children (if applicable) from oldest
to youngest. This helps in the establishment of the Individual Record # (described
later) and in future searches.
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The Name window of Individual [J=———""Individual Records=———————H

Records will appear. Address K q b M 2 #M | B & ] X 8

COde PhOﬂe Ond Addr‘eSS |nf0 First Frevious Mext Last Find LF Find Add Change Delete el s

will be visible and the Address || & Mike Disney |

. . . Frint

Code W|” be h|gh||gh1'ed' Name ] Perszonal ] Membership ] ork{Sch. ] Group ] Mise. ] Comments
Po Last Name: [0isney Suffis:|

Press the Tab key to move the Y First Name:[ichos1 Address Code |

cursor to the Last Name field. sl ||| Middie/Maiden: [Fay B
@ Preferred: [nike Indiv. Code

The family last name will appear o I I .

automatically in the Last Name A femilutatis (o] imeiot emaretd Report

field and will be highlighted. atten || Address Info: Dloneds e Phone: 559/555-1733 Preferences

If the individual being added 3 Big Ciw, K0 doizezme |G D] Lilictes vt

has a different last name, that G'g"" [lother indv Phones/Emait T\ ., prer. mame

name may be Typed in now. If it EnterEn:! Last EhangEd:! 03/18/2001

the individual’s last name is the
same as the family last name, Tab to the Suffix field.

Type a suffix, if applicable (e.g., Jr., Sr., lll). Leave this field blank if there is no suffix.

Tab through the First Name, Middle/Maiden, Preferred and Title fields, entering information as instructed
in steps 10 through 13.

Type the first name (e.g. - William) in the First Name field.
Type a middle or maiden name in that field, if the information is available.

Type the preferred name if it is different from the first name (e.g. - Bill for first name William). If a
preferred name is to be used on reports, labels, cards, and letters, use the mouse to put an X in the
check box beside Use Pref. Name under Report Preferences.

Type the individual's fitle (e.g. - Mr., Mrs., Ms., Miss, Rev., Dr., Pastor, Bishop, etfc.).

Click the Arrow button [=l beside the Family Status field. The choices are H for Head of Household,
S for spouse, C for child, O for other family member such as cousin, mother-in-law, etc. Double-click
on one of the choices, placing that code in the Family Status field, or click the code once and press
Return/Enter or click Done. Additional codes may be created through the Master Coding System
(See Appendix A). You may also create a new code from the Family Status Codes window using the
Create Code button.

NOTE 2.9: The Other Individual Phones/Email button allows for the input of other
phone numbers (cellular, pager, etc.) or otherinformation such as an e-mail address
for each individual.

Press the Tab key to bring up

the Personal window and move |2 : '"“L‘f"““' fiecords =
the cursor to the Sex field. Type €> 2| % || Canxce' SE.,

F for female or M for male in this Mike Disney i

fleld = Narne | Personal ]Maership ] Work/Sch. ] Group ] Mise. ] Comments
Click the Arrow button El beside Sew:[i Marital Status: [T [S]narried

the Marital Status field. The
choices are M for married, S for
single, D for divorced, W for wid-
owed. Double-click on one of
the choices, placing that code
in the Marital Status field, or
click the code once and press
the Return/Enter or click Done.
Additional codes may be created

Birthdate (M/0/%): [+ /[25 /[reecz | |

Birthplace: [Eig City, Wl
Married Date (M/D/¥):[7 /[zs /[1os4 Married Place:|snall Town, oH
Death Date (M/D/¥): [~ [ /[ @ Death Place:|
Cemetery: Cem.Place:|
Father: !Clar"ence Disney {0}
Maother: [Carclun (Smith} Disney

Previ Marriage: |

Blood Type: ID— Donor: |VES

Age: =9
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through the Master Coding System (See Appendix A). You may also create a new code from the Marital
Status Codes window using the Create Code button.

Tab through the remaining fields on the Personal Information window, typing in any information avail-
able at the time. When a field has a Calendar button click on the button to bring up a calendar.
Navigate to the correct year and month on the calendar, and double click on the desired date.
The calendar will disappear and the correctly-formatted date will appear in the field. Alternately,
you may enter dates manually.

NOTE 2.10: Many of the fields in the Individual records can be left blank initially and
then filled in later after a membership questionnaire or survey has been distributed
and returned. This information can be input at any fime in the future as it becomes
available. Using the Field Maintenance function will allow for quick data entry.

After completing this window,

with the cursorin the Donor field, [OD————"—"———ndvidualRecorls——~—————F§&
press the Tab key to bring up the K 4 3 M 2 | = | & ] W
Membership WiﬂdOW Ohd move First Previouz Mext Last Find LF Find Add Change Delete oaeed Savar
the cursor to the Asterisk field. = Bike:liSnEl |
. . . AL Marne I Personal I Memhership! Work /Sch. I Group I Mise. I Cornments

Type Y or N in the asterisk field. TR
How you use the asterisk func- o Membership Code:[T [Z]Joined by Transfer
tion is up to you, but one of ifs Faﬁddr ~ Membership Status: [ i _ i
most common uses is to distin- o Baptism Date (M/D/¥):[5 /[5 /[io7s Bapt. Church*:[First Christion

H Baptism Place*: [Big City, OH
gUISh between members and Yits U transfer Date [M!I]f'-']:|?_ /e ;Fﬁ Tran. Church*:[central Christian
non-members in the church A Transfer Place*: [E1a city, kv
directory. Yearbook directories A Date Joined the Church (M/D/¥): [z /55 /[Ts6
will place an asterisk beside the Giv?Unit Transferred out of Church on (M/D/Y): [ /[ /[
name of everyone who has a = Dedication Date(M/D/¥):[ /[ /[
YES in this field. The asterisks || gegister Aefissten Biece |

may also be left out.

Click the Arrow button [zl beside the Membership Code field and double-click your choice. If you
have not created any Membership codes yet, you may do so through the Master Coding System (See
Appendix A). You may also create a new code from the Membership Codes window using the Create
Code button. When creating Membership Codes, see Master Coding System Tip 3 in Appendix A.

NOTE 2.11: Membership Codes can be created later and individuals can be assigned
different codes very easily through the Individual List Maintenance feature of CDM
Plus Membership. (See Adding individual membership and status codes through
Individual List Maintenance at the end of this chapter.)

Click the Arrow button =l beside the Membership Status field and double-click your choice. If you
have not created any Membership Status codes yet, you may do so through the Master Coding
System (See Appendix A). You may also create a new code from the Status Codes window using
the Create Code button. When creating Membership Status codes see Master Coding System Tip 3
in Appendix A.

NOTE 2.12: Membership Status Codes can be created later and individuals can be
assigned different codes very easily through the Individual List Maintenance feature
of CDM Plus Membership. (See Adding individual membership and status codes
through Individual List Maintenance at the end of this chapter.)

Tab through the remaining fields on the Membership Information window, typing in any information
available at the time. After completing this window, with the cursor in the Dedication Place field,
press the Tab key, which will bring up the Work/Sch. window and move the cursor to the Occupation
field.

Type the individual's occupation.
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Click the Arrow button
beside the Occupation
Code field and double-click
your choice. If you have not
created any Occupation
codes yet, you may do so
through the Master Coding
System (See Appendix A). You
may also create a new code
from the Occupation Codes
window using the Create
Code button.

24-

25- Tab through the remaining
fields on the Work/School
window, typing in any informa-

fion available at the time. At

| Individual Records =]
K| 4 bl 2 || le|m | |8
First Previous Mext Last Find LF Find Add Change Delete oareed Gawar
= Mike Disney |
Print
= MNarie ] Persanal ] Membership ] \"orkJ’Sch.g Group ] Mise. ] Corarments
A Occupation: [Conputer Trainer
‘ Occupation Code:[cP [z]computers
L Work Place: |Accent Systems, Inc.
@ Work Phone: |559/234-1234 Ext:[1g1
Sl [ % piat | [ other indiv Phones/Emait < |
Atten. Grade: [
$ school: | =l
Give Unit
Reqister

the School field, click the Arrow button (=l beside the School field and double-click your choice. If
you have not created any School codes yet, you may do so through the Master Coding System (See
Appendix A). You may also create a new code from the School Codes window using the Create

Code button.

NOTE 2.13: The Other Individual Phones/Email button allows for the input of other
phone numbers (cellular, pager, etc.) or otherinformation such as an e-mail address
for each individual. This butfton is also on the Name tab.

26-

Press the Tab key which will bring up the Group window and move the cursor to the Church School

Status field. This window is for recording participation in church school classes, offices, committees, and

groups.

Click the Arrow button
beside the Church School
Status field and double-click
your choice. If you have not
created any Church School
Status codes yet, you may do
so through the Master Coding
System (See Appendix A).
You may also create a new
code from the Church School
Status Codes window using
the Create Code bufton.

Click the Arrow button
beside the Church School
Class field and double-click
your choice. If you have not

27-

28-

Reqister

| Individual Records="rceesete——————————————— 5
K 4 2 M 2 # | "B B8 I} % B
First Previous Mext Last Find LF Find Add Change [relete T Bava
= Mike Disney |
Print
= Marne ] Personal ] Membership ] Work £Sch. I Group " Mize. ] Comrnents
Fhoto Church School Status:[a []Active
‘ Church School Class:[seekers @Seeker‘s {adults)
Fam Addr
b3 Current Church Dffices*:|oERcoN, BoRRD =]
Visits Current Committees™:|F iNANCE, DUTREACH @
Current Church Eruuus‘:|CUUPLES,HENSFELL,BSTUDV E
Atten.
3 Past Church Offices*:| =]
s Past Committees*:| =]
el Past Church Groups*:| E

created any Church School Class codes yet, you may do so through the Master Coding System (See
Appendix A). You may also create a new code from the Church School Codes window using the

Create Code button.

NOTE 2.14: Church School Status is forindicating if one is active orinactive in Church
School, and Church School Class indicates what class one is in. Class codes are
established by the user through the Master Coding System (See Appendix A).

29-

To fillin the rest of the fields on the Group Information window, use the Arrow buttons =l to enter codes

created through the Master Coding System (see Appendix A). You may also create new codes from
the pop-up windows using the Create Code button.

CDM Plus Manual
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NOTE 2.15: Church School, Office, Committee, and Group codes can be created
later, and individuals can be assigned different codes very easily through the
Individual List Maintenance feafure of CDM Plus Membership. (See Adding individuals
to groups, offices, and committees, efc. through Individual List Maintenance at the
end of this chapter.)

OJ=——————-—-————Individual Records>="———————H
i 4 b M ? d# | "B B m = W
First Previous Mext Last Find LF Find Add Change Delete e Save
30- Click on the Misc. tab. 5 Mike Disney |

1:
T
2

3] - TO f|” |n The |nformOT|On |n the Marne I Personal I Mernbership I ‘WorkSch. I Group: I Misc. I Comments
Misc. window, click on the

B

Photo Hobbies, Interests, Ete.*: [nusic, soLF, sUin E
Arrow buttons to enter oy Community Groups*; [RaTary =
codes CreOTed Through The Farn Addr Military/Education*: INavg—4 years, Masters degree E
Masier Codlng Sysfem (see @ Funeral Instructions™®: [no flowers, gifts to church E
Appendix A). You may also L Spiritual Gifts*: [o1scerM,HOSFILTY, E
create new codes from the (e Ministry Interests*: |cARFHTRY,HUSIC, TEACH E
pop-up windows using the 3 LRSER R !
Create Code button. Give Unit S el =]
User Defined 5*: | =
= User Defined 6*: | =]

Register

NOTE 2.16: In this window, there are 6 user-defined fields which the user can name
as needed, and codes for them can be created through the Master Coding System
(see Appendix A). Other field fitles can also be renamed to customize the program
for your particular church (see Renaming Field Titles in Getting Started).

NOTE 2.17: An Arrow button =l beside a field indicates there is a pop-up list of codes
available for this field. These codes are defined by the user in the Master Coding
System (See Appendix A). In addition, an asterisk at the end of a field fitle means
the field will scroll from right to left and will hold more information than can appear
in the window.

32- Click on the Comments tab. The Comments field, which has a scroll bar to the right, will hold up to 20
pages of text. Type any appropriate information in the Comments field.

33- Pressthe Tab key which brings [0 =i =———~———— IndividualReosrls——~—————2¢&
up the Name window and I 4 B M 2 | B | & ] % 8
highlighfs The Addl’eSS COde. First Prewious Mesck Last Find LF Find Add Change Deleti £ pteigd Sava

Mike Disney

34- Press Return/Enter or click t Narne I Personal I Mernbership I Work/Seh. I Group I Mise. I Comments
Suve. Po Hike is wery detail-oriented ond is good at seeing a task through to completion.

Individual Record inpuf is now com- ‘ This scrolling field can hold up to 28 pages of text.

plete for this person. Ffédf

Now click the Add button andreturn
to step 6 of How to insert Individual o

Records and start the process over $

with the next person in the family. Bive Unit =

Do this until all family members are R§t ]
eqister

in for this particular household.
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Special Buttons on Individual Record
| i LF Find - Finds individual by last name and first name for quick retrieval of a specific person.

Print - Provides opportunity to print Master List of all individual information or print address
& information to a label, envelope, or to the clipboard.

Frint

Photo - Clicking on this button brings up a window where a picture may be inserted. Click
Po on the Import button on the Photo window, then click Paste From File under the Edit menu.
Navigate to where you have the picture stored. Select it and click open. Windows users need

fo use a picture in BMP, WMF or EMF format. Macintosh users need a PICT.

#® | Fam Addr - Returns to Family Address Record to which this individual is connected.

Fam Addr

[ Visits - Displays a history of the visits made to this person as recorded in Visitation Records
visite under Membership.

4 Atten. - Displays attendance history for the individual.

Atten.

Give Unit - Displays the Giving Unit Code assigned to this individual in the Contributions module
- $U _t of CDM Plus. If you have not purchased the Contributions module, this button will not be
available (will be grayed out).

Register - Clicking on this button allows you to register this individual for an event or camp
Re%er through the Event Registration module of CDM Plus. If you have not purchased the Event
Registration module, this button will not ba available (will be grayed out).

Dial - Dials phone number if proper modem installation is provided.

How to Enter Couples with Different Last Names

Wives sometimes retain their maiden names and do not take the last name of their husband. Following is
the procedure for entering this into the Family Address Record in CDM Plus so that it appears appropriately
in the directory and on address labels.

For example, you wish to enter a record for Jim Miller and Joy Ross.

a Family Address Records B

1- Type Ross in the Last Name field and Jim Miller and W <
Joy in the Mailing Name field. This way, when the  [Fer i =
address label prinfs for the newsletter, forinstance, |z SRR - er & o
the label will read, Jim Miller and Joy Ross. T | p— T
s I earens s 3
This takes care of the mailing label, but what about the || & coumtrag et oo
church directory? If someone wishes to find Jim Miller, || ¥ ||Eomem e =27 in L eisted

: : [ other Phones/Email Mecelves Tape:|  diden:|
he would be printed with the R's under Ross. To remedy 5 | Eatered ) ceonraanicnl codes [BS) _ inawioue

‘ . ' sl [hov 16 199e || sHPvnDaz
this situation: S

2- Insert another Family Address Record so this family
can be cross-referenced under Miller. To do this, first create a Mailing Code for this purpose. DCR may
be used as the code (for Directory Cross Reference).

NOTE 2.18: Include the DCR Code when printing a church directory. Never include
the DCR code when doing a mailing.
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The additional Family Address Record would look like
the one aft right. Miller appears in the Last Name field
and DCR in the Mailing Code field.

3- Insert an Individual Record for this Family Address
Record. Type Miller in the Last Name field and See
Ross in the First Name field (since the family actually
appears under Ross in the Family Address Record).
The new Individual Record will look like the screen
at right.

When entered in this way, the two Yearbook Directory
enftries print out as follows:

- Family Address Records

li| Radress Line 2

City|
| Country
| Primary PRone:T [ Unlisted

- Geographical Codes

||| Address Info: 1@ ler Phone:

Hame Farsinal
Last Name: [ e
First Names[5es ross
—

Indiv. Code
| T
Family Status:[5 [=]otner

[ ow |

Entered: I Last Ehlml BG/B7/ 2001

Family entry

Jim Miller & Joy Ross
1144 Main Street Big City, KY 40123 859/555-8149
Jim Miller* Joy Ross*

Cross-reference entry

Miller

See Ross

In this way, when looking up Miller in the directory, one is referred to Ross, where the family appears with

complete information.

Of course, if you wish, you may place the husband’s name last on the first Family Address record so it reads
Joy Ross and Jim Miller. Ross would then be cross-referenced and referred back to Miller.

CDM Plus Manual
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Pastoral Records

NOTE 2.19: Privacy of Pastoral Records in CDM Plus is password protected. Access
is set in the Membership area of Password Maintenance, which is located under
Change User Password/Preferences on the File menu. Passwords and preferences
should be set up when CDM Plus is first installed. For complete instructions, refer to
the Change User Password/Preferences in Getting Started.

Adding comments in CDM Plus Pastoral Records

1- Under CDM+ on the menu bar, [O=——————"rastoralRecorls—————H&
select Membership or click the [ 4 P M ? B | & i P &
Membership Icon on The TOOI First Previous Mext Last Find Add Change Delete il Hawe
Bar & Family Address Code: [orsn Phone: £59,/555-1729

' Print Family Name: Disney, Mr. & Mrs. Michael
. Add : 187 Peachtree Or Apt 2

2- Under Membership on the menu AES T e Cites KV 41232318
bOr, SeleCT POSiOI’Ol Records or Individual Eul:lE:IDISN1.-"1 Birthdate:arr 25 1962
click the Pastoral Records Icon Ind Name: Michael Ray Disney
on the Tool Bar. 4

|0CT 16 2001

Mike is wrestling with a call to the mission field. | believe a

3-  Click the Add button.
short-term mission experience would be a good opportunity for him to

4_ C“Ck -I-he Arrow bU-I-Ton nex-l— TO clarify hiz call. This field will hold 28 pages of text.
the Family Address Code field,
and select the appropriate code =
from the pop-up list. Family infor-
mation, including family name,
address and phone number,
appears automatically.

5- Click the Arrow button =]l next to the Individual Code field, and select the code for the correct indi-
vidual from the pop-up list. The individual's name and birth date is automatically entered.

6- Tab to place the cursor in the Date field. Enter the date.
7-  Tab to place the cursor in the Comments field. Enter comments in free text.

8-  Click the Save button. Options are now available to Print the comments, return to the linked Family
Address Record or Individual Record, or Dial the phone (if proper modem installation is provided).

NOTE 2.20: The link from a Pastoral Record to its associated Family Address Record or
Individual Record only works in one direction. For privacy reasons, there is no link fo
a Pastoral Record from either the Family Address Record window or the Individual
Record window.

Special Buttons on Pastoral Record

& | Print - Provides opportunity to print Pastoral Record information or print address information
rent | to a label, envelope, or to the clipboard.

3;5_ Addrs. - Returns to Family Address Record to which this individual is connected.

Ind+.

Indv - Returns to Individual Record for this individual.

Db. Dial - Dials the phone (if proper modem installation is provided).
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o
Visitation Records E

NOTE 2.21: Visitation Records under Membership in CDM Plus allows the user to track
visits made to people in the church and also reminds of follow-up visits and contacts
that should be made. Before using Visitation, Staff Codes and Visit Types should be
created in the Master Coding System (See Appendix A). Also see Master Coding
System Tip 6 in Appendix A for recommended Staff and Visit Type codes.

Adding visitation records and follow-up reminders in CDM Plus visitation.

Under CDM+ on the menu bar, select Membership or click the Membership icon on the Tool Bar.

Under Membership on the menu bar, select Visitation or click the Visitation icon on the Tool Bar.

Click the Add button. O=——"———————VvisitationRecorldls ——— &
. K q 13 M 2 B & ) *x &
Click on the Arrow button ‘z First || Previous |  Mext Last Find #dd Change | Delete || tincet | give
beside the Family Address Code & Family Address Code: [rcaiie ] Phone: ssa/555-a3ss
f|e|d and choose the code Of the Feports Family Name: McAllister, Mrs. Osa
. . . Address: 284 Hain Streat
family visited from the pop-up - Big City, Kv 42123
|IST Individual Eude:lncnugh Birthdate:oct 6 1923
Indv. Name: Osa Johnson McAhIlister
If only One' per;pn \N'OS visited b Staff Code:[senioan [ Senior Hinister
(e.g.—hospital visit), click on the e Date:[ocT 24 zo61 | Type:[FUNERAL [-]o=ath of a Loved one
Arrow button = beside the Indi- [;"| Number:[1_ Miles: [a.ea Date Of Follow-Up Call Reminder: [SerT 3o 2oz
N . 12 Comments Reminder Memo
VIdluq:.Co?e f|e|1.dh Gnd mckel'y-I-OLJ|; Mr. McAllister's fumeral was on Follow—up \:'isit on the anniversary of Mr.
selection from the pop-up list. S|
more than one member of this e SRR RN S E E
family was visited, leave this field

blank.

Click on the Arrow button = beside the Staff Code field and make your selection from the pop-up
list. This may be ministers, staff members or laypersons who make calls (See Master Coding System
Tip 6 in Appendix A for recommended Staff codes).

Press the Tab key to place the cursor in the Date field, and enter the date the visit was made.

Click on the Arrow button = beside the Type field and make your selection from the pop-up list (See
Master Coding System Tip 6 in Appendix A for recommended Type codes).

Press the Tab key to place the cursor in the Number field, and type the number of persons visited
during this call.

Press the Tab key to place the cursor in the Miles field, and type the number of miles traveled in
making this call (optional).

Press the Tab key to place the cursor in the Comments field, and type any comments about this visit
you wish to record (i.e.— Mr. McAllister's funeral was on October 14, 2001. He passed away on the
11th. Osa is doing fairly well and is surrounded by family).

Press the Tab key to place the cursor in the Date of Follow-up Call Reminder field, and enter the date
on which you wish to make a follow-up call, contact, or visit.

NOTE 2.22: Go under File on the menu bar fo Setup and then to Preferences/Settings.
Click on Membership and set the number of Tickler File Reminder Days. This fells
CDM Plus how many days before the Date of Follow-up Call Reminder you wish 1o
be notified that a follow-up is pending.
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13- Press Tab to place the cursor in the Reminder Memo field, and enter information about what type of
follow-up is needed (e.g.—call, letter, visit, etc.)

14-  Press Return/Enter or click the Save button. The record is saved and you will be reminded to make
the follow-up call based on the number of Tickler File Reminder Days entered under Preferences/Set-
tings.

NOTE 2.23: When the date falls within the range prescribed by the Tickler File
Reminder Days, the following message will appear as CDM Plus is launched:

Visitation Tickler Records on File.

Print records?
YES

Click Yes to print the tickler records and distribute them to the appropriate people who need to make
the follow-up call(s). Click No if you do not wish o print them now. The system will contfinue to remind you
each time CDM Plus is launched.

If you print the records, you will be asked if you want the records marked as printed. Say Yes if you do not
wish to be reminded again; click No if you do wish to be reminded again.

Special Buttons on the Visitation Records screen.

rports | REPOIts - Provides multiple format options for reporting visitation acitvity.

i

e | Addrs. - Returns user to Address Record screen for family displayed on visitation record.

Indw.

Indv. - Returns user to Individual Record screen for individual displayed on visiation record.

%2 | Visits - Pops up a list of all currently recorded visits to this family.

Vizits

# | Dial - Dials phone number of displayed record with proper modem hookup.

Dial

The Visitation Records feature of CDM Plus allows the church to keep up with the visitation needs of the con-
gregation and prevents the staff from overlooking the pastoral care needs of members of the church.

It is especially helpful fo record the anniversary dates of deaths in the church. In that case, the computer
begins fo remind the user of the follow-up call which needs to be made to Mrs. Smith on the anniversary
of her husband’s death. It will begin reminding you 5 days before the anniversary, or as many days ahead
as you indicate in the Tickler file Reminder Days under Preferences/Settings.

Appendix E includes a sample CDM Plus Visitation Records Report Form. The person making calls may use
this to record their visits. Then the information can be input info the computer by someone else, if neces-
sary. You may photo-copy this form or use it as a guideline to set up your own, considering that your visit
types may be different.
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Membership Reports

Following are instructions for printing some of the most commonly used reports generated out of CDM Plus

Membership.
Mailing Labels
1- Under CDM+, select Membership or click the Membership icon l: on the tool bar.
2-  Under Reports, select Address Labels and then Mailing Labels-Family.
3-  Select Mailing codes to be printed. Type or double-click up to 12 mailing codes to be included in this
mailing, placing them in the 12 selection boxes. Or leave the selection boxes blank to print all codes.
6-  Press Return/Enter or click OK. Report Seletion——————5&
7-  Select the type of label from the select Mailing Codes Ta Be Printed |
Avery “ST or C”Ck on The Envelope 1 - Local church members who receive mail [=
Tab fo print directly onfo envelopes. | |2.-.keal rarasnbers she reesive sail,
You can adjust any setfings for a [ = t-et o nom mesbers whe reclve nal ]
line item or chgnge the name of a & - Local churches {other denominations} [=
line by clicking on the Adjust Set- Type in code or double click on list
tings button in the upper left-hand o ol
corner. Use the Options check- 1| 5| %
boxes to choose which additionall z:| 6:| ;|
information to include on the 7 11| [X cancel] [ ok |
label or envelope, such as phone 4: 8 12:
#, access #, whether to use the
Salutation instead of the Mailing
Name, and whether to print the labels in all caps. You may also choose to do an alignment test at
this point.
NOTE 2.24: Make sure the proper type of : Select Format B
labels are in the printer before running an o X v
alignment test or printing the labels. il : S
Labels l Envelopes —Settings
Avery 5168 - I;Iddress S| || Avery 5168 - Address
8-  If you are printing laser labels and want to begin Auery 5161 - Address Height[ 1.68
printing on a specific line of the sheet of labels, i e Width | 2.5
then enter that line in the Start on Row field. Note e il ek B e
that this only affects the first page of labels to be start on Row: [1— Left Margin | 5.13
printed. Label Repeat:[1 Bottom Margin| @.2¢
9-  Choose the proper Sort order by selecting from the Test Oty: [30 & Furt:?gﬁﬂ’ dmsﬂ
pull-down menu on the lower right-hand corner of Options
the window. The USPS option will print the labels [ Print Phone # Sort By:[zip Coce 2]
in the proper order for bulk mailings as required I': ik
by the post office. It will also generate the proper R S iicags
documentation for preparation of your postage
statement.
10- Select Printer on the Set Report Destination
screen.
11-  Press Return/Enter or click OK and labels or envelopes will be printed.

Church Directories

The most commonly-used format for a church directory is the Yearbook Directory. To print a yearbook
directory, do the following:

CDM Plus Manual
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Under CDM+, select Membership or click the Membership icon E

on the tool bar.

Under Reports, select Yearbook Directory. 0

Custom Yearbook Reports

i}

Select Mailing codes to be printed. Type or double-click
up to 12 mailing codes to be included in this directory,

&5 |

Create /Edit User Reports

placing them in the 12 selection boxes.

lUser Reports

Across The Page

Press Return/Enter or click OK.

Double-click on the Custom Yearbook Reports format
fo be used (e.g.—Across the Page).

Select Printer on the Set Report Destination screen.

Across The Paoge Plus
Down The Poge
Rolodex

Standard Reports

Lol fu™

Press Return/Enter or click OK and a directory will be
printed.

COM+ 4 Column

COMy+ Defaoult

Olan Mills

United Church Directories

*Double click on line to print report®

L4[¥]

Group, Committee, Officer, etc. Labels or Envelopes

8-
9-

10-
11-
12-

Under CDM+, select Membership or click the Membership icon L__

Under List Repts, select Labels.

Double-click your choice from Select List (e.g.—Current
Church Groups)

The Select Codes for Print Out window appears.

Double-click the Church Group(s) you want labels for from
the Currrent Church Groups Codes window on the right,
moving them to the Print List window on the left.

Click OK.

Select type of label from the Avery list or click on the Enve-
lope Tab to print directly onto envelopes. You may choose
to do an alignment test at this point.

NOTE 2.25: Make sure proper type of labels are
in the printer before running an alignment test or
printing the labels.

Select Label Addressee And Sort window now appears.

Select desired options by furning on radio buttons and/or
checkboxes with the mouse.

Press Return/Enter or click OK.
Select Printer on the Set Report Destination screen.

Press Return/Enter or click OK and labels will be printed.

CDM Plus Manual

on the tool bar.

Select List

1ill m

Church School Stotus
Community Groups
[[Current Church Groups
Current Church Offices
Current Commi ttees
Fam ly Stotus

Funeral Instructions
Hobbies, Interests, Etc.
Maritol Stotus
Membership Code
Membership Status
Mi1itary/Education
Ministry Interests
Occupotion Code

|Church School

Past Church Grouos

x EannEII | Dk

— [«]»]

- Select Format -

Qe %

[_Enveiop

s<|

Adjust Settings
- Address =

Labels
- Rddress

Avery 5160
Avery 5161
Address
Shipping

| Avery 5160 - Address

Height | .09

Width | 2.83

Number Across
Top Margin
Left Margin
Bottom Margin

RAvery 5162 -
Avery 5163 -

Start on Row: |1

Label Repeat: I]__
Test & I Test Oty: [3'@“

w

B.48
.13

@ .88

Font Size |

@ Portrait C Landscape

Dptions

[~ Print Phone #
[~ Title with name
[~ Individual Code

[ Print in all caps

™ “To The Parent(s) 01~
I One per household

Sort ng:{hp Code :i
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Group, Committee, Officer, etc. Cards

10-
11-
12-
13-

Under CDM+, select Membership or click the Membership icon E on the tool bar.

Under List Repts select Card Notice.

Double-click your choice from Select List (e.g.—Church School)

The Card Notice window appears.

— Church School Card Notice

Click Add or click on the Arrow button |=

beside the Code field to see a pop-up list T
of the choices. From this list, double-click est

your choice. 2

Press the Tab key, and enter the date to
appear on the card nofice.

Press the Tab key, and type the message
you wish to appear on the card notice.
Include only the text, not the salutation.
CDM Plus will create the salutation for you,

M|l a4 [n]2 = &

First Prev. Mext Last Find Add Change :mm
Code:|1NHEIB =] Homen's Bible Class
Date To Appear On Notice: | SEF 5 2861
Message:
Join us far al outing to Martha's Tea Room on Quturdm,h
September 15 tn |.| || meat at the church at 11188 a.n, and
ride togethe

in the church wan. Cal I Be-!l.g L aL 55 8987 Dg
Hed., 9/12 .-’BI to moke your reservati out on
fur rncl tasty doy tripl

I "To the parents of”
[ One per household
—Name To Print —
@ First ' Family Mailing
1 Family Salutation

—Printer Type —
& Pin Feed

C Laser/Ink jet

placing the first or preferred name after the

word “Dear.”

Select desired options at the bottom of this screen, including Printer Type.

NOTE 2.26: Once several cards have been entered in CDM Plus, you may use the
Find button to locate previously-saved cards and just change the date to be printed
on the card and the date and time of the meeting and use the card again without

typing in a completely new card.

Click Save.
Click the Print button.

Select Sort Order: Alphabetical Order, Zip Code Order, or Carrier Sort Order.

Press Return/Enter or click OK and personalized cards will be printed.

Group, Committee, Officer, etc. Letters

Under CDM+, select Membership or click the Membership icon E on the tool bar.

Under List Rpts select Letter Notice.

Double-click your choice from Select List (e.g.—Currrent Church Groups)

The Letter Notice window appears.

Click Add or click on the Arrow button = beside
the Code field to see a pop-up list of available
Group Codes. From this list, double-click your
choice.

Press the Tab key, and enter the date to appear
on the lefter notice.

Press the Tab key, and type the message you wish
to appear on the letter notice. Include only the
text, not the salutation. CDM Plus will create the
salutation for you, placing the first or preferred
name after the word “Dear.”

CDM Plus Manual

Group Codes=—"——1H
a
Cloze
Code I Description
125TEP 12 Step Recovery Group E
CHOIRAD Adult Choir
BSTUDY Bible Study Group
CHOIRCH Children's Choir
COUPLES Couples Fellowship
GATHRGRW Gother & Grow Group
YOUTHHS High School Youth Group
MEMSFELL Men's Fellowship
YOUTHMS Middle School Youth Group
SPECIAL Special Temporary List - individuaols
STEPHEN Stephen Ministers al
WMCTRG1 Women's Circle 1 ~]
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12-
13-

Please note that this field is not "WYSIWYG"  [BE= - Current Church Groups Letter Notice -8
(what you see is what you get). For example, 2 %% RS B A0 e [ R B el P2
changing the font size or margins will not be  |[cose: [covries [Zloate to Appear on Notice: [rav 23 201
reflected in what you see on this window, vt e .,
i i re will be @ picnic for t a5 Fe atu Top[ s.o0 Left| 125
only inwhat you print. SEe b e ;fﬁ;.:?ﬁ: S, L:“""‘FW . m=
. . . . ] i o & —
Select desired options, including Font Size Fars Q?.*.::f; rl.'l,:’“,n:;"gi ijljgz%:::‘“ﬁg s ;g;gt {.{:' et size [T (2] ‘
. . . of food o fellowship. P euse CD Lucas a L - ]
and Margins so the letter will fit on your let- ke your rasarvation for tha pienic. Ood biass yau and we hope | (IHESENRE RTINS
terhead. Also, furn on the checkbox beside Sincerely, L ( UM Ol |
. . . . . - Sort
Print address info. if you want the inside  |f|= == e Bl
address to be printed on the letter. »
—Name To Print —
[® Print address info. [~ “To the parents of* & First
Select Sort Order: Alphabetical Order, Zip I Print title in address ¥ One per housenold ©) Family Mailing/Salutation

Code Order, or Carrier Sort Order.

Click Save.

NOTE 2.27: Once several letters have been entered in CDM Plus, you may use the
Find button to locate previously saved letters and just change the date to be printed
on the lefter and the date and time of the meeting and use the letter again without
typing in a completely new letter.

Click the Print button.
Select Printer on the Set Report Destination screen.
Press Return/Enter or click OK and personalized letters will be printed.
NOTE 2.28: At this point you may return to the instructions for doing Group, Committee,

Officer, etc. Labels or Envelopes on page 18 and print envelopes to go with the
personalized letfters just printed.

Group, Committee, Officer, etc. Directories

Under CDM+, select Membership or click the Membership icon E on the tool bar.
Under List Repts, select List Directory.

Double-click your choice from Select List e.g.—Current Church Groups)

The Select codes for print out window appears.

From the Current Church Groups Codes window on the right, double-click the Church Group(s) for
which you want to print a directory, moving them to the Print List window on the left.

Click OK.
Select Sort Order: Alphabetical Order, Zip Code Order, or Carrier Sort Order.
Press Return/Enter or click OK.

The Report Preference Defaults window now appears. Select desired options by turning on radio
buttons and/or the checkbox with the mouse.

Press Return/Enter or click OK.
Select Printer on the Set Report Destination screen.

Press Return/Enter or click OK and the directory will be printed.
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Using Family/Individual Maintenance

Adding mailing codes to Family Address Records through Family Maintenance

Under CDM+, select Membership or click the Membership icon L: on the tool bar.

Under Membership, select Family Maintenance and under Family Maintenance, select List Mainte-
nance.

Turn on radio button beside Mailing Code and press Return/Enter or click OK.

The Mailing Code Maintenance window appears and all family names will load in the Families
window.

Use the drop—down listto selectthe 0 ==—————— Mailing Code Maintenancte ="="—nH0—————H

Mailing Code you wish to assign. IE] [ 2 | & [

Any me”ieS O|re(]dy ClSSigﬂed Close Clear Rewvert Sart Another Save

this mailing code appear in the **+ifelect fitstrode tn undater=+ 2]

Assigned window fo the left. L - LGl CcesN i Comation
R A T, A

The selected code will be high- v gl =l sanutation

lighted in the field above the Bt Cantrat St 2t

. Church, Morth Street Chriztian Address

lists. Sk T Btk Duries 1674 Stevens Lane
Delwvecchio, Mr. & Mrs. Albert BIQERIRRE Tk 98123

Double-click the family names bt LA Rl S

you wish to assign this mailing Kates A & fire PRl Lip 5o bsoes]

. oge . Lucas, Mr. & Mrs. Ralph Address Code
code in the Families window on s louski, e & b sfanart ALLE2
the right, moving them to the 2 g;;s Fev. & rirs. Deﬂ_%

Assigned window on the left.

Click the Save button.

The selected Family records will be updated. You may update another list by clicking the Another
button and returning to step 3 above.

NOTE 2.29: It is wise to do one code after another at one sitting. This way you only
have to wait for the families to load one time.

Adding individual membership and status codes through Individual Maintenance

Under CDM+, select Membership or click the Membership icon L: on the tool bar.

Under Membership, select Individual Maintenance and under Individual Maintenance, select List
Maintenance.

Double-click Membership Code.
All individual names will then load into the Individuals window.

Use the drop-down list to select the Membership Code you wish fo assign. Any individuals already
assigned this Membership code will appear in the Assigned window to the left.

The selected code will be highlighted in the field above the lists.

Double-click the individual names you wish to assign this membership code to in the Individuals
window on the right, moving them to the Assigned window on the left. You may also click and drag
across multiple names selecting them all at once. A click of the mouse on the selection, followed by
a slight pause, will turn the pointer into a hand which you can use to drag the entire selection to the
other list.
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8- Click the Save button.

9-  The selected individual records will be updated. You may update another list by clicking the Another
button and returning fo step 3 above.

NOTE 2.30: I is wise fo do one code after another at one sitting. This way you only
have to wait for the individuals to load one fime.

Follow this same procedure to assign Membership Status codes to individual records.

Adding individuals to groups, offices, and committees, etc. through Individual
Maintenance

1-  Under CDM+, select Membership or click the Membership icon E on the tool bar.

2-  Under Membership, select Individual Maintenance and under Individual Maintenance, select List
Maintenance.

3- Double-click Current Church Groups.
4- All individual names will then load into the Individuals window.

5-  Use the drop-down list to select the Current Church Group Code you wish to assign. Any individuals
already assigned this Group code will appear in the Assigned window fo the left.

6- The selected code will be high- [E=====—————=current thurch Groups Maintenancte ————F5&
lighted in the field above the lists. Iel I 2 [ 2 =
Cloge Clear Rewvert Sort #nother Save
7— DOUble‘CliCk The indiVidUOl names WOUTHMS Middie Schooi ¥outh Grou &
you wish to ossign this Current Assigned Individuals Address Information
Church Group code in the Individ- e eyl Aiieny aase ra HEAERSE
. . . Disney, Robin Marie Allen, Lucille Summers —
Udls W|ndOW On The rlghT, movlng Hunteg, Terri Luynn g“en, ggrl\TgHLouise -EJ Family Name
. . eh, Bi i
them to the Assigned window on Brooks, Jim Allen
Erooks, SL_,lsle Marie Address
’rh.e left. You.moy also doublg— I ey
click names in the Assigned list e L
H ook, omas Fa Phone
if they are to be removed from Bavacthia AL G,
. Delvecchio, Brian Patrick . y

the group. You may also click Belvecchio, Canille Seve! | ;";::f“

. e L wecCh Oy, ephan | e ar- 1e i late -
and drag across multiple names, el bl | indv Code:
selecting them all at once. A click ] Rlohedy; suzan Nishells =]
of the mouse on the selection, fol-

lowed by a slight pause, will furn
the pointer info a hand which you
can use to drag the entire selection to the other list.

8- Click the Save button.

9-  Theselected individual records will be updated. You may update another list by clicking the Another
button and returning to step 3 above.

NOTE 2.31: It is wise to do one code after another at one sitting. This way you only
have to wait for the individuals to load one time.

Follow this same procedure to assign Committees, Offices, and other codes to individual records.
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Adding individuals to Church School Classes through Individual Maintenance

Under CDM+, select Membership or click the Membership icon @ on the tool bar.

Under Membership, select Individual Maintenance and under Individual Maintenance, select List
Maintenance.

Double-click Church School.

All individual names will then load into the Individuals window.

O =———————— church 5chool Maintenante>=0——— H
A R
n < 2 | & i
Claze Clear Revert Sort Ancther Save
HIGHSCH-High School (grades 9-12) |?_l
Assigned Individuals Address Information
Allen, Jesse Hoy Cook, Sara Lynn Individual
Cook, Comille Audrey Cook, Thomas Roy
Cook, Sara Lunn Delwecchio, AL C. desse Bay AL Len
Disney, Fobin Marie Delwecchio, Erian Patrick Family Name
Hunter, Scott William Oelwvecchio, Comille Sewell M. & M=, William ALlen
Oelwvecchio, Stephonie Harie
Disrey, Hike Roy = | Address
Disney, FRobin Marie — 1674 Stewens Lane

Disney, Susan Michelle Big City, KY 48123
Ford, Dru Ouesntin
Ford, Ernie Charles
Hunter, Andrea Sue Phone

Hunter, Kathy 250 /5559281
Hunter, Mark A =
Hunter, Samantha Terese Family Status: C
Hunter, Scott William Birthdate: JUN 5 1987
- ESQ:ET’PZSEE' Lunn | Ind Code:ALLE2 /4
—||Lucas, Ralph Allen —
T [IMaslowski, Mancy Hilliomson >

Use the drop-down list to select the Church School Class Code you wish to assign. Any individuals
already assigned this Church School Class code will appear in the Assigned window to the left.

The selected code will be highlighted in the field above the lists.

Double-click the individual names you wish to assign this Church School Class code in the Individuals
window on the right, moving them to the Assigned window on the left. You may also double-click
names in the Assigned list if they are fo be removed from the class. You may also click and drag
across mulfiple names, selecting them all at once. A click of the mouse on the selection, followed
by a slight pause, will turn the pointer into a hand which you can use to drag the entire selection to
the other list.

Click the Save button.

The selected individual records will be updated. You may update another list by clicking the Another
button and returning o step 3 above.

NOTE 2.32: It is wise to do one code affer another af one sitting. This way you only
have to wait for the individuals to load one time.
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