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Legal Stuff and Warranty

License and Use Agreement

Software for Ministry grants the purchaser (also called User) a non-exclusive, non—transferable
license to use the Church Membership Directory for Windows software, also called “CMD for
Windows” or “CMD” in accordance with the terms herein granted. Purchaser/User hereby specifi-
cally agrees to not loan, give, sell, or lease CMD to, share CMD with or copy CMD for any other
person or entity. User further specifically agrees to not copy CMD onto any computer(s) other
than the/those computer(s) owned/used by User or User’s staff or employees for User’s purposes,
and to only copy CMD for backup or archival purposes.

This Agreement is between Software for Ministry and User. User shall not transfer or assign this
Agreement or any right or interest it has hereunder to any other person or entity without first ob-
taining the express written consent of Software for Ministry.

User agrees not to make any modifications to CMD, nor to create or attempt to create, nor permit
or help others to create source code or reverse engineer the CMD.

Warranty

Software for Ministry warrants that CMD will perform substantially as described. User acknowl-
edges that software is of such complexity that it may have inherent defects and that CMD is not
warranted to operate uninterrupted or error free. Software for Ministry will undertake to provide
all reasonable and necessary services to correct any such reported defects in a timely manner. Us-
ers who are not current support subscribers may obtain maintenance updates of their version of the
program for nominal fees if such updates are made available.

Except for the express warranty set forth above, Software for Ministry grants no other warranties,
express or implied, by statute or otherwise, with respect to the fitness or merchantability for a par-
ticular purpose of CMD.

In no event shall Software for Ministry be liable for direct, special, consequential, exemplary or
incidental damages whatsoever (including, without limitation, damages for lost business profits,
business interruption, loss of business information, or other pecuniary loss), resulting from the use
of, or inability to use, the CMD. In addition, Software for Ministry shall not be liable for failure
to perform any of it’s obligations under this Agreement if such failure is due to acts of God, acts
of government in either its sovereign or contractual capacity, critical materials shortages, fires,
floods, strikes, lockouts, freight embargoes, inclement weather, errors or defects in the data sup-
plied by User, inability of a vendor to deliver critical products to Software for Ministry or any
condition beyond the reasonable control of Software for Ministry.

Upon the failure of CMD to conform with the warranty set forth herein or upon Software for Min-
istry’s failure to perform any of its stated obligations, User’s sole and exclusive remedy shall be
repair of CMD.



Introduction

Introduction

The Church Membership Directory for Windows, Version 2006 is a full-featured Windows-based
church membership data base system designed to store, track, and report on important items of infor-
mation relevant to a thriving local church ministry.

Included in “CMD for Windows” (or just “CMD”) is a full range of features to track mailing, phone,
church-related, and personal information about members of your church or parish.

Names can be entered in any order, and information can be added or updated in any individual’s file
record as information changes or becomes available.

Here are just some of the many tasks you can easily perform with CMD:

Print newsletter lists (including bulk sorted labels)

Address envelopes and postcards; print name and phone lists

Display pictures of individuals or families

Help create mail-merge letters

Track member and visitor attendance and print name tags

Keep track of important dates such as birth, anniversary, baptism/confirmation
Print date lists for publication such as birthdays in a given month, etc

Track visitation records

Store talents, church offices held, and more

Define your own list of choices for all menus (SS Dept, Offices, Talents, Membership
Status)

Print “clerk” reports listing members who join or leave during any given time period

Print a church directory (many choices of styles and formats including pictorial). Distribute
an electronic paperless church directory using eDirectory

Create new categories as needed with our exclusive Quick List

Track member contributions with the Contributions Manager

Backup or restore data as needed right from within the CMD program

Setup CMD on all the computers in your church setting for no additional cost

Setup CMD on a network. There are no-cost and reasonable-cost options for networking to
fit your church’s budget and work load

Front Desk program allows you to put CMD on a computer away from the office to gain ac-
cess to basic address/phone information only

CMD is fully password protected, with multiple levels of access and permissions appropriate
for different kinds of users
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As you begin working with CMD, you’ll grow to appreciate its ease of use and its depth of features.
The more you use it, the more you’ll discover what it can do for you!

In addition to this manual, you may get additional instructions from the extensive, on-line help system
accessible at nearly every screen and dialog in the system.

Each chapter in this manual is designed to acquaint you with the many different features and func-
tions in the system. Most serve as a reference for each feature or field, and some contain tutorials that
actually walk you through the process of using some of CMD’s features.

Hardware Requirements

CMD for Windows 2006 is a 32-bit software system that will run on virtually any computer on
which Windows 95 or later is installed, including Windows XP. However, like most Windows pro-
grams, it will run best on faster computers with lots of memory. Most any Pentium-class or later com-
puter with 32MB or more RAM (64MB or more recommended) will do just fine. Hard disk space
needed is generally less than 15 MB, though this requirement will grow substantially if you plan to
store pictures with your names. You’ll need a printer to print reports, labels, and directories.

Screen Resolution Requirements

CMD 2006 requires a minimum screen resolution of 800 x 600. 1024 x 768 or greater is prefer-
able, however. We recommend that you use the Large Fonts display setting. The display font size
option is generally selected on the same dialog that’s used to set your computer’s screen resolution.
To see it, exit CMD, right click on any blank space on your desktop, and select Properties. The Font
settings will either be on the Settings page or accessible via a button that will say something like Ad-
vanced Settings. Consult your display adapter’s documentation for more information.

If you are using 800 x 600 and you cannot see all of the Enter/Modify/Delete Names dialog on your
screen (it will pretty much take up the entire screen area when it’s displayed properly), then you
should change the Font Size settings to accommaodate it.

Help Us Grow!

Over the years, we’ve expanded and improved CMD by incorporating the wishes and suggestions of
our users as far as possible. If you have ideas or suggestions which will help us make CMD a better
ministry tool for you, please don’t hesitate to contact us by phone, mail, fax, or e-mail with your sug-
gestions. Your ideas are the substance of forthcoming versions!



Chapter 1—Getting Started 3

1

Getting Started

This chapter is important reading for all users. Whether you are brand new to CMD or updating
from an earlier version, this chapter has important information that you must have in order to use
CMD 2006. Here you’ll learn how to...

e Get CMD 2006 onto your computer
o Initialize it for first use (both new and updating users need to do this!)

e Login for the first time (you’ll need to use the default user name and password even the
first time you start up!)

e Convert prior CMD data (if you have prior CMD data you wish to bring in to CMD 2006)

Install CMD on Your Computer

Do NOT use the following instructions if...

e You need to install CMD on a network that has a server
e You need to install CMD on computers that will not be holding the data in a peer-to-peer net-
work.

If either of these applies to you, instead refer to Chapter 22, Using CMD on a Network, starting on
page 181 for instructions on how to install CMD for your network.

However, you should use the following instructions if...

e You are installing CMD on a single computer

e You are installing it on the computer in a peer-to-peer network that will act as the server for
CMD data

Installing CMD is a two step process. First, you run the CMD’s setup program to unpack the various
files used in the CMD software system which places them in the CMD2006 folder created on your
computer. Secondly, you initialize the software’s data files for use on your computer.

These two steps must be taken whether you are installing CMD on a computer for the very first
time, or if you are installing this version of CMD as an update to an earlier version of CMD for
Windows. Instructions for converting any prior CMD data are provided on page 6.
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Installation Step 1 - Getting CMD onto Your Computer
If you purchased CMD on CD:

o Start up Windows. Place the CMD CD Master in your CD drive.

e Click Start | Run. When the Run dialog appears, click Browse. Navigate until you find your
CD drive. Find a file named CMD2006.xSetup.Exe. Click on it, then click Open, then click
OK when you are back at the Run dialog.

This will start the Setup program which will transfer the system files to your hard disk. Even
though the setup program gives you some options for program folder and path, we strongly
urge you to use the defaults the setup program provides for you.

e Click Finish when the setup process has completed.

If you purchased CMD as a download:

e During program download, we suggest that you place the various files for installing CMD
into one folder on your computer so that you can easily find them once they have been
downloaded from our web site

e Once the files have been downloaded, click Start | Run. When the Run dialog appears, click
Browse. Navigate until you find the file you downloaded named CMD2006.xSetup.Exe.
Click on it, then click Open, then click OK when you are back at the Run dialog.

This will start the Setup program which will transfer the system files to your CMD2006
folder. Even though the setup program gives you some options for program folder and path,
we strongly urge you to use the defaults the setup program provides for you.

e Click Finish when the setup process has completed.
e You may wish to burn a CD with all the setup and documentations files associated with CMD
for 2006 in case you need to re-install or setup the software on another computer.

Always check for Startup Notes or any New Features Guides that are on the CD or on the download
page on our website to see if there is any additional information about which you should be aware
since the manual was last updated.

Installation Step 2 - Software Initialization

The software initialization process tells CMD to create a separate folder for your data, and then places
all the data files there which will hold all the information you will enter into your CMD system.

NOTE: This initialization is required if you are a first-time user, or if you are updating from a
version prior to CMD 2006.
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I n iti al i Z i n g C M D Church Membership Directory Initialization x|

To initialize your Church Membership Directory software, please

To start up the CMD for Windows select one of the following options:
program, find the CMD 2006 icon that
was placed on your desktop during the

~ Create New CMD File

setup process and double-click it. - e NewchnFle |
1. You are starting up CMD for the very first time and have no CWD 2006 data files yet, or...
When CMD 2006 starts for the Very ﬁrSt 2. You are starting ChD 2006 for the first time and have data from a prior version of CMD

to convert for use in CWD 2008

time, the Initialization dialog is displayed
to guide you in setting up this version of
CMD for the first time. In most cases, you | Create Configuration File Only

ShOUld CI ICk the Create NeW CM D FI Ie Click this button it « Create Configuration File Only

bUtton 1. You need to create a configuration that points to CMD 2006 data that's already been
established on a network, or...

You’ “ need to do th|S |f th|S |S your Very 2. The configuration file on this computer has been deleted or damaged and just needs to

be reconstructed

first experience with CMD or if you are
updating from a prior version of CMD

(you still need to initialize the data files X Cancel CMD for now. I1n not ready to taks either ofthe above actions yet. 2 Help
for 2006).

Create A New CMD File Dialog

Once you’ve clicked Create New CMD File, the Create dialog appears. Enter a File Description of up
to 30 characters for the database you are now installing using some descriptive phrase which identifies
the group of names to be stored in the data files, such as “First Church Data Files.” Even if you think
you’ll only be using one database with CMD right now, you might decide to install additional files in
the future. This description is what helps you tell at a glance which data file set you are working with.
x| Once you’ve entered the description, press TAB to
move to the Data Folder Name field.

File Description

O e e vo<__| | We’ve chosen Data as the default name for the
2 Help | folder which will hold all your data files, but you
Data Folder Name may erase it and type in any valid folder name. By
X Cancel R .
[pata #l default, this data folder will be created as a sub-
Current Path: CACMD200 folder of your CMD 2006’s system folder.
MI Though we don’t recommend it, you may change
the drive/path designation by clicking the Get
Telephone Area Code [713 Path button and using the standard Windows
Browse folder dialog to find another folder under
LJ A network server|s installed which the data folder will be created.

You may also enter the telephone area code of your church, which makes data entry smoother. While
you can enter the area code using the Preferences Menu, it’s easiest to do it while you are here.

Once the Description & Data Folder Name fields are like you want them, and you’ve entered your
area code, click OK. CMD will then create the data folder and set up the database CMD will use to
store the information you enter. When it’s done, a dialog will appear telling you that the installation
process is finished, and instruct you about logging in to CMD so that you can begin using it.



6 Chapter 1—Getting Started

Login for the First Time |

CMD for Windows requires proper login for access.
Enter a valid User Name and Password now:

CMD employs a user name and password system that is
designed to give your CMD data solid protection against User Name |
unauthorized access. When the data files are first created, a b acsword |
default User Name and Password are also created, and they

must be used the very first time you attempt to access
CMD’s data files after initialization. S _ Xoaed |

The default User Name is admin, and the default Password is password. Enter these values in the
appropriate fields and then click OK. You will have three chances to enter the user name and pass-
word correctly before CMD halts the program.

Chapter 2 provides complete information on Users, Passwords, and Security. We highly recommend
that you read Chapter 2 over next and assign users and passwords right away.

Converting Prior CMD Version Data

In most cases, you can convert and import data from prior versions of CMD into CMD 2006. If you
have any difficulty importing your data, don’t panic! Just make contact with us and we’ll either
walk you through it or we’ll have you e-mail your data directly to us and we’ll do the conver-
sion for you free of charge.

The process for converting and importing is generally quite easy, but you will have to follow the steps
exactly for importing the data from your current version. You cannot simply backup and then re-
store prior version data into CMD 2006. If you do, you’ll have to start the installation procedure all
over again!

In all cases, you must first have installed CMD 2006 on your hard disk and created the new
data file set using the Create CMD Data file process using the Software Initialization step de-
tailed on page 4. If you have not completed those two steps yet, do not proceed with converting/
importing because the process will fail!

The security provisions in CMD 2006 differ substantially from most prior versions of CMD where
password protection was written into each CMD program’s configuration. You’ll need to read over
the information in Chapter 2 starting on page 11 for specific information on how security is imple-
mented in CMD 2006.

Backup First!

Before you begin, please go immediately into your prior version CMD program and make at least two
backups of your data on separate media. Please do not skip this step! We can help you recover from
most any problem if you have a backup!
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Import CMD 2004 or 2005 Data

Do not simply attempt to backup your CMD 2004 or 2005 data and restore it in CMD 2006!
Import your existing CMD 2004 or 2005 data using these steps:

e Start CMD 2006 and login.
e Click Utilities | Import CMD 2004 Data or Import CMD 2005 Data.

e When the Import dialog appears, click the Get Path to CMD 2004 or 2005 Data button. Use
the standard Windows Browse dialog to navigate to the actual data folder of the data you
wish to convert. When you find the folder, click on it, then click OK.

e Once back at the Import dialog, click the Import Data button. At this point, all you need to
do is watch and wait. The dialog will keep you informed as to its progress. Some of the con-
versions display a progress bar. Others do not. When the process is finished, a prompt will
tell you. Click Close when finished.

e The import process does not preserve user names and passwords. Those will have to be re-
defined in CMD 2006.

If the CMD hangs during the import process and it becomes obvious that the program has locked up,
you’ll need to press Ctrl-Alt-Delete and use the Task Manager in Windows to End Task for CMD
2006. If CMD 2006 locks up or if you get an error message of any sort during the conversion proc-
ess, it may mean that one or more of your data files are out of sync with one of the other data files. In
this case, we will need to do the conversion for you.

Import CMD 2002/2003 Data

The data file formats for CMD 2002 and 2003 are the same, so there’s one import procedure for both
versions. Follow these steps:

e Start CMD 2006 and login.
e Click Utilities | Import CMD 2002 & 2003 Data.

e When the Import dialog appears, click the Get Path to CMD 2002/2003 Data button. Use
the standard Windows Browse dialog to navigate to the actual data folder of the data you
wish to convert. When you find the folder, click on it, then click OK.

e Once back at the Import dialog, click the Import Data button. At this point, all you need to
do is watch and wait. The dialog will keep you informed as to its progress. Some of the con-
versions display a progress bar. Others do not. When the process is finished, a prompt will
tell you. Click Close when finished.

If the CMD hangs during the import process and it becomes obvious that the program has locked up,
you’ll need to press Ctrl-Alt-Delete and use the Task Manager in Windows to End Task for CMD
2006. If CMD 2006 locks up or if you get an error message of any sort during the conversion proc-
ess, it may mean that one or more of your data files are out of sync with one of the other data files. In
this case, we will need to do the conversion for you.
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Import CMD 2001 Data

The process is basically the same as listed for the 2002/2003 or 2004/2005 import. You’ll just use a
separate dialog because the conversion needs are different internally. That dialog is found by clicking
Utilities | Import CMD 2001 Data.

If the program hangs or if an error message appears, don’t panic. Just contact us and we’ll
make arrangements for you to send us your data so that we can convert it for you.

Converting CMD 98, 99, or 2000 Data

If you are still using CMD 98, 99, or 2000, we may need to do the data conversion for you. But you
can try it yourself first without any harm if you’d like.

Before you attempt the conversion yourself or send us your data for conversion, there are some things
you will need to do to clean it up first. The conversion process for CMD 98-2000 requires that each
name be in a valid family unit. This means that both their Family Status and Family Tie fields must
be correct and link into a family.

e To check this out, go to Print Names, click the third tab page, select Family Status. Select
Unknown as the choice. Go to Print Control.

e Once at Print Control, change the Output Form to Record Number, check Invert Name, un-
check Include Family Tie, uncheck Use Label Info if Available, check Include Names with
Blank Addresses, and print the list to printer.

e Go back to Print Names Field Select, go again to the third tab page, select Family Status once
more, this time selection Undefined. Go to Print Control and print that list.

e If there are any names on either list, you’ll need to go into Update Names and update those
names to be in a family unit. For some, that will mean just making them Head of Household.
For others, it will mean making them a spouse or dependent. If they are a spouse or depend-
ent, make sure they are correctly tied to a Head of Household using the Family Tie field.

Whatever the case, DO NOT leave any Unknown or Undefined for Family Status! Do
not change a name to dependent unless you can tie them to a Head of Household or
Spouse.

e After placing all names correctly into family units, go to the Utilities Menu in your old CMD
program and select the item to Rebuild or Refresh the Family Relationships file (it will be
worded differently in different versions).

Once this is done, you may try the conversion yourself. Click Utilities | Convert Old CMD Data.
When the Convert Old CMD Data dialog appears, use the directory tools to navigate to the folder
where the data is stored. Once there, click the Begin Conversion button to begin the process.

If the process breaks anywhere during the conversion, you will probably need to send your data to us.
However, new files were added as each version came along, so it is possible that all the relevant
data was converted. If you get a break in the conversion, exit CMD then restart it. Check in the En-
ter/Modify/Delete Names dialog to see if the data that is most important to you is there.
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If not, e-mail us with a copy of your data, tell us the version you were using, and request a free data
conversion. We’ll do our best to convert your data and then return it to you in a form that you can
then restore into CMD 2006.

Using CMD on More Than One Computer

The license you get with CMD allows you to use the program on as many computers in your specific
ministry setting as needed, whether in the church office or in the homes of your pastors or members.
If you give, loan, lease/rent, or sell CMD to another church or ministry setting outside your
own, then you are breaking our license agreement, and you are violating copyright law. Please
honor our commitment to provide this ministry tool for a fair price by keeping it only for your
ministry setting!

Important Tips!

If you intend to use CMD on a number of computers that are not connected by a network, you need to
be aware of several things:

e You can freely backup CMD’s data from one computer and restore it onto another one
e You can backup from any computer and restore onto any other one at any time

e You cannot enter data at separate computers and then “merge” the data together! Whenever
you backup from one and restore it onto another one, the data on the machine receiving the
restore is always overwritten completely by the data coming from the computer from which
the backup came.

o If you have a number of computers in a church office that need to use the data, we highly rec-
ommend that you set up a network so that each computer in the office can work with the
same physical data at the same time! Such hardware is inexpensive and easy to install. See
Chapter 22 starting on page 181 for specific instructions for setting up CMD on a network.

Recreating Your Configuration File

On page 5 the Initialization dialog has a second option in addition to Create New CMD File. It’s
called Create Configuration File Only and is generally used in one of these circumstances:

e Your CMD’s configuration file has been corrupted and you need to re-create it so that you
can get access to your CMD 2006 data

e You need to setup CMD on a network, and the data files have already been initialized on
some other computer or network

When you click the Create Configuration File Only button, this dialog appears: (see next page)
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While it is similar to the Create New CMD File dia-
log, it’s only function is to help CMD find the data

already setup somewhere on your computer or on a

network.

Click the Get Path button to bring up a standard Win-
dows Browse dialog to browse for the folder or loca-
tion on the network where the data resides. Click OK
once the data has been found, a new configuration file
will be created, and you will be able to connect to the
data.

Create /Reconstruct CMD Configuration File il

File Description

ICommumty Church Data\
X Cancel

i

7 Help
Find the path where your data files are located:

Selected Data Path: C:M\CMD2008

Get path |

™ ADS network server is installed
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Users, Passwords, & Security

CMD for Windows has a whole slate of features for data security, privacy, and protection. These se-
curity features are actually embedded in the physical database itself, and are equally enforced regard-
less of your type of setup. Whether you use CMD on a standalone computer, use it on a network with
a server, or use it in a peer-to-peer network, the protections are the same.

Further, if your practice is to backup CMD data and manually carry it to another computer where it is
restored and used, the very same protections defined where the data was backed up will be in force
when you restore it on another computer.

If you have created more than one set of CMD data files, users, passwords, and restrictions will need
to be defined for each data file set separately. They, too, will remain with the database wherever it is
installed and used.

Users & User Groups

What makes all the security and privacy features work are Users and User Groups.

A “user” is any person allowed to have access to CMD. When you tell CMD about a user, you will
assign a “user name” for that person, give them a password (which they can change anytime later on).

“User Groups” dictate the level of access that any given user has. Each user name that is created for
CMD is placed in one of the following seven user groups:

e Administrative

e Full Access

e Full Access without Contributions

e General Access

e General Access without Contributions
e Front Desk Full Access

e Front Desk Read Only Access

Details about the rights and privileges granted to users in each of the above user groups are outlined
on page 13.
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CMD Login

In normal use, you will need to provide a user name and password when CMD first starts up in order
to gain access. If a correct user name and password are entered, CMD continues its program execu-
tion and you can use the program according to the rights
granted the user by virtue of their user group membership.
If the correct user name and password are not entered, (G 7oty T Ehoess Gl e et (g (B eeeess:
5 - -y Enter a valid User Name and Password now:
you’ll be given two more opportunities to enter the correct
information before program execution is immediately
halted.

CMD Login X|

User Name ||

Password I

You may, at your discretion, elect not to enforce user log-

ins. Keep in mind that if you do not enforce the login, X Cancel |

your CMD’s data is not protected in any way.

) . ) Figure 2.1. The CMD Login appears
This may be appropriate if you use CMD on a standalone com-  whenever you try to access a CMD

puter, don’t share the data with anyone, and access to the com- database.
puter itself is limited.

If, however, CMD is installed on any computer that can easily be accessed by others, we highly rec-
ommend that you maintain a login requirement for gaining access to CMD. If you leave it unpro-
tected, someone could enter CMD, find their way to the dialog where protections are defined, and
actually lock you out of your own data!

Default User & Password

When you create a new CMD Data File, CMD pre-defines one “administrative” user and password.
For a brand new CMD database, the pre-defined user name is admin and the password is password.

Immediately after you’ve created a new CMD database, you’ll be asked to login. When you see the
login dialog, enter admin and password in the appropriate blanks and click OK. Assuming you en-
tered admin and password in the correct places, the login dialog will disappear and the blank program
screen will be displayed.

An Important First Step

An administrative user is the only kind of user who can gain access to the dialog where users are
added or removed and where the various access rights are granted. It is important to immediately
establish a brand new, administrative level user name and password. Once you’ve defined it, exit
CMD then re-enter CMD and login using the new administrative user name and password to make
sure it works properly. Once you have tested this new administrative user name and password, you
should then either update the default admin user name with a new password or delete it entirely be-
cause admin and password are common defaults and thus don’t provide much protection. However,
make sure your new administrative user name and password work correctly before you alter
the defaults or you may lock yourself out of CMD and will have to call us for help!

To add or delete users, you’ll be using the User Administration dialog. Administrative level users
can access it by selecting Preferences | User Administration.
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User Administration

The User Administration dialog is available only to users who have logged in to CMD as an Admin-
istrative user. The default user that is created when you first create a new data file, admin, is assigned
to that group, so this function is available to you when you first start up. Following is an explanation
of the items on the User Administration dialog:

Login

The first choice to be made is whether or not the login is to be enforced. By default, the Login Re-
quired is checked. We suggest you leave it that way!

User Groups

Listed next are the available user groups which are defined for use in CMD. To the right of the list is
a brief description of the rights and permissions accorded to members of the selected group. The
details about each group’s rights and permissions:

e Administrative. Users assigned to this group have access to all CMD program functions and
data, and are authorized to have access to the tools that can change the configuration, and
access to the administrative tools that can change passwords, and add or remove users.

User administration ll

— Login desig

IV Login required

— User Groups — User Group Description

& Administrative

Administrative users have unrestricted rights to all
" Full access functions and data, plus rights to add or remove
 Full access except contribuitons users, and set passwords
™ General Access

° General Access except contributions
" Frant Desk full access

" Frant Desk read only access

— Users  Add new users

Admin User name I

Password I

Add new user to selected group |

— Change p d

| | Save passward |

Rermove user

Figure 2.2. The User Administration dialog has the tools to add or remove users,
change passwords, and set user rights.
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We recommend that the number of people assigned to this user group be very small!
Only need-to-know persons using your data should be assigned to this group. You may wish
to keep admin as a valid user name. If you do, change its password! If you wish to remove
admin as a user, first create a new Administrative user and test out its access to make sure it
works before you delete admin! Otherwise you may find yourself unable to regain access to
the User Administration dialog to make any more changes!

e Full Access. Users in this group have access to all CMD program functions and data, but
cannot access the configuration or user administration tools.

This is a good group in which to place members of your pastoral staff or others who should
have full access to even the most confidential information but who need not tinker with the
configuration or don’t need to add or remove users.

e Full Access without Contributions. Users in this group have the same privileges as Full
Access users except they cannot access any contributions functions or data.

It may be that in your setting, even pastors shouldn’t have access to giving records, but
otherwise need access to everything else.

e General Access. Users in this group may access all program functions and data except for
comments and visitation information. Those fields appear blank on the screens of General
Access users, and these users cannot enter or delete comments or visitation.

This is a good user group for a church secretary to be placed in if the pastoral staff or certain
elders in the congregation make extensive use of the comments fields or enter visitation
information. Since notes from a visit or comments about an individual or family are likely to
be more sensitive, confidentiality can be maintained by assigning non-pastoral users General
Access.

e General Access without Contributions. In addition to the limitations of General Access
users, users in this group cannot access any contributions functions or data.

e Front Desk Full Access. This user group allows access only to the Front Desk program, in-
cluding the rights to update information displayed in Front Desk. Access to the full CMD
program is not permitted for these users, only Front Desk.

e Front Desk Read Only Access. This user group allows access only to the Front Desk pro-
gram and cannot alter any of the data displayed in Front Desk.
Viewing Users Assigned to a User Group

As you select different user groups in the User Groups box, the list of users assigned to the selected
group will be displayed directly under the User Groups box in the Users box. Users listed for any
group are automatically assigned the privileges and limitations for their particular user group.

Adding a New User

To add a new user, first click the User Group to which the new name is to be assigned. Then enter the
user name you wish to add and type in the password in the Add New Users box.

The user name can be a full name, a nickname, a first name, or most anything. It just needs to be eas-
ily remembered and entered by the user. You may enter it with upper and lower case letters if you
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wish, however, case is not considered for either user name - add new users
or password on login.

User name Ijohn

Note that a particular User Name can only be assigned
once in the entire group of user names. So use unique
names when adding a new user name.

Password Ij erusalem

Add new user to selected group

When the user name and password are what you want
them to be, click the Add New User to Selected Group Figure 2.3. The Add New Users section of
button. The name will be immediately added, and the list ~ the User Administration dialog.

of users for the selected User Group will be updated.

Changing a Password

There are actually two options for changing a password. Each valid user can change their own pass-
word at any time using the Change Password item on the Preferences Menu. You can also change
it for them here on the User Administration dialog.

To change their password here, click on their user name in the Users list, type in the new password in
the Change Password edit box, then click Save Password. Their new password is immediately in
force.

Delete a User

If you wish to remove a user from the Users list, click on the user name and then click the Remove
User button. The effect is immediate. The next time the deleted user attempts to login, they will be
denied access.

Changing a User’s User Group Designation

There is no direct way to change a user’s User Group designation. You’ll need to just delete the user
name and then re-enter it after selecting the desired group.

The Back Door

In the interest of full disclosure, we have included what is known as “back door” access to any CMD
database. It is not uncommon for us to need to work with your data from time to time, provide CASS
certification services, help you debug a problem, or just help you walk through a specific program
feature or function. In most cases we can solve the issue more quickly if we are viewing the data that
you are working with.

The back door enables us to get the access we need to any data sent to us in order to provide the re-
quested help. It also allows us a way to help you should you ever mess up your user administration
and find yourself locked out of your own data!

Data sent to us is never shared with anyone else, and is rarely kept on our computer for more than a
few days. No use will ever be made of any of the data you send to us except for what must be done in
order to respond to the issue at hand.
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Final Words

We strongly recommend that you take the defining of user names and passwords very seriously.
The limitations and permissions are a very powerful tool for protecting your data. Your church mem-
bers deserve every reasonable precaution you can take to keep their information private and secure.

While no protection scheme is perfect (including this one), it will be extremely difficult for any but
the most experienced and determined hacker to find their way in.

We are interested in your comments regarding the user groups’ rights and limitations. Given the num-
ber of fields that CMD uses, there could be a very large possible combination of user rights and per-
missions that could be created. We’ve tried to provide user groups that seemed to be reasonable and
appropriate for general use. If you can think of others more suitable for your needs, please let us
know what kind of alterations you’d like us to make. As with other parts of CMD, we do our best to
make reasonable accommodation for our users wherever possible.
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3

Getting the Most from CMD

This chapter is a combination of general tips, tricks, shortcuts, and features in CMD that can help you
get the most out of it. Many of these become obvious as you use the program; others won’t be noticed
unless you read about them here or elsewhere in the manual.

The information gleaned here will likely save you much more time in the long run that it will take to
read through this chapter!

What to Do When you Need Help

There are three ways to obtain help when using CMD:

e On-line, context-sensitive help is available throughout the CMD system whenever you press
F1 or click the Help button. The Help button may bring up a general help topic for a given
dialog if there is some complexity to it, but you’ll see cross-links to specific help when it’s
available. Pressing F1 will give you the most specific help based on your current place in a
dialog or process when more specific help is available.

e This manual will give you much of the detailed information you’ll need.

e Call or e-mail us for help. Because of our own commitment to ministry, e-mail is the pre-
ferred method. But we will answer the phone as we are able. Our e-mail:

info@softwareforministry.com

Software for Ministry reserves the right to alter its support policies at any time without prior
notice.

Data File Backups

If you’ve used computers much, you probably already know that it’s not a question of if something
will go wrong, it’s a question of when! While we make every effort to provide you with bug-free soft-
ware, there will be times when you might run in to an error in the program. There might be times
when one or more parts of your computer don’t work correctly. There may be times the electrical sys-
tem in your church will deliver a surge or a brown-out. Many things can cause something to go wrong
with a computer and its software!
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Because of this, we urge, implore, beg, hope, cajole, and desperately wish that you will make
regular backups of your CMD data. (Do you get the idea that we think this is VERY impor-
tant???).

You will not need to keep additional backups of the CMD system files since you either have a CD of
the program or you have the download version in a folder somewhere on your computer. Your data,
however, isn’t so easily replaced! Even if you have a major problem with CMD, good backups assure
that you will rarely lose more than a small portion of your work.

Backing up your data is so important that we have provided an integral Backup and Restore system
built right into CMD complete with data compression. You’ll find it discussed thoroughly in Chapter
21, which discusses the File Menu options, starting on page 173. In addition, we’ve provided for
automatic backups, and backup reminders based on triggers that you determine yourself. These are
discussed in Chapter 20, as an item in the Preferences Menu.

Preferences

CMD provides many user-definable features that allow you to tailor much of its functionality to your
specific ministry setting. While defaults are provided for most of these preferences to get you up and
running quickly, they can be easily changed as you begin to think of new ways to use CMD in your
ministry. All are detailed in the chapter on Preferences, but for now, here’s a list of preferences that
you can change at will to suit your needs:

e Up to 300 choices each on most menu-oriented fields (more on menu fields below)

e 3 user-definable, user-namable menu fields

o 1 user-definable, user-namable text field

o 4 user-definable, user-namable date fields

e List of titles (Mr, Mrs, etc)

o List of Marital Status choices

o List of return addresses

o List of attendance events

You may find it advantageous to spend a little time thinking about the preferences available to you
before you enter a lot of data into CMD. This may save you some time updating later on!

Notes on Menus

CMD allows you to define the actual menu choices for most of its menu-oriented fields. For the
Membership Status, Affiliation, SS Division/Class, Offices, Talents, Activities, User 1, and User
2 fields, you may specify your choice of up to 300 different menu choices for each of these fields.
The User 4 menu is set aside to track Ethnicity by default, but this field can be renamed for another
purpose if you don’t wish or need to track ethnicity. The User 4 menu offers up to 10 choices for you
to define, and the Archive Leave Reason allots you five. The choices are defined by selecting the
Menu Items (pick lists) option on the Preferences Menu.



Chapter 3—Getting the Most from CMD 19

During installation, CMD provides default choices for each of these menus. You may, however, spec-
ify the default menu choices for both the Membership Status and SS Class/Division fields, or you
may elect to keep the default suggestions. Here’s some hints which might be helpful:

e SS Class/Division Menu: You may wish to enter each of your children’s SS Divisions/
Classes as a separate menu choice, and then enter your adult division showing the class in-
stead of having one line that simply says “Adult.” This means you could enter adult classes as
AdI-Smith or Adl-Jones for classes taught by Ms. Smith or Mr. Jones.

e Talents Menu: You may wish to use this menu to track musical, artistic, and practical tal-
ents and hobbies and use User 1 or User 2 to store spiritual gifts.

e Membership Status Menu: The suggestions provided for Membership Status are based on
input from many of our users. We recommend that your list at least include choices for Ac-
tive Members, Inactive Members, Homebound Members, Non-member attenders (spouses or
children not yet received into local church membership), Out of Area Members (those who
keep membership at your church but who have moved out of the area), Interests, Area Clergy,
and Area Churches. These choices will enhance your ability to print a wide variety of useful
reports.

Postcards and Rotary-style cards

Printing Postcards can be a quick and inexpensive way to communicate with various groups in your
church. For example, it may be much quicker and less expensive to print postcards to remind board
members of an upcoming meeting than writing, copying, stuffing, labeling, and stamping a letter-
based announcement.

CMD uses 3 different postcard sizes and two rotary-style card sizes:

e 4 x6 inch postcards. Use Avery #5389 for 4 x 6 laser postcards. You may also simply use
heavy card stock if your printer will handle the form’s weight. You can then use your paper
cutter to trim away the edges and then cut the cards in half. This will save significant dollars
over using Avery’s postcard stock form.

e 3.5x5.5inch cards. Use stock number PC5B6 from BlanksUSA for the 3.5 x 5.5 cards. See
their website at www.BlanksUSA.com.

¢ Pre-stamped USPS postcards. These cards may be purchased at any US Post Office for the
face value of the postcard postage.

e Rotary-style cards. For the small rotary-style cards, try Avery #5385 for laser and inkjet
printers. The Rolodex company makes 3 x 5 size cards for laser and inkjet use.

Name Search Dialogs

Many times through the normal course of using CMD, you will need to access individual names or
find a family to view, update, or delete some data, update attendance, enter visitation dates or com-
ments.

CMD uses different search dialogs for finding families and for finding individuals. Both are illus-
trated on the next page. When using either of these dialogs, you’ll see a text entry box along with a
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list box displaying the first few names in your list. To find any name or family, simply begin typing
in the letters of the Last Name of the person or family for whom you are looking. With each key-
stroke you enter, you will be taken closer in your list to the name or family that most closely
matches what you are typing. When you have found the name, double-click on it, or click on it with
the mouse pointer and then either click Call Name or press RETURN. Note that a name MUST be
highlighted in order for the name to be called.

From the Individual Name Lookup dialog you may also print an envelope addressed to the name,

Family Name Lookup

Enter Family for search...

X| Figure 3.1. The Family Name Lookup dialog

_Abner, Yictor & Louise
Acarn, Cliff & Sharon
Adelman, Sandford & Rhoda
Aguapo, Lester & Maria Cristina
Aguiling, Mary
Albery, Gradyl & Krystal
Alexander, Clinton & Sheila
Alexandria, Ronald & Blanch
[ |allen, Christine
Alvarez Sr, Joshoa
Alvaro, Ben
Anders, Darmon & Sharon
Andreason, Loraine
Andreshorn, Wilmore
_Anholm‘ Cheryl
[ [Anholm, J Milford & Louise
Anholm, James

Arcadia, Milton
_Armstrong‘ Cheryl LI

f
plabbey, Fred & Wilma i|

W Call family |
7 Help |
ﬁglose |

List family members |
@ Show picture |

allows you to locate a family record using
the Family Name field.

Figure 3.2. The Individual Name
Lookup allows you to search for an In-
dividual by their last name. This is the
dialog used in Enter/Modify/Delete
Names. However, you’ll find similar
screens in other parts of CMD that work
in essentially the same way.

Individual Name Lookup X|

Enter Individual for Search...

Use First Name instead of Goes By |

Last Name Goes By Title |Sufﬁx |ﬂ  Call narrie |
P|Abbey Fred My
_|Abbey Gary ? Help |
_|Abbey Tani Miss
_|Abbey Wilma ﬂglose |
_|Abner Erikson
_|Abner Louise Mrs

Abner Shawna
| abner ictor Or FHD i= List family members |
|acam Clif Dr
|acom Dianiel @ Show picture |
:Acorn Sharon Mrs

Acarn Shelly =3 Print envelope |
_|Adelman Rhoda

Adelman Sandford MName/Address to clipboard |
_Aguapo Abraham
_Aguapg Alan E-mail address to clipboard |
:Aguapo Brenna :
_Aguapg Brian ﬂ Send e-mail from here |
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display their picture if available, send some of the information to the clipboard for use in another pro-
gram, or send an e-mail through Outlook addressed to the highlighted name.

Grid Column Adjustments

There are numerous grids used to display data throughout the CMD system. The column spacing in
each grid may or may not be appropriate for your computer’s display adapter resolution and font size
properties.

In most cases, you can resize the columns by grabbing the vertical lines in the column headers and
dragging them to the correct column width for your computer. The program will remember your set-
tings when you next return to this dialog.

Note: Some grids in CMD do not yet have the ability to remember and restore your personal column
settings. We are in the process of gradually changing all the grids over to have this capability.

Working With Calendars

Many dialogs require the use of dates. In most cases, the edit box or grid cell for a date field will con-

tain an icon that you can click which will display a pop-up calendar.

o it K June, 2004 >
When it displays, you can select the date by clicking directly on the e
day you wish to select. Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 &

If you need to select a different month, either click the scroll iconsin | & 7 8 2 10 11 12
the upper left or upper right corner of the calendar, or click your mouse 13 1415 e e 18 19

> Upper pperrig . , OF ClicK Y W 2 W 3 M € ®E
pointer directly on the month name in the calendar headingtoreveala | >z -5 23 =g

list of the months. Click directly on the month you need.

'« Today: 02/23/2004

If you need a different year, click directly on the year in the calendar
heading to see a list of years from which you can choose. If the year you need does not appear on the
list, select the month and day you need and then manually edit the year after the calendar disappears.

History Lists

A number of fields on the Enter/Modify/Delete Names dia-
log use an edit control that remembers the list of past en-
tries for that particular field. Whenever you use such a
field, it makes what has been entered in the past available !
in one of two ways. City [

State Knowville
Jackson

First, you may simply click the icon on the right edge of DPBC |Memphis
the edit box and a drop-down list which contains a list of Nonwood

Jackson

all the past entries is displayed. The top portion of the list % [Rob, e
shows a few of the most recent entries. You can select any  Titie Rf:gs:li; o e

item from the list that you wish to use in the field. First Northwoods
Last MNorwood

Fesidence |Mai| IAIternate Internationall Settingsl

Address |4354 “anderhilt Ave
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Or, you can just begin to type in the word you wish to enter. When it senses a match with however
many letters you have entered, it will present the first matching item from past entry as the sug-
gested entry. As you add more letters to the word, it will move deeper into its list if there are more
matches available. At any point you can select the suggested entry just by press TAB to move on to
the next field. Let’s go through an example to illustrate how it works. We’ll use the City field in the
Family Data area of Enter/Modify/Delete Names.

Let’s say that the family lives in a town called Norwood. ~ Resience |Mai | Atemete | insmationa! | Sstings |
So, when you reach the City field, you type the letter N. Address [4354 Vanderbitt Ave
The first match in the history list for the City field is

Nashville. So, the N is recorded, and the balance of the —
word Nashville is filled in automatically for you. Note
that all letters after the N are highlighted, which means
that you can keep typing and those letters will be replaced
by any new letters that you type Fesidence |Mai| | Alternatel Internationall Settingsl
Our town is not Nashville, it’s Norwood, so we need to Address [4354 Vanderbilt Ave
add the letter o next. So we type it in and now our City [
field shows Northwoods. We’ve just moved a bit deeper City [ =
into the list but we’re not there yet. Stato | =] an |
DPBC | Map |

Now all the letters after No are highlighted, so we can add ~ Residence |Mail | Atemate | intemational | Settings |

more letters, this time an r and then a w. Address [1354 Vanderbit Ave

Now we see Norwood. Even though we’ve not finished _ !

typing in the entire word, we see that it’s already there, so City |Nor 22 [
we can just press TAB to finish the entry and move to the sate |  ~| Zip |

next field. You only need to type in as many letters as are DPBC | Map |

needed to find the match and then you can press TAB.

Editing History Lists

You may not wish to keep all the choices on a given history list. A good example of this might be
that you had to enter a town’s name just ahead of your own town’s name for one name, and the
name of the seldom-used town now appears before the town’s name you most often enter. To re-
move the seldom-used town’s name from the list, double-click directly in the history list field you
are working in and use the dialog that pops up to remove the desired choice. Click on the offending
item and press the Del key.

You may also manually add an item to a history list. If you need to correct the spelling of an item,
delete it then re-enter it using this dialog.

History list fields currently available on the Enter/Modify/Delete dialog include City, State, & Oc-
cupation. The other fields that have an icon at the right edge are menu fields whose choices are de-
fined with the Menu Items choice on the Preferences Menu.
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Updating Menus on the Fly

If you think of a new menu choice that you’d like to have available on one or more of CMD’s menus
while you are entering information in the Enter/Modify/Delete Names dialog, you don’t have to leave
what you are doing and go to the Preferences Menu to add the new choice.

While working in any menu-oriented field, double-click directly in the edit box and the Preference
dialog that allows you to edit the menu fields (sometimes called a Pick List) will appear and you can
make the change right on the spot. The choice will become immediately available to you. Be sure to
click the Save button before leaving the menu field Preference dialog.

User Nameable Fields

A number of CMD’s fields can be renamed to designate the use for them that you desire. To change
these names, select the General Preferences choice on the Preferences Menu.

There is a practical limit to the number of characters that can be displayed properly in the various
forms that CMD uses, so you are limited to 12 characters for the user-namable fields. Note that the
new field name will be in force for all the individuals you store in your database. In other words, you
cannot name a given field differently for different individuals. Any user-definable field name will be
displayed the same on all dialogs and printed forms.

Pictures

Currently there are a number of places in which pictures can be used in CMD:

e Family Picture. This picture can be displayed when you are on the Enter/Modify/Delete
Names dialog, and is the one used when you print a pictorial church directory.

e Individual Picture. This picture can be displayed when you are on the Enter/Modify/Delete
Names dialog, and is the one used when the Child Registry and Rap Sheet pages are printed.

Each report that includes pictures prints them in roughly the same size, and always in exact propor-
tions. That means that it is critical to use the appropriate size, resolution, and format for pictures
entered into the CMD database. If you ignore the guidelines we specify, you will likely end up
with error messages or stretched proportions when you attempt to print or view pictures.

Dimensions and Proportion

e All CMD pictures should resolve to a 2 x 2.4 (H x W) dimension. If you wish to make sure
there is adequate detail, you may wish to crop the pictures slightly larger, but in the same as-
pect ratio. For example, 2.5 x 3 or 3.33 x 4 would also work. In our testing, we could not see
any difference in pictures saved larger than 2.5 x 3.

e Use 250 ppi for the resolution.

e Use JPeg format images only.
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Since CMD does not provide any photo edit functions, we recommend that you obtain suitable pic-
ture edit software such as ULead Photo Impact, or Adobe Photo Elements to make the size, resolu-
tion, and format changes. CMD only has the functions needed to acquire and print photos.

While not intended to be a plug for Adobe’s product, the following screen grab from Photoshop Ele-
ments 2.0 shows where you set the dimension and resolution when the Crop tool has been selected:

File Edit Image Enhance Layer Select Fiter View Window Help

|m|ﬂ Eé&‘ﬂ% &Q‘&é‘ﬂ Q‘@ j IEntersearch:
J gni | width: [2.4 in Height: [2 in Resolution: [250 |pixcelsfinch = || _FrontImage |

Backup Implications

Adding pictures to your data file will swell its size in short order. This has implications for your
backup procedures. Because of the nature of the new security features in CMD, we’ve altered the
backup process to always backup all the data files together. This is enforced because when the data
files out of sync, your data base will no longer work. So you cannot backup your pictures separate
from the rest of your data.

This means that you are going to have to have media that can handle the increased size of your
data files. Among the solutions available: backup onto a Zip disk, onto a CD-RW (not a CD-R),
backup to a network drive, or use one of the pocket flash devices that attach to your system via a USB
port. Any of these options work well. Just make sure that you make good backups!
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A

Enter/Modify/Delete Names Dialog

The workhorse dialog in CMD is called Enter/Modify/Delete Names, and is accessed by selecting
Enter/Modify/Delete on the Names Menu, by clicking its speed button, or by pressing CTRL-E
from a blank CMD screen.

Several important functions happen on this dialog that cannot be done anywhere else in CMD:

Adding a new family to the database

Adding family members to a family along with appropriate data

Removing (deleting) a family or family members from the database

Moving an individual from one family to another

Placing deleted names into the Archive file so that they can be included in a clerk report
Updating of all family or personal information

Entry of visitation information, and comments (individual and family)

Entry of child registry information

Because all families and individual names must be entered here before they can be printed or used in
any other way, do not attempt to use any other system command without first entering some names.

When you first arrive at Enter/Modify/Delete before you’ve entered your first family, all the data
fields will be blank. When you arrive here after you’ve entered some families, the information for the
first family in the list will appear in the data fields.

At first glance, the appearance of the Enter/Modify/Delete Names dialog looks busy! That’s because a
lot of fields and functionality is packed into this one page. But once you’ve had a chance to use it for
awhile, its layout will become familiar, and you’ll find yourself working with it easily. You’ll actu-
ally begin to appreciate having so many features and fields accessible on the same page because it
will make your data entry work more efficient.

On the next page is a screen grab of the Enter/Modify/Delete Names dialog.
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Enter /Modify /Delete Names

Family Name [Abhey, Fred & Wilma

Fesidence |Mai| | Alternate Internationall Settingsl

Label Text
[The Abbey Family

i I I 13 S S R R K

X

Address [3232 Big Sky Rd

Home Phone Alternate Phone Find family P e
|909-234-2232 Last Update: @ Family picture |
[~ Caonfidential [~ Caonfidential 04/13/2004

City IRiVerside ﬂ Family Comments (double-click for larger area) IV tMember ho.usafholl.j
. This is a wonderiul family that has contributed a lot to the ;I ¥ Include farmily in directory
State ICA ﬂ Zip |92515 Dp I life of this church. They are a talented bunch and can help v Awvailable to Front Desk

Eount I LI Ma I with leadership, fellowship, music, administration, and .

y P teaching. LI Add new family member
Fred |Wi|ma| Gary |T0ni |
Double-click grid for pick list

Title IMr 'l Middle = | ("l Offices y = V¥ Gets Mewsletter El %l

i _— . v Include in directary
First IFred IG. Talents Building Committee % Regular Attender al
Last |Abbey SUfﬁx| o Food Bank oo

Goes By IFred 1D NumI

E-Mail  [fed@acl.com ¥ 0K

Q Comm ISDn-in-Iaw of Marton's

Work Ph I909-?94-2341 ¥ Confidential

Fax I909-?95-3456 ¥ Confidential
Cell I909-?96-4321 ¥ Confidential
Pagyer IQDQ-?Q?-QB?E [ Confidential

I [~ Canfidential

MemStat IMemberActwe LI
S5 Div IF'rimary LI
Affiliation | =]

Master Planning Camm

FavoriteFood Music Committee

Birth

06/16/1945
Anniversary |11/25/1984 @

Bapti 03161976 @
User Date 1  |04/11/1593 @
User Date 2  |05/13/1595 @

Ministries Personnel Committee LI
Parish | LI
Marital Status Family Status
IMarried LI IHushand j
Gender Ethnicity Ber
[Male x| |Black =]
Occupation
IHistory Teacher LI [~ Retired Last Visit
Clerk/Church Membership Information
Method ITransferILetter LI

Specifics Ifrom Jeff City, MO

Date Joined IDSJ‘DBQDDfi @

User Date 4 @
04/21/2004 @

Last Update 05/09/2005

YWark/School Infarmation |

Comments ? Help |

Figure 4.1. The Enter/Modify/Delete Names dialog. In this screen shot, three user fields have been
renamed (Favorite Food, Ministries, and Parish), and one User Date has been renamed (Bereavement).
Note that each individual in the family has their own tab page. Clicking the tab of an individual’s name

will display their information.

Finding a Family or Name

There are several ways to move around in the data file to locate a family or an individual in your data

file:

e Use the “navigation bar” which looks like this: | «|»|m|#|=| |v|x]e]

The first four buttons move forward or backward through the list of families. The + button

allows you to add a new family. The - button deletes one. The check mark saves data, the X
aborts changes, and the half-circle with the arrow on the end refreshes your data. The pyra-
mid-shaped button starts edit mode, though this generally happens automatically when you
click into a field and begin typing to make any needed changes.

o Click the Find Family button to locate a family

e Click the Find Individual button to search for a specific individual
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Family Data Area

The Family data area, located in the upper third of the Enter/Modify/Delete Names dialog, contains
fields that are common to all members of a family. You need enter this information only once, and it
will immediately be applied to all family members.

Individuals Data Area

The Individuals data area, located in the lower two-thirds of the Enter/Modify/Delete Names dialog,
contains fields that are unique to each person in a family. Each family member’s data appears on his
or her own tab page. You can view any family member’s information simply by clicking on the tab of
the person whose data you wish to view.

Getting Help

For general help, click the Help button in the lower right corner of the Individuals data area. The help
topic that appears will have links for all the specific functions and fields on this dialog as well as gen-
eral information about it.

Remember that CMD’s help system is also context-sensitive. That means that when the cursor is in,
for example, the Family Name field, when you press F1 the specific help topic for the Family Name
field will appear.

When is the Data Saved?

Generally, data is automatically saved at several points enabling you to simply use the Enter/
Modify/Delete Names dialog without worrying about it. Data is saved when you...

e Click the check mark button on the navigation bar. There’s a separate check mark in the Fam-
ily data area and the Individuals data area. If the check mark is disabled or grayed out, then
there is nothing to save. You may click it anytime it is enabled to save at any point

e Move from one family to another using the buttons on the navigation bar

e Click the Find Family, Find Individuals, Family Picture, or Add New Family Member button
e Click a different family member’s tab page

o Enter Offices, Talents, Activities, User 1, or User 2 fields for an individual

e Enter comments, visitation, attendance, or work/school information

If you attempt to leave the Enter/Modify/Delete Names dialog and something has not yet been saved,
you’ll be asked if you wish to save it before you leave.
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Command Buttons

There are a number of command buttons which appear on the Enter/Modify/Delete Names dialog:

Navigation Bar. See page 26.

Close. The close button is the small box in the upper right corner of the dialog with the X.
Click this button when you are through using Enter/Modify/Delete and are ready to leave.

Find Family. Click this button to bring up the Family Name Lookup dialog to locate names
by family.

Find Individual. Click this button to bring up the Individual Name Lookup dialog to locate
any individual in your data file. When he or she is found, the family information for the per-
son you requested will be displayed in the Family data area, and the tab page of the name you
searched for will be selected in the Individuals data area.

Family Picture. Click this button to search for or display or clear a picture for the family cur-
rently displayed in the Family data area. See the next chapter for more specific information.

Add New Family Member. Click this button whenever you wish to add a new name to a
family or when you need to reassign one from one family to the family currently displayed on
the screen.

Print Envelope. The Print Envelope button is located just to the right of the Gets Newsletter
field in the upper right corner of the Individuals data area. Click this button if you wish to
print an envelope for the currently selected individual. When you click this button, a dialog
will appear with several name options, and with access to CMD’s envelope definition dialog
so that you can set up envelopes for your printer.

Reorder Family Members. The Reorder Family Members button is located just to the right
of the Print Envelope button. Click this button when you wish to reorder the individuals as
they appear on the tabs in the Individuals data area. This may be necessary to correctly order
the way names print in some of the output forms such as Church Directory.

When this item is selected, a small dialog will appear. You can highlight any family name
and move them around to be in the order that you wish. Click the OK button to save the reor-
dered list. The tabs will immediately reflect the new ordering.

Print Profiles. Located just below the Print Envelope button, click this button if you wish to
print a profile page of either the currently selected individual or the family.

Individual Picture. Located just below the Reorder Family Members button, click it to
search for or display or clear a picture of the individual who’s data is currently being dis-
played. See the next chapter for more specific information.

Work/School Information. Click this button to see a small dialog that you can use to enter
any specifics about the currently selected individual’s work or school setting or child registry
information.

Comments/Visitation/Attendance button. The button used to Wark/Schoal Information
select one of these functions is located in the lower right corner
of the Individuals data area and looks like this: Comments ? Help
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When you first arrive in Enter/Modify/Delete Names, the button is labeled Comments. That
means that if you push the button, the comments dialog for the currently displayed individ-
ual will be brought to the screen.

To change the function of this button, you may either...

1 Click the small + in the lower right corner of the button to bring up a list of choices that
you can select from (either Comments, Visitation, or Attendance). Once the function has
been selected, clicking the button will call up that function. Or,

2 If you have a wheel mouse, move the mouse pointer anywhere in the button and turn the
wheel. Each time you move the wheel, the next item in the list will be displayed on the
button. Scroll to the one you want and then click the button to call the function.

o Help. Click this button for general help topics related to using this dialog. For specific help
related to the field in which the cursor is currently located, press F1.

The next two chapters explain in detail how to Enter, Modify, Delete, and Archive families, names,
and their associated data.
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5

Enter & Modify Names

Adding a New Family - a Brief Overview

Most of this chapter is a reference for all the fields and functions available when you enter a family or
individual into your data file. Before diving into the specifics, however, a brief overview of the proc-
ess of adding a new family to the data file will be helpful. Once you understand the flow of entering a
family along with one or more family members, the reference material that will follow will be more
easily understood.

Where to Start l v

| <[r|m]e]=][]x]e]

To add a new family, click the + button on the navigation bar in
the upper right corner of the Family data area (shown on page 34). This will clear both the Family
data area and the Individuals data area (see page 37), and the cursor will be placed in the Family
Name field in the upper left corner of the Family data area. Enter the name of the family as it should
appear in an ordered list. Enter the last name first followed by family members like this:

Smith, John, Joan, Tim, & Tina

Enter as many family members’ names in this field as needed to help you easily identify the family.

Important!

Do not just enter a last name only. Enter a last name followed by a comma, and
at least the first names of the husband/wife or the first name of a single parent
or adult.

Failure to follow our advice on this will invariably cause some of your names to be
left out when print family-based lists such as a church directory or rotary cards.
Save yourself some frustration and a support call! Enter more than just the last
name so that the CMD will see each family as unique.

Once you are finished entering the Family Name, press TAB to move to the first line of the Residence
Address.
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The Residence Address is part of the “address notebook” which contains several addresses. If a fam-
ily’s residence and mailing address are the same, enter it in the Residence address only. If the
family uses a different address to receive their mail, click the Mail tab, and enter the mailing address
in the fields provided there. Enter the rest of the information for the family as needed in the other
fields provided in the Family data area (the specifics for the other fields start on page 34).

Once all the family data has been entered, and you are ready to enter some individual family mem-
bers, click the Add New Family Member button in the lower right corner of the Family data area.

When you click Add New Family Member, a pop-up list displays several different options to describe
the type of person you are about to enter. Select the type of family member you are entering from this
list. Once you’ve made a choice from the pop-up list, a tab will be created for the new family member
in the Individuals data area, and the cursor will be automatically placed in the Title field. At this
point you may enter the information for the new family member.

Important!

You should always enter at least one individual whenever you enter a new fam-
ily. Even if there’s only one person in the family, always enter an individual.

Many of the selections and sorts used in printing require one or more of the
fields from the Individuals data area.

Name Entry Order

Families may be entered into CMD in any order you wish. CMD will take care of ordering them cor-
rectly for printing or for finding them later when their information needs to be viewed or updated.
You may add individuals to a family at any time, and you may remove them at any time as well.

When you add individuals to a family, however, we do recommend a specific order. Enter adults
or parents first. If you are entering a traditional family, enter husband, wife, and then their dependents
in age order. If you are entering a single parent, enter the parent first followed by dependents in age
order. This entry order enables CMD to print your families’ names in logical order when printing
families in the church directory.

While entering family members, you can click the Add New Family Member button as often as
needed to enter as many family members as belong in a family.

Entering Adults

There are a few simple general guidelines for entering adults that must be followed or you’ll end up
with problems later on when you attempt to print labels, a church directory, or other reports because
CMD won’t know how to properly format or group the names. To save yourself some aggravation
and a support call, enter adults as follows:
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e If you enter a husband, you must also enter a wife (or vice versa). It’s fine if you do not wish
to enter non-member spouses in your CMD data file. However, CMD will always look for a
corresponding spouse if you enter either a husband or wife. If none is found, it can cause gar-
bage to be printed instead of a name when printing lists, labels, or reports.

If you don’t wish to enter a non-member spouse, then define the one you do enter into CMD
as a Single Adult or Single Parent for CMD’s purposes. You can always note in one of the
comments fields that the individual has a non-attending, non-member spouse.

e Do not place more than one Single Adult and/or Single Parent in the same family. You can
have only one Single Adult or Single Parent in a family unit.

e You cannot have a husband, wife, and a Single Adult or Single Parent in one family. One
common situation in which you might be tempted to do this is when a young adult has
reached legal age or has graduated from high school. It would seem logical to change their
Family Status field to Single Adult and keep them in the family unit.

However, changing a young adult’s Family Status to Single Adult where there is already a
husband, wife, or other Single Adult or Single Parent will cause problems. In such a case, it’s
best to create a separate family for the young adult and reassign their individual name infor-
mation to their own family unit. A special feature that handles this situation in one easy step
is described on page 45 .

e You may use two Partners in a family unit if needed.

Adding New Names to a Family Later On

To add a new name to an already established family, click the Find Family button, locate the family
to which you wish to enter a new individual, and then click Call Name. That will bring the family to
the Family data area. The current members of the family will be visible in the Individuals data area.
Click the Add New Family Member button and add the new family member as needed.

Reassign a Name to Another Family

At some point in using CMD, you will likely find yourself needing to move a name that is in one
family to another. One such situation is when two single people in your congregation get married. In
such a case, follow these steps:

e Call up the husband’s family record using the Find Family function.

e Once his name is in the Family data area, click Add New Family Member and select Reas-
sign a Name. Search for his new wife, highlight her, and then click the Reassign button. This
will move her individual data information from whatever family she was in to the household
record of her new husband. Adjust the Title, Marital & Family Status fields as needed.

e Insuch a case, you will need to delete the left-over family record if the woman was the only
member of her former family.

Another common situation in which a name might be reassigned is when a minor child reaches 18 or
graduates from high school. See page 45 for a special shortcut available to create a new family and
reassign a young adult to it in one convenient step.
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Field Descriptions

The following section is a reference for the various fields available on the Enter/Modify/Delete dia-
log. They will be detailed in the order in which they are normally encountered during the process of

entering families and individuals as you tab through the fields.

Family Data Area

The Family data area (illustrated below) occupies the upper third of the Enter/Modify/Delete Names
dialog, and contains the data fields that are common to all members of the family. Information in the
Family Data area need only be entered once to apply to all members of the family.

Lahel Text

Family Name |Abbey, Fred & Vilma

: [The Abbey Family
Fesidence |Mai| | Altermate Internationall Settingsl ” -
ome Phone

|909-234—2232

Address [3232 Big Sky Rd

Alternate Phone

i 1 T S A

Find individual |

el it @ Family picture |
0441342004

¥ Member household

v Awailable to Front Dask

I [~ Confidential [” Confidential
City IRi\rerside LI Family Comments (double-click for larger area) Dl
. This is a wonderful farily that has contributed a lot to the ;I I Include family in directory
State ICA LI Zip I92515 P I life of this church. They are a talented bunch and can help
Country I LI Mapl with leadership, fellowship, music, administration, and

teaching.

LI Add new family member = |

A family (for purposes of CMD) should be considered those who live together at one address who are
related to each other. It may be advisable in some cases to make a separate family record for adult

children who are still living at home.

Family Name: Enter up to 40 characters for the family name. Enter the name as you would like for it
to appear in an alphabetized list. Include any family members that will help you easily identify the
family when your list gets larger. See page 31 for more info. Press TAB to move to the next field.

Address Notebook: The Address Notebook contains fields for 4 different addresses as well as some

important settings for addresses:

o Residence Address: The Residence Address is the first address you see on the address note-
book. If the family you are entering uses the same address for their mail, only enter data in

the Residence Address page.

e Mail Address: Only use this page if the family you are entering uses a mailing address that is
different than their residence address. Click the Mail tab to access these fields.

e Alternate Address: Use this address for families that change addresses seasonally.

e International Address: Use this page if the address is other than a US/Canadian address that

cannot be formatted using the fields provided.

e Settings: The first setting on the Settings page allows you to specify which address is used in
a church directory. The default setting is Residence address. The second setting allows you to
specify the country of the address. Though not used currently by CMD, this field will allow
future formatting of addresses into locally accepted formats based on country.
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e Address Fields: On all the address pages, there are two lines of 40 characters each for the
street address. If you need to use the second line, make sure that the actual delivery ad-
dress for the family is placed in the second line.

You may enter up to 20 characters in the City & Country fields, 4 in the State field, 10 in the
Zip field, 4 in the DPBC (Delivery Point Bar Code) field, and 10 in the Map Coordinate field.

Press TAB to move from one field to the next on any of the Address Notebook pages.

o History List fields. The City, State, and Country fields on Residence, Mail, and Alternate
pages are history list fields. These fields keep track of past entries and allow shortcut entries
of subsequent entries. Page 21 has more information on this keystroke saving feature.

Label Text: This field serves two purposes. First, it is useful for instances where a husband and
wife’s name does not format correctly in CMD when labels or envelopes are printed. In such cases,
you can enter text as it should appear on labels and envelopes directly in this field. Enter up to 40
characters.

You may also use this field if you wish to enter Organizations in this section of the program (instead
of in the separate Organizations database provided in CMD). This might be useful if you often in-
clude certain organizations in your regular mailings.

Home Phone: Enter the family’s home phone number here, including area code. Note that if you
have entered a default area code in the General Preferences dialog available on the Preferences Menu,
it will be entered automatically when you enter the field. If you need to leave the phone number
blank, tab on to the next field and the area code will be erased.

Home Phone Confidential: Check this box if you don’t want this family’s phone number to appear
in Church Directory output forms.

Alternate Phone/Confidential: These fields are for use when an Alternate Address is stored for the
family currently selected.

Family Comments: Double-click anywhere within the family comments field to open up a larger
dialog which allows you to enter or view comments for this family. You may enter up to 64K worth
of comments for each family in your file.

Member Household: Check this box if at least one member of the family is an actual member of
your church. This will enable you to easily print a list of member families.

Include Family in Directory: Check this box if the family should be included in the published
church family directory. If this box is not checked, no individuals from the family will be included in
the church directory even if they are marked to be included in the Individuals data area. This box must
be checked for any member of the family to be included.

Available To Front Desk. Check this box if you wish to make this family available to the Front Desk
program. If you uncheck it, it will not be available for viewing or updating in Front Desk.

Family Picture: Click this button to search for, to display, or to clear a picture for the family cur-
rently displayed in the Family data area.
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When this button is clicked, the Picture Display dialog appears. If a picture has already been saved
for this family, it will be displayed. If the Picture Display dialog is blank, click the Find Picture but-
ton to locate a picture. Click on the picture to be linked with the family, click Open, and then click the
Save Picture button when back at the Picture Display dialog.

Important!

Be sure to read the information on page 23-24 for specifics on the size, resolu-
tion, and format of pictures that you embed in the CMD database. Failure to
follow our specs for pictures will result in error messages and frustration on
your part!

Add New Family Member button: Click this button when you need to add new members to a fam-
ily. When clicked, a list will be display the different types of family members. These choices mirror
those of the Family Status field (see page 41). Select the type of family member you are adding by
clicking on the choice that most describes the individual. Your options are:

e Husband, Wife. Remember, that if you enter either one of these, make sure you enter the
other one also!

e Single Adult. Use this choice if there is no one else in the family and the individual is an
adult. Only one per family please!

e Single Parent. Use this choice only if the individual is an adult and there are dependents who
will also be entered. Only one per family please!

e Minor Child. Use this choice for underage dependents. Do not use Minor Child if he/she is
the only individual in a family. If that’s the case, use Independent Minor described below.

e Adult Child. Use this only if you wish to keep an adult child in their original family unit.
e Other Dependent. This choice might be appropriate for, say, a foster child, etc.

e Independent Minor. Use this choice only if there is no adult-level name in a family unit. For
example, you may wish to track VBS attendees in your CMD database. In such cases, you’ll
only have the name of a child to enter and not the parent(s). Or perhaps an underage child has
joined your church but his/her parents have not. Independent Minor allows CMD to properly
construct the name for family-based lists and reports.

e Partner. You may define up to two Partners in a family unit.

e Organization. If you wish to track Organizations in the main CMD data file, you should la-
bel it as such with this choice. Don’t forget that CMD has a built-in Organizations database
available on the Tools Menu

o Reassign a Name. Use this selection when you need to reassign a name from one family to
another. Use it only when the family to which a name is to be reassigned is up on the
screen. When this option is selected, a Find Individual dialog will appear. Find the individual
who is to be reassigned, highlight him/her, and then click the Reassign button.
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Saving Data
To save the family information you are entering or updating, you can click the check mark when it is
enabled in the navigation bar in the upper right corner of the Family Data area.

However, the data is also automatically saved when you scroll to another family, click the Find Fam-

ily, Find Individual, or Show Picture button. It will also be automatically saved when you add a new

family member.

Individuals Data Area

The Individuals Data area holds all the data that is specific to each person in the family. When new
family members are added, each member’s data is recorded and displayed on their own tab page. You
can move from one family member to another just by clicking the tab page of the family member
whose data you wish to view or modify. The Individuals data area looks like this:

Specifics for each field in the Individuals data area will also be presented in the same order you’ll

encounter them.

Fred |Wi|ma|Gary |T0ni |

Title IMr Yl Middle ’/| §f| ("l
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[V Confidential

[V Confidential

[V Confidential

Fax [ans-795-3455
Cell fa05-756-4321
Pager |909-?9?-98?6

[~ Confidential

[~ Confidential
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Affiliation | ~|

Double-click grid for pick list
Offices ) -
Talents Building Committee
Activities || 20d Bank
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=
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User Date 1 IDMHH 995 @

[Married User Date 2 IDSM ¥19% [
Gender Ethnicity Ber ‘I @
[Male | [Black ~|

. User Date 4 I @
Occupation
IHistory Teacher LI [~ Retired Last Visit ID"-W“?DD‘1 @

Clerk/Church Membership Information
Method ITransfen’Letter LI

Specifics Ifrom Jeff City, MO

Date Joined IDSMBQDDd @

Last Update 03/13/2006

YWork/School Information |

Camrments ? Help |

Title: You may either type up to 10 characters for the Title you wish to use, leave it blank, or select it
from the drop-down list of choices defined for your Titles Menu. To modify or define the list of titles
while you are entering a name, double-click directly in the Title field to bring up the Titles Prefer-
ences page. You can also change the list of titles by selecting the Menus Items option on the Prefer-
ences Menu. If you select the title from the drop down list, highlight it then press Enter or click on it
with your mouse pointer. Press TAB to move to the First Name field.

First Name: Enter up to 20 characters for the First Name. Use the formal name here if it is different
than the name a person generally goes by. Finish with TAB.

Middle Name: Enter up to 20 characters for the Middle Name. You may also simply enter a middle
initial, or leave it blank. Finish with TAB.
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Tip!

If you entered the family’s name properly in the Family Name field something
like this:

Smith, John & Mary

...then after you press TAB to finish the First Name entry, CMD will derive the
Last Name from the Family Name field and enter it automatically in the indi-
vidual’s Last Name field for you. CMD will also place the First Name you just
entered in the Goes By field in case the Goes By and First Name fields are go-
ing to be the same. If they are different, you may change Goes By when you
tab into it in the normal flow of entering the name.

Last Name: Enter up to 20 characters for the Last Name. Finish with TAB.
Suffix: Enter up to 6 characters. Examples: Jr., Esq., PhD., etc. Finish with TAB.

Goes By: Enter up to 20 characters. This is the name by which a person is generally known. Since in
most cases this will be the same information as the First Name, when you first arrive in Goes By the
information in the First Name field will be placed there automatically for you. If this information is
not correct, simply type in the correct information for this field. Finish with TAB.

Do not leave Goes By blank! If the person you are entering goes by their first name, make sure their
first name is entered in this field also. This is important because Goes By is often used in CMD.

ID Num: Enter up to 15 characters for an ID Number. Finish with TAB.

E-Mail: Enter up to 40 characters for the e-mail address. When the cursor is in this field, you may
press Ctrl-C to copy the e-mail address directly to the clipboard. You can then press Ctrl-V in your e-
mail program’s address field when you need to send an e-mail. Finish with TAB.

E-Mail OK: Check this box only if a name has an e-mail address and if you wish for CMD to include
his/her name as the addressee in a group e-mail instead of printing labels. The actual determination to
use e-mail for those who have e-mail addressees and print labels for those who do not is made on the
Print Control page of the Print Names dialog. However, a person’s e-mail will not be used unless the
E-Mail OK field is checked here. Finish with TAB.

Quick Comments: Enter up to 40 characters. Use this field to provide a quick visual note for things
such as extended family relationships, maiden name, job information, or any other item which would
be useful to note when you view a name on the screen. Finish with TAB.

Work, Fax, Cell, Pager, and Other Phone: There is a 20 character limit for each of these phone
fields to allow for an extension. The default area code will also be placed in the field for you if you
have defined one in the General Preferences. Finish each phone field with TAB. You may type over
the word “Other” in the Other Phone field to make it show what the number is used for. What you
enter to replace the word Other may be done differently for each name in your file.
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Confidential: This field allows you to determine whether or not phone numbers will be included in a
church directory. Some families may be sensitive about having this information published. If the Con-
fidential check box is checked, the phone number will not be printed. To check or uncheck the box,
click on it with your mouse, or press the Space Bar while the Confidential field has focus. Press TAB
if the default presented for you is acceptable. This will not affect any of the other lists generated by
Print Names, which are primarily for office use.

Menu Field Behaviors

Before you hear the details about the menu fields that come up next in the normal sequence of enter-
ing a person’s information, you need to become acquainted with a behavior that is programmed into
these menu fields: Membership Status, SS Div, Affiliation, Marital Status, Gender, and Ethnicity.

When you are adding names using the normal sequence of entering data and pressing TAB to get to
the Membership Status combo box, for example, the list of choices will automatically be “opened” or
dropped-down when you first tab into it.

However, if you move directly to a field like the Membership Status field by clicking on it with your
mouse, the combo box’s behavior might be a bit different. It might open up the list of choices and
then immediately close again. If this happens, just click the arrow icon on the right edge of the
combo box and it will open normally. If you need to click directly into one of these menu fields when
first entering a name, click in the white part of the box, not the icon, and the list will stay open for
you.

This behavior happens when the default choice has already been entered or when the field is blank. If
a different choice other than the default has already been made, the box will not open automatically.

To make a selection once the list is open, either use the cursor keys or the scroll bar control to scroll
through the list to find your choice. When you’ve found it, highlight it by moving the highlight bar
with the cursor keys and press ENTER, or by clicking on it. Then press TAB to move to the next
field.

Menu Field Specifics

Membership Status: This important field tells you at the most basic level why a name is in your da-

Tip!

When any of these menu fields has focus, you can double-click directly in the
white part of the edit box and the Preferences dialog that allows you to edit
the menu choices appears so that you can alter the list of choices for the menu.

Any changes saved here will be immediately available when you exit the Pref-
erences dialog. Remember that with almost all of CMD’s menu fields, you can
define your own list of up to 300 choices for each one.
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tabase. Only one choice per name can be made from this menu, so each choice on the menu should be
mutually exclusive. The default choices for this menu will illustrate this. Generally you’ll use this
field to differentiate between different types of members and non-members.

SS Class/Division: S.S. Class/Division may be selected in the same manner as described for selecting
Membership Status above. Scroll until you find your choice, highlight it, and then press TAB.

Affiliation: If you are in a multi-church setting, you should use this field to differentiate between
members in the various churches in your district.

If you are not in a multi-church setting, you could use this field to track members who generally at-
tend different worship services.

Multi-Choice Menus

Offices, Talents, Activities, Userl, User 2: Since these five menus function in a similar manner,
we’ll explain them as a group. The process for viewing and selecting items for these menus applies to
all of these fields. These fields differ from other menu fields in CMD in that you can store as many of
the available choices on each of these menus as you desire in any hame’s data record!

When first entering a name’s data, the Offices label will be underlined, meaning that Offices is the
field that you can view or edit. Since all the above menu fields operate the same way, we’ll use the
Offices field as our example.

When first entering a name, the single-column grid to the right of the fields will be blank. Double-
click directly in the grid while Offices is underlined to bring up this dialog which you can use to mark
the name with any number of the church offices on your list:

When you arrive at this dialog, you’ll notice a list of possible choices in the left column, and a list of
the currently selected items in the right column. To add a new item to the list, click on it in the left

Pick Offices X

Offices Pick List

Your Selections
Board Member :l
Elder

Elder -
Board Member —

Master Planning Caornm
Personnel Committes

Missions Committes
Cutreach Committee
Music Committes
Murture Committes

Building Committes
Palicy Committee
Wedding Committee

S5 Leader
5SS Teacher
S Division Aide

Youth Deparment
Juniors
Tiny Tots

Finance Committes =

Add picks to list 5= |

5# Remove selected item |

Edit Offices Pick List |

V' OK | 7 Help |

Mizsions Committee
FPersannel Cammittes
p| outh Deparment
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column and then click the Add Picks to List button to move them to the right column. You can hold
CTRL while you click to select multiple items and move them all with one click if you wish. To re-
move a choice, click on it in the right column and click the Remove Selected Item button.

If you need to edit the list of possible choices, click the Edit Pick List button. Any changes that are
made there will be immediately reflected on this dialog.

When you are finished adding or removing choices in the Your Selections column above, click OK
and you’ll be returned to the Enter/Modify/Delete Names dialog. You’ll notice the choices you just
made reflected in the grid to the right of the field names.

To add to or remove items from Talents, Activities, User 1, or User 2, click directly on the label for
the field you want to edit. When it’s underlined, any current choices for the underlined menu will be
displayed in the grid, and will appear for selection when you double-click the grid.

User 3: User 1, User 2, User 3, and User 4 are all designed to be defined according to your specific
needs. User 1 and User 2 are menu fields similar to Offices or Talents. User 3 is a 30-character text
field more like Quick Comments. User 4 by default tracks Ethnicity. Note that you can change the
name for any of the user fields use by selecting the User Field Names item on the General Prefer-
ences dialog.

Marital Status: Make a selection from the menu provided. Move the highlight bar to your choice
with the cursor keys and press ENTER, or click on it with the mouse pointer. Press TAB to move to
the next field. The choices for this menu may be changed by selecting Menu Items (pick lists) on the
Preferences Menu.

Family Status: Each name should have a family status choice that reflects his or her role in the fam-
ily. Select the appropriate choice from the menu by highlighting your choice with the cursor keys or
by a mouse click followed by ENTER. Press TAB to move to the next field. This field is not user-
definable.

Gender: As with the other drop-down menu choices, select an option with the mouse pointer or by
using the cursor keys. Finish with TAB. This field is not user-definable.

User 4/Ethnicity: By default, this field is designated to track Ethnicity. However, if you do not wish
to track ethnicity, you may rename this menu field and change the menus items to suit your needs by
selecting the Menu Items (pick lists) on the Preferences Menu, and the User Field Names page
on the General Preferences dialog.

Regardless of your use, as with the other drop-down menus choices, select an option with the mouse
pointer or by using the cursor keys. Finish with TAB.

Occupation: You may enter any description here you wish. Be consistent! The computer will be
searching for exact matches when you call for a list. Occupation is a history list field (see page 21 for
more information).

Retired: Check this box if the person is retired.

Clerk/Church Membership Information
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There are three fields used by the clerk functions to track how and when a person joined your church:

Joining Method: Select an item from this list that denotes how a member joined. This list may be
edited with the Menu Items (pick lists) on the Preferences Menu. The items you define for this list
will appear on your clerk reports.

Joining Specifics:Enter specific information about the method. For example, if someone joined by
baptism, enter something like this:

by Pastor David Johnson

If someone transferred from another church, enter something like this:

from First Church in Modesto, CA

When the clerk report is printed, the information in the Joining Method field will be combined with
the information in the Joining Specifics field.

Date Joined: Enter the date the person actually joined your church. Either type it in manually, or
click the calendar icon on the right edge of the edit box to pick the date from a pop-up calendar.

Gets Newsletter: This marks the name in a given household to which newsletters will be addressed.
Generally only one person in a household should be selected to receive it. To mark a name to get
the newsletter, make sure the check box is checked. To make a change in the check box, click on it
with your mouse pointer, or press the Space Bar when the check box has “focus.” Press TAB to move
to the next field.

Include in Church Directory: This field determines whether or not this name will be included in a
church directory. Note that a name will only be included if the Include Family in Directory field
is also marked in the Family data area.

Regular Attender: Check this item if the name is a regular attender at your church. This will be use-
ful for some lists, and for filtering names when entering attendance.

Dates: CMD provides six predefined dates, and 4 user-definable dates. Each of them is entered in the
same manner: either type the date manually in the edit box provided, or click the calendar icon on the
ridge edge of the edit box to pick the date from a pop-up calendar. Partial dates are not allowed. For
more information on how to use the pop-up calendar, see page 21. You can change the names of the
User Dates by selecting the User Field Names page on the General Preferences dialog.

Work/School Information: Click this button to see a small text entry dialog where you can enter in
free form information about a name’s work. If the name is a minor child, you access the Child Regis-
try feature. See page 44 for details.

Comments/Visitation/Attendance. These three functions are selected by means of a special button
located just under the Work/School information button. When you first

come in to Enter/Modify/Delete Names, it looks like the figure to the WarkiSchool Information
right.

Comments ? Help

When this button says Comments, clicking it will bring up the com-
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ments screen for the individual whose tab is selected in the Individuals data area.

To access the Visitation dialog for this name, either click the small + on the lower right corner of the
Comments button, or move your mouse pointer to this button and move the wheel on your mouse.

If you move the mouse wheel, the button will change to either Visitation or Attendance. If you click
the small + in the lower right corner, a pop-up menu will appear from which you may select which
function you want the button to indicate. The appropriate dialog for the indicated function will appear
when you click the button.

Comments: When the button says Comments, a dialog with a large area into which comments about
this name may be entered will appear. You may enter up to 64K worth of comments for each name in
your file. An asterisk (*) appears beside the word Comments when comments are stored for a name.

Visitation: Click the Visitation button to track virtually any number of visits received by a person.

Visitation records for Fred Abbey il
H|1|>|H|+|—|A|r’|$\’|("| Comments Entry/View
Visit Date__[wisitor |visitType | «| [Jim visited Fred in the hospital after he had his gall
»|04/21/2004 Deacon Jim Smith Hospital bladder remaoved. He had been ha\rlng trouble with gall
= stones for several months now, and it finally got bad
_|03/10/2004 Pastor Fred Jones Phane enough that he was ready to have it remaved
| |B2A22004 Pastar Fred Jones In hame

Fred was vary receptive to the visit, and thanked Jim for
carming by.

Prirt « | ? Help | i'LQIUSE |

To add a record of a visit, click the + button on the Visitation dialog’s navigation bar. A new line
with the visitation fields will appear:

o Click the calendar icon to select the date of the visit. Press Tab.
e Type in the name of the person who made the visit. Press Tab.
o Select from the drop-down list the type of visit that was made. Press TAB.

e Type in any comments that are relevant to the visit. The comments for the currently selected
visited will be displayed in the larger comments area on the bottom of the dialog.
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The visits are listed in date order, with the most recent visit appearing first. Also, the date of the most
recent visit recorded here will be automatically transferred to the Last Visit date on the Enter/Modify/
Delete Names dialog.

Attendance: _CI ick th? Atten- Attendance for Fred Abbey 5]
dance button if you wish to
view, add to, or remove atten- EventDate [Event [ &l | <] e]=][]x]|e]
dance items from the attendance ~~ |{?201/200¢  First Senice
02/05/2004 First Senice ? Help
record of the name. |o2meoons First Sence 5
) o | |0211/2004  Board mesting X1 Close
Click the + on the navigation 02152004 Second Senice
bar to add an attendance event. e iy ) — <
When one is added, click the Q05072004 | Second Senice
. 031652004 Mid-week Setvice ) .

calendar icon to select a date Tloan7o004 Board meeting Filter list |
from a pop-up calendar. Press Hlo2insoom | A

Church
Tab. First Semvice

Second Service
Select an attendance event from 55 _

Evening Service
the drop-down menu. Press the Mid-we sk Senice
check mark button to save, or Cormmunion

R Board rmeeting

click + to save and enter another Finance Committes
event. Click Edit Attendance j Edit attendance events list

Events List if you need to add a
new event to the list.

If you wish to limit the view of attendance events to a certain type, select the type you wish to view
just above the Filter List button. Once you’ve selected the item, click Filter List. Only those atten-
dance events that match the filter will be displayed.

Generally it will be more efficient to use the attendance entry tools on the Attendance Menu, but if all
you need to do is view or touch up the

attendance for a name or two, this dia-  ElICSPACREVEEED' X]
log will work just fine.

Church Affiliation [First Cormunity Church x| - | - | 5
Child Registry Denomination IChnst\an ﬂ

Dedication Date |11/23/1997 @

Whenever the currently selected name

in the Individuals data area is a minor el i veat Elamentary Schoul =l et scnoass |
child, a special feature called the Child Address [123: Fied 5

Registry is available. It is accessed City |Tacoma

when you click the Work/School button. State [WA 2ip [56765

Phone |[745-555-1212

The Child Registry dialog allows you to Grade Level [Fomeniy  v]

enter a few additional fields that are Grade | &
urseful to record about _chlldren, espe- ) | 2 Help |
cially as they become involved in o

HYHT Teacher IMrs Dudley Ml
church activities such as day camp,

VBS, or even those who regularly at-
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tend one of your SS divisions. To set the graduation date, first select the Grade Level, then enter ei-
ther their current grade or enter June 1 of their expected graduation year.

You can print the Child Registry page right from this dialog, or it can be printed as an output form
choice in Print Names. The printed form includes these fields plus additional fields such as parental
contact information, activities, important dates, and even a picture of the child. This is a great form to
provide any ministry leader who will have oversight of children so that they can memorize their
names and know how to contact parents in case of an emergency.

Modify Names

You can modify any item of information about any name or family at any time you need to using the
very same dialog and fields that were used during entry.

Call up any family or individual name that needs updating using either navigation bar buttons, the
Find Family or the Find Individual buttons.

When you have located the family or name you wish to update, click directly into any field that needs
updating, make the needed changes, and then click the check mark button on the navigation bar in the
Family data area or the Individuals data area as appropriate.

Individual Information & Reassign Shortcut

To see Individual Information or to access a spe- [ REE - x|
cial shortcut for reassigning a name, first click

on the tab of the name for which to view individ- First Name Fred 2 Help

ual information or to reassign. Once it’s been se- G ke

lected, then right click on the name’s tab, and the Family ID Num 635

dialog that is shown to the right will appear. et I Wi 13EE

Family Rank 1

This dialog shows basic record humber information
in both the individuals data file and family data Create and reassign to own new family

file, and their ranking within the family unit (the [ Kesp current family addressighane info
ranking merely refers to the order names appear on
the tabs showing each family member). This infor-
mation may be useful for debugging problems with your data file.

Below this information, a button and a check box enables this dialog to perform a special shortcut
only in specific cases where the selected member of a family needs to be moved to a whole new
family not already in CMD. If you need to reassign a name to a family that is already established in
CMD, use the Reassign a Name function on the Add New Family Member button instead. See page
33.

Clicking the Create And Reassigh To Own New Family button will cause CMD to create a new
family record for the individual listed on the Individual Information dialog and automatically reassign
this person to it all in one step. The check box determines whether or not the new family record will
keep the current family address and phone info. If it is unchecked, then you’ll need to enter that infor-
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mation manually when the new family record is created. Don’t forget to update the Family Status or
other information to reflect the situation of the newly reassigned person.

In some cases, it may mean changing a Minor Child to a Single Adult, or a Single Adult to a Husband
or Wife. Whatever the case, adjust Family Status, and perhaps Marital Status as needed to accurately
define the individual who has been moved.
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Quick Name Entry

Quick Name Entry is a convenient, alternative method for entering names and basic information
when you are working in a CMD feature or function other than Enter/Modify/Delete Names. This
means you can enter a new name into your CMD file “on the fly” without having to leave the function
or feature in which you are currently working.

For example, if you discover a new name you want to mark present for an attendance event but the
person isn’t yet in your CMD data file, you don’t have to leave the Enter Attendance dialog, go back
to the Enter/Modify/Delete Names dialog, enter the name into CMD’s data file there, then finally re-
turn to Enter Attendance to continue marking your attendance list.

Instead, click the small Add button located just to the right of the edit box where you type in a name
for a name search in Enter Attendance to access the Quick Name Entry dialog.

When you click the Add button, a small two-item menu appears from which you can select either to
add a new name to a brand new family in CMD, or add a name to a family that already exists in
CMD.

Processing all names
Hames Marked

| [agd =7 |

ﬂ Last Name Goes By | Add a name to a new family
¥ Aaen Bernie Add a name to an existing family

|_|Aalborg Carol |

=

If you elect to add a name to an existing family, a Family Name Search dialog appears so that you
can select the family to which the new name is to be added. After you have selected the family to
which the name will be added, the Quick Name Entry dialog will appear.

When you get to the Quick Name Entry dialog (see screen grab on the next page) you will see fields
for name, address, e-mail, 3 phone numbers, and a few other basic CMD data fields.

Enter as many of the items as you can (it will save you time later), then click Save to add the name to
your CMD data file. The new name just added will become immediately available to you in whatever
function you were working in when you called up Quick Name Entry right after you’ve exited from
it.

Accessing Quick Name Entry

You can access Quick Name Entry on Enter Attendance, Enter/Modify Contributions, Quick List, Hot
List, Christian Learning, and the Worship Planner. Just look for the small Add button nearby any
name search edit box.
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Quiick Name Entry

Add a name to a new family

Title IMI’ j Middle Membership Status IACtIVE Member j
First name ITthaS IA Affiliation I j
Last name IEdiSUﬂ Suffiz I Marital Status ISingle j
Goes By ITDm Family Status ISingIE Adult ﬂ
e [4321 Bright Idea 5t Gender [Male =

I W Member househald
City ISan Diego ¥ Include family in church directory

¥ Include this person in the church directo
State [ca zip [52139 . ¥

V¥ Gets newsletter
E-Mail |invent0r@brightidea.cnm =

Home Phone |B19—555—1234

Work Phone |819—555—2345 ext 345

Reqular attender

Cell [615-565-4321 X Cancel ? Help C/ Save |

In the screen grab of the Quick Name Entry dialog above, note that the fields on the right half of the
screen will reflect any defaults you have set up for CMD on the Preference Menu’s General Preferences
choices. You can override any of them, of course, but the fields here will reflect your default
preferences.

When adding a name to a current family, the Family Name field info is displayed across the top of the
dialog in place of the ““Add a Name to a New Family” prompt that you see above. Also, the address that is
shown when adding a name to a current family is for reference or confirmation only. Any changes made
to the address fields will not be saved in the family record. You’ll have to use Enter/Modify/Delete Names
to modify a current family’s address information.
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6

Delete & Archive Names

CMD provides two functions for removing names from your database. Both functions are accessed on
the Delete/Archive dialog, available when you click the — (minus) button on the navigation bar in
the Family data area of the Enter/Modify/Delete Names dialog. As the dialog’s name implies, the two
functions are delete and archive. Both are accomplished on the same dialog, and can be done either
separately or in the same operation.

Why is there both Delete and Archive?

When you delete a family or family member, the name or names you marked for deletion are physi-
cally removed from the database. In contrast, the archive file provides a way for CMD to remember
names who were once stored in your database in case you wish to track them for historical purposes.

In general, the archive file is designed to store basic information about past church members who left
your church - generally because they died, moved away, or renounced their faith.

If you have a district or denominational entity that requires periodic reports on your membership
rolls, the archive file should be reserved only for persons who were actual members of your congrega-
tion. If you do not need to make such reports, you can send any name to the archive file, regardless of
their membership connection to your church.

Because not all names who should be archived need to be deleted and because not all names who are
to be deleted need to be archived, CMD provides a separate facilities for both operations. For exam-

ple:

o If a family moves their membership to a church out of your local area but wants to remain on
your church’s newsletter list for awhile, archiving them only will allow their membership
transfer to be properly recorded for a clerk’s report, but will enable them to stay on the mail-
ing list.

e A family whose members were never members of your church but who came as interests for
awhile but then ceased coming, only needs to be deleted.
e If a church member dies, you should both archive and delete them.

The only exception to this is for persons who die during the year but who have given dona-
tions that you’ve been recording in CMD’s Contributions Manager. See the Chapter 24, Con-
tributions Manager for hints on how best to handle this situation.
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The Delete/Archive Dialog

To access either delete or archive, first bring up the family to be deleted or archived using the Find
Family or Find Individual functions on Enter/Modify/Delete Names. When the correct family appears
in the Family data area, click the - (minus) button on the navigation bar in the upper right corner of
the Family data area to see the Delete/Archive dialog:

Delete /archive Abner, Victor & Louise il

Select names to be archived Select names to be deleted

¥ ictar M victor Deletefarchive names
¥l Louise ¥l Louise
| Eriksaon | Eriksaon 2 Help
[T Shawna
ﬁgluse
— Archive Information
Archive Date |03/08/2004] ﬂ Reason [Transfer j

Clerk Report Comments
to Riverside Comrmunity Church

Confidential Comments

Cur chureh is going to miss this family very much. They were an integral part of our ﬂ
church ministry, and they will be a wonderful addition to the Riverside Church.

[

Figure 6.1. The Delete/Archive dialog above shows the dialog in action. Because
there are selections made in both columns, members of this family will be deleted
and archived in the same action.

Note that the Delete/Archive dialog contains two columns listing the names in the family along with
some fields in the lower half of the dialog. One column determines if names are going to be sent to
the archive file, the other if they are to be deleted. We’ll reference the information in the above
screen grab as each function is explained.

Archiving Names

The left-hand column lists names to be archived. By default, CMD will check all the names in the
family who are listed as church members. Names who are not members are left unchecked. In our
example above, three people in the family were members, but Shawna was not, so her name is not
automatically checked. If you wish to send a non-church-member family member to the archive file,
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manually check the name by clicking in the box to the left of the name. Similarly, if you wish to un-
check a name, click on the box of the family member you wish to uncheck.

Remember, archive is designed to store information only about members who have left your member-
ship. If you need to report membership changes to a district or denominational entity, storing non-
member names in the archive file will render reports of members who have left invalid since non-
member names would be mixed in.

Archiving also requires that you fill in at least two of the fields in the lower half of the dialog: the
date and the reason. In our example on page 50, you will notice that we have entered a date and a rea-
son for archiving their names. In the case of the Abner family, they had moved to a different city and
selected a church their to which to belong. The date represented the date that their request was
granted (by whatever local process you use in your church), and the Reason combo indicates that they
are transferring their membership.

The Clerk Report Comments field holds the specifics. In this case, they are moving their church
membership to the Riverside Community Church. This information will be printed as a part of the
clerk reports that show information about past members. The information in the Confidential Com-
ments field, however, will not be printed in clerk reports. It is for the private, internal use of the
church office.

Everyone Has Their Reasons...

The list of reasons that is displayed when you open the Reason combo box may be changed to fit the
needs of your tradition. You may double-click within the edit area of the Reason field to edit the list
of choices, or you may access the list as one of the menus on the Edit Menus item on the Preferences
Menu.

Deleting Names

The right hand column is a listing of names who should be deleted from your file. You will need to
manually check each name who should be permanently removed. Note that if all names are deleted
from a family, the family information will also be deleted.

Please note that names or families who are deleted cannot be undeleted. You will have to re-enter
any families or individuals who have been deleted here.
Delete/Archive Button

Once you have checked all the names in either the archive or delete column that you wish, click the
Delete/Archive button and CMD will process your request. Some confirmation dialogs will be dis-
played to let you know of the progress.
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Working with Archived Names

As described above, the data in the archive file constitutes a permanent record of names removed
from your membership list. The Archive File dialog gives you access to the names stored in your
Archive file. The Archive File dialog has pages that let you browse, update, or delete names in the
Archive file, and to print them.

The information in the Archive file is useful on its own merits, but it’s also an important part of
the reports generated in a Clerk’s Report. Maintaining an accurate Archive file will assure that
your membership records are complete and accurate.

Browse/Update Archive File

This page of the Archive File dialog displays names along with the information saved in a person’s
archive file. You can use the navigation buttons in the navigation bar in the upper right corner of the
dialog to scroll around in the archive file, or you can click the Find Individuals button to see a list
from which you can look up names you need to view, update or delete. Make changes as needed if
you wish to update information.

X|

Title IDI’ Middle H|4|P|H|+|—|/|\/|x|e|
Fzi [Burten | Find indlividuals |
Last IAmnesty Suffix I
GoesBy IBunon Affiliation I
Address |121 16 Carmino Real Date of Birth ID?;14;1955 @

I Anniversary IDEIDBH 977 @
City ISan Diego Baptism IW
State  [cA Zip 92158 Date Joined  |02115/1386 [
Home Phone Work Phone User Date 1 I @
[519-555-1212 [519-4585-1212 User Date 2 | Zl
Membership Status User Date 3 I @
IInal:tive Member User Date 4 I @
Clerk Report Comments Archive Date IDfm 311994 @
ITransfered to Paradise Valley, National City, TA

Reason for Leaving
Confidential Comments
- - ITransfer LI
Dr. Burton was unhappy about a change in ourworship :l
service and wentto a church more to his liking.
LI ? Help | i'LQIose |

Figure 6.2. The Archive File dialog allows to you view, edit, add, delete, or print
names in the archive file.



Chapter 6—Delete/Archive Names 53

Add a Name

If you need to manually add a name to the archive file, click the + button in the navigation bar and
enter the data in the fields as appropriate.

Remove a Name
To remove a name from the archive file, bring the name up to this dialog, then click the - button on
the navigation bar.

Print Names in Archive File
To print names in the archive file, click the Print tab page. Here are the controls that you have to
work with:

e Selection: This drop-down combo box allows you to select the group of names which will be
printed based on their Archive Leave Reason menu information, or you may simply print All
Names in the Archive File.

e Output Form: You may select Basic Report, Full Information, Statistics, and Merge.

Browse/Update P

Selection |AII narmes in archive file LI Select starting date:

Qutput form IBasic report j I @

Sort order ILast name order j Sefto ey deike

Affiliation IND Selection |

Page Headline I [ Invert name
Printer Destinati

& Printer
Selact IHF' Officedet 5 Series on
==  Screen
£A Fonts |Times Mew Roman, 12pt € Disk

L B R
I Printing Status I ldle &€ Abor Printing | Biegin Printing |
| Save Parameters | ? Help |
j'LQIose |

Figure 6.3. The Print page of the Archive File dialog allows you to print names in
the archive file based on starting and ending dates.
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Sort Order: You may select Last Name order or Archive Date order.

Affiliation: Select and Affiliation if you are in a multi-church district and you need to print a
church-specific list of names from the archive file.

Starting and Ending Dates: Enter Starting and Ending dates if you wish to narrow the list to
a group of names which were archived within a specific period of time.
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v

Print Names

Print Names provides the tools you need to view or print most of the lists and reports based on the
information you’ve stored in your CMD data files. Print Names will take a little while to master sim-
ply because there are so many options from which to choose. Time invested learning the possibilities
of Print Names will be repaid many times over!

To Print Names, click the Print Names in File item on the Names Menu when you are in CMD’s
main window. If you prefer, you may press Ctrl-P when no other dialogs are on the screen, or you
may click the Print Names Speed Button. The Print Names dialog consists of two “pages.” The page
that you see initially is the Selection page. The other page is labeled Print Control.

Print Process Overview

The process of printing names can be summarized in three general steps:

1 choosing the names to be printed

2 choosing the way they’ll look and where they will be viewed

3 telling the computer to begin printing the names
The Selection page is where you will accomplish step 1 above: choosing the names to be printed by
selecting from among the various fields. Once you’ve selected the names you want included in the

report, you will use the Print Control page where step 2, choosing how and where the names will be
printed, and step 3, actually printing the names are controlled.

The Selection Page

The Selection tab page displays nearly all of CMD’s data fields that you worked with on the Enter/
Modify/Delete Names dialog, although they are shown in a different order. The Selection page is il-
lustrated by the screen grab on the next page.
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X

Selection | Print Cantral |

— First step selection — Church & personal information fields

Al names in file Get macro | [~ Membership status I LI I~ “isitation Select |
 Individuals o) - :
£ Quick List category ear choices | [~ Church offices I LI ™ Marital status
£ 50 staternent [7 55 Class/Division I LI I LI
[~ Talents I LI ™ Family status
[~ Activities I LI I LI
— Newsletter & Households
: [~ FavariteF ood I LI I” Gender
[~ Mewsletter list I LI
[ Ministries I LI
[~ Households I LI -
[~ Afiliation | =| | I Ethnicity
. w
— Mail fields [ Directory I LI I _I
[ City I ™ Regular attenders I LI I™ Retired
w
[~ State/Province I [~ Attendance Select attendance | I _I
[~ Zip/Pastal cudel
’ I Joining method | | | I Age group
il dinat I - .
L [ Joining specifics From To I
[” Blank address I
™ E-tdail Ok I LI " Dates Select dates |
[ Parish
— Phone fields I
[ Hame [~ Wtk ‘ Goto Print Cantral |
I Area code [~ Occupation
= Fax = Cell P | - |
[~ Exchange I I Pager | Other I ? Help Il Close

Figure 7.1. The Select page is where you indicate which fields form the criteria of the list or report you
wish to generate. This is step 1 of the print process. Several of the fields above are user-namable fields
and have been renamed. Userl has been renamed to FavoriteFood, User 2 to Ministries, and User 3 has
been renamed to Parish. By changing these user-namable field names, you can tailor CMD to reflect your
local ministry setting.

Why you need to Select Fields

In order to print a list of names or other report containing information in your file, you need to tell the
CMD which names you wish to print. When you select a field, you are essentially telling the CMD,
“print the names associated with, or based on, this particular field.”

For example, if you select Zip/Postal Code, you’ll be allowed to enter a zip code. Only names which
have a zip code that matches the one you enter will be included in the report. If you select Church
Offices, you can print a list of names who hold any church office or offices that you specify. If you
need to print a birthday list, you would select Dates, where you will be able to specify which month
or year’s birthdays you wish to print. Until you specify one or more fields to use as criteria, the CMD
won’t know which names to print for you.
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Important!

Note that the selection process does not involve selecting which fields will be
printed in the actual report. That step comes later when you are at the Print
Control page. On the Selection page, you use the fields to determine which
names will be included in the list/report.

Where to Start

The first decision you’ll need to make in selecting which names are to be included in your list will be
made from the First Step Selection box in the upper left corner of the Selection page. Select from
among the following choices:

e All Names in File. Select this option only if you wantto [ First step selection
include every name in your file in the report. If you select & All names in file
this item, no other selections are needed on this page. " Individuals
Click the Print Control page to continue. " Quick List categary

« Individuals. Select this option only if you want to manu- | & “HL statement

ally pick some individuals from the list of all the names in
your data file. No other selections are needed on this
page. Click the Print Control page to continue. When
you click the Begin Printing button to actually print your list, a Name Search dialog will ap-
pear from which you may select the individuals to be included in the list or report.

" Field-based selections

e Quick List Category. Select this option if you wish for your list to be based on a Quick List
Category. No other selections are needed on this page. Click the Print Control page to
continue. When you arrive at Print Control, a drop-down list of available Quick List Catego-
ries will be displayed above the Name Formality combo box.

o Field-Based Selections. Select this option if you want to base your list on any one or any
combination of CMD’s data fields. When you select this item, all of the other fields displayed
on the Selection page will become enabled. You can check any number of them that you need
to define the list of names that you wish to print.

The following information about selecting fields assumes that you have clicked on Field-
Based Selections.

Selecting/Deselecting Fields

Once the Field-Based Selections radio button has been clicked and all the other fields on the Selection
page have been activated, you will need to select one or more fields to be the criteria for the list.

To select a field, click on the small check box next to it with your mouse pointer. For example, if you
wish to print a list of names who live in the city of San Diego, click on the check box to the left of the
word City in the Mail Fields box. The box will be checked, and the cursor will be placed in the edit
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control directly to the right of the City field so that you ~ Mail fields
can type in the words SAN DIEGO. When this list is " City [SAN DIEGO
printed, only names whose City field says San Diego will  StateProvince |
be included in the list. _
[~ Fip/Postal code Ii
Or, perhaps you just want to print a Newsletter list. In that I Map coordinate |
case, click the Newsletter field just below First Step Se- I Blank address
lection. There are no additional choices which need to T EMail oK | =

be made when you select Newsletter. Most of the fields
you select will require some additional input from you, but some, like Newsletter, only need to be
selected.

If you wish to “deselect” a field, simply click on it again with your mouse pointer and it will be dese-
lected. It will not be considered when CMD looks for names to be included in your list or report.

You can easily call for much more complex lists than the examples cited so far. For example, to print
a list of inactive members who are Husbands who live in Atlanta who are between 20 and 35 years of
age and live in map coordinate 54-B5, you would select Membership Status, Family Status, City, Age
Groups, and Map Coordinate. CMD allows you to select any of these fields in any combination to

form the basis for your list!

Specifying Criteria

Whenever you click on a field to include it as part of the basis for the list, you’ll need to provide the
specific information for which CMD is to look as we did in the example above when we told CMD to
look for names living in San Diego.

How you provide the required information depends on the nature of the field you select. Some selec-
tions simply place the cursor in an edit box where you type in what you are looking for. Others will
bring up a pop-up or drop-down menu. Still others will bring up a whole new dialog from which to
make your selections. Just make sure you provide the appropriate information for which CMD is to
look when these choices appear! You can go back and alter any item at any time before you print the
list if changes are needed.

Most of the fields which require some sort of additional input from you are self-explanatory. How-
ever, there are some which may not be so obvious:

Newsletter List: Only names marked to receive the Newsletter will be printed. Generally, only one
name per household should be marked to get a newsletter.

If you wish to limit your Newsletter list to just member households or non-member households, also
check the Households box and select Member or Non-member as needed from the list of choices.

Menu Fields: You may use any number of choices from any of the menu fields you select. This
might be helpful, for example, if you want to print a list of members and you have defined several
different member designations on your Membership Status menu.

When selecting more than one choice for any menu field as criteria for a list, names will be in-
cluded if they match any one of the menu items selected.
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When you select names by a menu field, you’ll use the same dialog you used to select choices for the
menu fields that you used when you were adding names. A screen grab of that dialog is on page 40.

Occupation/Retiree: Enter an occupation (it must be an exact match). After entering the occupation,
press TAB and you’ll be moved to the drop-down combo box to the right which will let you decide if
you wish to print retired, non-retired, or all people with the occupation you just entered.

Map Coordinate: You may enter as much as you wish for a match. For example, you may ask for all
the names on a given page just by entering the page number. If you want a page number and specific
coordinate, enter all the information.

For example, entering 65 will print all names on map page 65. Entering 65-B5 will print only those
names on page 65 that live within coordinates B5.

City: All names from the city you request will be printed.

Tip!

The City field provides an easy way to print a list of names with no addresses.
If you leave the field blank when prompted to enter a City, CMD will search for
names with a blank city. Be sure to check the Print Names with Blank Ad-
dresses check box on the Print Control page or no names will be printed!

Phone Numbers: You can print names by Area Code or by Exchange. Click on the one you wish to

use as the basis for your list. Enter the three digit area code or exchange to be used as the criteria for

the list, and then check each phone number that you would like to have CMD search when compiling
the list of names whose phone numbers match.

User 3: Text entered here must match exactly what’s in each name’s User 3 field that is to be in-
cluded in the list of names.

Age Group: You may use either Age Group or the Dates function described next to print a list of

names in an age group. However, there might be times when you need to print an age group along
with some other date-based criteria. For example, perhaps you need to print a list of names whose

birthdays are in August but who are in a specific age range. You will be asked to enter a lower age
limit and an upper age limit. All names with ages falling within those ranges will be printed.

Dates: Birth, Anniversary, Baptism, Joining, Last Visit, User Dates 1 - 4, date of Last Update, and
Visitation lists may be printed based on any of these date ranges:

e Any given month or range of months
e Any specific starting and ending dates
e Any number of years

e Any calendar year or range of calendar years
e Any blank dates



60

Chapter 7—Print Names

You make your selections for printing names Select Dates for Printing X|
based on date criteria from the dialog to the right.

Start by selecting the date you wish to process [Birth =l
from the drop-down menu. Then select the Range &I

Specifier from the its drop-down list:

Select date for processing 0K |

Select Range Specifier

|M0nths Range | X Cancel |

Select Months Range if you want a list of Range from

birthdays in a given month or range of [January v
months. To

Select Specific date to date if you want a [anuary |
list of people who were born, say, be-
tween February 14, 1984 and September 16, 1986.

Select Number of years to print names who are between, say, 21 and 35 years of age.

Select Calendar year range if you want a list of people born between, for example, 1935
and 1945.

Select Blank dates if you wish to search for all dates with a blank character in them. This
will help you print a list of all dates that need to be updated to make your file’s information
more accurate.

The “Range From” and “To” choices under the Range Specifier group will change according to the
Range Specifier you select, and represent the “range” of months, years, etc:

Attendance Select il
e Blank Dates does not require a range entry. o S e
Date LI

Attendance: This field option lets you print names
based on their attendance. You must have already
marked attendance for your names before this field
will be of any use to you. The chapter on the Atten- Sun Mon Tue Wed Th
dance Tracker gives information on how to mark e e
attendance. .-l 185 16 17 18

S d " - 7o |
When you click on Attendance to select it for print-
. . . . oday: X Cancel
ing, the Attendance Select dialog will display only I g

If you selected Months, enter any number from 1 to 12 as the lower month range, and any
number from 1 to 12 as the higher month range. For instance, if you want all the birthdays in
July, enter the number 7 as both the lower and upper range numbers. If you want all birthdays
from January through May, enter 1 as the lower range, and 5 as the upper range.

If your choice was Specific date to date, you’ll need to enter a complete month, day, & year.

If you chose Number of years, enter the lower range. If you want all names between 21 and
35 years of age, 21 will be the lower range, and 35 will be the upper.

If you selected Calendar year range, enter the calendar years as needed. Don’t enter a year
as 1935, for example. Just enter 35 as the lower and 45 as the upper range according to our
example a couple of paragraphs above.
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what it needs to list names by Date. Only a date entry edit box is required so that you can enter in the
date for which attendance should be checked. Any person in attendance for any attendance event on
that date will be included in the list of names that is compiled.

Attendance Select

There are three other “List Names By” choices that
can give you more specific lists:

List names by...

|Attendance event LI
e The Attendance Event option lets you nar- Date First Senice. —
row the names down to only those who were Joar72004 s oo -
marked present for a specific event on a cer- Vidweck Seniee
tain date. Select the event from the drop- S meeting -
down list and enter the date of the event.
Only those names present at the event on the D

date you chose will be printed.

X Cancel

o The Number of Presents option prints only =~ i |

those names who were marked present for a ILN“ it ... 1 5 i”s;“h event 5
e - - umber of presents - urc -

specific event during the time frame you :

specify. Note that you can have names con- Date to LD o e

sidered who were present exactly the number EEZIN - N 22

of times you specify, more than, or fewer
than the number you specify.

e The Number of Absences option prints only — ESEEEEEEES x|
those names who were marked absent for a List names by... Attendance event
specific event during the time frame you INumber of absences [ B [
specify. Names will be included who were Date 10 Number of Absences:
absent exactly the number of times you spec- paneroe FF [oezroom B[ s [MEEE -]
ify, more than, or fewer than the number of
times you specify. Dy | [oeareec:

Weekly fill | 04/18/2004
There is an additional set of choices that you Single dre_| beestan0s
must make for calculating absences, however. Removs dete | be1eronn 2 Help

05/23/2004

os/3u/z001 | X Cancel

You must specify an explicit list of dates for Cowrat_|
the event selected that CMD can use to calcu-

late absences (the program can’t make calcu-
lations about something that’s not there!).

If the event is a regular weekly or daily event, you can click the Daily Fill or Weekly Fill
buttons to automatically insert the appropriate dates for CMD to check. If the event is held on
irregular dates, enter the date in the first date field and then click the Single Date button to
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copy that date to the list. You can also remove any selected date from the list and clear the

entire list.

Important!

You will likely need to select another field along with Attendance when you
want to print a list by the number of absences otherwise you’ll get every name
in your file who was not there for the dates and event you specify! Generally
you should limit this list to a specific SS class or other smaller group in your

database.

When You’re Finished Selecting Fields

Once you have selected all the fields you wish to include as part of the criteria for the list, click the
Print Control tab page or click the Go to Print Control button on the lower right corner of the Se-

lection page.

Print Control

It is from the Print Control page that you control step 2 of the print process, deciding how the names
will be printed (labels, postcards, etc), and where they will be viewed (printer, screen, or disk), as

well as step 3, starting the actual print process. The Print Con-
trol page is divided into two general areas.

The area to the left of the page is where you will select from
among the various Output Forms available from a drop-down
list. Parameters specific to the particular output form you select
are displayed directly under the Output Forms drop-down list.
The items displayed here change whenever you change output
forms. The example to the right shows the parameters that you
can adjust when Mailing Labels has been selected.

The help button located directly under the Output Form drop-
down list provides context-sensitive help for the output form
currently selected.

Make all of the adjustments you need to the parameters before
initiating printing.

The right 2/3rd’s of the Print Control page contain parameters
that affect virtually all of the output forms (there are some minor
exceptions). Use these controls when you need to change the
order of the names listed, where they will be viewed, or what
printer will be used. These parameters will be explained more
fully following the section describing output forms.

— Output Forms/Setup
[Mailing Labels |
? Help |
Label Type

Start #
m -

-

" LaserInkjet 2 Up
&+ LaserInkjet 3 Up
¢ Dot-matrix 1 up

Lahel Offsets
From Left  From Top
0 i Save |

™ Bulk mail prepration
[~ Use Posthlet bar codes

Mixed AADC ID
SCF Zips for bar coded bulk mail
] 2| 3|

4] 5| 6|
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Output Forms

The Output Forms combo box provides you with a number of predefined report formats which you
can use to print your data. One of the forms, ASCII Export, allows you to select many of the data
fields for export to a word processor, data base, or spreadsheet program where you may use the fields
to create your own forms if you wish.

To view the Output Forms options, click your mouse pointer on the small down arrow icon on the
right hand edge of the Output Forms combo box in the upper left corner of the Print Control page.
Many of the options have parameter choices which are unique to that particular output form that
should be set before you begin printing the actual list. Following is an explanation of each output
form.

Mailing Labels: CMD’s label forms are compatible with standard Avery labels. Use #5161/5261 or
equivalent for 2-up labels, and #5160/5260 for 3-up. CMD is optimized to print primarily to lasers
and ink jets, though you certainly can print labels on your dot-matrix printer.

o Label Types. You may select from among Avery form numbers for 2-up, 3-up, or dot-matrix
printing.

e Start#. You can dial in the label position number where the printing should start in case you
have a sheet of partially used labels. For laser/inkjet labels, there will always be 10 labels in a
column, and there will be either 2 or 3 columns per page depending on the Label Type you
selected. Label 1 is always the label in the upper left corner. To find the label on which print-
ing should start, count down the column (not across). Label 10 is always the label in the
lower left corner at the end of the first column, and label 11 is always the top label in the sec-
ond column.

e Label Offsets. If CMD does not align the label text correctly on your printer, use the Offset
values to adjust where the printing begins. You may enter negative values if needed. Click
the Save button so that the next time you print labels the same offsets will be automatically
used.

e Bulk Mail Preparation. If you want CMD to sort your names for USPS bulk mailing, check
Bulk Mail Sort. Your local post office can advise you of the SCF Zips you should enter for
bulk mailing in your area.

e Use Post Net Bar Codes. Select this option only if you need to print bar coded labels for bar
coded bulk mailing.

Special note! Do not check the Use Post Net Bar Codes option along with the Bulk Mail
Preparation item unless you wish to sort for bar-coded bulk mailings. CMD sorts the labels
differently for bar coded and non-bar coded bulk mailings.

e Mixed AADC ID. This edit block is designed to hold the USPS designation for the mail ser-
vice center to which you take your bulk mail and is only needed for bar coded bulk mailings.
Contact Software for Ministry for the information needed for this field if you print bar coded
bulk mail labels from CMD.

e SCF Zips. These are 3-digit local zip codes that your local mail service center will ask you to
keep separate when you do bar coded bulk mailings. When required, enter the 3-digit zips
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that you are given by personnel from the mail service center. When you click the Save Pa-
rameters button, this information will be saved and will be retrieved the next time you print
labels.

One additional feature of note for Labels: If you enter text in the Page Headline field, it will appear
as the first line of text on every label. One example of how this feature might be useful is if you wish
to send a letter to parents of children in a specific SS department. You could call up names in the de-
partment, select Mailing Labels, and enter text such as “To the Parents of” in the Page Headline field.
This will address the letter then to the parents of each child in the department.

Postcards: Prints the name and the church’s return address on postcards, —Pesteard style

providing an extremely fast and efficient way to send out reminders or & MNormal postcard

announcements ¥ Print return address
- R’_esponse p_o_stc:ard

You can print normal postcards, postcards without a return address, or a (inverts positions of the

delivery & return addresses)

Response Postcard, which switches the return and delivery addresses so
that the postcards become response cards. Click on the choices you need.
Note that the Return Address used for the postcards are selected by using
the Return Address combo box described below.

Postcard size
|4 % B (Avery #5339) |

Feed position

Select 4 x 6 postcards for 2 cards per page, 3.5 x 5.5 cards for 3 cards per [Center =]
page, or USPS pre-stamped cards. See page 19 for more information.

Tip!

CMD prints two names & addresses per sheet. Once the names & addresses are
printed, you can turn the cards over and compose/print the message portion
using your word processor. This provides a quick and inexpensive means of cre-
ating and sending announcements for upcoming meetings, programs, or other
notices.

Envelopes: If your printer is able to handle envelopes, you may address them with this Output Form.

When Envelopes are selected, you’ll see these options: :
Feed options

o [Feed Options. Select either single feed or continuous. Select ¢ Single Feed
continuous only if your printer has a bin which allows you to ' Continuaus
feed a number of envelopes in at one time. If you select single
feed, you’ll be prompted to feed one envelope at a time as the I™ Print return address
printing progresses.

e Print Return Address. Check this box if you wish to have =1 Envelope Preferences
CMD print the currently selected Return Address on the enve-
lope.

e Envelope Preferences. There are a number of preferences which you can set to help position
the text for the envelope correctly on your printer: When you click the Envelope Preferences
button, the dialog on page 65 appears.
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Envelope Preferences 1'
Envelope Feed Position ICenter Ll o Save | M1 Close |
Print Orientation ILandscape Ll ? Help | Get defaults

r ;

™| Print Postldet bar codes = P 2] emielofe

— Return Address Position

From Top Frorm Left

| 2,30 m
£A Select font | ITimes MNew Roman, 12pt

— Delivery Address Position

From Top Frorm Left

I 4.25 I 475
KA Select font | ITimes Mew Roman, 12pt

The parameters you can set on the Envelope Preferences dialog above include:

e Envelope Feed Position. Select Left, Center, or Right feed position.

e Print Orientation. Select either Landscape or Portrait. Most printers will use a Landscape
orientation.

e Print Return Address. If you do not wish for CMD to print a return address on the enve-
lopes, leave this item unchecked.

¢ Return Address Position. These values fine turn for position of the return address within the
boundaries set by the Envelope Feed Position.

o Delivery Address Position. These values fine tune for position of the delivery address within
the boundaries set by the Envelope Position.

e Fonts. You can separately determine the fonts for both the Return and Delivery addresses.

e Get Defaults. Click this button if you wish to reset the envelope preferences to the default
values that are initially set in CMD.

To see if your envelope alignment is correct, click the Print Test Envelope button. We recommend
that you use blank paper and align an envelope to it after the test is printed to check out alignment so
that you will not waste envelopes while getting the settings the way you want them.

Note: You can also gain access to the Envelope Preferences dialog via the Preferences Menu.
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Full Information: This option prints nearly all the information stored Print Eull Information...
about your names in abbreviated form. o lsip [l

Because some items of information may be lengthy for some names, (23 [Tt

CMD allows you to decide whether or not to include some items of ¥ One individualffamily per page
information available for printing in Full Information reports. Click

the items to tailor the Full Info report as needed. You can print the Include these items

report in a family grouping if you wish, and you can also elect to print W Church Offices

a single name or family on one page. ¥ Talents

Name, Address & Telephone: This list prints the name, address, @l Aeliiios

home, work, fax, and other phone numbers. If the family tie is in- I™ Parishes

cluded, their phone numbers will be printed as well. You may elect to I~ ‘outh Lists

either print just Home and Work phones, or all phones, and e-mail. W Comments far individuals

o C far farnil
Name & Phone: This list prints only the name and phone numbers. I Comments for family

This list might be most useful for nominating or phone committees
who need to have the latest name and phone information. You may elect to either print just Home and
Work phones, or all phones, and e-mail addresses.

Individual Name Only: This option displays only the name of people who are included in the list.

Family Name Only. This option displays only the information in the Family Name field for persons
included in the list.

Office Reports: Use this Output Form if you need to print a list of

Select office report to print ! > ! oL P
names showing which church offices or ministry positions people hold.

& Offices, name, phone There are actually two reports you may print. Offices, Name, Phone is a
 Offices rap sheet basic report that shows the people’s name and phone info, plus any of-
fices they hold.

The Offices Rap Sheet contains a lot more information including present offices/ministries, past of-
fices/ministries, and interests as well as a picture if one has been defined. Either of these forms are
very handy for nominating committee or ministry selection work.

Visitation Reports: Four different options for Visitation Reports are provided. To select among
them, click the appropriate radio buttons below the Output Form drop-down list. Your options:

 Visitation report type

e Visitation Cards: Prints some abbreviated personal informa-
tion on Avery #5389 4 x 6 postcards. There is also some room
on the card to mark the name of the visitor, the date of the
visit, and some comments. You can use the back of the card
for more comments if needed.

& Visitation cards
 Visitation roster
 Visitation lag
 Visitation history

o Visitation Roster: This form is used to print a list of names in i (e 1 fep—
landscape orientation which you can use as your target list of £ Al names
people to be visited. It prints name, address, city, phone, map & Names in Visitation File

coordinate, date of last visit, and a column in which to write
the date the visit took place.

¢ Mames not in Visitation File
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e Visitation Log: This form prints a list of names and displays information about the last re-
corded visit in the Visitation Tracker available in Update Names for each person. In addition
to printing all the names you selected on the Field Select dialog, you may further elect to nar-
row your list to names with no visitation records at all, or only people who have visitation
records.

e Visitation History: This form prints all the recorded visits and associated information about
each of those visits.

Note that you can also limit the list printed to only those names who match the criteria you selected
on the Selection page to names in the visitation file, names NOT in the visitation file, and all the
names that match the criteria you specified on the Selection page.

Comments Only: If you need to print copies of the comments stored for your names, select this Out-
put Form. Prints the name and then their comments on regular paper.

Statistics: This choice will print statistics based on the fields you’ve se- Provide statistics for...
lected. You will be given breakdowns of how this list of names falls into the

various fields. Often it is useful to know the stats for the whole file, and at @ Family data
times it would be helpful to see what a sub-group of your list looks like " Indviduals data

when distributed among the fields. This could help point out balance of lead-
ership or participation in your church by sex, age, ethnicity, geographical area, etc.

You will need to choose between Family data and Individual data to reflect the type of selections
made for the list from which the statistics is drawn. Note that if you select Individuals data with a
family-based list, the items reported may not be accurate!

Dates: The dates option will print the name and your choice of 4 Date to Print
date formats. Make your selections from the options on the screen [Birth ~|
grab.

- Date F
Note that you must also select the date that you want to print. ?!EED;;?J:L

The date you wish to print is a separate choice from any date selec- & Month/Day
tion criteria you might have specified on the Selection page. £ Day/Month

" Full Date

Also note that you can elect to mask out names that have a blank
date in the date field you have selected to be printed along with the I Mask out names with blank
name. dates

The Sort Order control affects the order in which names are printed when printing name and date
lists. If you wish to print your list in date order, select that option on the Sort Order combo.
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Mail-Merge: This option is designed to output names to disk so that you
can incorporate them into your word processor for doing mail merges.
When you click the Begin Printing button, the standard Windows File
Save dialog will appear. Name the file and place it in the appropriate direc-
tory for importing into your word processor. The data saved for each name
includes name and mailing information in this order: first name, last name,
address, city, state, zip. Each field is delimited by a comma.

To select which fields are to be included in the merge, check the items from
among the options displayed when the Mail-Merge Output Form is se-
lected.

Zip Code Breakdown: This list will print a four-column breakdown of the
number of names living in each zip code based on the fields you’ve chosen.
The zip code will be printed with the number of names from the list that
live in that code. When you select this option, your list will immediately be
sorted into Zip Code order. Be sure to change it back to Alpha order if you
need to print another list afterwards!

Select fields for merge:
¥ Title
¥ First Mame
[T Goes By
¥ tdiddle Mame
[ Last Mame
¥ Suffix
¥ Address
I City
¥ State
[ Zip
" Home Phone
" Date of birth
I Anniversary

Attendance Grid: This output form prints names in a grid format which allows easy viewing of at-

tendance. The parameter options for this output form:

« Names to Print. Start by selecting either Names in Atten- leluss i Pl

dance File, or All Names. This means that you can limit the
names appearing on the grid to only those names within the

group of names selected on the Field Select page who have Event

been marked present for an attendance event in the past.
e Next, select the Attendance Event from the drop-down

list through

e Third, select the Date Range by entering the starting date Interval

& Mames in Attendance File
Al Mames

IChurch ll

Date Range |[I60G2004 [

oe292004 [

|Week|},r j

and then the ending dates by either typing in the date di-

rectly, or by clicking the calendar icon at the right edge of g:jf;jzggi Al L
the date range edit boxes. Sy m— poy

e Select the Interval. If you select weekly or daily, click the 32;’31;3332 R |
Fill button to bring down to the list of actual dates to be 07/11/2004
printed into the box which displays them. If your interval 07/18/2004 Clear |
selection was Weekly, then an entry for each date a week orae oo o _se |

apart starting with the date entered in the edit box to the
right of Date Range and ending on or before the date en-

tered in the Through field will be automatically placed in the box showing the list of dates. If
your interval was daily, then each date from the start to ending dates will appear.

o If Custom is selected as the interval, enter dates for the grid by entering the date in the date
edit box to the right of Date Range and then click the Add button. Add as many separate dates

as needed.

e To Remove a date from the list (and thus from being reported on the grid), click on the date
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in the dates list and then click the Remove button.

e Click the Save/Retrieve button to either save the date list, or, if the box is blank, retrieve a
date list from your hard disk.

Name and E-Mail. Use this form to print names along with their e-mail.

Name Count Only: Sometimes all you need to do is find out how many people there are in the com-
bination of fields you selected. This Output Form doesn’t send any data anywhere. It just counts up
the names, and displays the total names in your list just above the progress meter in the lower left cor-

ner of the Print Names dialog.
Select fields for inclusion

ASCII Export: ASCII Export is useful for transferring CMD infor- T Formal Mame -
mation to other programs such as spreadsheets, data bases, or for F Informal Mame
i i Title

mail merging. [ First Name
Click on each field from the list that you wish to include in the ex- |': g'odedsleaﬁame
port. If you wish to include a header line in the export file that lists [ Last Mame
the fields (useful when doing merges or trying to deduce what the [ Suffi

. . [T Label Text
fields were that were exported), check the Include Fields Header M Quick Comments

Line check box. You can select the delimiter from the drop-down [ 1D Mumber
list as needed. Generally, you should use Comma as the delimiter. [] Address 1

l_ Address 2

When printing is initiated, you will be given a standard Windows C oy
Save dialog to enter the name and path of the text file which will be I Zin ~|

created. Once printing is finished, you can call up this text file in the

Select all choices | Clear |
word processor, spreadsheet, etc.

W Include fields header line

Delimiter ICnmma LI

Rotary Card Form Selection  ROtary Cards. This output form can
print standard rotary cards of families in your data file. The first choice

& Avery #5385 offered, the Avery card, is a small size card. The Rolodex stock number
" Roladex # LCC-35 is a standard 3 x 5 card. You can select dot-matrix rotary forms if you
0 21/6 % 4 dot matrix wish as well.

3 x5 dot matrix . .
Under the place to select the rotary form, there is a slider that you can use

Select number of cards to L0 determine how many rotary cards should be printed for each family.
be printed for each name: ~ The default is one, but you may have it print up to 10 copies of each card
if you need to distribute cards to many people.

Family Visitation Card. This output form prints basic name, phone, birth date, and anniversary in-
formation for a family on CMD standard 4 x 6 inch postcards.

Child Registry. This output form prints the same Child Registry page available in Enter/Modify/
Delete Names when accessing the Child Registry fields. See page 44 for more information.
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Printing a Church Directory

Church Directory Output Form. This output form offers a wide array of controls for the printing of
a formal church directory from the names in your data file. In addition to the parameter controls
available for printing church directories, there are two additional dialogs available to help determine
how your names will be printed.

Preparing/Troubleshooting Your Data for Printing a Church Directory
The Church Directory listings you can print here depend appropriate use of several of the data fields
in CMD. Here are some important tips and trouble-shooting issues:

If a family that has an address does not print with an address, go back to Enter/Modify/Delete
Names and look up the family in question. Click the Settings page on the small tabbed note-
book containing the addresses just below the Family Name field in the Family Data area.
Make sure the Address for Directory field is set to a valid value. For most people, it should
be set to Residence address.

If a family names prints out like this: *** Smith, John ***  with asterisks around it, CMD
is telling you that there is an error condition in your data that needs attention before the name
or family can be properly printed in the directory. Likely, one of three conditions are present:

1 the family is marked to be included in the church directory, but no members of the family
were marked to be included

2 there are no adult-level names in the family unit. CMD requires at least one adult-level
name, or an Independent Minor

3 there are two adult-level names with the same Family Status (except for Partner, which is
allowed)

Removal of the conditions listed above should eliminate the asterisks in the name.

If the last name of a child or spouse is also printed along with that of the husband or single
adult or parent, then check each name for extra spaces or other spurious characters. Do not
leave the last name field blank in any person’s record. This will cause some spacing errors
when the directory is printed.

We suggest that generally you should follow this selection procedure when preparing to print
a church directory:
1 Select Field-Based Selections.

2 Click the Directory item about mid-way down the center column of fields on the Selec-
tion page.

3 Select the Families Marked for Directory item.
4 Go to Print Control, set the parameters the way you want them, and print.

Finally, we suggest that for any sort of long or complicated church directory that you send the
names to a disk file and then open it in your word processor where you will have finer control
over fonts, margins, columns, and page breaks.
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Church Directory Parameters

Directory Format. There are four basic styles, most of which can be varied by using the available
controls that change the way the names print. In brief, Format A prints with the home phone number
to the left of the name and address. Format B prints phone numbers either above or below the name
and address (plus you can select additional phones to be included), and Format C, which prints the
phone number to the right of the name and address. For samples of each of these formats, click the
Help button located directory below the Output Forms drop-down list, and then click the links to each
format sample.

There are two pictorial-style formats. One prints a page of pictures with names. The second pictorial
format adds the phone number. In order to successfully print pictorial directories, you must first as-
sign pictures to the names in your file. See the information on pages 23-24 for specific format, dimen-
sion, and resolution rules for properly using pictures in CMD. Note that you cannot send pictorial di-
rectories to disk.

The final Church Directory style is an ASCII Export form that can only be printed to disk. Use this
format if you need to export fields in order to create your own directory format in another program
such as Word of Excel.

Tab Space. In Format A, the tab space is the amount of space between ' Directory Format

the left margin and the beginning of the name and address information. |meat A (phone lefl) =]
In Format B, it’s the indent space of the phone fields past the name and

address lines. In Format C, it’s the amount of space that family names TP Space foes Phonzs |
are offset relative to the position of the Family Name line.

¥ List dependents on a single line

List Dependents on a Single Line. If you don’t check this box, each ¥ Include E-Mail address
dependent will be printed on his/her own line. I~ Owerride phone confidentiality

] ) ] ) ¥ Print Last Name in Baold
Include E-Mail Address. If you wish to have e-mail addresses in-

cluded in the directory, check this box. Separators
Titles  [Mr. & Mrs. |
Override Phone Confidentiality. Check this box if you wish to print
all phones regardless of the setting of the Confidentiality fields. Names [Jofn & Mary =
. i L i . Blank lines 1 -
Print Last Name in Bold. Generally this item will only be checked if between names: 7
you wish to print last name first (most often used when you check the
Invert Name check bOX). Status markers | Fage setup |

Titles Separator. Select from the drop-down list of options how titles are to be separated.

Names Separator. Select from the drop-down list of options how names of husbands and wives are
to be separated.

Blank Lines Between Names. Scroll to select the number of blank lines that will be printed between
each family printed in the directory.

Status Markers. CMD allows you to mark names in a church directory with special codes so that you
can differentiate between some of the names printed based on the Membership Status field.. For ex-
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ample, you may wish to mark names of
non-member attenders (spouses and
children of church members who are
not themselves church members). Per-
haps you want to denote Homebound,
or out-of-area members. The status
marker dialog, available when you
click the Status Markers button, allows
you to specify what marks will be used
for any given Membership Status.

The status markers themselves will be
printed as superscript characters
(unless you print to disk - in which
case you’ll need to do a find and re-
place operation in your word processor
S0 convert status markers to superscript
characters).

Status Markers

Membership Status Choices

Marker

x|

Unknown/Undefined

Member Active

Member Inactive

Member Homebound

Member Asst. Living

Member Non-Local

Member Missing

Pending Transfer

FPending Member

MNon-Member Attender

Child of Member

MNon-Member Mon-Atten

W 0K

Clear all |
? Help |

-

Area Youth

||

You may enter up to 5 characters. We suggest that you leave a blank space first and then enter a num-
ber or character. You may wish to include parentheses. You can then print a legend of the numbers or
characters for the first page of your directory.

Page Setup. The Page Setup dialog allows you

Page Setup

to lay out the page in columns, change the orien-

tation, and even print page humbers. You can
determine the margin settings to be used, and
you can check a box that will force a new page
to be started whenever the first letter of the last

name changes.

— Margins
Top ID.5
Bottom Ir
Left |057
Right |D 5

None of these items have any effect on the
church directory if you are printing your list to
disk for importation into your word processor.

Other Parameter Settings

You can use many of the other parameters on
the Print Control page to affect the ways names
are printed in a church directory. Name Formal-
ity, Case Status, Area Codes, Use Titles, and
Invert Name all affect the printing of the church
directory.

Printing a Directory in Booklet Form

— Page Orientation
&+ Partrait
 Landscape

— Columns
 Cne column

& Two columns

‘ Use defaults

? Help

o OK

[~ New page for each new letter of the alphabet

— Page Numbers
0Odd Pages

Mo page numbers
" Flush left

& Centered

" Flush right

Even Pages

Mo page numbers

= Flush left
+ Centered
" Flush right

CMD does not include a built-in mechanism to print your church directory in booklet form for cam-
era-ready copy. This feature is, however, included in many major word processors and page layout

programs.
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General Print Control Parameters & Controls

The right 2/3" of the Print
Control page provides a
number of controls that
allow you to set various
parameters that affect the
way your printed lists will
look and where they will
be viewed.

Quick List

The Quick List drop-down
list, visible only when you
have selected Quick List
in the First Step Selec-
tion described on page
57, provides a listing of all
currently available Quick
Lists. To print a Quick
List, select the item from
the list and set the rest of
the controls and parame-

ters as you normally would.

Name Formality

[ Include names with no address

Address Priority |Default address priority

[™ Use Label field info if available

Area Codes

™ Address e-mail if available

Ouick List [dunior Choir =] Preferences = |
Name Formality IF'rint infarmal narme LI [ Use Titles
Sort Order |Alphabetical =] I Invert Narne
Case Status IF'rint Info As |s ﬂ B el e
[
[

IDiﬁerent Area Codes

Return Address I

LI [# Start at Top of File
¥ Print Today's Date

Page Headline I

¥ Print Totals

Printer

Destination

IHF' Officelet 5 Series an

" Printer

& Screen

&A Fonts | |Times Mew Roman, 12pt

" Disk

3€ Abort Printing | Begin Printing |

I Printing Status I ldle

Save Parameters | '? Help |

fL Close |

Save as Macro |

Many output forms have a default Name Formality available. That means that when you select a par-
ticular output form, either the Formal Name (First Name) or Informal name (Goes By) will be printed
based on your choice. The Name Formality setting may be overridden at any time by opening up the
Name Formality drop-down list and making a different selection. To set the defaults for Name For-
mality, click the Preferences button, click General Preferences, and then click the Name Formality

tab.

Sort Order

This determines the order of your list: alpha, date, or zip/postal code. The default choice is Alpha or-
der. To view or select another choice, click the small down arrow icon on the right edge of the Sort
Order combo. Click on your choice with the mouse.

Case Status

Click the down arrow icon to the right edge of the Case Status combo to see your options: print info
as is, print the last name in upper case, print the full name in upper case, or print all info in upper
case. Click on the one you want. If your national postal service wants address information in upper

case, select All info upper case when you print labels or postcards.
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Address Priority

CMD allows you to enter a number of different addresses for an individual. In general, output forms
that are mailing related such as labels, envelopes, and postcards will automatically print using the
mailing address. Other forms, such as visitation forms, will automatically print a home address if one
is available instead of the mailing address.

The Address Priority parameter allows you to override these automatic settings and print using any of
the addresses when available instead (except for International addresses). Select the address you wish
to print when available by selecting a choice on the drop-down menu.

Area Codes

When phone numbers are printed, this parameter affects the printing of the area codes. You may print
all area codes, no area codes, or only those area codes which differ from the default area code. Open
the Area Codes combo to see and select your choice.

Return Address

From this combo box you may select any of the active return addresses defined in your system. Click
open the combo box and make your selection. If you need to enter a new or temporary return address,
use the Define Return Address option on the Preferences Menu.

Page Headline

Click in edit box to the right of the Page Headline label and enter up to 50 characters for the headline
to accompany a list. Not all lists will work with a headline, but many will. The headline will be
printed on each page of the report.

Use Titles

Check this box if you wish to include titles with your names. If you do not wish to print your list with
titles such as Mr. or Mrs., make sure this item is deselected. You can select/deselect this item by
clicking directly on it with your mouse pointer, or by pressing the Space Bar when this item has fo-
cus. Note that titles will be printed only if you entered them with the names and the title appears in
your Titles Preference!

If both Use Titles and Include Spouse are selected and if both names have a title, the name will be
printed like this:

Mr. & Mrs. John Smith

However, if either name does not have a title, the titles will be dropped for both names, and both first
names will be printed instead like this:

John & Mary Smith
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Invert Name

When checked, this item reverses names like this: Doe, John. This format might be helpful if you are
printing a record number list to make name location easier, or for a name and phone list for your
Nominating Committee to use.

Include Spouse

When selected, this item will print the names you have selected with the addition of their spouse.

Make sure that you have chosen appropriate fields if you decide to include spouse. If you
elected to print All Names and Include Spouse, then the CMD will print names like this:

John & Mary Smith (and then...)

Mary & John Smith
If you get duplicate names like this, you should go back to the Selection page and make your selec-
tion criteria more specific.
Include Names with No Address

Even if you have chosen to store names without addresses in the CMD, you may not wish to have
them printed with every list you make. Mailing labels are a good example since printing names with
no address simply wastes your stock. If you do not wish for them to print, leave this item deselected.

If you are trying to print a list of names with a blank city to find all the names in your file with blank
addresses, be sure to select this item otherwise names with blank addresses will still be masked out!

Use Label Field Info if Available

Check this box if you wish to CMD to use any available Label field information in place of the infor-
mation in the name fields when printing a name in a report.

Address E-Mail if Available

Check this box if you wish for CMD to automatically address an Outlook e-mail message for each
name in your list who has an e-mail address and whose “OK” field is checked. Labels, postcards, or
envelopes will be printed for those names that do not have an e-mail address.

The names will go into Outlook’s BCC address field (blind carbon copy) so that e-mail addresses of
each person receiving the e-mail will not be exposed to the other names also receiving the e-mail.

This feature has been tested on several versions of Outlook, but we cannot guarantee that it will work
in every version.

Start at Top of File
This feature is not yet enabled in CMD.
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Print Today’s Date

When this item is selected and when you’ve entered a Page Headline, the current day’s date will be
printed at the top of each page at the right margin. Make sure the date in your computer is correct!

Print Totals

This item prints the total number of names printed after the last name in the list is printed.

Destination

This item controls where the list will be displayed or viewed. There are three possible options,

Printer, Screen, and Disk. However, there are different specific options for each Output Form. Any
choices not available for a specific Output Form will be disabled so that you cannot select it when you
change Output Forms.

There are some special features available for most output forms if you print first to Screen instead of
selecting Printer as the Destination. For many forms, you can print your report to Adobe’s Acrobat
(PDF) format, or to RTF format.

To access either PDF or RTF formats, select Screen as the Destination and print the report. Once the
preview screen shows the report on your monitor, click the preview screen’s File Menu, select Save
As. When the Save dialog appears, you’ll need to navigate to the folder on your computer where you
want to save the file, provide a file name, and finally, open the Save as Type box and select either
RTF or PDF. Do not select the NDR format. That is an internal format for use by the print engine that
CMD uses. Any PDF files created should work with any recent version of Acrobat Reader.

Printers & Fonts

CMD gives you access to Windows printer drivers and fonts. The Printer box displays the currently
selected Printer and Font. Click the button for the item you wish to change.

Most CMD forms have been optimized to work with Times New Roman, 12 point. Some Output
Forms require some adjustments in order for the information to fit the form. We recommend that you
start with this or a very similar font, and make adjustments as necessary.

Whenever changes need to be made, you’ll be working with standard Windows font and printer select
dialogues to make your selections.
Command Buttons

The lower, right hand corner of the Print Control dialog has six different buttons which you can click
to control the printing process.

e Begin Printing: Click this button only after you’ve made all your selections from among the
various parameters provided. This initiates the actual printing process.
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Abort Printing: This button becomes enabled only after you’ve clicked the Begin Printing
button. If you think you’ll need to use it, you’ll have to act fast!

In Windows, the entire content of a report is sent to a special disk file before anything appears
either on your screen or on your printer. All printing to the screen/printer is drawn from this
disk file, and not when each name is encountered when going through the names in your file.

This means that the first stage of the printing will likely go very fast. When you initiate print-
ing, you’ll notice that the progress gauge moves rapidly. When it reaches 100%, this means
that the data has been “printed” to the disk file, and will now be sent either to the printer or
the screen.

If you are sending the list to your printer, at this point CMD no longer has control of the
list! This means that if you wish to interrupt the printing, you will have to leave Print Names
entirely, minimize CMD, and open the Print Manager icon on the Windows task bar and can-
cel the printing from there.

Save Parameters: This button saves most of the parameters as they now are in the Print Con-
trol dialog. The next time you come to the Print Control dialog, these same settings will be
restored. This allows you to set up Print Control in the way you normally use it. Of course,
you can make changes to any of the parameters any time you need to. This just gives you a
way to establish your own preferences for general use.

Help: When clicked, this button provides a general help topic screen for the Print Control
dialog. You may jump via hypertext links to related topics from here. You may also press F1
for specific help for the item which currently has focus.

Close: This button clears away the Print Control dialog and returns you to the Field Select
dialog to either select names for another list, or to return to the CMD Main Menu.

Printing a Range of Pages

There may be some cases where you don’t need to print all the pages of a report or list. CMD allows
you to specify printing all pages, a specific page, or a range of pages.

To access this feature, follow these steps:

Select Screen as the Destination
Click Begin Printing to initiate the printing

Once the report is on the Preview screen, click the printer icon at the top of the preview
screen

Select All, Selection (for selecting a specific page #), or Pages (to specify a page range).
Valid page range entries would be...

1-2
1,3-5,15
4-14,23
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Macros

Macros “remember” selection and print con-
trol settings that can be recalled instantly
when needed. All settings on the Selection
page except for Attendance, Dates, and Visi-
tation are available for recall, and all major
parameters except for Attendance Grid can
be recalled on the Print Control page.

x

Type in name for new macro: ‘

o Save new macro |
ISeninrs Wk Live in Phoeniy Cver 60|

7 Help

j-'L Close

Macro Name |;| | «" Update selected macro |

_|Local Homebound Mailing List
_|Members Only Local Newsletter List
L ‘Youth Living in 94508 Fip Code

Delete selected macra |

Macros make it easy to store complex selec- o
tions so that you don’t have to re-create it
again the next time you need to print the
same list.

=l
To save a macro, first make all the selections

you wish on the Selection page, then go to

Print Control and adjust all the parameters you need there. Click Save as Macro, and when the Save
as Macro dialog appears, either type in the name of a new macro and then click Save New Macro,

or select a macro from the list on the dialog and click the Update Selected Macro button. You may

also delete a macro from this dialog.
|

To retrieve a macro, click the Get Macro button on the Se-
lection page, which is only enabled when the Field-Based f
Selections item is selected in the First Step Selection box in
the upper left corner of the Selection page. Select the macro
from the list, then click OK. If no additions or changes to the
selections need to be made, go to Print Control and print
your list.

Bulk Mailing Notes

Search Characters

Macro Mame
ld|Local Homehound kailing List
Members Only Local Newsletter List
Seniors Wwho Live in Phoenix Owver 60
Youth Living in 94508 Zip Code

[
US Postal Service regulations require specific sorting of
your bulk mail whether or not you use bar codes. CMD pro- v o | X ocerco
vides direct, automatic sorting for bar coded and non-bar

coded standard letters for bulk mailing. For specific mailing requirements, you’ll need to obtain a
copy of the most recent rules and standards from your local post office.

Bar coded bulk mailings require the use of the 11 digit, Delivery Point Bar Code, and provide a mod-
est cost savings over non-bar coded bulk mailings (generally 3 to 5 cents per piece). The specific sort
required for each type of mailing is different, but CMD will do the hard work for you. Bar coded bulk
mailings also require the presentation of a current (less than 180 days old) USPS CASS Certificate
when the bulk mailing is brought to the post office. Software for Ministry provides this certification
for its users for a discounted rate.
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To prepare a non-bar coded mailing:

1 Select Mailing Labels as the Output Form, and select 2 or 3-up as the label selection (in
the case of ink jet or laser printers).

2 Click the Bulk Mail Preparation button.
3  Set the Case Status to All Info Upper Case.

To prepare a bar coded bulk mailing:

1 Select Mailing Labels as the Output Form, and select 2-up as the label selection for ink
jet or laser printer printing. Note that you cannot use 3-up labels as there is not enough
physical room on the label for the bar code.

2 Check the Bulk Mail Preparation box, AND check the Use Post Net Bar Codes box.

3 Enter any SCF Zips needed for your area. These zips are the ones directly serviced by the
Service Center Facility in your area which will actually process your bulk mail. Call your
local post office for these zips if you do not know them. You’ll enter only the first three
digits. Names addressed to residences in the SCF zips will be printed first in a separate
section so that you can easily separate them from the rest of the mailing, which is re-
quired when you submit your bulk mail. Click OK.

Once the label definition is finished, click the Print button and your list will be sorted for the bulk
mail type you specified and then printing will begin.

On the label sheets, a special label will be printed at the beginning of each group of sorted labels tell-
ing you how to bundle the names following it. For example, if you have 27 names which are ad-
dressed to the same 5-digit zip code, the label will say something like “The following 27 names may
be bundled together in a ‘D’ group.” This will help you know exactly how to bundle or tray them to-
gether. Likewise, names belonging to “3" groups, groups of names where 10 or more share the same
first three digits of a zip code, will be printed together. Finally, names leftover after the “D” and “3”
groups are printed will be sorted into appropriate ADC and Mixed ADC groups (part of the new regu-
lations). Make sure you label the bundles or trays according to the instructions you receive at the post
office.

Names which cannot be sorted for bulk mail such as foreign addresses or names without sufficient zip
code information will be printed in a separate section which will have to be mailed with First Class
postage.

For more specific information on bulk mailing, or to find out how to get your names certified to
meet the USPS requirements to use bar codes with your bulk mail, please contact Software for
Ministry.

Note also that Software for Ministry does not guarantee to provide all forms, tray or bag labels,
or other items for bar coded bulk mailings. You may have to obtain those items separately. We
will make a good faith effort to stay current and provide forms and tray/bag labels as we are
able, but we do not guarantee that we will provide them.



80 Chapter 7—Print Names

This page has intentionally been left blank. Use it for notes if you wish.



Chapter 8—Attendance 81

8

Attendance

The attendance marking and printing features described in this chapter are all accessible from the
Attendance Menu option on the main menu.

CMD provides extremely flexible attendance tracking allowing you to record attendance for virtually
any number or type of attendance events. Here are some example events:

e Regular worship services

eSS attendance

e Special worship events such as communion, Christmas programs, church anniversaries
o Outreach events such as Bible study events, cooking classes, parenting seminars

e Regular meetings such as board meetings, finance committee, board of elders

The list of attendance events is completely user-definable so that you can track attendance for any
part of your church program, and you may define up to 300 different types of events.

CMD can print attendance reports based on a number of criteria. You can print forms and grids to
help gather and evaluate attendance. You can print a wide variety of lists based on attendance criteria
including number absences, number of presents, attendance on a given date, or a specific event.

Tracking attendance is fast and easy, and is done using names you’ve already entered using the Enter/
Modify/Delete Names dialog, or names that you need to enter “on-the-fly” with Quick Name Entry.

Note that if you only need to check or mark attendance for just one or a few individuals, you can use
the Individual Attendance dialog available in Enter/Modify/Delete Names (see page 44). The in-
structions in this chapter assume that you need to mark attendance for more than just a few people, or
for a specific group of people in your data file.

Marking Attendance

To mark attendance for any attendance event, select the Attendance Menu | Enter Attendance op-
tion on the main menu to access the Enter Attendance dialog. The dialog is divided into three col-
umns to handle general attendance marking chores, plus there’s a section along the bottom of the dia-
log to manage the printing of name tags/badges. A screen grab of Enter Attendance is shown at the
top of the next page.
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Enter attendance ll
Select the Date Processing Board Member... Getliet
|11f29f2006 @ Wilmore Andreshorn marked present. Names Marked Eths |

| add » | [Fred Abbey
Select the Event I 4' Yictor Abner
IMid-week Service ;l Edit events hstl Last Name Goes By |Sufﬁx |:| Cliff Acorn

Brenna Aguapo
cbbey fited Amos Alexander
Select Affiliation (if ded| N i
s .' iation (if needed) _|Abner ictor PhD "
INU Selection LI _|Acorn Cliff Joze Alberto Alvarez Jr
Adelman Rhada Wilmare Andreshorn

Select Group of Names to Process —

_|Aguapo Abraham
IOﬁ—ICES j _|Aguapo Brenna
Salect Office _|Aguiling hdary
Elder - _|Alberg Gradyl

_|Alberg Krystal _I
Finance Committee Alexander Arnos
Iaster Planning Comm | Alexander o
Fersonnel Committes | Aexandria Blanch
Missions Committas _Alexandria Ronald
Outreach Committee _|Alvarez Jr Jose Alberto
Music Committes Alvaro Eean
Murture Committes . |Anders Daman
Building Committee _|Andreason Loraine
F'olicy_ Committge _|Andreshom Wilmare
Wedding Committee ¥ Arcadia Wiltan LI
SS Leader = Highlight a name, then right click
S5 Teacher LI ‘ o Mark name present | ? el | 1§ Dise ungit tg delete it from thegllisl.
Select function

Name tag printer: DYMO Labelvriter Twin Turbo
Label size: 2-1/4 w 4 inchi S : Left roll
 Mark attendance & print name tag anel size 18 mehes ouree: tetre

i Name to print: Goes By & Last Name Name tan sty |
" Print name tag only Options: Mo Titles, Print Border 4” i

@ Mark attendance anly Print name tag anly far name below

To mark attendance, follow these steps:

1 Select the date of the attendance event. You can either type in a date, or you can click
the small calendar icon at the right edge of the date edit box to pick the date from a pop-
up calendar.

2 Select the Attendance Event. If the event you need is not on the list of events, click the
Edit Events List button just to the right of the Attendance Event combo. Make entries in
the Events list as general as possible. The date selection will make each general event
specific as you mark attendance.

3 Select the Affiliation (if needed). This will limit the names you see in the Names List to
only those of the affiliation you select.

4 Select the Names to Process. If you wish to select from among All Names, you do not
need to make any choice here because All Names is the default. However, if you’d like to
select names from, for example, a specific SS Class/Division, then open the Select Group
of Names to Process combo box and select SS Class/Division Names. Your list of SS
Classes/Divisions will be displayed in the list just below the combo. Click on the SS
Class/Division you wish to select from, and the list of names in the center column will be
changed to display only those names in the SS Class/Division you selected.
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The Names to Process choice is provided to help make the actual process of marking attendance
faster. Only the names which match your Names to Process selection will be displayed in the drop-
down list of names, thereby eliminating names from the list you wouldn’t be marking anyway.

Once you’ve made the three selections above, you are ready to select the actual names that you wish
to mark present.

To do this, click in the text edit box located directly above the Names List in the center column of the
Enter Attendance dialog, and type in the first few letters of the last name of the individual you want
to mark present.

There are three ways to mark a person present:

1 Highlight their name, then press Enter.
2 Highlight their name, then click the Mark Name Present button.
3 Double-click directly on the name.

Once a name has been marked present, you can continue searching for other names who also need to
be marked present. Mark them using the same procedures outlined above. Close the dialog when you
are finished entering all the attendance you need to.

If You Didn’t Finish Marking Attendance for an Event

You do not need to mark all names present in one session. You can come back at any time later on
and finish marking other names present for the same event.

If you need to return at some later point to finish marking attendance for an event, first set the date,
event, and names to process list exactly as these items were set during the initial session and then
click the Get L.ist button in the upper right corner of the dialog. This will bring up all the names al-
ready marked for the event in the Names Marked column so that you’ll know where to pick up in
your attendance marking.

Removing a Name from the Names Marked List

If you find a name marked present who should not be, click directly on the name that should be re-
moved in the Names Marked column with your mouse point, and then right-click on the name. A
prompt will ask if you wish to delete the name. Click Yes, and then name will be removed from the
attendance list for this date and event.

Name Tags

You can easily print name tags or badges from the Enter Attendance dialog using any of Dymo’s La-
belWriter™ printers. These inexpensive printers are available from a number of retail and on-line
sources, and work directly with CMD. CMD’s on-line help topic “Name Tag Printer & Form Infor-
mation” provides specifics for the name tag stock that is available for use in printing the name tags
along with some sources where they can be purchased.



84 Chapter 8—Attendance

Special Note: Three of the name tag stock available for Dymo printers have adhesive backs, and
one does not have adhesive. We make no guarantee nor shall we accept any responsibility for
damage to clothing from the adhesive on the name tags. The responsibility to assure that the
name tags will not damage the clothing of the wearer is strictly yours.

Using Name Tags Effectively

We’ve designed CMD’s name tag printing to work in concert with the marking of attendance so that
they are printed efficiently and without fuss. The name tags themselves take about 2 seconds to print,
so you can quickly generate name tags as people come to an event.

We suggest that you place a computer using CMD and the LabelWriter at the venue where the name
tags are desired. As people come to the event, you can quickly find them on the Enter Attendance
dialog. As you mark them present, a name tag will be automatically generated at the same time. No
extra steps will be required. The work flow should go quite smoothly.

Here is a screen grab of the section of the bottom of the Enter Attendance dialog that deals with name
tags:
|

Name tag printer: DYMO LabelWriter Twin Turbo Print narme tag only for name below |
; Lahel size: 2-1/44 % 4 inches Source: Left roll
* Mark attendance & print name tag

i Name to print: Goes By & Last Mame Name tag setu | |
" Print name tag only Options: MNa Titles, Print Border ¢ i

Select function
" Mark attendance anly

In the left column, there are three choices:

e Mark Attendance Only (no name tag will be printed)
e Mark Attendance & Print Name Tag (names are marked, and a name tag is printed)
e Print Name Tag Only (no attendance is marked)

Make sure that you check the choice that’s appropriate for your attendance marking session before
you begin marking attendance!

The center column of information displays most of the parameters currently set for printing name
tags. To view or modify the parameters, click the Name Tag Setup button (shown on the next page).
The list of parameters you can adjust on the Name Tag Setup dialog include:

e Names to Print. Select from Goes By & Last Name, First Name & Last Name, Goes By
Only, or First Name Only.

e Include Title With Name. Check this box only if you want the title saved in the name’s re-
cord to be printed with their name.

e Print Border on Name Tag. Check this box if you wish to have CMD print a border around
the edge of the name tag. The tags are plain white, so you might prefer the look the border
provides.

e Printer Name. This is just for display purposes. The actual Dymo printer is selected using
CMD’s standard Printer Selection tool at the bottom of this dialog.
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Name tag setup il
Hame to print: IGDES By & Last Mame j | " Save parameters as defaults |
™ Include title with name v Use selected parameters for
this session only

¥ Print border on name tag
? Help X Cancel |

Printer Name: DY MO Labelriter Twin Turbo

Lahel Size: |2-1f4 ¥ 4 inches LI
Lahel Source: ILeﬂ roll ﬂ
General Use: IMark attendance anly ~|

Printer

Select | IDYMO Labelyriter Twin Turbo 0n|
£A Fonts | ITimes Mew Roman, 48pt

Label Size. There are three sizes and four forms that CMD is programmed to print on for
name tags. The on-line help topic gives you the specifics on the model numbers to order de-
pending on your needs. They are all within a small measurement of being the same size, but
there are three different sizes available. We’ve hidden the model numbers from you (because
some of the forms you might order are from 3rd party suppliers—often less expensive—so
we have chosen to simplify the selection using the dimensions of the name tags. You must
make the correct selection here, however, or the printing of the name will not be prop-
erly centered on the name tag.

Label Source. This parameter is included because Dymo makes a couple of dual-label print-
ers. If you select, for example, the Turbo 400 printer, leave this setting on Automatic. How-
ever, if you purchase the Twin Turbo, you will need to tell CMD which roll is the name tag
form.

General Use. This selection determines which of the three following selections is the default
selection whenever you first come to the Enter Attendance Dialog: Mark Attendance Only,
Mark Attendance & Print Name Tag, and Print Name Tag Only.

Select Printer. You’ll need to click the Select Printer button to find the Dymo LabelWriter
on your list of printers. Because there are several models available, CMD won’t know what
printer is the one to be used for printing the name tags unless you specifically tell it.

Select Font. You are free to choose whatever font you wish for the name tags. Our testing
was done using Times New Roman, 48 pt, Bold. We suggest that you start there and make
changes as necessary based on some experience printing name tags.

Special Note: We have programmed CMD to automatically reduce the font size when a
name will not fit properly within the label boundaries. It will use the largest font size avail-
able when this adjustment is needed.
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e Save Options. Select Save Parameters as Defaults when you have set the items as you will
generally use them. Click Use Selected Parameters for This Session Only if your settings
are meant to be temporary and that you’ll only need them to be the way they are now set for
just this session.

Print a Name Tag for a Name Not in Your CMD File

If you need to print a name tag for a person who is not in your CMD file, you can type in their name
in the edit box in the lower right corner of the Enter Attendance dialog and then click the Print Name
Tag for Only the Name Below button. No attendance will be affected since the name’s not in your
CMD file, but the name tag for the name will be printed using the current parameters.

Visitor Attendance

CMD allows you to track the total number of visitors attending, though not the specific names of visi-
tors. If you have regular visitors for whom you wish to track attendance, enter such names into your
CMD data file, and use the Membership Status field to mark them Non-Member Attenders, or some
similar designation. This allows you to track attendance, send newsletters, track important dates, etc,
and still keep your members separate from visitors. Note that you can specify Affiliation if you wish
to track visitor attendance for each church in your district (or for each service if you use Affiliation to
track regular attenders of a specific worship service in your church).

To enter visitor attendance, select the Attendance Menu | Visitor Attendance option. The Visitor
Attendance dialog (shown on the next page) displays a grid that you can use to view or enter visitor
attendance for any attendance event.

To enter a new event, click the + button on the navigation bar. A new line in the grid will appear from
which you can select the date, event, affiliation, and number of visitors present. Click the check mark
icon on the navigation bar to save your entry.

You may wish to make use of the filter options to set the grid to display only attendance items like the
one you are entering so that you can make sure you are making a duplicate entry.

You may also print visitor attendance reports by clicking the Print Visitor Attendance button. The
print dialog that appears will allow you to filter the list and select a date range for the events to be
included in the report.



Chapter 8—Attendance 87
Visitor Attendance ll
[« [mf e[ =la[[]e]  puen | Ficose |
Date Attendance Event |Aﬁi|iation |# of Visitors |;| o
1172172001~ Mid-week Senice > > 4 F'nnt vigitor attendance |
EDEHEQDM = Board mesting - - 24
— Filters
Attendance events
I =]
Affiliation
Set filters |
Edit attendance events list |
LI Edit affiliation pick list |
The Visitor Attendance dialog, above, allows you to enter the total number of visi-
tors at any attendance event, and print a tally of visitor attendance.
To print one of two available Print Attendance Forms ll
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person’s name with a small blank line beside it where a check mark may be placed if they are
found to be in attendance.

e Roll Book Pages: This form prints a grid-like form on your page with slots to record up to 20
weeks of attendance information.

Before you begin printing, make sure you select the starting date, the interval, box size, and
orientation. You’ll likely need to experiment some to get the grid just as you want it with the
options presented.

This form is most useful for creating notebook pages of attendance forms which can be
printed and then given to SS Class/Division leaders to track attendance.

Print Attendance Totals

This Attendance Menu option allows you to print a summary page of your attendance.

Archiving Attendance

Currently CMD does not provide an archive for attendance files. However, this feature will be added
in the future as the need arises. As is, CMD’s attendance tracker is able to store some 2 billion atten-
dance markings, which means that you can store and view attendance over a number of years if you
wish. However, if this begins to compromise performance, we may elect to implement an archival
process that will remove old attendance from your active file.

Printing Names by Attendance

You may print lists of names, including an attendance grid of attendance by using the capabilities
available in Print Names. Among your options there, you may print names based on number of time
present, names present on a given day, and more. We’ve chosen to use the expansive capabilities of
Print Names to print names by attendance or to print attendance grids since you can utilize all the ad-
ditional features while doing so.

Because of the number of options available, we’ll not duplicate here the information about printing
that you can find in Chapter 7. Just remember that you may include attendance information as the cri-
teria for the list which will be generated.
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Clerk

CMD provides Clerk functions to facilitate reports that may be required by denominational entities,
local operating boards, or the pastoral staff. Clerk information is drawn from several fields already
present in the CMD’s data structure, and from two additional data files:

e The Archive File, which stores information about those names who have been deleted from
your data file

e The Address Change File, which stores prior address information before a change was made
to a given family’s address or phone number.

The Clerk Menu provides access to these two data files, plus the means to print the actual clerk’s
report. A clerk’s report is defined as a report of members who have joined or who have been removed
from your official membership list during a specific time period. Also included is a report of name or

address changes of
Clerk Reports X
members.

Clerk Print Control | Update Names for Clerk Repurtl

We’ll begin our
discussion with the

, . Output Form IBasic Report LI Repurtf.; 0 [l _
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dialog that you can use to make quick updates to clerk-related information as needed. Otherwise,
since you use the information stored in your CMD data file, Archive file, and Address Change file, all
that is needed here are the printing functions.

Members List Definition

Before you attempt to print any clerk’s reports, you must specify the Members List. This list is taken
from the items you have defined on your Membership Status list that represent actual members. If
you do not do this, the reports will be empty and/or completely inaccurate!

To define the Members, list, click the Select button to the right of the Members List drop-down box.
Select only those items that define actual members in your data file.

Output Forms

To view the available Output Forms, click the small down arrow icon at the right end of the Output
Forms combo box to reveal the options. Choose from among:

e Basic Report. This option prints a basic report incorporating name, address, and appropriate
joining or archive date information. When you select this option, you can select any or all of
the items on the Reports to Print group just to its right. Incoming Name reports are taken
from the active names in your CMD data file, Outgoing reports come from the Archive file,
and the Address Change Report comes from the Address Change file.

e Abbreviated Report. Similar to the Basic Report, except that address information is not
printed on the Incoming and Outgoing reports. When you select this option, you can select
any or all of the items on the Reports to Print group just to its right.

o Denominational Report. This report is printed landscape on your page, and includes all the
reports which can be printed automatically. Since all the reports are included, the options on
the Reports to Print group are disabled when the Denominational Report is selected.

Note: If your denomination uses a different form for reporting, please send us a copy of
the form and we will endeavor to include a form similar to the one you need in a future
update.

e Incoming Name Preview. This form prints a basic list so that you can review your incoming
names to make sure that you have the required information stored for them in order to be
properly included in the clerk report. See page 42 for more information on storing informa-
tion for clerk reports.

Affiliation Selection

If you are in a multi-church district and you have used the Affiliation field to differentiate members of
the different churches in your district, you should select the Affiliation from the drop-down combo
box provided which matches the specific church for which this report is intended. If you don’t select
an Affiliation, then all names in your entire district will be in the report.
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Report Title

Use this edit box to enter a title that will appear as the clerk report header.

Return Address

This selection picks which church name from the return address list already entered into your data file
that will be used in the report header information.

Members List

As mentioned on page 90, you must let CMD know which items from your Membership Status list
represent actual members. If the drop-down box doesn’t reflect your list of members, click the Select
button to see your Membership Status list so that you can define an accurate list. Your clerk’s re-
ports are guaranteed to be incorrect if you do not set up the Members List properly!

Print Last Names First

Check this box if you wish to print the last name first when the reports are printed.

Reports to Print

This group of check boxes determines which of the possible reports are included if your clerk report
is either a Basic Report or Abbreviated Report. Make sure the items are checked that you wish to in-
clude in the clerk report. If the items are grayed-out, you cannot select or deselect them.

Starting/Ending Dates

Select dates by clicking the small calendar icon to the right of the start and ending date boxes. Clerk
reports can cover any time period you specify.

Note that while you can specify any date range for the report, generally you should only attempt to
print reports for date ranges that are after the time when you starting recording each and every incom-
ing and outgoing member in CMD. The clerk function is designed to accurately print current reports,
not reports that go back in time because you will not have entered all the information needed to gen-
erate an accurate report!

View Address Changes

If you need to review or delete some of the address changes made during the time period you speci-
fied, click the View Address Changes button. See page 93 for more information on address changes.
Print the Report

Once all the parameters are set the way you like and you’ve reviewed your data as needed, click the
Begin Printing button to actually print the report.
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Update Names for Clerk Report

If you need to update some information quickly for your clerk reports, you do not need to leave the
Clerk dialog and go to the Enter/Modify/Delete Names dialog to do it. Instead, click the Update
Name for Clerk Report tab page. This page has tools which allow you to alter the Method, Specif-
ics, Baptism, and Joining Dates. Access the name(s) you need to update by clicking the Find Indi-
viduals button.

Clerk Reports ﬁl

Clerk Print Control Update Names for Clerk Report

— Update Clerk Infor

N S

Fred —
Abbey ¢ Find individuals |

Method ITransfen"LeIter LI ? Help |

Specifics Ifrnm Scranton, PA

Baptism IDSH G976 @
Joining 12/07/1991

Printing Accurate Clerk Reports

The reports you print will only be as accurate as the information you’ve entered. It is not hard to print
an accurate report, but there are some things which will help assure that your reports will be meaning-
ful.

We’ve included a fairly complete help topic in CMD help file which you should access, print, and
read. To find it, click the Help Button on the Clerk Print Control dialog, and click the Printing Ac-
curate Clerk Reports link.
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Archive File

The data in the Archive file constitutes a permanent record of names removed from your membership
list. The Archive File dialog, accessible as a choice on the Clerk Menu, gives you access to the
names stored in your Archive file. The Archive File dialog has pages that let you browse, update, or
delete names in the Archive file, and to print them. See Chapter 6 for information on how to view,
print, and remove names from the archive file.

i

Title IDr Middle Hldlblbll-l-l—l/l/lxl(‘l
Bl [Burton | Fine indlividuals
Last IAmnesty Suffix I
GoesBy IElurton Affiliation I
Address |1211E Carmino Real Date of Birth 07/14/1955 @

I Anniversary 0B/M061977 @
City ISan Diego Baptism @
State  |CA Zip 32158 Date Joined  [12115A1985 [
Home Phone Work Phone User Date 1 @
[519-655-1212 [619-4555-1212 User Date 2 &
Membership Status User Date 3 @
IInactive Member User Date 4 @
Clerk Report Comments Archive Date  [04/13/1934 [
ITransfered to Paradise Valley, National City, CA

Reason for Leaving
Confidential Comments
- - ITransfer ﬂ
Dr. Burton was unhappy about & change in ourworship d
service and went to a church more to his liking.
j ? Help | 1l Close |

Address Change File

The View Address Change File dialog, accessible as a choice on the Clerk Menu, displays all the
names which have been saved to your address change file. You may also call up the Address Change
File dialog by clicking the View Address Changes button on the Clerk dialog.

Names whose addresses have been changed are automatically sent to the Address Changes data
file only if you check the Track Address Changes check box on the Settings page of the Address
notebook located in the Family Data area of the Enter/Modify/Delete Names dialog.
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You can also set a default for this field for each new family entered by selecting the Track Address
Change box on the Check Box Defaults page of the General Preferences dialog.

The address change file’s main purpose is to hold address changes of your names so that these
changes can be included in your Clerk Reports. Once the clerk report has been printed during the
time period covered by the names in your address change file, we recommend that you clear all the
names out of the address change file with the button provided.

There is also an option on this utility to clear out individual names if needed. Click on the name(s)
you wish to delete and click the Remove Selected Name(s) button. If you wish to select more than
one name for deletion, hold the Ctrl key down while you make your selections.

Note that you can also Clear Blank Items to remove any blank entries in the address change file, and
you may click Clear Address Change File to erase all items in the file.

View Address Changes X

Click a family name to see old and current address information

Sort hy...

Date Added |Family Name -
& Date order

N04/13/2004 | Abbey, Fred & Wilma
04/13/2004  Acorn, CIiff & Sharon " Name order
04/13/2004  Aguapo, Lester & haria Cristina

ﬁ_ Remaove selected namel(s)

Clear blank iterms

J {l Clear address change file |

? Help 1 Close
hd
— Old address information Current address information
1234 Big Rocky Rd 3232 Big Sky Rd
San Clemente CA 933544 Riverside CA 92515
909-234-2232 909-234-2232
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10

Quick List

What is Quick List?

Quick List is a feature unique to CMD which allows you to quickly create new Quick List Catego-
ries that you link to names in your CMD data file for the purpose of printing labels, lists, or reports.

What is a Quick List Category?

When entering names into the CMD data file, you enter information into “fields” that contain the in-
formation. Family Name, First Name, Birth Date are all examples of data fields. These fields are pro-
grammed into CMD and cannot be changed, though some can be renamed and you can define the
choices that you pick from in nearly all of CMD’s menu fields.

By contrast, in Quick List you work with “categories.” Think of categories as new fields that are
stored in a completely separate data file. You can create any sort of category you wish and associate
any number of individual names in your CMD data file with any category. You can also remove any
name or names from any category at any time. Any activity in the Quick List file makes no changes in
the CMD’s data file.

How is This Useful?

Quick Lists can solve a number of problems for you. Here are a few examples:

e Temporary Lists. You need to create a small mailing list from among your names that you
will use only a few times and would rather not take up one of the other fields to indicate
names who should be included. You can quickly add the names in your data file to a new
Quick List for temporary use, and then you can delete the entire Quick List category in a sin-
gle operation.

e New Lists. Perhaps you need to track some things that the fields pre-programmed into CMD
do not cover. You can create any number of new categories and assign any number of people
to them. For example, let’s say that you want to keep track of members in your church who
have an interest in forming a church softball team. A Quick List category is an ideal way to
keep track of those names.

e Frequently Changing Lists. If a particular list is a regularly used one but requires constant
or frequent changes, updating the names in a Quick List is often faster and simpler than call-
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ing up each name in Enter/Modify/Delete Names and updating the specific field for each
name.

There are many other possible uses, but these should get you started thinking in the right direction.
Because Quick List categories can be created, updated, and deleted all without bothering the data in
your main data file, you should feel free to experiment with Quick List so that you can learn how to
use it when the need arises.

Printing Reports

To print reports based on a Quick List, select Quick List Category in the First Step Selection box on
the Selection page of the Print Names dialog. See page 57 for more information. All other options for
printing names that are available for any other selection of names on the Print Control page are avail-
able for the printing or viewing of Quick Lists.

Add or Update a Quick List

To create a new Quick List category or add names to one that already exists, select the Add Names/
Categories option on the Quick List Menu. This will bring up the Add Names to Quick List dialog:

Add Names to Quick List il
— Enter a New Category Name... — Names to choose from... — Names already in category
Il Abbey, Fred -
Abbey, Gary
Add New Category | Last Mame Goes By - Abbey, Wilma
» Fred Abner, Erikson
- Abbey Gary Abner, Louise
...or Select a Current Category Abbey e Abner, Shawna
Gourmet Club : Abner, Wictor
Ab Erik .
Parish Group A Ll 4 .Son Acom, Cliff
Parish Group B Abner Louise Acom. Daniel
Softball League Abner Shawna T ! " i
Abner YWictor I derg, DWSt?
Acom Clif fieers, Jenin |
Acom Daniel d
Acarn Sharon ~ New added
Acorm Shelly
Adelman Rhoda
Adelman Sandford
Aguapn Abraharn -|

& Add name to category I

? Help | ﬁgluse |

To create a brand new category, click in the Enter a New Category Name edit box in the upper left
corner of the dialog. You can enter any title you wish up to 30 characters in length. Click the Add
New Category button when you have finished entering the new category name. It will immediately
be added to the list of current categories just underneath.
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If you wish to add names to a category already created, click on it (make sure it’s highlighted) in the
list of current categories. The names already in the category will be displayed in the column on the far
right side of the dialog.

To add names to the selected category, click in the edit box in the center portion of the dialog. Type
in the first few letters of the last name. As with other parts of CMD, once the name is highlighted that
you wish to add, either press Enter, click the Add Name to Category button, or double-click on the
name. You will see a listing of new names added in the current session in the lower right corner of the
dialog. Continue entering names as needed into the category until you are finished.

Add Names to Multiple Categories

If you use Quick List often, you might encounter some times when you wish to add a name to more
than one category. You can do this using the Add Names to Multiple Categories option on the
Quick List Menu. You’ll see this dialog:

Add a Name to Multiple Quick List Categories il
— New category selections N to choose from... r— Quick Lists for Highlighted Name
T Gourmet Club Gourmet Club
[1Parish Group A I Parish Group A
[P arish Group B
|7 Last Marme Goes By ii
» Fred
Abbey Gary
Abbey YWilma
Abner Eriksan
Abner Louise
Abner Shawna
Abner wictor
Acorn Cliff
Acorn Daniel
Acorn Sharon
Acor Shelly
Adelman Rhoda
Adelman Sandford
Aguapo Abraharm v|
" Add name to selected categories I
¥ Clear selections after each add operation ? Help | ﬁglose |

When you arrive at this dialog, you’ll see a list of categories on the left column with a check box be-
side each one. Check the box of each category for which you wish to add a name.

A check box in the lower left corner of the dialog will allow you to either keep or clear the New Cate-
gory Selections after selecting each name in case you need to either add several names to the same set
of multiple categories, or if you need to add different names to different categories.
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List/Delete/Maintain Names & Categories

Select this option on the Quick List Menu if you need to remove a name from a category, view the
names in a category, erase an entire category, rename it, or replicate it using another name.

If yOU JUSt WISh to VieW_ the IISt Of List /Delete /Maintain Quick List Names - él
names in a category, click on it. The
list of names that belong to the se-

r in Selected Category

1 i H 0 g p|Abbey, Fred -
lected category will be displayed in Pareh G _Abb: Gr:ry :|
i i arish Group H ;
the column on the right side of the Sefinall Loague [Jabbey, wima
dialog. _Abner, Erikson

Abner, Louise
Abner, Shawna

To remove a name from a category, Mabner victor
click on the category on the left [Jacom, cif
which will display the list of names | (Acorn, Daniel
. . . . Albery, Krystal
in the category on the right. Highlight |anders, Derwin

the name you wish to remove, then
click the Delete Selected Name but- =

ton. Remember, this action only i ||
removes the name from the Quick

LIS'[ that youyve hlghllghted It does Names in Category: 11 % Delete selected name ? Help |
not remove the name from your ST e o | i ciose

CMD data file!

If you wish to erase an entire category, rename it, or replicate it, first highlight the category then
click the Other Functions button. Select the function you wish to perform.

Individual Name Utilities

The Individual Name Utilities selection on the Quick List Menu allows you to either remove a se-
lected name from a group of categories that you can select, or remove the name from all categories in
a single operation.

Quick List Individual Names Utilities ll

To use it, find and highlight the

. — Names in Quick List File ———————— — Quick Lists for Highlighted Name
name thgt you Wlsh to work on. Once R - Gaumet Ciub
a name is highlighted, all the catego- Fpea Faren Grece &
ries that the name is in will be dis- Romer. Louise
played in the column on the right o vicon
side of the dialog. reom, Daril

Adelman, Sandford
A Aguapo, Abraham
If you wish to remove the name from e
selected categories, select them then e
click the button to remove the name. S | |
. oot dan |
If you wish to remove the name from -

all categories, no selections in the
right hand column will be necessary.

Remove name from selected categories | Clean Quick List | ? Help |

Remove selected name from all categories | j-'l_ Close
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Clearing Out the Entire Quick List

If you need to clear out the entire Quick List data file, you can do it in one easy step by using the
Clear command on the Data File Utilities dialog.

Make sure that you really intend to clear out all data from ALL Quick List categories! There is no
“undo” for this.
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Christian Learning

To access the Christian Learning dialog, click the Christian Learning item on the Tools Menu.

Christian Learning allows you to track the progress of individuals through various learning experi-
ences. Though primarily designed to track progress of people learning about the Christian faith, its
potential application is much wider. It can be used to track participation in virtually any sort of learn-
ing experience for an individual or group such as elders’ training, health or parenting classes, Bible
studies, home Bible group studies, and much more.

Each learning experience has a related set of user-determined topics. For each topic there are fields
that record the topic name, a teacher, the date the topic was presented, and the learner’s response to
the presented topic.

You may use Christian Learning in a number of different ways to make it relevant for different types
of learning experiences and your way to doing things. Experimenting with “CL” before you use it in
earnest will probably save you some time later on, and it will likely open up some concepts for you
that will be useful as you begin to use it. We’ve even provided an easy way to clear out any practice
data when you are ready to use Christian Learning for a real situation.

There are five tabbed pages on the Christian Learning dialog:

e By Name. This page is used when you wish to view or update the learning information for
one or a few individuals. From here you can also print a record of any individual’s learning
experiences.

e By Experience. Use the tools on this page when you wish to update the information for a
larger number of individuals for a particular learning experience. From here, for example,
you can quickly update the attendance for a given topic for any number of names in your
CMD data file.

e By Roster. This page is used to mark attendance for a given topic for a pre-defined group of
individuals in your data file. An example of this would be if you were going to give a series
of training classes on being a deacon. The names that would appear on your screen from
which to mark attendance or a response for this training course would be only deacons.

o Define Experiences. This page is used to set up the actual learning experiences, the possible
responses, and the topics associated with the learning experience.

e Print Reports. This page provides tools to print various lists and reports based on the learn-
ing experiences you define.



102 Chapter 11—Christian Learning

Define Experiences

Because you have to define specific learning experiences before you can do anything else with CL,
we’ll start with the Define Experiences page that looks like figure 11.1 below. For illustrations pur-
poses, we’ll refer to a sample learning experience that we have created called Christian Basics. It is
designed to be a very basic set of Bible study lessons for a person just learning about the Christian
faith.

Learning Experiences Grid

In the upper left corner of the dialog, you’ll see a small navigation bar over a small grid labeled
Learning Experiences. This grid displays a list of all currently defined learning experiences. You
may scroll the list to see other learning experiences if you have defined more than the 6 entries the
grid can display without scrolling.

Adding a New Learning Experience

To add a new learning experience, or “LE”, click the + button on the navigation bar located over the
Learning Experiences grid. This will open up a space in the grid for a new learning experience. Enter
up to 30 characters for the name of the learning experience.

x|

? Help

Christian Learning

By Mame | By Expetience | By Roster Define Experiences | Frint reparts

* = a 70
Learning Experiences j Response list (20 characters or less) Erase learning experience data
| Christian Basics Accepted ;I
_|Discipleship 101 Rejected Erase all data associated with selected LE |
_|Elder's Training Course il Ihlnqug
| [outh Bible Lessons Has questions

I [ |
Learning Experience Topics 4 44 4 = Wk F = a 7 O Notes
Topic Teacher Date Sequence |;| In this lesson the learner is taught that
What is the Bible? prayer is the way we communicate with
|wha is Gad? Ll

Who is Jesus?

Who is the Holy Spirit?
Why should we pray?
_|How should wa pray?
_|What is sin?

_|What happens to sinners?
_|What is grace?

| [How can we receive grace?

(Rl

God listens, God responds, and we are
noutished by our own time in prayer.

The learner is taught that prayer can
happen in many different circumstances,
_I and that there is vitually no part of a
person's life where prayer cannot be
helpful.

Aftention is given to the great prayers of
Scripture as a teaching tool to show how
past believers prayed in various
situations.

]

Figure 11.1: The Christian Learning dialog showing the Define Experiences page. Along with 3 other learn-
ing experiences, we’ve set up an experience entitled Christian Basics that we’ll use as an example as we
work through the various processes available to help you track individuals on their learning course.
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Responses

Along with each learning experience, you may define a list of potential responses that are appropriate
for the type of learning experience that you are defining. Click directly in the Responses field to enter
or modify responses. In our example, we needed responses to indicate how a person might respond to
the various Biblical topics that would be presented. Some learning experiences may need nothing
more than responses such as Present and Absent so that the response essentially becomes an atten-
dance marker. Use the response list any way that meets your needs.

Adding Topics

Learning Experience Topics track the specific topics that are to be associated with a given learning
experience. You may define as many different topics as you need, and the list may be expanded later
as needed. To add a topic, click the + button on the navigation bar over the Learning Experience Top-
ics grid. When you define a topic, you may provide a topic name, a teacher or presenter, a date when
the topic is to be presented, and a sequence number to assure the flow of topics presented stays in a
desired order.

Some learning experiences are static, meaning they have a defined beginning and ending date with
specific study topics predetermined. Others will be more open-ended; that is, perhaps the topics are
mapped out ahead of time, but the teachers or presenters may not be consistent, nor the dates deter-
mined ahead of time.

In our example, we’re designing this learning experience to be made available to individuals who will
learn about Bible truths with a pastor or church member who knows how to help someone study the
Bible. Because the Christian Basics course will be given one-on-one, we won’t know the name of the
teacher or the date because those items will be worked out over time with the teacher and the student.
Other settings, such as a one-week course on how to be a good church elder, might already have the
teacher and dates mapped out. If that’s the case, enter that information when you define the topics.

Topic Notes

Located just to the right of the topics grid is a notes area. When defining a topic, you may wish to
click in the notes area with your mouse pointer and type in some reminders, a basic outline for the
topic, or anything else useful to you that will be associated with the selected topic. In our example,
you can see that the “Why Should We Pray” topic is selected, and you can see the notes for that topic
displayed to the right.

Though the notes area is small in size, it can actually hold up to 64K of text (though formatting is lim-
ited) so you can put in enough notes to allow you to present the selected topic right from these notes if
you wish.

Deleting a Learning Experience or Topic

You may delete a specific topic from a specific learning experience by selecting both the learning ex-
perience and the topic. Click the — button on the topic’s navigation bar.

If you wish to delete an entire learning experience, select it in the Learning Experiences grid and click
the small — button in the navigation bar over the Learning Experiences grid.
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Editing a Current Learning Experience

To work with an already-defined learning experience, click directly on it as is shown in our example
where Christian Basics has already been selected. You can then edit Responses or topics as needed.

Erase All Data Associated with Selected LE

If you no longer need any data associated with the selected learning experience, click this button.
This will not remove the LE from the list of learning experiences, but it will delete any trace of the
selected LE from the data files of names in your CMD file.

By Name

The By Name tab page provides tools to view, edit, and print CL information for specific individuals
in your file. If you need to edit a whole batch of names, the By Experience or By Roster pages might
be better choices. But if you need to work with one or just a few individuals, the By Name page
might work best. The blank By Name tab page looks like the screen grab in figure 11.2 below.

The layout of the By Name page provides name search tools in the upper left corner of the dialog, a
grid for displaying topics associated with the selected name, a place to enter comments about the se-
lected topic, controls to add or delete topics or learning experiences to the selected name, and options
for printing the learning experiences for the selected individual. We’ll stay with the sample learning
experience mentioned above as we walk you through how you might use this page.

Let’s assume that Fred Abbey, the first name in our sample list of names, wants to take the Christian
Basics course of Bible studies. First, we’ll open the combo box labeled Select Learning Experience
located near the top center of the dialog.

Christian Learning x|

By Name | By Experience | By Roster | Define Experiences | Print reports

H - I‘ ? Help
Figure 11.2: The A O :
screen grab to the Last Name ‘Gues By ‘Suﬂix ‘i| ISeIem Learning Exy J Print individual exp

N . ¥|Abbey Fred hd N )
I‘Ight is Of the By | |abbey Gary T ——— | | &y Print individual's leaming experiences I
Name page where _|Abbey AL I~ Include comments

h | _|Abner Erikson Create entry for each topic |
there are no learn- _|Abner Lauise Line shading every 2 3| lines
ing experiences _|Abner Shawna Delete topics for selected name

e Abner Wictor
visible. :Acnm Cliff LI Sort by... |Sequence - MG AE BEO Do P R D

|Experiem:e Topic |Tea|:her |Dale Response |:|

There are name O —

search tools in the
upper left corner,
and a grid in the

lower half of the

page which shows
any learning experi- d
ences assigned to 4L —"_I
the selected name.

Comments
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When we open it, we’ll see the list of all the learn-
ing experiences we’ve defined on the Define Experi-
ences page (see figure 11.3). We’ll select Christian
Basics from the list, and then we’ll click the Create
Entry for Each Topic button also located in the cen-
ter of the dialog. This will result in what is shown in
figure 11.4.

Notice that all the topics created for Christian Ba-
sics have now been assigned to Fred Abbey with
just one mouse click! As Fred completes a study,
you can click the in Teacher, Date, and Response
fields to record the appropriate information. As Fred
progresses through the study, you’ll be able to eas-
ily see the topics covered and yet to be covered.

105

Select Learning Experience... Print individuz

| = ( o

Christian Basics n_
Discipleship 101

e

Elder's Training Course
Youth Bible Lessons

| LTITE SIrauimy

Malata trmics fre calactad naees I

Figure 11.3: When you click the icon in the Se-
lect Learning Experience combo, the list of all
currently defined learning experiences will be
displayed. Use this selection to limit what’s
viewed in the grid to the selected learning ex-
perience, or when you want to quickly assign all
the topics of a learning experience to a given
name.

Christian Learning il

By Narme | By Experience I By Roster [ Define Experiences | Print reports

I 7 Help
Last Name |Gues By |Sufﬁx | - Select Learning Experience... Print individual experiences

P|abbey Fred [Christian Basics = = T )

_Abbey Gary L i i | | Print individual's leaming experiences |

o ist all learning experiences

_Abbey il " Include comments

_|Abner Erikson Create entry for each topic |

_|Abner Louise Line shading every [2 5| lines
Abner Shawna Delete topics for selected name |

_Abner “ictar

[ JAcom Cliff ~| Sortby.. ISequence vl M e e M b = A ot S e

Topic |Teacher |Date Response =

Ld[Christian 5 ¥ |What is the Bible? -
Christian Basics Who is God?

:Christian Basics Who is Jesus?

_|Christian Basics Who is the Holy Spirit?

_[Christian Basics Why should we pray?
Christian Basics How should we pray?

:Christian Basics What is sin?

_|Christian Basics What happens to sinners?

| |Christian Basics What is grace? —|L|

4 3

Comments

Figure 11.4: This is the By Name page after Christian Basics was selected as the learning experience, and
after the Create Entry for Each Topic button was clicked. In one click, each of the topics defined for the
selected learning experience is automatically assigned to the learning record of the selected name.
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List All Learning Experiences Button

Because you can assign as many learning experiences as you wish to any number of individuals in
your data file, there may be times when you wish to see all of a name’s learning experiences on the
grid at one time. To do this, click the List All Learning Experiences button.

List a Specific Learning Experience

If you wish to see only the topics associated with a specific learning experience, open the Select
Learning Experience combo box and select the learning experience you wish to display.

Delete Topics for Selected Name Button

If you wish to delete topics for the selected name, click this button. If you have selected a particular
learning experience, this delete function will only delete the topics associated with the selected learn-
ing experience.

Sort By Selection

You have four options here: Sequence, Date, Date Descending, and Teacher. Select as appropriate.

Print Individual’s Learning Experience

If you wish to print a quick report of the learning experiences for the selected individual, click the
Print button. You may adjust two parameters: you may include comments if you wish, and you may
adjust the line shading increment.

The form that is printed will vary depending on whether or not you are showing all learning experi-
ences, a specific one, or if you have selected comments.

If you need to adjust the shading depth of the shaded lines, double-click directly in the line shading
edit box to get to the Preferences page that allows you to adjust this.

When you click the Print button, the report will be prepared, after which a small dialog will allow
you to choose between preview (screen) or printer.

Additional Notes on the By Name Page

e You may add topics one at a time to any name’s CL record by clicking the + button on the
navigation bar over the topics grid. Select the topic from a drop-down list which becomes
available when you are in that field.

e You may fill in the teacher, date, and response of an individual for any topic in any order
that’s needed. That means even though you may have defined an optimum sequence for the
study to progress, reality may dictate a different order of presentation for one reason or an-
other. You are not slave to the order in which topics are presented. Click as needed in the
fields of the topics as needed. Figure 11.5 shows how we’ve recorded study dates for Fred,
complete with various responses.
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Notice that the date order of the topics covered is not in line with the sequence in which the
topics are presented. Once again, that does not matter. What matters most is that you are able
to see what topics have been covered and when they were covered, and what the response to
the topic was.

e Use the comments field for a specific topic to record reactions, questions, or suggestions
given by the learner. Some of the information you record here may become helpful or rele-
vant as the learning experience progresses.

o If you manually enter a topic, the list of topics that are available, along with the list of re-
sponses that are available, are determined by the selection of the learning experience selected
in the first field of the topics grid.

Christian Learning Ll

By Mare | By Experience | By Roster | Define Experiences | Print reports

I ? Help
Last Name ‘Goes By |Sufﬁx ‘ - Select Learning Experience... Print individual experiences
P Abbey Fred |Christian Basics LI
T o | Print individual's learning experiences I
_|~00ey ary List all leamning experiences |
_|Abbey W?Ima [~ Include comments
_|Abner Erikson Create entry for each topic |
_|Abner Louise Line shading every [2 2| lines
Abner Shawna Delete topics for selected name |
_|Abner “ictor
|_|Acom Cliff LI Sort by... ISequence vl M A M — Ao
Experience Topic |Teacher |Date Response |:|
_|Christian Basics YWhat is the Bible?
_|Christian Basics YWho is God? Shelly Acarn 04/15/2004 Accepted
_|Christian Basics Who is Jesus? Shelly Acorn 04418/2004 Accepted
_|Christian Basics YWho is the Haly Spirit? Lester Aguapo 04/20/2004 Still thinking _I
_|Christian Basics Why should we pray?
¥|Christian Basics How should we pray? Shelly Acarn 04/19/2004 Has guestions
| Christian Basics Wyhat is sin?
_|Christian Basics YWhat happens to sinners? Lester Aguapo 040172004 Rejected
| [Christian Basics What is grace? Shelly Acorn 04/08/2004 Accepted -
1 | | 4
Comments | Fred is too worried about the form prayer should take rather than learning to talk to God as his Father or Jesus as his Savior. He worries that if he
doesn't say the words just right or in the right order that God will somehow not be interested in his prayers
Shelly showed him some of the prayers and circumstances of those prayers from the Bible, and it's beginning to become more clear to him.
Probably he'll need one maore lesson on this topic before he's really comfortable with the idea of prayer.

Figure 11.5: This screen shot shows the topics grid with several of the topics completed. Note that the
topics may be filled in out of sequence or date order as needed. The sequence is only there to provide an
ideal flow of the topics, but need not dictate the actual order of presentation.
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By Experience

The By Experience page allows you to enter information about a learning experience to a large num-
ber of names more quickly than you could if you worked with the By Name page. This page is most
useful for those occasions where the list of persons who attend a learning experience is not easily pre-
dictable and may well change over the course of the learning experience.

An example of this might be a public evangelism setting where a speaker comes in for several meet-
ings over the course of days or weeks. Those who might attend such meetings may be there for only a
few of the meetings, while others may come for many or most of them. Still others will begin attend-
ing sometime after they have already begun.

Figure 11.6 below shows this page in action. We start by first selecting an experience and specific
topic (Christian Basics and “Who is Jesus?” have been chosen for our example). We then specified
the teacher who presented the topic, the date it was presented, and we chose “Accepted” as the re-
sponse. We then use the Name Search tools to find each name who attended the presentation of this
topic on this date by this teacher who had this response. Once we’ve found the name, we “mark” them

Christian Learning il

By Name By Experience |By Roster | Define Experiences | Print reparts

7 Help |

Select the experience Select names for marking Names entered this session
|Chr|5t|an Basics LI |b| lan Caldwell
Betty Canavier
Select the topic Last Name Goes By |Sufﬁx |;| Amanda Garcia
[Wwhois Jesus? = Atchizon Sybil ELET [EFTED
: m Eric Jacobsen
Atwood Elayne
) — Alex Larson
Specify a teacher _|Atwood Jacaoh
IThnmaa Turner _I _|Atwood Luke
_|Atwood Tim
Specify a date | |Avery Ellsworth
ID?QMQDM @ | Awery Florence _I
- | Babrock Ota
electd response _|Babcock Robert
IACCEF'ted d _|Bailey John
_|Bailey Jordan
_|Bailey Rownanne
_|Baker Cluer
_|Baker Gaoldie
| [Baker Grace LI

" Matk selected name for eXpErience I

Find names already entered

Figure 11.6: The By Experience page allows you to enter learning information about a large number of
people in your file by using the Name Search tools provided. Use this page especially in those situations
where the list of participants is likely to change over time or not be consistent.
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by either clicking the Mark Selected Name for Experience button, double-click directly on the name
in the names list, or press ENTER when the name is highlighted.

If you are interrupted in the course of marking names for a particular topic, teacher, date, and re-
sponse, you can pick up your work again later on at any time. Simply return to this page, set the ex-
perience, topic, teacher, date, and response again, click the Find Names Already Entered button to
see who’s already been marked, and then pick up where you left off.

By Roster

The By Roster page of the Christian Learning dialog is used when you wish to add teacher, date, and
response to one or more names in a pre-defined group learning setting. By that we mean a specific
learning experience that is presented to a specific group of people that is not likely to change over
time. Remember, if you are adding topics as you go along, or if you are adding people to the list of
those who have completed the topic as you go along, use the By Experience tab page instead.

To illustrate, we’ll create a learning experience entitled Elders Training Course and define a num-
ber of topics that pertain to the work of elders in your church. Since the list of elders in most churches
is fairly static, meaning its membership likely won’t change over the course of the learning experi-
ence, this provides an ideal example for using the By Roster page.

Once the specific LE has been create, the next step would be to define the list of names that will com-
prise your roster. There are two ways this can be done:

e Use the By Name page, select the Elders Training Course as the Learning Experience, then
find each elder in turn on the names list. When you find an elder’s name, click the Create
Entry for Each Topic button, and the entire range of topics created for this LE will be created
for the name who is highlighted.

e Use the By Roster page, select the name who should be added to the roster, and click the Add
New Name to Roster button. This will result in the same action as in the previously men-
tioned method.

Steps for Using The By Roster Page

First you need to pull the roster of names with which you wish to work from the full list of names in
your CMD data file. To do this, enter as many fields as needed to narrow the criteria for the search.
We suggest that you follow steps in this order:

e Select an Experience and a Topic from the respective drop-down lists. These two are the
minimum fields you should select to derive the roster.

e If you wish to include the Teacher field as a part of the selection to build the roster, click the
Select Teacher radio button, and then enter the name of the teacher. If you defined a teacher
for this topic when the learning experience was first created, it will be entered here automati-
cally.



110 Chapter 11—Christian Learning

If you wish to include the Date field as a part of the selection to build the roster, click the Se-
lect Date radio button, and then enter the date. If you defined a date for this topic when the
learning experience was first created, it will be entered here automatically.

o Click the Get Roster button to retrieve all the names in your file whose Christian Learning
data record matches the fields you selected. This will create the list of names from which to
work.

e If you worked on this list in a prior session, you’ll need to select the item in the Response
field that you were working with before, and then click the Find Names Already Entered
button to see who you’ve processed so far.

o If you wish to save a new date or teacher, click the Save Teacher or Save Date button after
you’ve pulled up your roster to mark the names with the information you define in either the
teacher or date fields.

Now you are ready to actually mark new names (or additional names if you were working with this
list before) for each of the items selected in the list of fields in the left hand column. Use the Name
Search tools in the center to find the name you wish to mark. Either double-click the name in the grid,

Christian Learning ll

By MName I By Experience By Roster | Define Expariences | Print repors

7 Help
Select the experience Select names for marking Names entered this session
IEIders Training Course ﬂ I
Select the topic Last Name Goes By |Sufﬁx |;|
IHowto Support Y our Pastor j P|Abner Victor
_|Acom Cliff
Acarn Danisl
" Select teacher * Save teacher —
_|Acom Sharan
IF'astor Mic _| | |Acam Shelly
_|Adelman Rhoda
_|Adelman Sandford _I
" Select date ' Save date Aguapo Ahraham
IDSthQDm @ _|Aguapo Alan
_Aguapo BErenna
Select response
fuwill do it =]
hd
Get roster | | o Mark selected name far experience I
Add new narne to roster | Find names already entered

Figure 11.7. The By Roster page is used when you have a specific group of individuals who have already
been marked as being a part of a learning experience. In the above example, the short list of names that
you see had previously been marked to be a part of the Elders Training Course. When you click the Get
Roster button, only those names previously marked show up, making the list easier to manage. Click the
Add New Name to Roster button if you need to add a new person to the roster on the fly.
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press Enter when it’s highlighted, or click the Mark Selected Name for Experience button. The
highlighted name’s leaning file will be updated with the information in the left column, and his/her
name added to the list in the right-hand column so you’ll know whom you’ve already marked.

If you need to add a name to the roster who’s not there while you’re working on this page, click the
Add New Name to Roster button. When you click it, a separate Name Search dialog will appear.
Find the name you want to add. When you click the Call Name button, each topic for the experience
you’ve selected will be automatically added to the name’s learning record that you picked on the
Name Search dialog, and the name will be added to the roster so that you can now mark the name.

If you wish to add the name without adding all the topics from a learning experience to the learning
file of the selected name, you should go to the By Name tab page and enter the single topic there and
then return to By Roster and click the Get Roster button again to add the name to the roster list.

Print Reports

The last page on the Christian Learning dialog allows you to print reports based on the information in
the Christian Learning data file. As in other parts of CMD where reports are printed, there are con-
trols available for fonts, printer selection, destination, page headlines, and more.

Output Forms/Setup

The Output Forms/Setup area is where you determine which names will be printed and how they
will look. The options:

All Learning Experiences

This form prints only the information about the learning experiences without any names. This listing
shows the name of the learning experience, each topic defined for it, the listing of any teachers and
dates, and the list of responses you’ve defined.

The Line Shading field determines how often line shading appears to make the reports more read-
able. Enter a value of 0 if you do not wish for the report to have shaded lines. If you wish to change
the depth of the line shading, double-click directly in the line shading field.

If you wish to Include Comments/Notes with the report, check the Include Comments/Note check
box, which is the only additional parameter you can select. The format of the actual form the All
Learning Experiences prints out will look different if you check this box in order to make room for
the comments.

Specific Learning Experience

This output form option displays only the topics associated with the learning experience that you se-
lect from the drop-down list. As with the All Learning Experiences output form, if you check the In-
clude Comments/Notes check box, the form is altered to accommodate the comments.
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Specific Learning Experience Topic

This form prints only a single topic of a learning experience, including comments/notes for the topic.
This form is most often useful in cases where you entered in the notes for the presentation in the
Notes field provided when you defined the experience and topic. This page may be all you need in
some cases to make the presentation of the topic selected.

List Names By Experience

This output form allows you to print a list of names based on a specific learning experience. You can
be as general or as specific as you wish in determining the names that will appear in your list. For
example, you might wish to print a list of all those names who were marked for the topic “Who is
Jesus?” from the Christian Basics learning experience who heard it presented on June 21, 2004, by
Thomas Turner. Note that in figure 11.8 we left the Response field blank. In this case, CMD will
print the names who heard Thomas Turner teach “Where is Jesus?” on June 21 without consideration
of the response. You could, if you wish select a response as well, creating an even more specific list.

Christian Learning il

By Mame I By Experience I By Rosterl Define Experiences  Printreports

— Output Forms/Setup — Select Fields
|List names by experience LI Select the topic Specify a date
Wha is Jesus? - 052772004
? ﬂem I _I I @
Specify a teacher Select a response
Select the experience IThomas e I LI
IChnstian Basics LI

" Include commentsinotes ‘
R Print Topic I Print Teacher

[ Print Date v Print Response

Page Headline IChrislian Basics Line shading every |2 3: lines

Printer D

" Printer
Select | IHF' Officelet G Series on
=& " Screen
£A Fonts | IT\mes Mew Roman, 12pt

IPrinting Status Ildle

5C Abort Printing | Begin Brinting |

‘ ? Hel T Close
H 4

Figure 11.8: This screen grab illustrations the example in the List Names by Experience output form men-
tioned above. Each field that you select here further limits the names who will be included in the report.
Notice the choices to Print Topic, Print Teacher, Print Date, and Print Response that are available if you
don’t include comments/notes.
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Or, perhaps you have a team of church members who like to give Bible studies and a number of them
might have presented this topic to different individuals at different times. If you wished to see a list of
all people who had completed this particular topic regardless of teacher or date, then all you would set
is the experience and topic. Leaving the teacher and date fields blank would cause any name to be
included who had been marked for this topic regardless of teacher or date.

If you leave the Include Comments/Notes box unchecked, then an additional set of choices appears
under the Select Fields area. Based on the way you selected the fields, you may or may not need all of
the fields to be included in your printed form. Use the check boxes to check or uncheck the fields that
you wish to have included.

However, if you do elect to Include Comments/Notes, then these additional choices disappear because
the format of the report changes making the additional choices unnecessary.

Labels, Envelopes, Phone Lists of Names by Experience

When printing labels, envelopes, or phone lists, you can make the same field selections as criteria as
outlined above for listing names by experience.

While line shading is disabled for these reports, each of these have additional other choices that you
can make that are appropriate to each type of printed form:
e Labels. You can select 2-up or 3-up laser label forms, or dot-matrix labels.

e Envelopes. You can print continuous feed envelopes or single feed them. You also can deter-
mine whether or not you should print a return address, and you can gain access to your
CMD’s envelope preferences.

e Phone List. You can elect to mask out the area code for local area codes if you wish.
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Church Office Terms

Most churches have some sort of selection or election process to pick local church officers, board
members, children’s division teachers, and ministry leaders and assistants. Often the term
“nominating committee” is used to describe the group of people who are selected to find leaders and
assistants for the various ministry activities in a church.

The Church Office Terms item on the Tools Menu is a specialized feature to enable the work of a
nominating committee (or whatever you call it in your local church). With it, you may...

e Specify the position a person holds within a church office or ministry
o Specify beginning and/or ending term dates for offices or ministry positions

o Print lists of current office holders or ministry leaders with their phone numbers for use by
nominating committee members

o Divide up the responsibilities between several sub-committees if needed

e Send to disk lists of names for the final report to the congregation that can be edited in your
word processor

e Track the histories of past offices held by names in your file
e Track interests expressed by your members for ministry or officer positions

e Prepare information for the “rap sheet” output form in Print Names which shows a name,
their contact information, an optional picture of the individual, a complete listing of their cur-
rent offices or ministry positions, a history of their past positions, and their interests in Print
Names. See page 66 for information on selecting the Rap Sheet as an Output Form option.

The system is designed to work with a single or unified nominating committee, or where several
smaller committees divide up the work and focus on only a few ministry areas each.

Using the tools in this utility will enable you to define or update church office information more
quickly and efficiently for your entire congregation than by setting church office positions in Enter/
Modify/Delete Names.

Suggested Work Flow

There are a number of ways to accomplish tasks using the tools in this feature. There is no one right
way, but here’s an overview of a flow that may help you as you start to use it.
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Start By Updating Current Officers & Ministry Leaders

If your church uses multi-year terms for some offices, or if there is significant carryover from year to
year in church officer and ministry leadership positions, a good place to start would be to get all of
the current offices holders marked properly.

There are two tools on this utility that you can use to examine, update, add, or delete church office or
ministry leadership positions:

e Set Officers, Terms, & Positions by NAME tab page. This page displays a name along with
all of their offices, positions within the office, and term start and end dates.

e Set Positions & Terms by Office tab page. This page displays a list of the names already
marked for the office that you select. On this page you can add or remove names from an of-
fice or ministry position. You can also update position and term dates on this page as well.

o Alternatively, you can use the Add Names to a Menu Field item on the Utilities Menu to
quickly associate names with a given church office and then return here to Church Office
Terms to finish your work.

Define Your Nominating Committee(s)

After you have marked all your names for the various officer and ministry leadership positions you
will need, then you can define the members of the nominating committee. If your setting requires the
use of more than one committee or several subcommittees, you can define each of them separately
and then define which church office or ministry leadership positions each group will be working to
fill.

Printing Forms

Once your officers list is updated and you’ve defined your nominating committees, you can print the
nomination forms that can be used by the nominating committee or any of the various subcommittees.

Follow Up

As your nominating committees finish their work, any changes to the church offices or ministry lead-
ership positions should be updated in the CMD. Once the changes have been entered, the program can
print a list of your names by office or ministry that may be distributed to your congregation.

With that overview in mind, let’s examine each page of the utility to see how it contributes to the
preparation or printing of materials for the nominating process.

Set Offices, Terms, & Positions by Name

This is the first tab page of the Church Office Terms dialog. The top part of the dialog displays Name
Search tools for locating names. As you can see from the example illustration on the next page, Mr.
Fred Abbey is highlighted. The offices that the highlighted name holds will be displayed in the Of-
fices grid in the lower half of the page. You can see several listed there in our example Each row in
the offices grid displays one office or ministry leadership position.
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Church Office Terms and Nominating Committee Functions

Offices, positions, & terms by NAME | Positions & terms by OFFICE

Enter Individual for Search...

Define nominating committees | Print |

Use First Name instead of Goes By | Mlew narme |

Last Mame Title Goes By Middle Narme Suffin | &~
> Mr Fred G. 7 Help |
Abb G
By E_W Term Start
Cu) i) initial date:
Abner Eriksan Iﬁ
Abner hdrs Louise
Abner Shawna Term End
Ahner Dr ictor initial date:
Acom Dr Cliff - | H
& Current offices " Offices histary  Interests - | > | + | -l ‘l ’/l §C| (‘l
Office Position |Term Start |Term End |;| History = |
_|Board Member Chair 01,/01/2002 1243172005
_|Building Committes Member 01,/01/1993 12/31/2004
_|Food Bank Assistant 051842002
Master Planning Comm hd
Elder -
~|Board Member ol
—|Finance Committee —I
[Master Planning Comm
Personnel Committes
Missions Committee
Outreach Committee
Music Committes I
Murture Committee LI
Building Committee

Also note just above the offices grid there are 3 radio buttons. The grid displays information accord-
ing to the radio button that is selected. Generally, you will work with the Current Offices button se-
lected when you intend to view or work with the offices currently held by the selected individual.

When you enter an office in Enter/Modify/Delete Names, all the information you see about offices
are the list of office choices. Here, you can see other fields associated with offices: Position, Term
Start, and Term End. All of these additional fields are used in printing the various forms that
Church Office Terms can produce for you. If your church has some offices whose term is longer than
a single year, use the Term Start and Term End fields so that the printed forms can show who should
be replaced during the current year.

You may use the buttons on the navigation bar over the offices grid to add additional offices or delete
any that you see there already by clicking the + or - buttons respectively.

Editing is done by clicking directly in the cell of the item you wish to edit. If you make a change, the
check mark button on the navigation bar will become enabled. Click on this button to finish your edit.
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Whenever you click into the Office field of a given row, a combo-box down arrow icon will be dis-
played so that you can select an office from your list of offices.

Clicking into the Position field also displays a drop-down icon when you tab into it, which will open
the list of options for position: member, participant, leader, chair, assistant, etc. Select the item from
the position list that describes the selected person’s level of participation.

The Term Start and Term End dates should only be used when an office or ministry position car-
ries a multi-year term. In such cases, at least enter the Term End date. The Term Start date is only for
information at this point, and is useful for historical purposes. You can either type the dates in di-
rectly, or you can select them from a pop-up calendar by clicking the icon that is revealed with you
click in the date cell you wish to enter or edit.

There are two “Initial” fields available to the right of the grid that displays the names in your data
file. Initial fields are a convenience if you will be using the Term Start and Term End dates exten-
sively. When you enter a value in these boxes, the calendars that pop-up when you enter a start or end
term date will reflect the initial value you enter there.

New Name

When you are ready to work with a new name, click the New Name button to make sure everything
that you have been working on is properly saved.
Offices History

If you wish to see the history of offices or ministry positions held by the selected name, click the sec-
ond radio button located just above the offices grid labeled Offices History. There are two basic
ways to fill in the offices history for a person:

o Edit directly in the grid as you do when working with current offices. Since this is supposed
to be a history, it will be most helpful if you are able to include term start and end dates.

e Click the History button to reveal three
choices. One choice will move whatever spe- E
cific office that is currently selected on Cur-

rent Offices to the name’s history file. Or, Copy selected item to history
you can elect to move all of the currently Copy all of name's current offices to history
selected individual’s current offices to their Copy al currents offices of all names to history

history file. Finally, you can have the CMD | | |

move all the current office positions for

every name in your file to the history file. You might use this choice just as you begin to start
your nominating committee work for a new year.

Interests

Click the Interests radio button just above the offices grid to see any interests that have been recorded
that the selected name has expressed for consideration for future offices or ministry. To add items,
click the + sign in the navigation bar and then click in the Office field to select the office they’ve ex-
pressed an interest in holding. You can additionally select a position if desired.
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Set Positions & Terms by Office

The second tab page in this utility allows you to see the entire list of names who are currently marked
as holding a specific office or ministry leadership position.

Start by selecting the office you wish to work with in the drop-down box. The names who are cur-
rently marked for the selected office will be displayed in the list.

If you wish to update the Position or the Term Start/Term End dates, click on the name you wish to
work on and make the desired changes. Note that on this page you may also set initial dates to make
repetitive entries easier.

You may add names to the list or remove them as well. If you only need to add one or two names, use
the Add a Name to the Selected Office button. If, however, you have a number of names to add,
click Add Many Names to the Selected Office button. It will be more efficient when entering more
than a few names. To remove a name, click on it, then click the Remove Name button.

Define Nominating Committees

When you are ready to define the nominating committee's) for your election process, click the Define
Nominating Committees tab. On this page, there are tools to define the committee or sub-committee’s
ID (in those cases where you work with several groups), the members of the committee, and the
church offices or ministry positions for which they are responsible.

Below is what this tab page looks like. We’ll use the sample data in the illustration to explain how to
use this feature.

Church Office Terms and Nominating Committee Functions b LI
Offices, positions, & terms by NAME | Puositions & terms by OFFICE Define nominating committees Print
Ci f Titles and Leadershiy ‘ Clear all committees, members, and offices I r’l -l | » | Hl -I-l —| - | rfl §(| ("l
Committee Title |Leader Secretary |Pastur -
M Committee #1 Shawna Abner Alan Aguapo John Freestyle
_|Committee #2 Wayne Beams Jescinda Barrett Kevin Turntable
| |Commitiee #3 Barbara Taylor Lilly Harrison Beth Whitrmore
=
© || =] ] e e+ =] e
Last Name |Gnes By - Office | - Add all offices |
M|Abbey Fred ¥|Board Member
_|Abner Louise _|Building Committee Clear items |
_|Acom Sharon _|Food Bank
_|Aguapo Hayde _|Master Planning Comm
_|Dailey Ruth _|Music Committee
| |Sanchez Jorge |_|Youth Deparment
=] =] 7o |
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Defining Committees

The grid in the top portion is labeled Committee Titles and Leadership. Even if you use only one
committee, you still need to define it in order to print the materials that will be useful to the
nominating committee process.

To enter a committee, click the + button on the navigation bar in the upper right corner of the dialog.
This will open up some new space for a new committee. If the cursor is not already there, click di-
rectly in the Committee Title field and enter a name that will identify the committee. As you can see
from the example we provided, the title need not be fancy.

If you work with several subcommittees, enter each subcommittee as a separate entity here. You can
further specify a leader, a secretary, and a pastoral sponsor for each committee. You can either
type the names in directly, or you can click the icon that appears when you click or tab into one of the
name fields to find the name on the Name Search dialog.

Defining Committee Members

Once you have defined the committee title and leadership, you are now ready to name the members
of each committee. First, click on the committee in the Committee Titles and Leadership grid for
which you want to define members.

Once selected, turn your attention to the grid in the lower left corner of the dialog. There is a separate
navigation bar for the Committee Members grid. To add a new member, click the + button and a
Name Search dialog will appear. Select the name and click Call Name.

Continue adding other names until you have selected all names for the selected committee. If you
need to select members for another committee, click on the Committee Title up above that you wish
to work with, and then add members to that committee as before.

If you need to delete a name from a committee, highlight the name and then click the - button on the
navigation bar.

Selecting Offices

Finally, you need to tell the program which offices are to be the responsibility of each committee. If
you work with a single committee, you can click the Add all Offices button and each office from your
offices list will be added in a single operation.

If you work with multiple committees and divide up the work, then click the + button on the Offices
navigation bar and select an item from your offices list. Continue to select offices as needed. You’ll
need to add each item separately from the drop-down list when you click the + button. Click the -
button if you need to remove the selected item from the list.
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Printing

Use the Print tab page to select the form you’d like to print and how you want it to look. Only the
Output Forms section on this dialog is unique from other print control dialogs in CMD, so that is
what will receive our focus here.

Nomination Forms

This output form prints all the offices that are associated with any specific nominating committee or
sub-committee. The office is first listed, followed by all names currently associated with the office.

When this option is chosen, you should L R e

first click on the committee whose offices —

you wish to print. Only the offices that [ E| et

you associated with the selected commit- Ttk |

tee on the Define Nominating Committee T 8 G 00 [

tab page will be printed. :gmmz:z i’ & Mgt Yoo Wﬁl
Next check the box to Invert Name if you [ |Committee #3 I Use Line Shading |—3f|
wish for the names to be printed with last N =
name first. | ™ Print page numbers

Then, select the highlight year. The - T Hines Per fnch |8
highlight year is useful if at least some -

office or ministry leadership terms last
for more than one year. This enables the
committee working on filling the positions to tell at a glance who is up for re-nomination and who
does not need to be re-nominated or replaced. Names up for re-nomination or replacement are printed
in bold.

When the names are printed, their name will be printed first, then their term’s end if you’ve defined
term ending dates, followed by their home and work phone numbers. Copies of these pages can be
given to each member of your nominating committee for their use as they work to staff each ministry
or office position.

You can also set the program to use line shading to help make it easier to read, tell the program to
print page numbers, and adjust the lines per inch setting to provide more space for your committee
members to write information on the pages that are printed.

Full Nominating Committee

This form prints a page with all members of the nominating committee listed together. No divisions
into subcommittees are made for this list.

When this item is selected, a large memo-type dialog appears that you can use to enter headline infor-
mation that should appear on the form.
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Sub-Committees

This form is designed to be sent only to a disk file for incorporation into your word processor. It
prints the committees divided by sub-committee along with phone information.

It is sent to a disk file because there is no way to predict how many committees or their size so CMD
cannot tell how to format the page. Since you send this information to a disk file, you can call it up in
your word processor or page layout program and format it appropriately to your setting.

Office Roster

The final output form available here is the Office Roster form, which also must be sent to a disk file.
It’s function is to provide you with the information necessary to print a finished leadership report
which can be distributed to your congregation in whatever form you find appropriate.

First, select the offices you wish to print.

N . X r Output Forms/Setup
At first glance, it may seem desirable to
print all offices (and eventually you likely | 107 rste =] T ivert names
will), but the task of formatting the infor- T Hep |
mation will be easier if you do it in
smaller groups of officers. If you wish to [ Select ofices | Clear offces | S -
divide up the formatting of information : Finance Committes
H | lick the Sel Of @ Use First Name Waster Planning Comm
into several pages, click the Select Of- ¢ Use Goes By iy .
fices button. The list will be cleared, and Standouts Missions Committee
- - - andou

you will be shown a dialog that will let e cin 8 | | Music Commitee

ou select the offices you wish to include. : Nurturs Committes
y y I Emeritus 5 | Building Cormmittes _I

. . . . v Past Policy Committes hd

Note that the offices will be printed in the e

order you select them. After you have
selected the offices and have returned to
this dialog, you can re-order the offices as needed by clicking on the office you wish move and then
clicking the up or down finger-pointer to move the item to the appropriate place on the list.

We suggest that you use Goes By, but you can use First Name if you wish.

Standouts refer to those names that you may or may not wish to have appear at the end of the list. For
example, you may wish for the pastors who are assigned to work with a specific ministry or office to
be printed after all the regular names have been printed. In those cases, clicking the Pastors check box
will pull their name from the list and print it at the end of the offices list.

When an office is printed, any leaders that have been marked will appear first, then the regular mem-
bers or participants in the office or ministry will be printed. Format the list as desired in your word
processor.

Need Other Forms?

If your local selection process needs additional forms, contact us and we’ll do our best to add forms
that you need if we are able to.
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Date Minder

Date Minder, available as an option on the Tools Menu, provides you with a quick-glance view of
names with upcoming important dates. When the Date Minder dialog (see below) first appears, it will
display the list of names that match the criteria you have specified as the default list on the Date
Minder Preferences dialog.

Though you can get this same data through Print Names, Date Minder may be faster and easier to use
when you want to preview a list of names for whom an important date is upcoming. Date Minder pre-
sents you with an easy, visual reminder of important ministry opportunities that might be connected
with the names and dates that are listed.

For example, let’s say that you make it a regular practice to visit a surviving spouse or other family
member on the anniversary of an important bereavement date. Or perhaps you like to send out con-
gratulations cards to those celebrating anniversaries in the next couple of weeks.

Date Minder allows you to specify most any date in CMD’s data file to be the basis for the list. You
can also define a day range through the end of any month you choose. The following examples will
illustrate.

Date Minder il

Date to view Month Starting day Ending day

Birth LI IJanuary LI |23 é’ I3D él Refresh view |

Last Name [Goes By [Title [Suffix [Birth | il
¥|Baumbach Chris hdr. 01/30/197 3 ’ .
e Damon 01/25/993 Sun Mon Tue Wed Thu Fri Sat
:Elest Jonathan hdr. 01/26/1975 5 3 4 5 B 7 ;
_|Bothuwell Taylor 01/28/1958 9 10 11 12 13 14 15
_|Bryant Benjarnin hdr. 01/24/1964 1B 17 18 19 20 M 22
_|Ermhardt Rabert hlr. 012711956 ER 24 25 26 7 2@ M
_|Habeck Kitt hr. 015241967 n A
_[Harriott Jerri Miss 01231963 ‘C Today: 01/23/2005
_|Hasszelbach Mancy Wiss 01,/30/1230
_|Halland Wendy Wiss 01,/30/1954
_|Huggins Kate hre., 01,/24/1847

Johnson Cannie Mrs. 01/23/1962
|Messer Gary M. 01/24/1963 Date Minder Preferences
:Reese Todd hdr. 017271977
| |Scully Jonathon hdr. 01/25/1973 LI ? Help
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The Date Minder Dialog
As you can see from the screen grab on the previous page, there are 4 controls at the top of the grid:

e Date to View. From this drop-down box, select the CMD date on which the list is to be
based.

e Month. Select the month of the year that will contain the date range. For example, if you
want to see a list of those who have birthdays in January, select January from the list.

o Starting/Ending Days. Use the spin edit controls to enter the starting and ending days for the
month your selected. Note that you cannot go beyond the end of the current month in your
selection.

Once these options have been selected, click the Refresh View button and the list will immediately
reflect the items that you selected above.

Note that you can change the settings at will and a new list will be displayed to reflect the settings
every time you click Refresh View. A calendar is provided on the dialog to help you determine dates
if needed.

Future editions of CMD will enhance the Date Minder dialog’s functions to include the ability to
print the list right from this dialog, and different ways to sort the data.

Date Minder Preferences

The Date Minder Preferences dialog shown below, available either as a choice on the Preferences
Menu, or when you click the Date Minder Preferences button on the Date Minder dialog.

In the sample screen grab, you’ll notice that the default date is Birth, and the value in the Days from
Today box for the Birth field is 7. This means that whenever Date Minder is displayed, the date that
will appear automatically by default is a list of names whose birthdays are within 7 days from today

Date Minder Preferences ll

' Save date minder prefs |

Field Days from today Default date
? Hel

Birth A [Birth -] o ey

Annivarsary |14 3:

Baptism ID 3:

Jaining ID 3:

Bereavement |31 3:

Elem Grad ID 3:

H.S. Grad ID 3:

College Grad ID 3:
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(or until the end of the month, which ever comes first). You can set each CMD date’s range independ-
ently, and is the value that will be used automatically whenever you select that date on the Date
Minder dialog. You can change any of the values once you’ve selected a date, but these defaults give
you a place to start to fit your normal practice.

For example, some pastors will ask their secretary at the beginning of each month to prepare a letter
for each person during the month who will have a birthday. Date Minder enables you to see such a list
at a glance any time you wish.

Remember that the values in the date range for Date Minder are only calculated for the current month.

Start Up Function

Date Minder can also be set as the startup function for when you first start up CMD if you wish. To
set Date Minder as the startup function, click the Date Minder item on the Startup Function item on
the Preferences Menu.
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Organizations

CMD’s Organizations file, available as an item on the Tools Menu, is designed to store information
about organizations that you interface with regularly in the course of the work of your church or its
office staff. This data file is separate from the data base that stores and prints names and addresses.

You can enter organizations in the main data file if you wish. You’ll have to enter them in as a
“family” by entering the address and phone information. Then click the Add New Family Member
button and select Organization. Enter a contact in the individual data area. However, we do not rec-
ommend that you place organizations into the main data file unless you need to include them in gen-
eral mailings. Otherwise, it will be best to store organizations in the organizations data file.

Some types of organizations you may wish to store in the Organizations data file:

e Area Churches
e Local aid resources (shelters, detox centers, legal aid)
e Important maintenance and repair contacts (organ repair, plumbing, locksmith, etc)
e Local business contacts (printers, office supplies, religious book stores)
All functions for using organizations have been incorporated onto one dialog with 3 tab pages. When

you select Enter/Modify/Delete/Print on the Organizations Menu, you’ll see the dialog shown on the
next page.

Enter/Modify/Delete Organizations

The first tab page facilitates the basic functions of entering and maintaining the items of information
you can store about organizations. Most fields and their use are obvious. The unusual ones to notice:

Type of Organization

This drop-down list is the organization’s equivalent to Membership Status (though we provide that
field as well). If you wish to add to, remove from, or edit the items on the list, double-click your
mouse pointer in the drop-down edit box.



128

Chapter 14—OQrganizations

Membership Status

We provided this choice because initially we had planned to merge the data from this file with the
main data file when printing lists. We have not implemented this option at this time, but you may
wish to include a choice in the Membership Status list called “Organization” and use it to mark each
new organization that you add here in case we do provide a merge function in the future.

Gets Newsletter & Include in Directory

These two fields were
also added in case we

provided a way in the
future to merge the Organization Name e e[+ e x] e |E
data in this file with I, . Find contact
- ontact Person one
the main CMD data |Tina Mumsford |81?-555-1212 2 Help
flle‘ il'ype of Organization _I IFax i‘LC|
Supplier - 517-655-1313 Lo

Dates Address Contact’s Phone Extension
Two are provided. Use fire M

) City Membership Status
the Date of Entry as [Crowley | =
the date you first en- State 7ip DPBC - Gete nwslttor
tered the organization, [T 75500 I Includs in dieotary
or alternatively, enter EMail Address

- Date of entry IDSHSJ’?DD1 @

the date your subscrip- |
tion begins in the case ¥ E-mail OK Renewal | B
of companies that pro-

vide service contracts
with your church.

Organizations

Enter/Madify/Delete |Cummenls| Print |

The Renewal date is provided to jog you of when subscription dates are up for renewal.

Comments

To enter comments for an organization, call it up to the screen and then click the Comments tab and
enter comments as needed. To save the comments, click the check mark icon in the navigation bar.
You can also use the navigation bar, the Find Organization or Find Contact buttons to locate the or-
ganization for viewing or entering comments.

Printing Organizations

To print the organizations, click the Print tab page. The Print tab page, illustrated on the next page
contains the controls needed to print organizations in various ways.

Selection

The Selection area provides the means to determine which of the organizations will be printed.
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Organizations 1'

EnteriModify/Delete | Comments  Print |

— Selection — Print Control
Clear all selections | Output Form
IMaiIing Labels - Zup ﬂ
Sort Order
IOrganization narme LI
Type of Organ-l ﬂ Return Address
Memb Status I ﬂ ICommunny Covenant Church LI
Gets News I j ¥ Start at top of file
Include in Dir I LI Destination o Begin printing |
Date of Entry I @ to I @ " Printet
" Screen 55 Abort printing
Renewal I @ to I g = Disk Tem
— Printer

Selact | IHF' OfficeJet G Series on
&A Fonts | ITimes Mew Roman, 12pt |

Printing Status Idle

Print All Organizations

Check Print All Organizations box only if you want to print all organizations without considering
any other criteria. If this box is selected, the other items in the Selection are disabled.

Other Fields

To use any other field as the criteria for the list, uncheck the Print All Organizations box and select
the fields or fields that you wish to use for the criteria for the list. Depending on the choice you make,
you’ll need to make a selection from a menu, drop-down list, or specify a date range.

Print Control

The Print Control section allows you to determine what the printed information will look like, how
it will be sorted, which return address to use (if used by the selected output form), and the buttons to
initiate or interrupt printing.

While there are several options for output forms available for printing organizations, the choices here
are more limited than in Print Names since there are fewer fields to work with and fewer items to
print.

Make sure you make all the choices you wish in both the Selection and Print Control areas before you
click the Begin Printing button.
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Schedule Places

The Schedule Places tool allows you to schedule virtually any space in your church facility that you
make available for use by ministry groups, church members, or those in your community. Tracking

the use of your church’s rooms will enable you to make sure space isn’t double-booked and that the
use made of the space is appropriate.

To use the Places Scheduler, click on the Tools Menu | Schedule | Places. Other schedule items will
be added in future CMD updates.

When you first arrive at Schedule Places, you’ll see the following dialog with 4 tab pages, each with a
specific set of features and functions: View Reservations List, Make Reservations or View Reserva-
tion Details, Define Places, and Print.

Schedule Places il

View reservations list |Make reservations or view reservation deta\lsl Define placesl Print |

View reservations for...

“iew all reservations

LI Date range to view = |

Double-click on any reservation in list below to view more details, modify the reservation, or print reservation forms.

Date

Start Time [End Time |Gmup Name

05/13/2008
(05/14/2006
06/16/2008
05/24/2006
06/25/2008
06/26/2008
(0B/26/2006
06/29/2008

T I .

B:00 PM
6:00 Pt
.00 PM
2:00 PR
4:00 PM
10:00 AM
6:00 Pt
730 PM

7:30 PM Finance Committee

900 PM  |Pathfinders

9:30 P Youth Leaders

4:00 P 7th and 8th Grader Leaders
9.00 Phd Chamber of Commerce

230 PM University Student Association
10:00 PM  |Wolunteer Fire Department
10:00 PM Church Board

‘Pla[:e ‘ﬂ
Youth Raom

Fellowship Hall

‘fouth Raom

7th and th Grade Class Room

Fellowship Hall

Fellowship Hall

Fellowship Hall

‘fouth Raom
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View Reservations List page

The View Reservations List page is what first appears when you arrive at Schedule Places, and is
used to display a summary listing of reservations. The grid can display reservations according to any

number of filters you can apply:

e To see all reservations for any given space, open the View Reservations For... combo box
and select the room or space from the list. Immediately the grid will display only those reser-

vations for the space selected.

e To view only current reservations, or view only reservations prior to today’s date, or view all
reservations regardless of date, click the Date Range To View button and select the date

range you wish to view.

e Click View All Reservations to cancel all filters and view the entire list of reservations.

Define Places

Before you make any reservations, you will need to define the various places in your church you wish
to make available. As you define a place, you are actually pre-defining a number of parameters about
each place that will make the reservation process you’ll do later on easier. To define a place, click the

Define Places tab. Following is a description of each field:

Schedule Places

Wiew reservations hstl Make reservations or view reservation details Define places |F‘rml |

Place Name IFeHnwsh\p Hall

Capacity 400

Access ey checkout permitted
$26.00
Cleaning Deposit $150.00

Availability

Key deposit

™ Church office approved only
¥ Church ministry/activity

«[s [ ] =[] [ <]e]

P e |

¥ Church member  Rate |  $50.00  Per [2 hour block

[¥ Community Rate I $75.00  Per IZ hour block

Overtime Charges |$15/hour

= s
Notes/Commants Blackout daysil +|=| 2| el
The Fellowship Hall may be used by most anyone provided the activity is |Day Start time |End time ‘ o
within bounds. Mo smoking or alcholic beverages, please. All renters are ﬂTuesday 10:00 A 12:00 P
responsible for their own cleanup, or the deposit is forfeited

[=]

Place Name. First, enter up to 40 characters for the place’s name then press TAB to move to the
Capacity field. The Place Name is the identifier you’ll use when selecting a place to reserve later on.

Capacity. Enter in the number of people the room holds.

Access. The Access field has two choices:
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o Key Checkout Permitted. Use this choice if the person or group reserving the space may
come to the office and check out a key for entrance into the reserved space. If this choice is
selected, you can enter a required key deposit amount.

e Attendant Required. This choice allows you to determine if someone “official” from the
church must be present to open/close the room, and supervise the activity.

Cleaning Deposit. Use this field to enter any required cleaning deposit for use of the room.
Availability. This field determines who may use the space:

e Church Office Approved Only. Selection of this option means that any potential use of the
space or room can be granted only by the church office. In actual practice, it may be your
church board, finance committee, or other governing body that determines this. Selecting this
option just means that the room is not generally available and special permission must be
sought.

e Church Ministry/Activity. When this option is selected, it means that any regular, recog-
nized local church ministry group or leader can reserve the space for the ministry’s use. It is
generally understood that such use does not require any specific rental charge.

e Church Member. When selected, this option means that a local church member can reserve
the space for their use. For example, say a church member wishes to celebrate their 50th wed-
ding anniversary in the church’s Fellowship Hall. 1t’s not really a church ministry activity,
but it’s a valid activity for a member of the church. Though you can set fees for its use, they
can be waived depending on the situation.

¢ Community. This selection means that the space can be made available to appropriate com-
munity use when the situation warrants. Rental fees may also be defined for this classifica-
tion, which may be waived if desired.

Overtime Charges. Enter the amount of cost for use that goes beyond the scheduled use reservation.

Notes/Comments. Enter any restrictions, instructions, or warnings that are necessary for the use of
the space you are defining. These notes will be printed in the reservation form so that those who
reserve the space will be aware of local church policies regarding the use of church facilities. Also
make sure to detail any obligations the renter has in terms of cleaning up the room and responsibility
for damages

Blackout Days/Times. These are days and times that are already reserved on a regular basis for
general church use. For example, if your Fellowship Hall houses a class on your worship day, then
enter the day and time as a blackout so that no one will ever try to schedule something then. Enter as
many blackout dates/times needed for any space.

Viewing Defined Places

If you need to view the various places you’ve defined or if you need to modify any of the details
about them, use the navigation bar just to the right of the Place Name field to move around in the list
of places.
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Make Reservations or View Reservation Details

The Make Reservations or View Reservation Details tab page allows you to define a new reserva-
tion, or view (or modify) the details from a reservation already in your file. Reservations are made
based on the rooms or spaces you’ve already defined on the Define Places tab page.

Make Reservation

Click the + button in the navigation bar to add a new reservation. When the fields on the dialog clear,
you can begin to fill in the fields that make up the reservation:

Place To Reserve. This is your first selection, and is

made from a drop-down list of all the places you have 4] o] ] =] 2] ]|

defined on the Define Places tab page described earlier. Place to reserve | EATNETIE] |

Once you have selected the place, a number of fields will = capaciy T

be filled in automatically for you depending on what has — Reservation ype [Sancusry

been defined for the place you have selected. Group reserving |Chiamber of Commerce =
Activity [Annual Banquet =]

Reservation Type. The list that appears for this field are = actviydse  [ozos g [rooPM To 00w

those types of groups whom you determined could Rentalrate | #7500 Per |2 hour biock

reserve the selected place when you defined it. When you = owerimerate  fsishow

select which type of eligible group is reserving the space, = Aetalrentalcost [ Plus cleaning depositof [ 575000

other fields will be filled in according to how you set up

the room in Define Places. Above: The Places to Reserve field lists all

the places you’ve defined as being avail-
. . . . . able for reservations. When you select
Group Reserving. This text field is designed to hold the | e the details of the p,aceys definition

name of the group that will be using the room. This is a will be filled into the appropriate fields on

history list field, meaning that CMD will remember the Reserve a place tab page.

reserve places for groups that do so frequently. The lected, the Reservation Type list shows
information entered in this field is displayed in the grid the groups who have permission to reserve
on the View Reservations List tab page. the place. The Rental Rate fields will re-

flect the choice made in this field.

Activity. Type in a general description of the activity
that the room will be used for. Activity is also a history

list field. | =] 2] e

Place to reserve IFE\Inwshlp Hall LI

Activity Date and Times. Use these fields to enter the SR =
date the room will be used, and the expected times. ] |

. Church ministryfactivity
Group reserving |Church member
[ Cor

Rental rates/Overtime/Deposit. The rates that are Actilty
displayed are based upon what has been defined for the = Aswivdse  pozsos B frooeu o oo e
room for which the reservation is being made by the type ~ Rerel=e | #7500 Per [2tourbiock

of group wishing to reserve it. Overimerate  [$15how
Actual rental cost Plus cleaning deposit of $150.00

Actual Rental Cost. Type in the final, agreed-to rental
amount, giving you flexibility to override the defined rental rates if desired.

Attendant. If an attendant is required to open/close the room, and supervise the activity, then the
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Attendant Name and Attendant Phone fields are enabled. If the attendant’s name is in your CMD
file, click the button on the right edge of the Attendant Name field to get a Name Search dialog to
search for the attendant’s name.

If an attendant is not required for this place, then the Attendant Name/Phone fields are disabled, and
the fields relating to dates a key may be picked up and the key deposit are enabled. Key fields also
include a field to hold the date the key was returned, and a check box to show that any key deposit
collected was returned.

Note that you can manually change the attendant requirement by clicking the Change Attendant Re-
guirement button if you wish to override the defined setting for this room for a given reservation.

Reservation Contact Information. Enter the contact information of the person making the
reservation. Click the button to the right edge of the name field if the person is in your CMD file. If
S0, their address, phone, and e-mail information will be entered automatically.

Notes/Comments. The notes for this room should contain the restrictions and instructions for using
this room. They are based on the notes/comments defined for this room, however you are free to type
in any additional information that may pertain to a particular reservation as needed.

Accepted By. Use this field to type in who took the reservation.

Blackout dates and times. Note that there is no automatic warning mechanism in place at this time
to warn you of a conflict. Be sure to look over the blackout times to make sure you haven’t created
onel

Printed forms on this dialog include a Finished Reservation Form that can be signed and given to the
person making the reservation, and a Reservation Request Form that can be given to people who wish
to make a reservation to make it easier to gather information.

View a Reservation

To view any given reservation, double-click directly on the reservation you wish to view in the grid
on the Schedule Places tab page. This will bring up the reservation in the Reserve a Place tab page so
that you can view/print it.

If you are already at the Make Reservations tab page, use the buttons on the navigation bar located
above the Place to Reserve field to move around the list of reservations.

It’s Easier than it Sounds!

As is often the case, actually making a reservation is much easier than the explanation makes it
sound! Once you have defined your places, making reservations is fast and easy, and the filters avail-
able when viewing the reservations makes it a simple matter to make sure a place is a available or
not. As with all new features, we welcome your feedback and comments.
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Print Reservations

To produce hard copy of your reservations, click the Print tab page. The print page has 4 available
print forms:

Schedule Places il
Wiew reservations hstl Iake reservations or view reservation detallsl Define places Print |
~ Form to print
@ Finished reservation form,  05/13/2006, 6:00 PM - 7:30 PM, Finance Committee, Finance Committee Meeting in Youth Room
" Regervation request form
" List of reservations
Room I LI
Group I LI
From | = =
" List of places
i~ Printer inati
" Beain printing |
2y Select |HP Officejet Pro K550 Series on ® iy
— # Screen =
P Help 1 Close

Finished Reservation Form. When you have selected a reservation already made, either on the View
Reservations List tab page or the Make Reservations/View Reservations Details tab page, the
reservation appears to the right of the Finished Reservation Form selector. If this is the reservation
you wish to print, click Begin Printing. If it is not, go to either of the first two tab pages and select the
reservation you wish to print.

The finished form prints all the information about the reservation, and includes space for the person
reserving the space to sign it. You can make copies for your office files if you wish once the form has
been signed.

Reservation Request Form. Use this form to print out a sheet that a prospective renter can fill out to
return to you. It will make it easier to enter the reservation into CMD when you have all the
information that you will need. This form makes it easy to gather the information.

List of Reservations. Select this form if you want to see a list of reservations based on room or
group. The list will show all the reservations related to what you select. In other words, if you select
only something for room, it will give you all the reservations ever made for that room.

If you also select group, the list will be limited to just that room and that group. If no room is selected
but the group is, all reservations (regardless of room) will be printed.

You can further refine your list by entering starting and ending dates for the list.

List of Places. This is a brief list of all the places currently defined in the file so that you can review
and update them as needed.
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School Info

The School Info item on the Tools Menu allows you to extend the usefulness of the Child Registry
data file to better focus on local school attendance for your school aged children.

Information about which specific elementary or high school in your area your church’s children at-
tend might be particularly useful if your church supports or runs a Christian school.

In addition, there may be times you’ll need to access a group of parents or students based on their
school or grade. School Info allows you to define and then print by school information for each child
in your church.

The Child Registry dialog, available when a minor child has been selected on the Enter/Modify/
Delete Names dialog, also allows you to enter the same school information that is made available to
you here on the School Info dialog. However, the School Info dialog allows you to enter school infor-
mation more quickly for several or even a large number of children, and it also allows you to
print reports based on school information.

The School Info dialog has two pages that provide the functionality you will need.

Define/View Page

If you need to quickly view or set the school information for one or more students, you will work
from this page, illustrated on the next page.

The page has Name Search tools in the upper left corner of the page, and a Group to Search box in
the lower left corner of the page, which serves to limit the list of names that is presented from which
to search.

On the right side of the page, there is a box that shows the current school info settings for the high-
lighted name, and a box that displays the information of the last name for which school info was
saved in this session.

In the example screen grab, you can see the school information that is about to be saved for Shawna
Abner. Currently, her school is Belmont Elementary, but notice that her current graduation date was
June 1, 2004. That means that she is now in high school, so we need to change her school informa-
tion.
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School information

Definefview | Print Schaol Informatian

I | o Tave settings to name I

— Group to search

- Settings

Edit schoals

Last Name Goes By ‘Middle
_|Abbey Gary Current School Eelmont Elementary School
_|Abner Erikson Grade Level Elernentary
!i';;: EZ::TE Setto... IMorgan High School _I
:Acnrn Shelly
Aguapa Abraharn Current Grad Date 08/01/2004
Claguape Aan Setto.. — =
_|Aguapo Brenna
_|Aguapo Brian Or, set grade... |9—
| |Aguapo Hayde
| |Aguapo Melizsa Teacher I
| |Aguapo Mareen

— Last info saved

@ Minor, independent, and adult children Name Erikson Abner

= Minor children anly School Belmaont Elementary School
" Independent minor only Grad Date 0B/01/2009 Grade 3
 Adult children only Teacher Mrs. hdorton

x|

" Graduation Date @

7 Help |

To do this, we need to use the Set To fields to update her information. In the Set To field located un-
der the Grade Level in the Settings box, we’ve selected Morgan High School. We picked that school
by clicking the icon on the right edge of the Set To field that brought up our list of schools. You can
edit the list of schools in your area by clicking the Edit Schools button.

Since she’s now entering high school, we need to store her new graduation date.

Setting the Graduation Date

There are two methods for doing this. First, you can directly enter the new graduation date in the Set
To field under the Current Grad Date field. Or, you can simply type in her new current grade, grade
9, in the Or Set Grade field in our example, and CMD will calculate the correct graduation date from
the entry.

More on Graduation Dates

For purposes of this School Info feature, graduation dates will always occur on June 1 of any given
year. Most graduations will be within a few weeks of this date, hence our choice. All internal calcula-
tions regarding graduation dates are made with the assumption that June 1 is always the graduation
month and day. So don’t use the actual grad date. Always use June 1!
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This also means that you need to be careful about the dates you enter if you are updating school infor-
mation prior to June 1!

Since CMD stores a graduation date instead of a static grade, you need only alter the graduation date
when you first define school information for a student, and then once again when they graduate from
elementary school and head off into high school. Otherwise, the graduation date is used, based on the
Grade Level, to produce the current grade whenever you view a child’s school info or Child Registry
info.

Even if your area’s school system has more divisions such as middle school and junior high, you can
adjust the school name as required, but in all cases, render the graduation date as the date they leave
elementary grades and move into high school. As long as you are consistent in this regard, you’ll al-
ways know what grade your students are in.

Teacher Field

Generally high school students will take classes from many different teachers, thus making the
Teacher field unneeded. However, you may wish to enter elementary teachers’ names if you have
them when entering school information.

Saving School Information

When all the information about this student is correct, click the Save Settings to Name button or
press ENTER. The information will be saved, and the next name in the Name Search area will be se-
lected. The information you just saved will be displayed in the Last Info Saved box so that you’ll
have a handy reminder of whose info you’ve just updated. This is especially helpful when you have a
large list to update in case you lose your place in your list and need to be reminded who you last up-
dated.

Saving School Info for a Large Group

As stated in the introduction to this chapter, these same fields are available to you on the Child Regis-
try dialog in Enter/Modify/Delete Names. We’ve duplicated those same fields on this feature because
there may be times when you need to enter school information for a large group of students. The
School Info dialog excels at this.

The items you define in the Set To fields for both school and graduation date, and the information in
the Teacher field will all be retained after you save the information for an individual. This enables
you to enter information about a large number of students simply by highlighting their name and then
pressing Enter if their information is the same as what’s already defined in the Set To fields. Of
course, if the information is different for the next name you need to work with, highlight the name,
and adjust the Set To Fields as needed.

If you can work from a list of students already divided up by grade in a specific school, you can use
this dialog to enter the current school information about the students on your list very quickly.
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Print School Info

You’ll notice familiar tools to set printers, fonts, destination, and buttons to start and stop printing.
There is also a Selection box which contains controls to pick who should be printed, and then the
Print Parameters box, which allows you to define how they will look.

School information ' 1]

Definefview Print School Information |

 Selecti ~ Select grades
Chldren to print ISpecwﬁc grade LI F Pre-K Clear all |
K
School v 1
| = =
Affiliation INo Selection LI 13
4
A
|y
— Print par: |l
&
Output form ILiSting by child name with address & phone ﬂ l|: 9
10
Sort order Alpha arder - 11
I _I 12
Form Headline I

-
=

Line shade 1

Destination ‘/ Erint | ? Help |

i~ Printer = Printer
Select IHF' Oficelet G Series on @ SeEn 23 Abuort printing | 1 Close |
&A Fonts IT\mes Mew Roman, 12pt

I Printing Status I Idle

Selection
The list of choices includes various ranges of children and school attenders:

e All Children

e Children Marked for School

e Children Not Marked for School
o Elementary Only

e Elementary Graduates

e High School Only

e High School Graduates

e Specific Grades You’ll see the Select Grades box appear with this choice so that you can indi-
cate which grade(s) you wish to print.
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Further, you can limit the list to a specific school and/or Affiliation by using the drop-down menus
provided.

Print Parameters

Output forms include the following:

e Listing By Child Name with Address & Phone

e Listing By Child Name with Phone

e Listing by Family

e Mailing Labels to Children. Select either 2 or 3 up labels as needed. If you wish to mail to the
parents of children, enter the words To the Parents of in the Page Headline field.

Sort Order

The order selected will influence the way the forms look. For example, if you choose to print All
Children in Alpha order, the school name will appear in the listing. However, if you elect to print the
names in School order, the names will be alphabetized within each school and the school will be
listed in a header separating each school’s students.

Sort order options include Alpha, School, and School/Grade orders.

Other parameters

e Page Headline, a field you can type in that will appear as the header on each page of the re-
port

e Line Shading, which can make some of the reports easier to read. If you wish to eliminate
line shading, set the value to 0. If you need to lighten or darken the shading, double-click di-
rectly in the line shading field to get the Preference box where you can make the change.

Note that while you may select fonts, be careful in the font settings you make since the forms were
designed to fit on a page using the default font setting supplied.

Additional Notes

Some combinations of selection and parameters won’t work together. For example, you cannot print a
list of Children Not Marked for School in School/Grade order.

If the program doesn’t let you select a certain combination of items, it’s because internally that com-
bination cannot work. If you attempt to make sure a selection, the program will automatically set the
controls to the closet combination that will work with your settings.
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Worship Planner

If your church presents a variety of worship experiences in which the details of the service itself are
often more complicated than is printed in a normal program or bulletin, then the Worship Planner
item on the Tools Menu will be helpful.

The Worship Planner allows you to define worship events, which can be an evening worship, a
praise service, regular worship services, your adult or children’s education hour, an outreach event,
seasonal worship, or any other kind of worship event you wish to track.

For each event you can track a number of items that would not normally appear in a bulletin or
printed program. For example, the worship planner enables you to track those groups who come to
perform or help lead in worship, where a worship leader will stand, what microphone or lighting is
required, music used for congregational singing and special music, prayer leaders, and more.

The worship planner can track and remember the worship or praise team that plays for a given wor-
ship event, and it can even help you (as the functionality is added in the future) track how often cer-
tain people are used as well as resources such as hymns or choruses.

Even if you don’t need to use any of the printed forms that the worship planner can prepare for you, it
may be worth using the worship planner just to have a record of who participated and on what date
and what songs or hymns or dramas were used.

Worship Events

As the first page on the Worship Planner dialog, the Worship Events page is where you first define a
worship event. It is illustrated on the next page.

To define a new worship event, click the + button in the navigation bar in the upper right corner of
the dialog. The cursor will be placed in the Event Name field. Enter the generic name for the worship
event if it’s a repeated event such as regular weekly worship, or enter the specific name of a seasonal
or special worship event. Several examples are given for you in the illustration.

Press Tab to finish the Event Name entry to enter the date. You may click the icon if you wish to use
a pop-up calendar to enter the date. Press Tab again to enter the Start Time, Tab again to enter the
location of the event, and tab one last time to enter the theme, the guest speaker or artist, or sermon
title.
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‘Worship Planner 5'
orship Events |W0rsh\p Groups | Worship Elements | an|
Waorship Events ? Help | r’|/|>|H|+|—|A|rf|S( ("l
Event Name |Da|e |Starl Time |Lu[:atiun Theme -
P[BS Graduation 0642142002 07:30 P Fellowship Hall “B5 Graduation
_|Youth Church 08162002 11:15 A ‘Youth Room How to Choose a Boyfriend or Girfriend
_|First Senice 060942002 08:30 Akd Garden Chapel Wyhy Jesus Came to Die for Us
_|Second Service 06/09/,2002 11:15 A Sanctuary Why Jesus Came to Die for Us
_|First Senice 060242002 08:30 AM Garden Chapel God's Grace
| |Second Service 06/02/2002 11:15 Al Sanctuary God's Grace
=]
Event Comments/Evaluation | This year's WYBS graduation was altended by more parents than ever before. We made mare friends in the community with
this year's program than in any prior year. ¥We will probably double our attendance next yearl
Clear histories »

You can also click directly in the Event Comments/Evaluation memo box at the bottom of the dialog
to enter any other information you may wish to enter about the event.

Elements to the worship event are added in another place. Only use this tab page to initially define an
event and its date.

Do not just overwrite the date and theme fields of a current worship event when you wish to
start a new worship event. If you overwrite the events, you won’t be building up the historical
record of who participated and what music or dramas were used.

Whenever you enter a new worship event name that has not been used before or a location not used
before, the program will remember these new entries and present them in a drop-down list for later
selection if you wish to help make repeat entries easier.

Worship Groups

The Worship Groups page allows you to define the groups who regularly participate in your worship

services. The reasons why it is helpful to define them will be evident when you enter Worship Events
on the next tab page.

The Worship Groups page also allows you to define the praise or worship team members that partici-
pate from week to week.
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The screen sample of this tab page shown below gives several examples of different types of groups.
The highlighted one, Choraliers, is a choral group.

There are fields that track the group’s name, the group’s leader (which can be selected from a Name
Search dialog if the name belongs to your church or can be typed in directly when the name is from
outside your church), and phone numbers.

To the right of the grid is a box labeled Possible Responsibilities. In the case of our example, since
the Choraliers are a musical group, the list of things they might do in worship may include things like
Introit, Call to Worship, Anthem, Special Music, etc. Note that these and other responsibilities have
been listed for the Choraliers. Each group will have its own unique list of responsibilities.

Notice that we have entered Ushers as a group. They will take up the offering, provide ushering, close
or open curtains or shades, or perform other duties. Even though they are different than a music
group, still they are a group that participates regularly. You’ll soon see why this is useful.

Praise/Worship Team Members

To define the members of a worship or praise team for a given worship event, first click on the spe-
cific event and date in the grid in the lower left corner of the dialog.

worship Planner X|
YWorship Events  Worship Groups |Wnrship Elements | F'rmtl
Group Definitions "l‘l’l”l“'l-l‘l’f §‘,l("l
Group Name |Leaden’Comam |Home ‘Work |;| Possible Responsibilities
_|Bell Chair Tina Marton 555-2222 Introit ]
Bill Davis Charale Bill Davis 5551212 5552121 gau o mrsh'p
pecial Music
N =l Furely G55-4321 6556543 Anthem
_|Concert Band Ken Marris 555-5555 Prayer Response
_|Praise Band Tim Olson 5557777 | |Benediction Response
| |Ushers Fred Thompson 555-1111 Uffertory
=] |
? Help
Praise/Worship Team Definiti
Select a worship event/date Praise/Worship Team Members = | > | - | -l A| & S‘fl ("l
Name Event Date =~ Name Role Home |Work | -
MBS Graduation 06/21/2002 ¥|EBrian Aguapo Vocals 909-553-4573
_|'fauth Church 06/16/2002 _|Charlotte Anders Yocals 909-798-0903
_|First Senvice OB/09/2002 _|Cheryl Alberg Guitar 909-795-5671
_|Second Senice 06/09/2002 | Cliff Acom Keyboard 5159-555-4321
_|First Senvice 06/02/2002 | |Fred Abbey Leader 909-234-2232  909-794-2341
| |Second Service 06022002
=1 =
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Once the event has been selected, then you can click the + button on the navigation bar for the Praise/
Worship team members to add members for that week. After selecting the name from the Name
Search dialog that appears, select their position from the drop-down list. Items such as Leader, Vo-
cals, Instrumentalist, Keyboards, Guitar, etc may be chosen.

If you select names from your church’s data file, the phone number fields will be filled in automati-
cally from phone numbers saved in your data file.
Worship Elements

Once you have defined a worship event, defined any groups that will be used, and defined your praise
team members, you are ready to define the elements that will be a part of the worship service. Click
the Worship Elements page to do this.

Worship Planner il
Warship Events | Worship Groups  Warship Elements |F‘nnt |

Event Date : IDEMEQDD2 VI Event Hame : Second Service First Element Start Time : I'I'I"ID A
< lo ] =[] | pimp | Tompess |
Type IIndl\rlduaI LI Location IPIatform center
Name  [Pastor Beth Thomson 67| EB| Audio  [wireless handheld #
Element IAnnDuncements LI Visual I
Title || Lighting ICenter platfarm
Time I 2 i’ Clear all elernents | Deacon I

Participant/Group Name |Element |Title |0rder |:|
_|Robert Talbert Prelude Ad Mausem Preludiom 0
}|Pastor Beth Thomsan Announcements 1
_|Toby Jensen Invocation 2
| |Praise Band Warship and Praise Singing 5
_|Tim Robertson Offering Appeal Local Church Budget 4
_|Ushers Take up offering 5
_|Louise Abner Children's Story YWhen Parents Dont Listen 53 _I
_|Bill Dawis Charale Anthem Let Us Break Bread Together 7
_|Grace Templeton Scripture 1 Peter 1.5-12 g
_|Congregation Hymn of Preparation All to Jesus 9
_|Pastar Beth Thomson Serrnon Is Jesus Really Lord of Your Life? 10
| |Fobert Tolber Postlude Ad Mausem Postludium 1

=

The first decision is to select the worship event. Click the icon to open the edit box in the upper left
corner of this page to see a list of worship event dates, titles, locations, and themes. Select the wor-
ship event for which you wish to enter elements from the list.

Press Tab to move to the field in the upper right corner of the tab page to enter the time the first ele-
ment should start. This is different than the formal start time of the worship event. In many cases you
may wish for prelude or preparation music to start ahead of the actual start time.
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To enter elements, click the + button on the navigation bar. As you enter elements, they need not be
entered in strict order at this point because you will be able to order them as needed later on.

Type

There are three choices on the type menu: Individual, Group, or Congregation. Select Individual if the
worship element you are now entering is going to be done or led by a person. Select Group if the ele-
ment will be led or performed by a group. Select Congregation if it’s something the congregation will
do. This selection is important because it changes the way a humber of controls function following it.

Individual

If you select Individual, then the two buttons at the right edge of the Name field are enabled. The first
button, with a pair of glasses (for searching) will bring up the Name Search dialog in case the name is
already in your CMD data file. If it’s not, you can click the button with the Phone on it to manually
enter the name and phone numbers of the individual.

The Element edit box’s items are specific to

- - - | | | | =] X O
the type of things an individual would do. You <l e[ e]=] || x|<]
may select the element from this list, or you Type [individual =]
may type itin directly if the list of ele'me_nt_s Name [Pastor Beth Thomson |
does not include the element that the individ-
. . . . Element j
ual will be doing. The illustration shows you T —
the items from which you may choose. uide f‘xnnour?cements
nyocation
Time Prayer
Group Pastoral Prayer
Particip Opening Prayer —
. . Clasing P —
When Group is selected, the list of groups you  [froben Tscrigture
have already defined will be presented so that  |¥|Pastor Egi;;”ify"
you can select from it. EToby Jeir,), _
_|Praise EEUIDgy [Bing
. . Tim Rob|Life Sketch
When you select a specific group, the items I shers |Ofering Appeal
you entered for their Possible Responsibilities {Tiouise A%0% Feztre
will populate the Elements list. You can select  |_|Bill Daviichurch Life Faature
i H ) Grace T{Prelude
any item from that list, or you can type in the | Congreq Postle
item directly. Pastor Egzr;aomry
. | |Robert TBackground music
Congregation

If you select Congregation, then the Elements list will present several possibilities that a congregation
would do.

Name

As mentioned above under Individual, this field stores the name of the individual (or group) leading
or performing a particular worship element. Most individuals will be selected from your CMD data
file. For those names, click the icon to the right edge of the edit box to use the Name Search dialog to
find the name. Use the icon with the Phone on it to enter a name and phone number for a person who
is participating but who is not stored in your CMD file.
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Element

This is the specific part of the worship event that the person, group, or congregation will be doing.
Generic names or descriptions are fine here. There’s a separate field for Title for music, dramas, or
sermons. You may wish to select the element from the drop-down list, or you may type it in directly.

Title

Use this field to enter a formal title for a song, anthem, drama, or sermon.
Time

Enter the estimated time for this element rounded to the nearest minute.

Location

Use this field to enter up to 40 characters for platform or stage directions.

Audio

Use this field to enter microphone or other audio information.

Visual
This field should track overhead projector needs, PowerPoint, etc.
Lighting

This field tracks what kind of lighting is needed for a given element.

Deacon

Use this field for deacons (or ushers) responsibilities such as opening or closing curtains, seating wor-
shippers, dismissal, or other activities needed by this group during the worship event.

Clear All Elements

If you wish to clear out all elements in a worship event, click the Clear All Elements button.

Ordering Elements

A Order field is visible in the elements grid that you can use to strictly order the elements in your
worship event. By default, the elements will stay in the order in which they were defined. However,
most times you’ll find yourself needing to adjust the order as new items are added and others deleted
as you perfect the elements in your worship event.

To order the elements, click in the Order field for the element you wish to order and enter a number
that represents its place in the overall order. After entering the number, you can click into another
element’s Order field and enter it. Notice that the order will be changed immediately when you click
into a different cell.
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You may find it easiest to count the total number of elements and then start entering the numbers in
reverse order. That will make it easier to enter the other numbers since the elements won’t be con-
stantly swapping places if you start from the end of the order.

Templates

When you begin to use the worship planner heavily, you may discover that many of the elements and
order of your regular services repeat from week to week. If this is the case, you may wish to define a
template for worship that can be called up as a starting point each week.

The template file can store any number of templates, and will store most items that you enter in rela-
tionship to an element.

To save a template, first fill in all the worship elements that you wish to use. Except in cases where
the same person plays the organ or piano or other instrument each week or preaches each week, most
of the Name fields should be left blank as will the Title field. However, you can enter the Type, the
Element, the Time, and any platform directions.

When you are ready to save the template, click the Templates button and select Save/Delete Tem-
plate. Click the + button on the small dialog that appears, and enter the name for the template and
then click the check mark button.

To delete a template, click the - button.

When you are ready to add a second template, don’t just erase the title of the first template! That will
just change the title and overwrite it with the elements that are currently in your grid! Always click +
when you need to add a new template!

To use a template, first define the worship event as outlined earlier, select it here on the Worship Ele-
ments page, then click the Templates button and select Load a Template. You’ll be shown a list of all
the templates you’ve defined. Click on the one you wish to load and then click OK. All the elements
of the template will be loaded to populate elements grid. You can then click on any element in the
grid and then use the upper portion of the dialog to fill in the missing fields for each element.

Printing Worship Forms

Once you’ve defined the event and the elements, you can print some forms that will be useful to you.
As this feature is more developed in the future, we’re going to add some statistical reports and com-
parative reports so that you can stay on top of such things as how often songs are used and how often
certain people participate in worship leading. For now, there are two output forms available.

Before you print an event, make sure that you have selected the correct worship event and date using
the small grid to the right of the Output Forms selection box.

Event Flow Sheet

The event flow sheet prints all of the information about each element in a special columnar format. If
the running time column which appears first is not accurate, go back to the Worship Event page and
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make sure that you have entered the correct start time, and then go back to the Worship Elements
page and make sure that you’ve entered the correct time for the first element, and that you’ve entered
a value in the Time field for each individual element.

This flow sheet is a valuable tool for those involved in the service. Since it gives platform, audio,
lighting, and other directions, it can be used by the technical staff as well as the “up-front” partici-
pants.

The Personalized Flow sheet option will be enabled in the future.

Personnel

The Personnel form prints a list of all participants, including praise team members and group leaders.
Phone numbers are provided as are blanks that can be checked by your church secretary or worship
coordinator to make sure that the participants are confirmed and if they have received a reminder call
late in the week. The check boxes allow you to determine who will be included in the list.
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Hotlist

For anyone who uses (and often loses!) a call sheet listing important or frequently called phone num-
bers, Hot List will prove invaluable. Since it’s always available when CMD is running, you won’t
ever have to worry about losing your call list again!

To access Hot List, select it from the Tools Menu, click the next-to-last speed button with the tele-
phone on it, or click the telephone speed button on many of CMD’s dialogs.

The Hot List dialog has three columns of information: a Category/Subcategory column, a Name
column, and one for Phone Numbers. The list is ordered by Category & Subcategory, making it easy
to quickly locate the type of contact you need to reach.

ke Hot List
M 44 4 = »r Bl = X ¢ Filter INone LI
Category / Subcategory " Name i Phone Numbers

_|E Business / Bank Midland Bank O-747-366-9090  F-747-556-3411

_|E Business / Copier Repair BeQuick Copier Service 0-747-366-4621  F-747-334-9087

_J Business / Flower Shop Hunters Flowers & Cards 0-747-366-4532

_|E Business / Office Supply Brewers Office Supply 0-747-445-4561  F-747-755-9870

_|E Business f Office Supply Staples 0-747-365-3225

_J Business / Post Office US Post Office 0-747-554-4890

|® Church / Custodial targan, Philig H-747-365-3411  C-747-365-4987  P-747-385-22353

_ Church / Lay Leader - Deacon Talbot, Forrest H-747-366-9822 W-747-544-9811

_’ Church / Lay Leader - Elder Stanford, Milton H-747-445-1123  W-747-445.9890  C-747-365-3222

_|® Chureh / Lay Leader - Music Stevens, Delia H-747-366-3466 \W-747-853-2465 C-747-377-8743

_|® Church / Maintenance Charles, David H-747-387-3421  C-747-885-3411  P-747-44B5-6521

_’ Church / Media Dept Savage, Fred H-747-366-2344  O-747-365-1122  C-747-561-2345  P-747 J
_|® Church / Pastoral Staff Haskins, James H-747-365-1024  W-747-365-7277  C-747-365-2220  P-74%
_|® Church / Pastoral Staff Tanner, Debra H-747-365-3570  C-747-36B-3211  F-747-385-2411

_’ Church £ Pastoral Staft Turner, Mack H-747-365-4322  C-747-366-0532  F-747-365-5420  P-747-
_|E Chureh / Staff - Secretary Franks, Penny H-747-366-8912

_|® Emergency / Fire Department Taylorsville Fire Departrnent h-747-500-5000

_J Funeral Homes / Local Haskins Funeral Home h-747-445-8712

| Hospitals / Local Shaffer Hospital 0-747-568-8970

LB Hospitals £ Local 5t. James Medical Center M-747-444-3511

_J Hospitals / Local Weller Medical Center 0-817-555-2222

_|® Schools / Elementary School 10th Street Schoal 0-747-366-8932

_|® Schaols / High Schoal Templewood High School 0-747-554-1111

_J Schools / Middle School Shelter Middle School 0-747-445-6652
|8 Schools / Private Schools James Elementary Schoal 0-747-445-5293 ﬂ




152

Chapter 18—Hotlist

The Navigation tool in the upper left corner of the dialog provides the means to move around in the

list of entries, add, edit or delete entries as needed.

The Filter combo box allows you select any category from the list, which causes Hot List to tempo-
rarily hide all Hot List entries that are not a part of the category you select.

The Help button provides access to the pop-up help topic dedicated to Hot List in case you forget

how some of the commands or features work.

To add a new entry to your Hot List, click the small + icon in the navigation tool.

Category/Subcategory Fields

The Category/Subcategory field for each Hot List entry
may be entered or edited by clicking the small + in the
far left edge of the Category/Subcategory item. This
opens up separate lines in the grid for the Category and
the Subcategory. Click the drop-down arrow in the Cate-
gory field to see the list of possible categories:

For the sake of example, we’ll select Schools from the
list. Then, we’ll type in the words High School directly
in the subcategory field.

To move to the Name column, click directly in the Name
column, and the Category/Subcategory box will close,
and the cursor will be placed in the Name field for entry.

Name Field

Categony |
Subcategury |

Church

#*aﬁ*aﬁ*aﬁ*

g Emergency
Business
Su:hu:usls

|Semices

* |Hospitals

Funeral Homes
~|Frequently Called
Other Important #s

CV OV MOV SO

bt kgt

Y T T T TR

Category

Schools

Subcategony

High School

AHHHHHHHHHH

When entering information in the Name field, you can either click the small ellipsis icon on the right
edge of the Name field to pick from a list of individuals in your CMD data file, or you can just type in
the Name directly.

In the example we are creating here, it’s not likely that you list area High School names in your CMD
data file, so we’ll just type in the school’s name, Brentwood High School. Press TAB to move to the
Phone Numbers column.

-317-555-1234

B 0-517-555-4321

Phone Numbers Field

EFhane 1 B17-555-4321
To enter phone numbers, click the small + at the left edge of the Lhpns STy pe s e
Phone Numbers field, and the grid will once again open up to E'Ph;:ez = 217000 1394
allow you to enter information, this time for up to 4 phone num- Ephonzge 5

bers. In our example, we’ve entered the Office number and we Phone 3 Type

are about to define the 2nd phone number we’ve entered as a BPhoned

Fax number. F'hsne 4 Type

When the phone entry is completed, click the check mark icon in



Chapter 18—Hotlist 153

the navigation tool to save the entire Hot List entry. This closes up the Phone entry fields, making the
entire Hot List entry visible.

Note that the phone numbers are listed with a one letter abbreviation to denote which type of phone
numbers are available for the Hot List entry:

Category / Subcategory | T T Name | ~ Phone Numbers

[P & Schools £ High Schaal Brentwood High Schoal D-317-555-4321  F-317-555-1234

One important note regarding phone numbers. Since you may define up to 4 phone numbers for each
Hot List entry, it’s possible that the list of numbers will not fit completely within the grid boundary.
This will be most likely in cases where you include an area code with each number.

If the list of phone numbers does exceed the boundary of the grid, simply move your mouse pointer
over the Phone Numbers column for such an entry, and a pop-up hint will display the entire length of
the list of phone numbers.

Hot List’s Future

As with many of CMD’s new features, Hot List will greatly benefit from your feedback as you use it.
Your suggestions will help shape and season Hot List over the coming months if you will share your
ideas with us on how it can be improved. We’ll look forward to hearing from you about your experi-
ences with it!
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Utilities

Think of the Utilities Menu as a tool box for CMD, providing solutions and tools to address a num-
ber of different situations:

A means to quickly add names to a menu field

Converting names with one area code to another area code

Preparing names for CASS certification (for a discount over regular bulk mailing)
Conversion of old CMD data

Recovering from problems with your data

Globally changing data in some fields

Import data from CMD 2001 or CMD 2002/2003 format data

Setting the Member Household field globally

Scanning your data file to see which menu field items have been used

Setting up pictures for a pictorial directory

Printing a sheet of return address labels, or a sheet of addresses for just one name
Checking your menus for apostrophes

Zip Code inspection

Many of the utilities are convenience features which have been included over time in response to spe-
cific user needs. If you have some specific need to use, edit, or maintain data which is not covered by
these utilities, items on the Tools Menu, or other CMD functions, please make contact with us to ex-
plain your need. Perhaps your suggestion may find its way into a future edition’s Utilities Menu.

The items on the Utilities Menu are distinct from the items on the Tools Menu in that the items on
the utilities menu lend themselves more to either diagnosing or fixing data, or to entering data in ways
that are more quickly or efficiently done than in other parts of the CMD.

In contrast, the items on the Tools Menu are almost like subsystems within CMD—that is, they pro-
vide a whole set of enhanced features by extending data fields or providing additional functionality
that works with the names you’ve already entered.

Explanations of all utilities are contained in this one chapter.
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Add Names to a Menu Field

Although CMD’s Enter/Modify/Delete Names dialog provides tools to update a name’s choices from
the various menu fields, the Add Names to a Menu Field utility is provided to make quick work of
adding a number of people to the same menu field:

Add names to a menu field x|
— Select menu Select menu item: Current Names List
@ Offices IFinance Committes LI Fillran, Michael

" Talents Hoyte, Freda
I ST
" FavoriteF ood - Riddle, Alfred
= Ministries AL Einished |

Enter Individual for Search...

|

Last Name Goes By Middle [Title |Suffix |ﬂ

M Abbey Fred G. M1

_|Abbey Gary

_|Abbey Wilma

| Abner Erikson

_|Abner Louise Ilrs

_|Abner Shawna

_|Abner Wictor Dr

_|Acarm Cliff Dr

_|Acam Daniel

_|Acom Sharan Ilrs

_|Acarn Shelly

| Adelman Rhoda LI

Start by clicking on the menu you wish to add names to in the Select Menu box. Then open the drop-
down Select Menu Item combo box to select the actual menu choice to which you wish to add
names. Then use the Name Search tools provided to highlight any number of names that you wish to
mark for the item. Click the Add Name to List button when you have located the name you wish to
add. The list of current names assigned to the menu choice is displayed on the right side of the dialog
for reference if needed.

Area Code Convert

Convert Area Codes il

When an area code changes to a new one, you don’t have City: Sacramento
to convert each name’s area codes in each of their phone Current Area Code: b1
numbers one by one. This utility will make quick work of New Area Code: Ba0
it for you.

. |
The Convert Area Codes dialog allows you to enter the
old area code and then the new one. If only some parts of o Comert | P | Floes |

an area code are converted, you can also enter a city where
the change is to take place. This way only area codes
within the city you enter will be changed. Click the Convert button, and the old area codes will be
entirely converted in just a few seconds.
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CASS Preparation

This utility need only be used if you are preparing to send your data to Software for Ministry for
CASS certification for bulk mailing using bar codes. There are only two steps that you should take
in preparing your list:

Inspect/Clean Zip Codes

CASS Preparation il

When you click this button, CMD scans your data
files searching for zip codes that are not 5 or 10 | 1
characters in length. Any such zip code found will ;
be displayed on your screen. You should ignore all Address test |
|
|

Inspect/clean zip codes

non-US zip codes, but US zip codes should only be Expor data to CASS program
5 or 10 characters (Zip + 4 plus the “-” character) in
length. Edit as necessary and click the button to
Save when you’ve edited the zip code.

lose

En
2

Irmport data from CASS program ? Help

Address Test

The Address Test scan searches for and displays addresses which use both address lines. When such
an address comes up, make sure that the actual delivery address is on the second line if both lines
are used. Here is an example of a valid 2-line address:

Hillcrest Nursing Home
4321 Home Ave

Addresses like this are not valid:

4321 Home Ave
Apt #13

Each address line has a 40 character limit, so you can enter most addresses in their complete form on
one line. The address example above should be edited to read:

4321 Home Ave Apt #13

Once you have completed these two steps, you are ready to send your data to Software for Ministry
for CASS correction if you have signed up for this service.

When is CASS Service Appropriate?

Non-profit organizations can mail in bulk form for a lower rate than first class postage. You qualify
for standard bulk mailing rates when you can mail 200 or more of the same item in your mailing.

CASS certification is the USPS requirement in order to send bulk mail with Post Net bar codes, gen-
erating a savings of 5 cents per piece above the savings already given for bulk mailing. Software for
Ministry provides this service for its users for a nominal fee. If you regularly mail 275 pieces per
month or more, using bar codes will save you money. Call us for more information.
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Check for Orphaned Names/Families

This utility scans your data files to see if there are any families for which no individuals have been
added, and for individuals who are not properly connected to a family unit.

If any families show up when you click Check Families, you should go to the family record for each
family name that appears on the list in Enter/Modify/Delete Names and define at least one individual
for the family. Each family should have at least one family member defined for it!

If names appear when the Check Individuals scan is done, you will need to either reassign each name
to a current family, or create a new family unit if necessary and then use the Add New Family Mem-
ber button to reassign the orphaned name to the new family.

Even if your goal is to delete the orphaned name, you will need to reassign the name to a valid family
and then delete the name using the normal delete function on the Enter/Modify/Delete Names dialog.

Generally orphaned names is a hold-over problem from CMD 2001 or early CMD 2002 programs.
Once they are cleared up in your current file, you should have no future problem with them.

Data File Utilities o= x
OpeniClose  Clear/Feindex 5
- . - - H1 Close
The Data File Utilities dialog is used  Data Files List Desirod action ETTE
? Help
to manually open or close a CMD : . :
- - Family data ; * Reindex data file
data file, to re-index, or to clear a [T € Clear data fil
CMD data file when needed. This i)
utility rarely needs to be used, and we Kl Rt el e e
sugge§t tha_t you use it only on in- Ueer |
struction directly from us. il
Archive
. Add h
When you use the Clear/Re-index Vistor attendance
’ - - ChildRegistry
page, you’ll notice a list of the data Grganizaions
- - - - LIC k)
files in a list box on the left side of the Contruons
- - - edges
page. Click on the file you’d like to H”m?"ai'”g Contass
re-index or clear, click the radio but- UJ'”"'"S“”ES Commits Ofices Lis
ton to its right for the desired action, wms:ﬁ Elermenis
- a age orship Groups
then click the button to initiate the Prase Teams
aCthn F’\cmriaﬁl direcﬁlnry definition
Christian Learning data
Christian Learning definitions
We strongly recommend that you

backup your data BEFORE using
this utility in case we need to help
you recover from a mistake you didn’t intend to make!
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G I O b al F i e I d C h an g e S Global Field Changes Utility 1'

The Global Field Changes selection on the Utilities
Menu allows you to set or clear the four fields Get Hew

. Regular Attender field
shown on the drop-down list for every name or fam- Include Incividual in Directory field

I . d ¢ fl A t & Check all
Iy In your Gata Tile In one operation. © Uncheck all

tter field

Select the item, select the action desired (check or
uncheck all) and then click the Make Changes but-

ton.

Global Menu Field Changes

The Global Menu Field Changes item on the Utilities Menu allows you to change or remove items
from your names’ menu-oriented fields in a single operation. There is no undo to this utility, so
make sure you really wish to make the changes before you initiate action. To fully protect you
from accidental changes or changes you wish you hadn’t made, we suggest that you make a backup of
your data before you use this utility.

When you select this utility, you’ll see the dialog on page 160. There are three columns, each provid-
ing a different action on menu fields.

Replace Data in Menu Field

Use the first column labeled Replace Data in Menu Field if you want to reword or replace a menu
item with another one. For example, perhaps you want to change the designation “Shut-In” with
“Homebound” in your Membership Status field.

To do this, you’d click on Membership Status as the menu field you want to process, find the word
Shut-in in the Find drop-down list, and then either type in or enter the word Homebound in the Re-
place With box. Click the Replace Data button, and all names with Shut-in recorded in their Mem-
bership Status field will be replaced with Homebound.

This may also be useful when graduating people from one SS Class/Div to another.

Remove Item from Menu Field

This option, located in the center column of the dialog, allows you to remove a menu item entirely.
Note that there are some fields which require a choice, such as Membership Status or SS Class/Div,
so they are not on the list of options.

Select the menu you wish to process, find the item you wish to have removed in your names’ data file
or type it in, then click the Remove Item button.

Clear Out Menu Field Data

The option in the right-most column allows you to clear out the entire contents of a few of the menu
fields in one operation. There is no undo here, so use this one carefully!
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Global Menu Field Changes

X

— Replace Data in Menu Field —— ~Remove item from menu field —— — Clear Out Menu Field Data
& Membership Status @ Affiliation [~ Offices
55 Class/Division i Offices " Talents
o Affiliation i~ Talents [~ Activities
o Offices i Activities " FavoriteFood
 Talents  FavoriteFood [~ Ministries
 Activities  Ministries
 FavariteFood = Ethnicity Clear out data
 Ministries  Joining method
¢ Ethnicity

i i .
HENE] BT [~ Remave hlank iterms

" Jnining method
Item to remove

Find LI
| |
Replace with

| []

Replace data | ?

Remove item |

Edit Menus |

Check the menu(s) you wish to clear out. When you click the Clear Out Data button, all the menu
choices saved for each selected menu for each name in your data file will be cleared.

Import Prior CMD Data

Import/conversion utilities are provided to enable users of prior versions of CMD to import their data
into CMD 2006. Instructions for importing are discussed in detail starting on page 7. If you would
like to import data from a non-CMD data base, contact us directly to discuss the options available.

Member Household Setup

The Member Household Setup item on the Utili- [ ar s ol x|
ties Menu allows you to quickly generate a default Select an option

setting in your data for the Member Household field & R e e | S|
based on the criteria you select. You can make the « Check al 2 Help
setting for this field match the Include in Church € Uncheck all —
Directory field, check all, or uncheck all. Click Set A Close
Field when you’ve made your choice.
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Menu Scans

The Menu Scans utility is designed to scan the names in your file to see which menu choices have
actually been saved in one or more names’ data file. Select the menu field from the drop-down list
then click the Scan button. Your data file will be searched, and each choice on the menu that has been
saved in any name’s data record in you data file will be listed.

Pictorial Directory Definition

CMD can print a church directory in a variety of formats, including a pictorial directory. In order to
do this, you’ll need to first attach a picture of each family to their CMD data record. You can do this
either on the Enter/Modify/Delete Names dialog (see page 35), or you can use a special feature on the
Utilities Menu called Pictorial Directory Definition. If you need to attach pictures to a number of
families, this dialog will be faster than using the tool on Enter/Modify/Delete Names.

In addition, the Pictorial Directory Definition dialog provides a place for you to manually enter
name text for the pictorial directory output options that will override the automatic formatting done
by the program. The dialog is shown below.

Pictorial directory definition il

Families to view

& All families 2? Help |

= Families with a picture
= Families with no picture j"L Close |

Enter family name for search...

Family Name |~] Family Caption Override = | - | ke | s | ¢ |
Abbey, Frad & Wilma
_Ahner, Yictor & Louise
_|Acom, Cliff & Sharan
_Adelman, Sandford & Rhoda
_|Aguapo, Lester & Maria Cristina
_|Aguiling, Mary
_|Alberg, Gradyl & Krystal
Alexander, Clinton & Sheila
_Alexandria, Fonald & Blanch
Allen, Christine
Alvarez Sr., Joshua J
_|Alvaro, Ben
_|Anders, Damon & Sharon
_|Andreason, Loraing {(Family Picture)
_|Andreshorn, Wilmore
Anhalm, Cheryl
Anholm, J. Milford & Louise
Anhalm, James
_|Arcadia, Milton
_|Ammstrang, Cheryl
_Arnott, Eric G. & Larraine ﬂ

|w

— Define/review family picture

" Save picture | X Clear pictura
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Families To View

To make your work easier, the dialog provides a set of radio buttons you can select that will either
show you all families in your list, only those families with pictures already attached, or those families
with no pictures attached. Select the option that meets your needs.

Attaching or Viewing a Picture

To attach or view a picture, first use the Name Search tools provided to find the family you need to
work with and highlight it.

If a picture is already attached for the highlighted family, it will be displayed in the picture area. The
area will remain blank if a picture has not been attached.

To attach a picture, click the Find Picture button. A search dialog will appear that will allow you to
navigate to a picture file. Click on the file name of the picture you wish to attach. A thumbnail of the
picture you selected will be displayed on the right side of the Open dialog. Once you are sure you
have highlighted the picture you wish to import, click the Open button. Once back at the Pictorial
Directory Definition dialog, click Save Picture if you are sure this is the one you wish to attach to the
highlighted family.

Note that you can also clear an attached picture by clicking the Clear Picture button when the picture
you wish to clear is displayed.

Picture Format & Dimensions

It is critical that you use CMD’s specifications for the pictures’ size, resolution, and format. These are
discussed on pages 21-22. Failure to adhere to our specs will almost guarantee that you will
experience problems!

Family Caption Override

To manually enter text for the family name that will override the name that CMD will compose for
you, find and highlight the family name using the Name Search tools. Once the family is highlighted
for which you wish to define name text, click in the Family Caption Override edit box. You may
enter up to two lines of text. If there are children in the family, you must enter them here as well.
Overriding any part of the name overrides all of it, so you’ll need to enter all the names of the family
in this text area.

When you are finished entering the text, click the check mark icon of the navigation bar located just
on top of the Family Caption Override edit box.

Find and highlight other families and enter their family text as needed.

Print Postcard Message or Response Cards

This utility allows you to create generic response postcards or print a message on the back of post-
cards that CMD addresses in Print Names. Using this utility might be easier than trying to write the
message in your word processor and trying to match the print layout to the postcard dimensions.
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Print postcard message or response cards Ll

— Address r

I cards — Print q

Select return address as delivery add.

This is a message that will be printed on the back of the posteard if you wish. Be sure to select the
It p P ¥
Community Church LI correct size of postcard and its feed pasition ar else the information will not be printed correctly.

We also suggest that you print a sample to regular paper to make sure the message fits within the

(espoine e vy aiiess borders of the postcard before vou print on the actual postcards

Cornmunity Church
2354 Boltan Ave
Fort Worth, T 7EB55

[ First line in bold
[T Use lines in place of return address

Y

Cards to address... |1 =

& Address postcards |

Abort addressin | . re
X 4 Cards to prirt. .. |1 3. o Print message

| X Abort message | Retrieve message |

Clear message | Save message

]
I
o
=1

— Printer

Postcard selection
Select Ihp officejet g series on
= S [USPS Pre-stamped (35 x55) =]

£A Fonts | |Times Mew Roman, 11pt Feed position
|R|ght vl

Addressing Response Cards

There are two print functions on this page. The upper left corner box labeled Address Response Cards
is designed to be used when you wish to print a whole batch of postcards with a single delivery ad-
dress. Either type in the delivery address directly, or select one of the return addresses that you have
defined for your church from the drop-down list.

You can elect to print the first line in bold, have it put lines where the return address goes, and deter-
mine the number of cards to print.

You’ll also need to make sure you have selected the correct printer and feed position. 2006.1 only
prints to USPS Pre-stamped postcards at this time.

When you are ready to print the cards, click the Address Postcards button.

We highly recommend that you print one or two samples on regular paper first to make sure the ad-
dress will line up properly before printing directly on the card stock in case you have to change the
feed position or some other parameter.

Printing a Postcard Message

The Print Message box allows you to compose a message that can be printed on the back of the post-
card. Note that this box is not intended to be a word processor, and no controls for margins or page
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length are included. You will need to compose your message and then print a sample on regular paper
stock and visually check to make sure your text fits on the card. You may need to make some adjust-
ments in the text before you print the actual cards.

Note that you can save or retrieve messages if there are messages you will use more than once.

Be sure to set the number of cards you wish to print before you click the Print Message button.

Print Return Address Labels

Provided as a convenience, the Print Return Address Labels dialog allows you to print sheets of
return address labels for any address defined in any of the three permanent return addresses, as well
as a name from your CMD data file, or even a name and address you manually type in.

You can select label size, the number of pages to print, whether or not the first line will be printed in
bold, and printer/font information.

Click the Return Address button if you wish to select a return address from the drop-down list. Click
the Name From File button if you wish to click the Get Name button to find a name in your CMD
data file, or just type in the name and address manually. Click Print Labels when you are ready.

Print Return Address Labels ll

— Select Return Address

" Return address
Community Covenant Church LI

' Name from file |Fiaq Ahbey
11784 Scranton St
Redlands, CA 92354-3974

¥ Use mailing address if available

— Label Type Pages to Print
& Laserfinkjet 2 Up (Awary #5161/5251) |1
" LaserfInkjet 3 Up (Avery #5160/5250)

¥ 1st Line in Bold

— Lahel Offsets in Inches
" Print labels |
From Left From Top
| ? Help |
0 0 Save offsets
ﬁglnse |
— Printer Infor
Select Printer | IHF' Officedet G Series on

£A Fonts | ITimes Mew Roman, 12pt
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Print Return Address on Envelopes
The Print Return Address on En- Print Return Address on Envelopes X
velopes Utility provides an easy
way to print a return address on Sl A i |/ print erwelopes. |
blank envelope stock. [Comrmunity Church ]

. Addfedit return address
To use this utility, select the return ~ Mumber ef envelopes to print: I |
address you wish to print from the (=3 Envelope Preferences |
drop-down Iist_, the number of en- 2 ok L Close |
velopes you wish to print, and
click Print Envelopes. Printer Infor
The envelope preferences already Select Printer | Ihp officejet g series on
defined in CMD are in effect here.

If you need to change them, click

the Envelope Preferences button. If you need to add or edit a return address, click the Add/Edit Return
Address button. Make sure you’ve selected the correct printer before you start as well.

Remove Apostrophe from Menu Fields

This utility checks a menu field for an apostrophe character
in the menu items list and removes it. Apostrophes can
sometimes thwart the filtering process used in some places
in CMD, so we recommend that you don’t use them. Select
the menu field to check then click Remove Apostrophes.

Zip Code Inspect/Clean

Use this utility to scan your file and search for any suspi-
cious zip codes (US zip codes only). If a zip code other
than a 5 or 10 digit zip code is found, the name and the sus-

Remove apostrophe from menu field

Select menu field to fix:

« Remove apostraphes |

Active Member
Inactive Member
Harmebound
MonLocal Member
Child of bember
Nankdem Attender
Nonki/MonAftendr
Pending Mermber
Mewsletter Only
Interest

Data Fila

Minist Assoc
Area Churches
MNon-AreaCh's
Conference

? Help | i’L Close

picious zip code will be listed. Go into Enter/Modify/
Delete Names and call up any names which appear here and inspect their zip code. Even if it looks
correct, click into the field with your mouse pointer and check for errant blank spaces. See the on-line

help topic for more information.
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20

Preferences

Have it Your Way

While many of CMD’s fields and features are pre-defined, there are many fields, items, and functions
you can customize to help make CMD best suit your ministry situation. The Preferences Menu pro-
vides the means to tailor these items as your needs dictate. CMD’s on-line help may have additional
information about specific preferences.

Backup Information

To help make regular backups as painless as possible, CMD 2006 includes a Backup Information
Preference to allow you to set automatic backups, and user-definable triggers to put up reminders for
backing up when you exit CMD.

The Backup Information dialog does not perform the backup itself, it only controls when you are
prompted to create one. The screen shot below will illustrate each of the backup information options.

e Automatic Backup Path. This edit box is designed to hold a path that will receive the auto-
matic backups that will be made every two weeks (or the next date you use your computer
after two weeks have elapsed since your last backup). You do not have the option of turning
off automatic backups. Your only option is to determine where they will go. Click the
Browse button to find

a drive/folder x|
(including on your  Backup Paths
netWOfk) to Wh|Ch the Automatic backup path

IM.\Data Backup Browise

data will be backed up.

User-directed backup path

e User-Directed = B
Backup Path. Use this
edit box to enter a de-

L

— Backup Freq '] Most Recent Backup Dates

(Current)
fault path that you Number of records added: |T§[ 0 Automatic backup: 11/24/2006
genera”y use for your Number of sessions: 104 1 User-directed backup: 11272006
manual backups.
[ After deposit register is printed
d BaCkup Frequency Day of the week: Thursday -
There are 4 controls 2 Help
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that you may set that will cause a backup reminder to pop up on your screen when you exit
CMD. You can determine the number of names which can be entered before the reminder is
triggered, the number of sessions using CMD before the reminder is triggered, whether it
should happen after a deposit register is printed, or on a given day of the week. Use any or all
of them as appropriate for your needs. But do use at least one or two of them!

e Most Recent Backup Dates. A visual reminder of the last time your data was backed up.

Special Note: Do not depend solely on the automatic backups for your data! They are there as a
special reserve, but should not be considered your primary source for backups. If your entire
hard disk is lost or you experience other problems, you may not be able to retrieve this data! It
is only in place to provide one additional source of backup, not your only source!

Envelope Definition

To tell CMD about the way your printer prints envelopes, select the Envelope Preferences item on
the Preferences Menu. The Envelope Preferences dialog allows you to determine if the envelope is
printed to the left, in the center, or to the right of your printer’s paper feed mechanism. You can also
adjust the orientation to be either landscape or portrait. You can also select the actual position from
the left edge of the printer feed mechanism where the return address and delivery address starts,
where it starts from the side edge of the paper, and which fonts are to be used for the addresses.

If you generally do not need to print the return address because you have pre-addressed envelopes,
you can uncheck the Print Return Address check box.

If you are unsure where to set the various values, especially the From Top and From Left values,
start by selecting the Feed Position and try the defaults that appear with the selection that is correct
for your printer. Make fine adjustments from there once you’ve printed some sample envelopes.

Envelope Preferences ll

Envelope Feed Position ICenter vl ' Save | 1 Close
Print Orientation ILandscape vl % Help |

L}
p

Get defaults |

=2 Print test envelope

— Return Address Positi

Fram Top From Left

AA Select font | ITimes Mew Rorman, 12pt

— Delivery Address Position

Fram Top From Left

I 4.25 I 475
KA Select font | ITimes Mew Rorman, 12pt
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General Preferences

The General Preferences choice on the Preferences Menu calls us the General Preferences dialog,
where many of CMD’s preferences are set and stored. When it appears, you’ll see a number of tab
pages, each listing a different preference function. Click on the tab page to find the preference you

wish to altar.

Check Box Preferences

This page gives 12 check box choices that appear either in the Family Data area or Individual Data
area. When a new name or family is added, these items will be automatically set according to what
you select here. Of course, you can override them as you enter a new family or family member, but
you can set these to be what you generally expect names or families you enter to need. Check each
box you wish to use as the default choice when first entering a name or family.

CMD Preferences il
Marme Formality I User Field Names | Label Offsets I Return Address Definition | Path defaults I
Check Box Defaults | Diefault Area Code | Line Shading tenu Selection Defaults
 Check Box Defaults
v Track address changes v Single adult gets newslatter
¥ Include family in directory v Single parent gets newsletter
¥ Include individual in directory ™ Minor child gets newsletter
¥ Regular attender v Adult child gets newsletter
v Hushand gets newsletter [ Cther Dependent gets newsletter
[~ Wife gets newsletter v Partner gets newslatter

Default Area Code

Enter the area code for your locale. Entering a default area code causes the area code to be automati-
cally entered when you first come into a phone field, and it allows you to mask out area codes on re-
ports that include phone numbers if you wish.

Line Shading

A few of CMD’s reports incorporate shading to make the report more easily readable. If you wish to
use line shading, enter a numeric value that represents the shading level you’d like. Most printers will

look best with a value between 4 and 10.
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Menu Selection Defaults CMD Preferences X]
There are SiX Single'ChOice menus fOI‘ Wame Formality I User Field Mames | Label Offsets | Retum. Address Definition .F'ath defaults |
h_ h d f I'[ I b f d Check Box Defaults I Default Area Cade I Line Shading Ienu Selection Defaults

wnich detault values can e Specitie
when new names are entered. They ~ Menu Field Defaul
are: Membership Status Gender
IActi\re Member LI IUndeﬂned LI
° Membership Status SS Class/Division Ethnicity
IUnknownfUndeﬂned ﬂ IUnknownfUndeﬂned ﬂ
L4 SS C|aSS/DiViSi0n Marital Status Affiliation
IUnknownfUndeﬂned ;I I ;I
e Marital Status
L4 Gender Edit Menus |
e Ethnicity (User 4)

e Affiliation L Close | ? Help | [| o Save preferences |

Select your default choice from the drop-down combo box for each menu.

Name Formality

Reports can be printed using the more formal First Name or the more informal Goes By field. While
you can manually select Formality type on the Print Control page of the Print Names dialog, you can
set your general preference for many of the output forms on the Name Formality page of the General
Preferences dialog to be automatic.

For those fields that you select to be printed with Formal name, you can also optionally select to in-
clude the Middle name or initial and the suffix.

Remember, there is an override function on name formality on the Print Control page. The choices
made here set the initial choice on Print Control based on the output form you select.

CMD Preferences

Check Box Defaults I Default Area Code I Line Shading I Menu Selection Defaults I
Name Formality | User Field Mames | Label Offsets I Return Address Definition | Path defaults
Formal Hame Preferences i Select the formality for each Output Form
In addtion to First and Formal Informal
Last Hames add...
Mailing Labels o -
I Middle namefinitial Postcards o~ -
™ Suffix Envelopes o i
Marne, Address, Phone - g
Wame Only - o
Offices, Phone - g
Wisitation Reports - o
Cantributions Statements o -
Family “isitation Cards » o
All Other Farms - (o

i Close ? Help ||| o Save preferences
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User F i e | d Names CMD Preferences

CMD allows you to rename up to 8 of
its fields - 4 general fields and 4 date

fields. The names you give these fields ~ User Menu & Text Fields
appear on reports and on various dia- Usert [oweach
logs where they are entered or updated.

User 2 ISmaH Groups
To change the name of a user field, Userd [Panshl
click in the edit box beside the user _

User 4 IEthmcny

field and type up to 12 characters of

Check Box Defaults

Default Area Code | Line Shading
Mame Formality — User Field Names | Label Offsets | Return Address Definition | Path defaults

— User Date Fields

User Date 1

User Date 2

User Date 3

User Date 4

x|

Menu Selection Defaults I

Foom

any name you wish to use.

Label Offsets

Use the Label Offsets if your printer

fl_gnse |

“? Help | " Save preferences |

needs them to better align text when

printing labels. Generally this will not be needed for most printers, but if yours needs it, enter adjust-

ment values here, including negative values if needed.

Return Address Definition

CMD allows you to define up to 3 return addresses which can be selected on the various print dialogs.
Put the most generally used return address in Return Address 1, and add others as needed. Be sure to
include the church name, address, city, state, and zip (or province and postal code).

Path Defaults

The Path Defaults page allows you to specify a default path for data backups and restores, and also
for merge files. Find the path you wish to use and click the appropriate button to save it as a default.

Menu Items (pick lists)

The Menu Items dialog allows you to alter the con-
tents of many of CMD’s menu fields. In fact, all but
two of them are fully user-definable.

To edit the choices in a menu field, select the menu
you wish to alter by clicking the button labeled Se-
lect Menu to Edit. That menu will then be dis-
played in the list box.

Add, delete, or edit menu choices as needed.

Please note that changing the menu choices here
does not alter the data already saved in your
names’ data files. It only changes what is listed
when the menu appears. If you need to change the

Edit Membership Status Pick List

Unknown/Undefined
Member Active
Mermber Inactive
Mermber Homebound
Member Mon-Local

Child of Member
Monhem Attender
MNonhem/MonAttender
Pending Mermber
Mewsletter Only
Interest

Diata File
Ministerial Assoc
Area Churches
Mon-Area Churches
Conference

[

Select menu to edit = |

Insert Line

T

Delete Line

ﬁglose
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actual data saved in your names’ data file to conform to a change in the way a menu item is spelled or
written, you can use the Global Menu Field Changes item on the Utilities Menu. See page 159 for
more information.

Members List

The Members List is a list of member-related choices you’ve defined on your Membership Status
menu. Because there are likely to be many choices that are not members such as Child of Member,
Non-Member Attender, Pending Member, etc, CMD has no way of knowing which items represent
members unless you tell it who the members are. This is important for some of the reports that you
will print.

To tell CMD which Membership Status items are members, click the Members List item on the Pref-
erences Menu. Click the Pick Items from List button when you need to add to or remove from the
list. You’ll need to come back to this item when you change member items on the Membership
Status list.

Startup Function

When selected, the Startup Function on the Preferences Menu allows you to set a specific CMD
program dialog to automatically appear when you first enter CMD. You can also select None if you
wish to have CMD appear with its blank screen instead of any of the available dialogs.

Change Passwords/User Administration

The Preferences Menu contains choices to allow any currently logged in user to change or set their
password, and to give administrative users access to the User Administration dialog where users are
created and their level of access defined. Since CMD’s password protection system is described fully
in Chapter 2 starting on page 11, we’ll not duplicate the discussion here.

Speed Buttons

If you do not wish to use or see the Speed Buttons in CMD, click the last menu choice to either make
them appear or disappear. What you select here will determine whether or not speed buttons will be
visible in the other system modules which use them.
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21

File, Find, & Help Menus

File Menu Items

The File Menu offers a number of choices that have to do with configuration, opening and closing
data base files, backup & restore functions, and logging out. The File Menu also provides the means
the exit from CMD entirely. A look at each File Menu choice specifically:

Open CMD Fl Ie Open CMD File il
CMD allows you to install multiple ph_ysi_cally Selecrthe CMD  Commanty S Get =
separate data files. The Open CMD File item DataFileyou | [Community Youth Outreach

on the File Menu allows you to open any of wish to use:  Ministerial Association

the installed data files for use. v ox i

When you select this option, a dialog listing [ Xcaneel | [
each of the data files by their File Description ]

will be displayed. Click on the data file you B

wish to open, and then click OK. You may ]

also double-click directly on the file you wish i

to open. i =

Each data file uses its own set of passwords
and user name security settings and preferences, so when a new file is opened, the preferences for that
file will automatically be in force. This means that you can have completely different options on each
of the menus, user field names, return addresses, and any other Preferences Menu item you wish to
make unique for a given data file. Because the files are kept physically separate from each other,
maintaining separate preferences happens automatically.

You may switch freely between data files to add, update, print, or any other system function as
needed.
Backup Data

Backing up data is one of the most critical habits to form with any data-intensive software package,
and CMD is no exception! The process is quite simple, and takes only a few minutes of your time.
This small investment of time, however, may end up saving you hours of frustration and manual data
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re-entry should something ever go wrong with your computer, your hard disk, or your data. It’s easy
to restore CMD data if you have a backup. Please take the time to learn to properly back up your
data to avoid the serious downtime and repeated data entry which lost data will force upon you!

To backup your data, place a blank, formatted floppy disk in your floppy drive, and click the Backup
Data option on the File Menu. A dialog will appear listing the items you can select for a data
backup. We recommend that you accept the entire list for backup, though you can remove items from
this list if you wish.

Removing Files from the Backup File Backup CMD Data x|
If for some reason you do not wish to include all [ Files to Backup —————— T 7 e
the elements of a CMD data base in a backup, g QM Detabace flee

you can uncheck any item on the list you wish to ¥ Pick lists 7 belp |
remove. The item that you uncheck will be re- EA Histary lsts X Cancel |

moved from the backup list when the actual
backup is made. However, you should rarely need R — Sl
to do this!!! |

Once you’re satisfied with the list of selected
items, click the Backup Data button to proceed.
A standard Windows Save dialog will appear. A default file name will be suggested for you as well as
a default drive. Change any of the parameters you wish, though we do recommend that you keep the
“.ZIP” extension since CMD’s data backups produce industry-standard zip files.

When you click OK, your data will be compressed and sent to a single file on the floppy drive. It will
be many times smaller than your actual data files. In many cases, the backup data will be only about
10% of the original size, so it will easily fit on most floppies.

Backup Frequency

We suggest that you make a backup daily, more often if you are entering or updating large amounts of
data in one session. In addition, we recommend that you make a second backup at the end of every
week, and then a third at the end of every month that is kept off-site. This should provide adequate
protection in most cases.

Remember that you can set a default path for where backup files are placed if you wish to use some-
thing other than your A: drive. See page 167 for more information.

Backup Considerations

Two considerations are worth noting. First, you must backup and restore all data from the data-
base at one time. In prior versions of CMD, you could select individual data files that could be
backed up separately. However, since we have moved to a more secure password and security system,
the data files that make up the actual data base must be backed up and restored together. The security
features track changes in each data file, so the system “knows” when it sees a data file that is not in
the exact condition in which it was last left. In such cases, it simply rejects the data as not being a part
of the data base. Preferences, Pick Lists, and History Lists are not part of the actual data base itself, so
these items can be selected/deselected as needed.
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The second consideration has to do with the backup medium that you use. Bear in mind that you may
not be able to back up your data onto a floppy disk if you use pictures in CMD. Since picture files are
actually embedded in CMD’s data structures, pictures can swell your data size quickly.

It will be up to you to make sure that you have a backup medium available that can hold the data you
need to preserve. This might mean a Zip disk, a CD-RW (not CD-R), network attached storage, or a
server onto which you can backup.

Whatever the requirements, make sure that you do not neglect to make backups!

Restore Data Restore CMD Data ' x|

ShOUId yOU ever need tO, yOU,“ be thankfl_” Data File Description: Community Church Data

yOU can eaSin restore your CMD data! Restoring Data to: CACMD2004Datal

Clicking this File Menu option brings up  Files to Restore

the Restore dialog which allows you to oD Barabess ies BEYTETIN I T

bring back your data from a backup disk. [ Preferences o Bestoedas | X camel |
. . . A [ Pick lists — —

The dialog displays the file description for [T History fsts

the currently open data file, as well as the

path for the data files. If you use only one
data file with your CMD, you can just click FAlly e (el eialllniiess
the Find Backup File button. | |

However, if you have more than one data

file installed in your CMD, make sure that you about to restore the data on the backup disk to the ap-
propriate data file by double-checking the file description and data files path. If all are correct,
then click the Find Backup File button.

By default CMD will look for a zip file on Drive A unless you have set a different default destination.
If you use a different drive letter, use the standard Windows controls provided to locate the data file
to open. Once you’ve found it, click on the backup zip file itself and then click OK to return to the
Restore Data dialog.

The backup file will be scanned, and any items from the Files To Restore list that are found in the
backup will be checked. Uncheck any items you do not wish to restore.

In the screen grab of the Restore dialog above, the Restore Data button is not yet enabled. It be-
comes enabled only when a valid backup file is found using the steps described above. Once a valid
backup file has been found, the check boxes will reflect the items in it that were found, and the Re-
store Data button is enabled. Click Restore Data when you are ready to restore the data in the data file
on your computer.

When restore is finished, CMD will check to make sure that the user name and passwords you sup-
plied to CMD when you logged in are valid with the data file that you just restored. If it is not, you’ll
be required to log in again before you can use the restored data. This protection keeps someone from
accessing your data if they are not authorized to do so.
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Create New CMD File Create New CMD File X|
. . . File Description

This option is used whenever you need :

to create a CMD File, whether you are IR vo |

just starting out using CMD, or whether 2 Help |

you wish to add an entirely new CMD Data Folder Name

File to your system. You can install vir- [Datz X Cancel |

tually any number of completely separate

CMD Files with your CMD system. Current Path: CACMD2004

When you click this option, the Create
New CMD File dialog appears so that

Change path |

you can specify the file description and Telephone Area Code |

location for the data file. If this is your
first use of CMD, you’ll likely want to
change the Description, but we recom-

[ ADS network server is installed

mend that you use the default Data
Folder Name provided for you. See page 5 for more instructions on installing a CMD data file.

File Description: This is simply a descriptive phrase which identifies your data. This is most
important if you think you’ll ever need to install additional data files sometime down the line,
but it’s still helpful even if you have only one. We suggest that you type in a word or phrase
which will enable you to quickly and easily identify the data file you are using.

Data Folder Name: This forms the Data Files Path for this data file. CMD keeps explicit
track of where on your hard disk your data files reside so that it can always find them - im-
portant in an operating environment where you may have several different types of programs
installed. If you are relatively sure you will only install one data file, at least for the foresee-
able future, we recommend that you use the default name “DATA” which will be created un-
der your CMD directory.

If, however, you plan to install more than one file, for example in the case of a multi-church
district, you may wish to install the major church in the district as the first data file you in-
stall, using some designation which will enable you to quickly identify which the directory
which holds this church’s data.

While we don’t recommend creating CMD data files anywhere other than under the
CMD2006 system directory, you can do this if you wish (an example of when this might be
useful is in the case of a network installation—see the next chapter for more information on
network setup for CMD). If you need to navigate to a different folder under which to create
the data folder, click the Change Path button to select the new folder name.

Telephone Area Code. Enter the area code of your church. Having the area code makes data
entry a bit smoother. You can change it later on the General Preferences dialog.

If your church has purchased the Advantage Database Server software from us, check the
ADS Network Server is Installed button before you click OK.

Click OK when you are finished to initiate data file creation. You’ll be asked to log in when the new
file is created using the default user name and password that are standard in CMD.
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Configuration File

This menu choice offers five sub-options, each designed to let you view or modify your CMD data
files configuration. These choices are different than the type of choices offered on the Preferences
Menu in that these directly affect the location, description, and other items directly related to the data
files themselves.

CMD’s configuration files, named “CMD Configuration.ADT” and “CMD Configuration.ADI” re-
side in your CMD2006 directory, and store important information your system needs to know to op-
erate.

View Configuration Info

This option brings up a small dialog which displays the configuration information stored in your Con-
fig.CMD file. This information can be used to confirm where your data files are located.

Reconstruct Config File

This option allows you to build a new configuration file without requiring you to go through the Cre-
ate New CMD File option explained earlier in this chapter.

The primary difference is that in Create New CMD File, both the data files and configuration
files are created from scratch, resetting all files to be completely empty until you begin to enter
data again.

Reconstruct Configuration File, on the other hand, only reinitializes the CMD Configuration files in
case they become lost or damaged, without clearing out your data files.

The Reconstruct option need only be used if you know you have actually saved data in your CMD,
but a message telling you that no data is installed appears when you try to start CMD.

To use this option, you’ll be shown a dialog which will allow you to enter a File Description, and
drive/directory tools to locate exactly where your data files are. Use the Get Path button to find the
folder where your data files are located. Select this folder, then click OK to reconstruct.

Include Another CMD File

Use this option if you have manually created a new data directory on your computer and have placed
CMD 2006 format data files in it and wish for this installation of CMD to be able to access and use it.
A dialog appears when you select this option and asks you to provide a Data File Description
(especially important here to distinguish it from a data file set already installed for your CMD sys-
tem), and directory search tools to find the directory where the data files are located. Navigate until
you find the directory where the data is located, select it, then click OK.

Once you have included another CMD file in your setup, you can access it along with any other CMD
data files by selecting the File|Open CMD File option.
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Enable Contributions

Click this option if you have purchased the optional Contributions Manager and have received the
unlock code you will need to activate it. You will need to enable contributions for each computer on
which CMD is installed if you wish to use it.

Even if you do not have the activation code, you may use Contrib except for the printing of state-
ments if you wish to try it out before purchase.

Confl g u I’atIOn U pd ate Configuration Update il
The Configuration Update dialog Select Data File
allows you to perform several im- ISampIe Data for 2004 LI ™ Use as Default Data File
portant functions on your configu-
ration. You may: Data File Description
|Samp|e Data for 2004 [~ ADS netwark server is installed
e Change the Data File
Description Data Files Path
° Determine which data file Current Path: C:\Delphi Projects\CMD2000\S ample2004%

will be the default data Get path |

file , that is, the one that

appears when you first start
Up CMD Clear all data frorm THIS file | " Save changes

e Clear all data from the Remave THIS data file fram use | ? Help
selected data file

o Completely remove a data file set from your CMD setup
e Tell CMD that the ADS Network Server is installed

If you have more than one data file installed, you will need to first select the data file you wish to
modify by using the Select Data File drop-down combo box.

Once the data file has been selected, you can modify the description simply by typing in a new one,
changing the data directory by selecting a different one, designating the file as the default file, clear-
ing, or removing the data completely. Click Save Changes once you’ve changed what you need to
change.

Note that when you remove a data file, this does not erase the data and remove the actual data
folder from your hard disk. It only removes any knowledge of it from your CMD Configuration
file. You need to delete the unneeded data folder using Windows Explorer.

Logout

Use logout if you wish to keep CMD running but you need to be away from your desk for awhile and
don’t want anyone poking around the CMD looking at information they should not have access to.
Clicking this option causes the login screen to appear, and no access to the data will be granted unless
a valid user name and password are entered.
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Exit

It is important to exit from CMD properly. Either exit through this File Menu Choice, or click the
X box in the upper right corner of the main screen. Exiting through one of these means assures that
any data files which have not yet been updated will be properly flushed and closed as CMD exits.

The Find Menu

The Find Menu in CMD has only one choice - a Find option that searches your data file for matches
on words, numbers, or even just parts of a word or number.

When you click this one Find Menu option, you’ll see the dialog shown below.

X
— Find — Fields to Search...
IV Family name
[pAN ey
¥ Individual name
| ......... S S earchagaml | ol Adliss
¥ City
[V State
— R
: v Zip/Postal Code
Hame Acorn, Cliff & Sharon: Daniel v hap
[V Phaones
Match found in... ol el T
First Mame Daniel Acarn v E-Mail
Goes By Daniel Acarn v ID Mumber

¥ Quick Comments
¥ Occupation

¥ User3

| ¥ Joining Specifics

Uncheck all options

? Help | ﬂglose |

Enter the data you wish to search for in the blank provided, and then click the Search button. The file
will be searched for the first match in the fields that you have checked in the column of fields on the
right side of the dialog.

If a match is found, it will be displayed along with the field which contains the match. You can either
abort the search at this point or continue searching more of your file. In the example above, we en-
tered the word DAN and click the Search button (which was renamed Search again once a match was
found). It displayed that the Acorn family had a person with DAN in their name, and it’s shown
above as well. If you wish to change your search criteria, click in the edit box and enter the new
search characters and click the Search button again.

This command is most useful when you remember part of a person’s name, address, or phone number
and are trying to find them in the file.
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Help Menu
In addition to this manual, CMD has extensive on-line, context-sensitive help which is available in

most cases by pressing F1 or by clicking the Help button on a dialog.

Clicking the Help button brings up specific help if you are in a small dialog, or a general help screen
for the function you are in if you are presently working in a large, complex dialog such as Add Names
or Print Names.

Pressing F1 brings up help for the specific item which has focus, that is, the combo box, edit box,
check box, or other Windows control which you are working on right at the moment you press F1.

In addition to pressing F1 or clicking the Help button, you may also access help by selecting one of
two items on the Help Menu:

e Help Contents. Click this item to get the contents page for the entire help file.

o Search for Help On... Click this item for an index to the topics in the help file.

e About. This option displays information about the particular version of CMD for Windows
you are currently using.
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Using CMD on a Network

CMD is designed to be equally at home on a single, stand-alone computer or on either a peer-to-peer
or server-based network. CMD’s license allows you to place it on as many clients as you have on
your network without additional cost.

However, bear in mind that there will be some performance penalties due to things beyond CMD’s
control such as the speed of your network and switching equipment. However, any performance pen-
alties are minimal compared with the convenience of having all users on your network share and
work with the same data!

And since the password and security mechanisms in CMD are built into the data itself, all password
and user name restrictions will be in force on any client on which CMD is installed.

We’re going to detail both peer-to-peer and server-based network setups starting on the next page,
but first we want to make sure that you hear about server software that is available that will provide
greater stability and speed when using CMD on a network so that you can decide if it is appropriate
for your setup.

Advantage Database Server Software

As we’ve said, you may freely add CMD to any number of clients on your network for no additional
cost and that CMD works on a network right out of the box. However, if your CMD will be heavily
used by a number of people or if the number of users regularly exceeds 3 to 4 users, you might wish
to consider obtaining the Advantage Database Server software that works with the data engine inside
CMD.

This server software adds additional layers of security and stability to a network setup by leaving
more of the actual data work on the server (or on the peer hosting the data in the case of a peer-to-
peer network) and sending requests and results across network wires rather than actual data (which
stays on the server itself).

This adds a layer of protection in case of network problems, power outages, etc. It also makes the
CMD run faster on a network since data access and results are controlled on the server instead of the
individual client and because more of the work with the data is done in one place.

The server software may be purchased only through Software for Ministry, and is reasonably priced
for most any church needed to expand into networking for your CMD. Contact us for the latest price
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information based on the versions of Windows you use and the number of computers you wish to
connect. Fees are based on concurrently connected computers, so you will not have to buy a license
for every computer in your network, just for a reasonable number that might be connected at one
time.

We strongly recommend the server software if your network has more than 3 computers on it.

What We Can Do To Help

We provide instructions here on setting up CMD for peer-to-peer and server-based systems. How-
ever, we are not equipped to deal with your network issues relating to hardware and Windows setup.
We cannot help you administrate your network, including helping you learn how to grant permissions
and map network drives. If you are unable to do these things for yourself, you will need to secure lo-
cal help for those issues. Our instructions assume that you have a working Windows network up and
running, and that all computers are able to access the network properly.

It is not our place or intention to help you debug your network. We can only deal with CMD issues
with a working, functional network. That said, let’s get to specifics.

Peer-To-Peer Network Setup

If you plan to use CMD on a peer-to-peer network where one workstation will act as the host or
server computer to hold the CMD data that the other computers will be sharing, you’ll need to follow
these instructions to get it setup.

It is assumed that you followed the general instructions on the startup sheet included with the soft-
ware that enabled you to setup the CMD on the computer that will serve as the host. These instruc-
tions can also be found starting on page 4 of this manual. The rest of this section in Chapter 22 will
tell you how to configure the rest of the computers on the network.

Further, it is assumed that you have a working peer-to-peer network, and that you have properly
logged on to the network.

In general, there are two parts to enabling other computers on your peer-to-peer network to use
CMD’s data. There are some things you’ll do on the host computer, and then on the client computers.
Host Computer

1 Once CMD has been installed and is working on the host computer, exit CMD entirely.

2 Open Windows Explorer, and right click with your mouse directly on the CMD’s pro-
gram folder. That will be c:\CMD2006 if you followed our defaults during installation.

3 After right clicking on the CMD2006 folder, select Sharing from the menu. Make the
CMD2006 folder sharable (not the data folder under it), give others on your network Full
access. Different versions of Windows use different methods to grant permissions and
access. Refer to the instructions for your version of Windows.
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Once all users have been granted full access and permissions, you are ready to install CMD on the
clients (the other computers in your network who will use CMD data from the host computer).

The Clients

Instructions for installing on each client will be the same. You’ll just need to repeat the steps below
for each computer that should be able to use CMD.

1

10

Map a drive letter on the client computer to the CMD2006 program folder on the host
computer on the network (not the data folder). Use a drive letter that can be used on each
client for consistency. It will make the installation and maintenance later easier. If you
skip this step, you won’t be able to see the data folder on the host computer!

Move CMD from the Master CD to the first client’s hard drive by locating the
CMD2006.xSetup.Exe on the CMD Master CD. To find it, click Start, Run, Browse, and
navigate to the CD’s root folder. Click on the file, click Open, and then click OK when
back at the Run dialog. This will start up the setup program.

When the setup program starts, use all the defaults suggested by the setup program. Just
keep clicking Next as the setup program moves through its process.

When the setup program is finished, double-click the CMD 2006 icon that was placed on

the client desktop during setup. When CMD first starts up, it will tell you that it could not
find its Configuration files. This is normal! However, do NOT create a new CMD file

here since it has already been created on the host. So, click No at this point.

Once the main CMD blank screen is visible, click File, Configuration, and then select
Reconstruct Configuration File.

When the Reconstruct dialog appears, you’ll see a field for File Description. Erase the
stuff in the File Description field and enter a name or phrase by which this data file set
will be known. Something like “Community Church 2006 CMD Data” is appropriate.

Also on the Reconstruct dialog, you’ll see the current path. Instead of accepting the sug-
gested path (which will probably be c:\CMD2006), we have to find the path to the data
folder on the host computer. So, click the Get Path button and navigate to the actual
Data folder on the host computer using the standard Windows Browse dialog. Click di-
rectly on the Data folder and then click OK to get back to the Create dialog.

If you have the Advantage Data Base server software installed on your server,
check the ADS Server box.

Click OK to finish. This will create a new configuration file for the client computer that
looks on the host computer for its data.

Immediately after creation you’ll be asked to login. During setup, CMD automatically
creates a default User Name of admin and a default Password of password. Enter these
values in the proper login fields and click OK.
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11 If your church has purchased the Contributions Manager either now or sometime before,
your copy of the CMD Master CD will come with a sticker on it giving you the code to
enable contributions. Click File, Configuration, Enable Contributions. When the Enable
dialog appears, enter the code on the sticker and click OK.

A Few Notes

There are a few things to keep in mind about a peer-to-peer network.

e  First, use the best and fastest computer in the bunch as the host.

e Second, this computer needs to be kept running pretty much all the time. You’ll get errors on
startup when clients try to get into CMD if the host computer is turned off.

o Be careful about limiting access to the host computer. Most damage is done NOT by people
intending to do you harm, but rather by well-intentioned but unknowledgeable people who
try to “help” you! Use the login and password requirements to control access to CMD.

e Make backups frequently since people can get into your computer and delete or move files,
including CMD’s data files. Keep at least one backup off site for extra security.

Setup CMD on a Network with a Server

If you have a computer configured to be a true server and not a client on the network, then you’ll
need to follow these instructions outlined here for setting up CMD.

Please note that we cannot assume responsibility for helping you administrate your network! We can
only provide assistance for helping you get CMD going once your network is up and running. You’ll
have to get local help to make your data folder sharable, and to grant the permissions to each com-
puter on the network that is to use the CMD’s data.

If you have been using a prior version of CMD, the very first thing you should do is to backup
your current data before you do anything else! Please don’t skip this step! You might want to make
a couple of them, just to make sure (use different floppies or CD’s or whatever you use).

There are two general parts of the setup process for putting CMD on a server-based network. First,
you need to prepare the server, and then you need to install CMD on each client.

Preparing the Server

1 Manually create a new folder on your server named CMDData or CMDDataFiles. Keep it
simple, and don’t include a year in the folder name (i.e. CMD2006Data). If you currently
have a folder on the server for CMD that does not contain a specific year reference, then
you don’t need to create a folder at this time. You can use the current one.

2 If you created a new folder on the server, make it sharable, and give Full access permis-
sions to all users on your network that should have access to CMD.
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Installing CMD on a Client

Each client will have its own copy of the CMD program files. Installing the CMD on the first client is
a slight bit different than what you’ll do on the rest of the clients in the network. Once you’ve in-
stalled CMD on the first client and followed all the steps for it below, the order in which subsequent
clients get installed doesn’t matter. Note, however, that the process for installing CMD on subsequent
clients differs from the installation for the first client.

All Clients:

If you created a new folder on the server for your data, you’ll need to map a drive letter to that folder
on each client. As you come to each client to install CMD, map the drive first before you begin the
CMD installation process on each client, otherwise you won’t have access to the data folder! We sug-
gest that you use the same mapped drive letter for each client to make it easier to remember where the
data is located.

First Client:

1 Move CMD from the Master CD to the first client’s hard drive by locating the
CMD2006.xSetup.Exe on the CMD Master CD. To find it, click Start, Run, Browse, and
navigate to the CD’s root folder. Click on the file, click Open, and then click OK when
back at the Run dialog. This will start up the setup program.

2 When the setup program starts, use all the defaults suggested by the setup program. Just
keep clicking Next as the setup program moves through its process.

3 When the setup program is finished, double-click the CMD 2006 icon that was placed on
the desktop during setup. When CMD first starts up, it will tell you that it could not find
its Configuration files. This is normal! Click Yes to Create a New CMD File.

4 When the Create dialog appears, you’ll see a field for File Description. Erase the stuff in
the File Description field and enter a name or phrase by which this data file set will be
known. Something like “Community Church 2006 CMD Data” is appropriate.

5 Also on the Create dialog, you’ll see the current path. Instead of accepting the suggested
path (which will probably be c:\CMD2006), click the Get Path button and navigate to
the CMDData folder on your server using the standard Windows Browse dialog. Click
directly on the folder you created on your server and then click OK to get back to the
Create dialog.

6 Once you’ve established the path to the server’s CMDData folder, next change the name
of the Data Folder to Data2006. This will distinguish the data folder for 2006 from any
prior data folder that might already be in the CMDData folder on the server, and from
any future year’s CMD data.

7 If you have the Advantage Data Base server software installed on your server,
check the ADS Server box.

8 Click OK to finish. CMD will create Data2006 under your servers CMDData folder, and
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10

move the new data files for 2006 into that folder.

Immediately after creation you’ll be asked to login. During setup, CMD automatically
creates a default User Name of admin and a default Password of password. Enter these
values in the proper login fields and click OK.

If your church has purchased the Contributions Manager either now or sometime before,
your copy of the CMD Master CD will come with a sticker on it giving you the code to
enable contributions. Click File, Configuration, Enable Contributions. When the Enable
dialog appears, enter the code on the sticker and click OK.

This completes the installation and setup on the first client computer.

If you have data to convert from a prior CMD version, refer to the conversion/import instructions on
page 6 of this manual.

Subsequent Clients:

1

Once you’ve established the first client’s connection to CMD, take the CMD Master CD
to each client in turn and follow steps #1 & 2 as listed above (don’t forget to map the
drive letter first). But there is an important change in the procedure for each of the
additional clients after the first one has been installed:

Instead of clicking Yes to Create a New CMD File on first startup, click No and skip
creation of a new file (one was already created when the first client was installed).
Go instead to the File Menu, click Configuration, and select Reconstruct Configuration
File.

Change the stuff in the File Description edit box and enter your church’s name there
(you might wish to use the same entry on each client so that it will appear the same eve-
rywhere).

Click the Get Path button to navigate to the server’s CMDData folder. This time, how-
ever, go one step deeper and click on the Data2006 folder before you click OK on the
Browse dialog. Be sure to click the ADS Server box if you have the ADS server soft-
ware installed in your network. Click OK to finish the Reconstruction.

At this point, you’ll need to login on the client computer. See #9 above for information
about your initial login. And if you need to enable Contributions Manager on this client,
see step #10 above.

Repeat this process for each additional client on your network.
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Contributions Manager Introduction

The Contributions Manager allows you to track donations made to your church, print statements to
the individuals or families who made the donations, print general reports, list the names who give to
certain accounts, and define and track pledges.

The Contributions Manager also prints deposit registers that you can use to verify your deposit to
make sure that you have properly accounted for each donation that you are including in the deposit.
These deposit registers also make an important hard-copy backup of your work in case your com-
puter’s hard drive crashes or some other computer-related emergency happens.

The Contributions Manager is an integral part of CMD, using the names and addresses already
entered into the CMD’s data file.

Before You Begin Using Contributions

Before you attempt to use the Contributions Manager in a serious way, we recommend that you take
the time to do two things:

e Spend some time practicing using it. Enter lots of data, print some reports and statements.
Get used to the way it works so that you’ll be thoroughly familiar with it before attempting to
use it in earnest. Once you are finished practicing, you can erase the old data and start again.

e Carefully think through which accounts you wish to use. You can define up to 300 differ-
ent accounts to which donations can be marked. Place the ones you will most use at the top of
your list, or else alphabetize them so that the computer can help you quickly search for them
when you are entering them.

Defining Accounts

To define your donations accounts, click the Define Accounts item on the Contributions Menu. You
may enter up to 300 accounts. These accounts are the accounts to which people will donate their
money during the year.

Who Do You Record Contributions For?

The Contributions Manager is designed to take entries for a whole family in the name of just one per-
son. Unless specific individuals in the family wish or need to receive separate acknowledgement for
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their specific donations, we recommend that you enter donations in the name of an adult in the house-
hold. In the case of a married couple, use either the husband or wife’s name, but not both (unless each
one wants separate statements).

Protecting Confidentiality

We strongly recommend that you use CMD’s security features (discussed in Chapter 2 starting on
page 11) to protect the confidentiality of your giving records, making sure only authorized users have
access to contributions information.

Last Words of Advice

We’ve designed the Contributions Manager to faithfully serve you in recording donations made to
your church. However, you’ll need to approach it on its own terms, learn how it works, and use it the
way it was designed or you’ll possibly get unexpected results.

Also, please be manic about backups once you start using Contributions. Also be manic about print-
ing and storing the deposit registers that the system prints. These hard-copy backups can become
invaluable if you have a computer or program problem in the future.
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Enter/Modify/Delete Contributions

Much of the work flow for Contributions happens on the Enter/Modify/Delete Contributions dialog
option on the Contributions Menu. As you look over the following screen grab, note that there are 3
basic “columns” on the dialog, each providing different functions:

Enter /modify /delete contributions

MName entry | Envelope entry |

Select a name to enterfupdate a contribution

v Display address

Last Name Goes By |Sufﬁx |;|
_|Abbey Fred
_|Abbey Gary
_|Abbey Wilma
_|Abner Erikson
Ahner Louise
_|Abner Shawna —I
| Abner “ictor
_|Acomn Cliff
_|Acorn Daniel
_|Acom Sharan
| |Acaom Shelly ﬂ

& Enter new contribution I

13378 Rosebud Ln

Riverside

CA 92514-4321

Contributions Preferences

Envelope # 225
Address to [Husband/Wis ~|
Pledges Set or review pledges |

X|
— Contributi data All Contributions
Date |Tnta| I;I
Start on IDEpDSit In] Vl Accounts | »|04/09/2004 $109.00
[ Assume blank Check # means cash B|0515/2004 $100.00
_|02A16/2004 $50.00
01/03:2004 §450.00
Deposit ID IDWIDQQDM#W —
Date ID:UDQJQDD& @
Check # I
Account |Amount |:| _I
| |Tithe $49.00
_|fouth Fund $25.00
_|OQutreach $15.00
|P|Senior's Ministries $20.00
Z|
-
=¥ ‘/Eavecontributionl qulrlul—l(’l
Donation # 47 55 Abort contribution | Display total/breakdown |
Running Total Print deposit register |
I $109.00 Refresh Total | -
efresh Tota ? Help | I Close |

Here’s what’s in the first column:

e A tab page containing a names list from which you can select people from your data file for
whom you wish to record a donation. Note in the screen grab that this box is in a different
color. This tells you visually where you are working at the current moment on the dialog.

This highlight changes as you work with different parts of this dialog
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e A tab page containing a box you can use to enter an envelope number as the means to select
the people from your data file for whom you wish to record a donation

e A place to enter an envelope number of a person
e A place to select to whom statements are to be addressed

e A button to set or review pledges for the selected individual

The second column:

All the controls needed to enter a contribution
A means to remove a split from a contribution

Buttons to save, abort, or retotal a contribution

The third column:

A grid which displays all the contributions made for the currently highlighted name

A navigation bar to move around in the list of contributions, as well as the means to erase an
entire contribution

A button giving you access to Deposit Register features

Name Selection Column

Mame entry | Envalope entry

The Name Selection column, which is the first column on
the dialog, provides the means to select the names for whom
donations are to be recorded, and to initiate the entering of a

new donation. You can use either the Name Entry or Enve- ;EZ‘E:'““" fon S
lope Entry pages as needed. You can switch back and forth | Abbey Gary
between them during an entry session if some of your dona- _|abbey Wilma
tions come marked in numbered envelopes and others do not. ~ |4*"" Crieen

; Abner Shawna J
In all cases, you can only add donations to names who are  Abner Victor
already entered into your CMD data file. If you encounter a _|acom Clift
donation from a person who is not in your data file, leave the —:EE:: g:z'r‘z'n
Contributions dialog and go to CMD’s Enter/Modify/Delete BAcom Shelly El

Names dialog, enter the name, and then return here to enter
their donation.

When you first arrive at this dialog, the Name Entry tab is
selected, and the first name in your data file is highlighted. If
you have already saved donations for the highlighted name,
the far right column will display those donations with the

most recent contribution received highlighted at the top of Envelope # 225
the list. The details of the highlighted contribution will be Address to [Husbandiwie |
displayed in the center column. :

Pledges Set or review pledpes |

Select a name to enter/update a contribution

¥ Display address

& Enter new contribution |

13378 Rosebud Ln

Riverside

CA 92514-4321

Contributions Preferences
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Name Entry Specifics

To enter a donation by name, use the Name Search tools provided on the Name Entry tab page. You
can type in the first few letters of their last name or use the scroll bar to scan the list. When you see
the specific person you want, click on him or her.

Below the area where the names list is shown, the address of the currently highlighted name is dis-
played. If working with the names list feels sluggish on your system, you can uncheck the Display
Address check box and the address will not be displayed. If you need to check it for a person, click
the check box again as needed.

In the example shown on the screen grab on page 189, the name Victor Abner was selected by click-
ing on him. The third column shows that there have been 4 contributions recorded for him, and the
center column displays the details about the currently highlighted contribution dated 4/9/2004.

To initiate the recording of a new donation, click the click the Enter New Contribution button. This
clears out the center column (Contributions Data) and places the cursor in the appropriate field to al-
low you to begin entering the information.

Name entry Envelope entry |

Envelope Entry Specifics Envolope#:  [225
Many churches use numbered envelopes which are assigned to a per- 4 e e
son or family at the beginning of the year and remain with them for at
least the current year. If you need to call up names by envelope num- o flame
ber, click the Envelope Entry tab. Enter the envelope number in the Tite or
box provided and then click the Enter New Contribution button. ooy

Envelope # 225

List envelope numbers
Important!

Once you’ve clicked the Enter New Contribution button, the functions on the
Name Entry or Envelope Entry tab pages “freeze” until you finish the contribu-
tion either by clicking the Save Contribution or Abort Contribution buttons in
the center column.

Contributions Preferences

The Contributions Preferences, located at the bottom of the Name Selection column, allow you to
specify the envelope number, to whom the statements should be addressed, and access to the pledge
definition dialog (pledges are handled in Chapter 26).

When first entering envelope numbers in the Contributions Preferences section, enter the envelope
number for only one person in the family. That is, if an envelope number is supposed to be for an en-
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tire family, only enter the envelope number in the data record of only one of the adult members of the

family. Do not enter the envelope number in each family member’s record. This will cause problems

when recording and reporting information.

When entering an envelope number for a name, it will be automatically saved when you tab out of the

Envelope Number field.

Use the Address To field to designate to whom statements should be addressed. If you select Individ-
ual, they will be addressed only in the name of the person in whose names the donations were re-
corded. If you select Family, the family name will be listed. If you select Husband/Wife, then those
names will both be included on the statement. This setting is meant to be unique for each home, so

make these settings for each family as needed.

Generally, you’ll use the Contributions Preferences section early in the year, and may not need to
even refer to them later on. Most of your work in this column will be to select the names for whom

donations are to be recorded.

Contribution Data Column

The center column displays Contributions Data, and pro-
vides the tools needed to enter or update one or a series of
donations.

When the Enter New Contribution button has been clicked
on either the Name Entry or Envelope Entry tab pages of the
Name Selection Column, the cursor will be placed in the
center column so that you can enter the details of a donation.

Start On Selection

The very first time you click Enter New Contribution in a
given session, the cursor will first be placed in the Deposit
ID field. This allows you to define the Deposit ID and Date
for the deposit that will correspond with the donations you
are about to enter. Once you have specified the Deposit ID
and Date fields, you may wish to use the Start On field to
tell Contrib where to place the cursor for the rest of the en-
tries in this session. This will keep you from having to tab
through the Deposit ID, Date, or Check Number fields if
what is to follow belongs to the same deposit and date.

Assume Blank Check # Means Cash

Check this box if the entries are to be assumed cash entries if
the Check # field is left blank. When checked, the word
CASH will be automatically be entered there for you. This
may be useful if you wish to see separate totals within your
deposit register for cash and check donations.

— Contributions data

Start on IDepUSit D vl Accounts |

[ Assume blank Check # means cash

Deposit ID |D1 A9/2004 #1
Date |04m9Q004 @

Check # |1432
Account |Amnunt -
B[ Tithe £40.00
_|¥outh Fund $25.00
_|Outreach $15.00
| |Senior's Ministries $20.00
hd

—|al|l¥| e

Donation # 47

Running Total

I $105.00

& Save contribution |

2 Abort contribution |

Refresh Total |




Chapter 24—Enter/Modify/Delete Contributions 193

Deposit ID

The Deposit ID is simply a way to differentiate between sessions or deposits when donations are en-
tered. Typically, you will have a unique Deposit ID for each week’s donations. In a larger church, you
may need to split your donations into several smaller deposits. Be sure to give each one a unigque
name. By default, Contrib places today’s date along with “#1” in the Deposit ID field. Use any nam-
ing convention that you like, but be consistent.

If your deposits contain many donations, you may wish to do all the check donations in one batch
with its own Deposit ID, and then record all the cash donations in one batch with is own Deposit ID.

Whatever pattern you decide to use, use it consistently.

Date

You can either enter a date manually, or you can select it from the pop-up calendar by clicking on the
calendar icon at the right edge of the date edit box.

You can use either the date the donations were made (generally a worship date) or you can use the
date of entry. Either is fine. Once again, develop a consistent pattern and stick with it all year.

Check Number

If you wish to record the check number, enter it here. If it is a cash donation, enter CASH. But there
are other ways to use this field as well.

In addition to CASH and a check number, Contrib is programmed to watch for CC (credit card) or
RECEIPT (meaning that a church member made a purchase for something for the church and has
turned in the receipt. They don’t wish to be reimbursed, but they wish to have the value of the pur-
chase credited to them as a donation).

Be careful in your use of these items. If you have CC or RECEIPT type donations to record, do
not record them with the same Deposit ID as cash and check donations! Put them in their own
Deposit ID session. This will allow you to record totals for receipting purposes, but won’t affect
balances sent to your checking account as a deposit.

Press TAB in the Check Number field to move into the Account/Amount Grid.

Account/Amount Grid

Once you’ve pressed TAB at the Check Number field, a new line in the Account/Amount grid should
be created, and the list of accounts should be opened.

If a new, blank line in the grid was not created for you, click the triangle button in the small naviga-
tion bar just below the grid. If the list of accounts was not automatically opened for you, click the
small arrow icon on the right edge of the Account field.

Highlight the choice on the menu you want, press Enter to select it, then press either Enter or Tab to
move to the Amount field. You can also type in the letters of the account you wish to use and the
highlight bar will move to the item that matches what you are entering.
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When entering the amount, enter it as you would any currency value. You’ll need to enter the decimal
point if you are going to enter cents.

If you do not have any more than one account and amount to enter for a given donation, then click the
Save Contribution button, or type Alt-S to save the donation and finish this entry. Once you click
Save Contribution, the Names List or Envelope Number entry box will be enabled again so that you
can call up the next name for whom to enter a contribution.

Splitting a Contribution

Often a donor will give you one check but want the gift apportioned among several accounts. If you
need to add more to an entry because the donation is to be split among several accounts, then press
Enter or Tab after you’ve entered the first account & amount and a new line will be created for you.
Keep entering the accounts and amounts in the same fashion until you are finished. There is no limit
to the number of ways that you can split a donation.

If you find that you have pressed Enter or Tab accidentally after you’ve entered all the accounts and
amounts you need and opened one more line than you need, just click the Save Contribution button
anyway and the extra line will be removed for you.

If for some reason the grid erases the area to enter data when you click in it, click the triangle icon on
the short navigation bar immediately below the Account/Amount grid. A new line will be opened up
for you to enter data.

Erasing a Line from a Split

If you need to remove a line entirely from a split that’s already got data in it, click on either field on
the line you need to remove, and then click the — button on the small navigation bar immediately be-
low the Account/Amount grid.

Donation #

Just under the grid’s navigation bar, the Donation # is listed for the donation that is currently selected.
This is a unique number that the computer assigns as new entries are made. If you wish, you can write
this donation number down on an envelope if you need it for future reference to reconcile your totals.

Aborting an Entire Contribution Entry

If you need to abort an entire contribution entry while you are still entering it, click the Abort Contri-
bution entry button.

Refresh Total

If the total does not appear to be correct based on the amounts you’ve entered, you can click this but-
ton at any time to re-total a contribution.
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All Contributions Column

This column displays the list of all contributions made by an individ-
ual when their name is highlighted on the names list on the Name En-

try tab page. By default, the list is sorted in most recent donations first.

Click the Date column if you wish to sort in date ascending order.

Also in this column is the button you click to gain access to the Print
Deposit Register function (explained below).

Navigating

You can use the scroll bar to move up or down in the list of donations
if you wish. Or, you can use the buttons provided in the navigation bar
just under the list of All Contributions. You can move up or down one
donation at a time, or you can move to the first or last donation by
clicking the appropriate buttons as well.

Deleting a Donation

To delete a donation, first find and highlight the name on the Name
Entry tab page. Once the name is highlighted, a list of all their dona-
tions will appear in the third column. Click on the one you wish to de-
lete. Click the — button just under the list of All Contributions. A sec-
ond prompt will ask if you are sure.

Display Total/Breakdown

Click the Display Total/Breakdown button to see a screen that shows
totals by account of all of the currently highlighted name’s giving.

All Contributions

$109.00

$100.00

0241672004 $50.00

01/03/2004 $450.00
]
|
ol m] =]

Display total/breakdown |

Print deposit register |

7 Help |

fLQIDse |

You may display the current year’s donations, last year’s donations, and all of the person’s donations
by clicking the appropriate radio button on the Display Total/Breakdown dialog.

Contributions Total /Breakdown X|

Data for display
Account Amounts| | ) :
Building Fund §3.200.00 " Current year's donations
Tithe §1,195.12 = Last year's donations
Church Budget $676.00 @ Al donations:
Local Aid Fund $525.00
Youth Fund $153.00

ﬁgluse

574912 |
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Print Deposit Register

This dialog, available both here and by its own menu choice on the Contributions Menu, allows you
to print a summary of all donations that are to be deposited in a single deposit. When selected, it looks
like this:

Print Deposit Register X
Deposit to Print IDZ"IE:QDD& # LI Refresh deposit list Top Margin
I 0.50

Report Date IDE;‘DNEDM @
Bottom Margin
Report Type |Deposit register LI I 075

Sort Order |Order of entry LI

Printer Destination

= Printer
Seloct IHF' Officedet G Series on
= = * Screen
KA Fonts | ICourier Mewy, 12pt  Disk

Printing Status I Idle

‘ «” Begin printing I

‘ 0% | ? Help | 11 Close |

Deposit To Print

First you’ll need to select which deposit to print. The list of items in the Deposit to Print combo box
is the list of all the sessions entered in the system. They are shown in descending order, with the most
recent deposit first (if the date is used in the Deposit ID).

The Report Date is the date that is printed on the report itself.

Report Type

There are 5 options:
e Deposit Register. This is the bare bones report showing the names, accounts, and amounts
given.

o Deposit Register with Envelope Numbers. As above, except that envelope numbers also
appear.

o Deposit Register with Check # Info. This report shows the names, accounts, and amounts,
but also provides subtotals of cash, check, CC, and receipt donations.

e Account Register. This report only reports on the accounts and amounts. No names are pro-
vided.
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e Name, Date, & Amount. This form is best used when you are needing to locate an entry in a
deposit list to debug it.

For example, if duplicate Deposit ID’s appear on the Deposit ID list, it generally means that
one or more entries in a deposit have a different date than the rest of the items. Use the Name,
Date, and Amount Report Type to print a list that will detail all the items in a deposit showing
the date and the total of the donation. Modify each entry in the deposit to have the same date.
That will eliminate the duplicate Deposit ID items.

Sort Order

There are two sort orders available, Order of Entry and Alphabetical Order. Generally, Order of Entry
is preferred since it will show items in the same order they went on your deposit slip.

Reconciliation

After you finish entering all the donations that are to be in a deposit, be sure to check the deposit reg-
ister carefully with your deposit slip to make sure they agree. If they do not, reconcile the errors and
then print a new, accurate deposit register if necessary. Only save the final, accurate deposit regis-
ter in your notebook.

Important!

As we’ve said in other parts of this manual, we strongly urge you to be faithful
about printing and keeping printed deposit registers. This may be an important
backup medium someday! We suggest that you punch them with a three-hold
punch and put them in notebooks divided up by year. That way you’ll always
have a ready reference if needed.

Tips for Using the Enter/Modify/Delete
Contributions Dialog

In general use, you’ll use the first two columns to enter a batch of contributions that will go into a
single deposit.

The process will become routine once you have done it a few times, but here are a few tips to keep in
mind as you are doing it:

e ldentify the donations that will go into a single deposit with the Deposit ID field. After
you’ve entered all the donations in a single deposit, if you have more to enter, make sure that
you change the Deposit ID to another unique name before entering the second batch.

e It doesn’t matter what order you enter the donations in. If needed, you can switch at will be-
tween the Name Entry and Envelope Entry tab pages.
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You can stop for awhile and then return later to finish a deposit entry session. Just make sure
you use the same Deposit ID and Date that was being used before you were interrupted.

Unless you discover a mistake on the spot as you are entering it, don’t mix entry and updat-
ing in the same session. You will work most efficiently if you’ll keep a flow of finding and
highlighting a name, then clicking the Enter New Contribution button, enter the data for the
new contribution, click the Save button, then search for and highlight the next name. Con-
tinue in this manner until you’ve finished your entire session.

Then stop and print a desposit register and check it for accuracy, reconciling it to your de-
posit slip.

Develop consistent habits for your contributions work. If you work in a patter for contribu-
tions recording, over time you will make fewer mistakes and work more quickly.

Try to limit the number of people who do data entry to as few as possible. It’s hard to get a
large group working with the same habits!

Backup frequently, and use unique names in case we have to go back to a specific week to
find a problem or begin a remedy. Occasionally make a backup copy that is kept off-site for
added safety.

Keep copies of your deposit registers in a notebook in case of a computer problem.
Do not keep working if you sense there is a problem. Call us before you add any more data!



Chapter 25—Printing Contributions Reports 199

25

Printing Contributions Reports

There are 5 types of reports that may be selected directly from the Contributions Menu:

e Statements. Either detail or summary information reports that are designed to be sent to your
donors. Statements can cover any time period that you specify during the year.

e General System Reports. Use these reports to view monies donated to the various accounts
that you set up in your system. As with statements, you can print general system reports
which report on donations received during any time period during the year .

e Account Contributor’s List. This reports lists names who have given to specific accounts
during the time period you specify.

e Deposit Register. You can access the same Deposit Register dialog here that you access from
the Enter/Modify/Delete Contributions dialog. More on this dialog can be found on page 196.

e Envelope Number List. Use this choice to view or print a list of names with their envelope
numbers.

Statements

To print statements, click Contributions and then select Print Statements.

Important!

If the Print Statements item on your Contributions Menu is grayed out, it’s be-
cause you have not yet enabled Contributions using the special code that you
receive from us when you purchase the Contributions Manager.

Once the code has been entered, the Print Statements item will be made avail-
able to you.

Until you enter the code, you can access and test all other Contributions func-
tions except for the printing of statements. This allows you to demo Contribu-
tions before purchase if you wish.
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Print Statements Dialog

Many of the controls you see you have used already on other CMD dialogs such as selecting Destina-
tion, the printer you wish to use, or the fonts you wish to use. We’ll detail the options that are unique

to this dialog.

Print Contributions Statements

X|

Statement type
Report Date
Current Period

Prior Period Start

|Detai| staterment LI

IDE;’D1 /2004 @

|05m1f2004 B to |05f30;2004 [

ID1!D1I20I34 @

Eledye staternent options |

Statement message v |

Refresh totals |

™ Automatic statement numbering

Starting number ; | 0

Sort Order |Alphahetical Ll
1D Text IStatement #
Return Add Community Covenant Church
el s I ! LI [~ Use Titles
Envelope Type IStandard ervelope ~| I™ Print individ. statements
™ Print envelope number
Top Margin 0.50 Bottom Margin 070
Printer Destination
IHF' Oficelet G Sari & Printer
B iceJe eries on
Select | " Screen
£A Fants | ICnurierNew, 12pt C Disk
| & Begin printing I
Printing Status I Idle S€ Abort printing | 2 Help |
Save parameters | j-'LQIuse |
Statement Type

There are 4 regular statements, a summary statement for office use, and several options for pledge
statements.

Detail Statement. Use this statement for year-end statements. They show all donations, the
date, the check number, the amount, and which account or accounts they were assigned to.

Summary Statement. This statement only gives summary totals for donations given to each
account. It details donations given during the report period, donations given prior to the re-
port period during the same year, and the total of the prior and current giving.

Report Period Only. This statement provides only the giving recorded during the report pe-

riod.
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e Year-To-Date Statement. This statement provides a summary in a single column of all do-
nations given during the entire year up through the report period.

e All Donations Summary for the Report Period. This report is generally for office use and
is primarily a shortened form of the total giving of all names who gave during the report pe-
riod. We suggest that you print this report each time you print statements that are given to
your donors, and place them in a notebook as hardcopy backup.

o Pledge Statements. There are several pledge statements available in CMD 2006. Others will
may be added during the year in response to user suggestions. You will want to print a copy
of each of the 5 available pledge statements to find the one most useful for you situation.

The Report Date setting is crucial to getting an accurate pledge report. Always set the
report date to be one day or so after the end of the period. For example, if you are wanting to
report on pledges at the end of the quarter, set the report period for the starting and ending
dates of the quarter, and then set the report date for one day later. Otherwise, the program
will not calculate the correct amounts for ahead and behind.

Report Date

This is the date that will appear on the header of the statements as the date the report is issued. By
default it is today’s date, but you can make it say any date you need to. For example, you might not
begin printing year-end statements until January 16 of the following year. You may wish to make
change the report date to December 31 when you are actually ready to print the statements.

Current Period

This is a critical setting. By default, the report dates are always set to the beginning and ending of the
current month. Change them as needed. Donations given during the report period you specify show
up in the “Current” column.

Prior Period Start

Generally, this date is set to the beginning of the current year. You may need to alter this as your
needs dictate, but most often you can leave it set at the beginning of the current year.

The most common reason to change this might be to print pledge statements that cover several years.
You would set this date to be the beginning date when the pledges were first given so that you can
track the pledge giving over the life of the pledge.

Sort Order

This feature is not implemented yet.

Return Address

Select the return address from among the return addresses you’ve defined in your CMD as the return
address that will be printed in the statement header. We recommend that the church name be a part of
the return address.
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Envelope Type

The position of the statement header and return address are designed to look best when using standard
window envelopes. If you select Single Window Envelope, the header line will be centered. If you
select Double Window Envelope, the return address part of the statement header will be printed to
align with the return address portion of a standard double window envelope.

Top and Bottom Margins

You may need to experiment with how your printer’s margins handle the defaults we’ve provided.
Use the defaults if you can. Most critical is the Top margin since our margins place the return and
delivery addresses in their proper position for window envelopes.

Pledge Summary Options

This button allows you to determine what kind of statement non-pledgers will receive. It is only acti-
vated if one of the 4 pledge summary options is chosen.

In the top portion of the Pledge Summary Options dialog, click the choice to either print the pledge
statement only for pledgers, or the option to print a second statement of the type selected for non-
pledges along with the pledge statement.

In the lower portion of the dialog, click the statement type, if any, you wish to print for those who
gave but who did not pledge to give during the time period you specified.

Statement Message

The button to the right of the Report Date control allows you access to the statement message feature.
The statement message is a common message that is printed on each statement CMD prints for you.
Here are your options:

o Don’t Use Message. Click this option if you don’t wish to have CMD print any message on
any statements.

o Before Financials. Click this option if you wish to print the message after the name and de-
livery address is printed but before any financial information is printed.

e After Financials. Click this option if you wish to print the message after all financial infor-
mation is printed.

o Edit Statements Message. This choice brings up a dialog on which you can enter or edit the
message that will appear on each statement in the position you choose. Once you’ve entered/
edited the message, click OK to save it.

o Edit Pledge Message. This choice brings up a dialog on which you can enter or edit the mes-
sage that will appear on each pledge summary in the position you choose. Once you’ve en-
tered/edited the message, click OK to save it.

e Automatic Statement Numbering. Check this box if you wish to print statements that print
statement numbers. When you check this box, you can enter the starting number, and you
may also enter a small text identifier in the ID Text field that will be printed before the num-
ber.
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Use Titles

Check this box if you wish for titles to appear in the names when statements are addressed.

Print Individual Statements

Check this box if you wish to select from a list some specific names for whom you want to print state-
ments. Only the names you select will be included in the statements that will be printed.

Print Envelope Number

Check this box if you wish to have the names’ envelope numbers printed on their statements.

Dealing With Statement Errors

There are a few common statement error conditions that may occur from time to time. Here are some
of the ones we hear about and how best to fix them:

e Erroneous Amounts. We have heard two or three reports over the years that the totals were
off by huge amounts that were obviously not correct. If this happens, we suggest that you
leave Print Statements, re-enter it, reset the parameters and dates you need, and then try the
reports again. The two or three times we’ve heard of this happening were all cured by doing
this. This is very rare, and chances are you will never see this with your use of Contrib. You
can also try clicking the Refresh Totals button to see if this clears up the issue.

e Individual Erroneous Amounts. In contrast to the above problem where the whole system
seemed to be way off, you might find an individual’s contributions record to be incorrect. In
such cases, you’ll need to go back to their name in Enter/Modify/Delete Contributions and
spend some time looking through their donations. Generally most of these errors are found
and fixed when you print your deposit ID reports, but once in awhile one slips through.
You’ll just have to hunt it down until you find it.

However, if the problem appears to be a math problem (items not totaling properly), then you
need to contact us for help.

You can also try clicking the Refresh Totals button to see if this clears up the issue.

e Garbage in the Name Field. This one almost always has to do with an incorrect setting the
Address To preference mentioned on page 192. Most often this happens when the person for
whom the contributions have been recorded is a single adult, single parent, or one of the de-
pendents and their Address To field was marked as Husband/Wife. The garbage comes be-
cause the program heads off to a routine that finds the husband and wife names that are to be
inserted in the name line, only there are is no husband and/or wife to be found.

To find the problem, look at the address to try to determine the name. If you don’t know the
address off-hand, you can exit Print Statements and use the Find function on CMD’s Find
Menu. You can enter the address information in the search box and search your file for the
address. This will reveal the name with which you are having problems. Then you can go to
Enter/Modify/Delete Contributions, find the name using the Name Search tools there, and
change their Address To field to Individual.
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e Erroneous Pledge Amounts. This one’s a bit harder to get to because of the nature of the
way pledges get handled. Generally, the careful setting of the prior, current, and print dates
will take care of the pledge issues.

General System Reports

The controls on this dialog allow you to specify a report date, report period, and whether or not the
report should include all accounts, or only those that received donations during the report period. You
may elect to see a summary, current period only, or year-to-date report. You can also enter a headline
if you wish to identify what period the report covers.

If your list of accounts is long, you may wish to include line shading to help make the report more
readable. The Line Shading box controls how dense the shading is. A setting of 4 to 8 is workable for
most printers, but you’ll need to experiment. The Frequency setting determines how many lines apart
the shading comes.

Account Contributors List

Using familiar controls, you can print a list of names in various forms who gave to any specific ac-
count during any time period you specify. You’ll need to select the Output Form you wish to use, and
also the specific account and time period the donations should have been given. Select a return ad-
dress if you print postcards.

General System Reports il
Report Date [0B 01 /2004 H
Accounts to Print |N0n—zero accounts LI
Report Period m to m
Report Form |‘r’ear To Date General Surmmary LI
Headline I
Line Shading & = Top Margin 0.50
Frequency 0 S Bottom Margin 075
Printer Destination

 Printer
Salect IHF' Officedat 5 Series an
= = | & Screen
&A Fonts | ICourier Mew, 12pt  Disk

Printing Status I Idle ‘ O el AT I

Close |

=

? Help
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Print Deposit Register

The deposit register is a listing of the all the donations given in one specific session that are related to
one specific deposit. The deposit register function and dialog is explained starting on page 196. We
will not duplicate that explanation here.

Account Contributors List il

— Qutput Forms/Setup

Account IEIuiIding Fund/Capital Campaign LI

Mame & Amount LI

Mame Formali Print formal name -
7 Help | v | =
Mo additional choices required. Report Date IDEIDH’EDD& @

Report Period  |0501/72004 A to [06302004

Return Address ICDmmunity Covenant Church LI
Top Margin 0.50 Bottom Margin 0.50
I~ Usetitles
— Printer Destination

" Printer
Salect | IHF' Officedet G Series on
= = * Screen
&A Fonts | ICourier Mewy, 12pt  Disk

&% Ahart printing | ‘  Begin Printing |

I Printing Status I Idle Save parameters | 7 Help |

‘ j-'L Close |
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Envelope Numbers

If you need to print a list of names with their envelope numbers or print 3-up labels of names and en-
velope numbers that can be affixed to an envelope, select the Print Envelope Numbers List item on
the Contributions Menu.

By default, printed form selected will be List of Env Num & Name, and the list is sorted in envelope
number order. Click the radio buttons as needed to switch printed form or sort order. Click Print List
to begin printing.

Note that this dialog does not list names that do not have envelope numbers.

List envelope numbers il

o I 0 N A A

Env Num |Last Hame |First Hame |Gues By |Title |Sufﬁx |;|
| 1 Acaorn Sharan Sharon s
n 15 Abbey Wilma YWilma
N 24 Abner Louize Louise hirs

42 Abbey Gary Gary

N 168 Acorn Cliff Cliff Dr
N 187 Abbey Fred Fred hir
N 225 Abner Wictor Yictar Dr FhD
Id 237 Acom Daniel Draniel

Printed Form ——————————— Sort Order

" Ligt of Env MNum & Mame & Envelope nurnber sort
& Labels of Eny Mum & Name " Alpha sort




Chapter 26—Pledges

207

26

Pledges

The Contributions Manager can track pledges made by those who make donations that you record.
Pledges are very flexible in CMD, and are set, updated, and reported on a completely individual basis.
You don’t have to set up special pledge accounts; any of the accounts you have already set up can be
used as pledge accounts. You can use any account as a pledge account for any number of specific
people. Further, any name in your data file can pledge to any number of your budget accounts.

To record, delete, or update a pledge, you’ll use the Pledge Definition dialog, which is accessed from
the Enter/Modify/Delete Contributions dialog. Using the Name Search tools provided, find and high-
light the name for which you wish to enter, review, or modify a pledge. Once the name is highlighted,
click the Set or Review Pledges button in the lower left corner of the Enter/Modify/Delete Contribu-
tions dialog. The Pledge Definition dialog looks like this:

Pledge Definition

— Pledge Information

Fledge Year

[2004 < | || ] =]

e

Fledge Amount

Fledge Account ITithe

I $4,500.00

=

Update progress |

Daonation Interal IQuarterIy LI

Suggested Pmt  $1,125.00

Progress

— Actual — Sugyested
Pledye Amount §4,500.00 Suggested YTD
Given YTD $492.00 Given YTD
Pledge Balance $4,001.00 Ahead (Behind)

§1,125.00
$459.00
(5626007

x|

Erint pledge infa |

? Help
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Because you can enter any number of pledges for any individual, you’ll need a means to add new
pledges for a person as they are needed. The navigation bar in the Pledge Information section pro-
vides the means to do that.

You can use the bar to add a new pledge by clicking the + button, delete one by clicking the — button,
and scrolling through them by clicking the forward and reverse motion buttons.

Let’s walk through the process of defining a pledge.

1 Click the + button to create a new pledge record for the name you highlighted on the
Enter/Modify/Delete Contributions dialog. This will clear all the pledge fields, and insert
the current year in the Pledge Year field.

2 Pledge Year. This important field allows you to look back in later years to review
pledges made prior to the current year.

3 Pledge Account. Select the account to which this person is pledging to give. This is the
same list of accounts that you use in other parts of Contributions.

4 Pledge Amount. Enter the amount of the pledge for the pledge year. If you need to track
multi-year pledges, enter only the portion of the pledge due for the current pledge year.

5 Donation Interval. From the drop-down box, select one of the intervals in which the do-
nations are expected. While donors may not always be able to keep the interval they in-
tend, having the target for them will enable you to track their progress more easily during
the year.

6 Suggest Payment. This field is filled in automatically once the pledge system has enough
information to calculate it. It is based on the amount of the pledge divided by the interval
you select.

Progress

The lower part of the Pledge Definition dialog reports on the progress of the pledge. It may be that the
person for whom you are defining the pledge has already given some toward it. Any monies already
given will be considered immediately and the progress as it is at this point you are entering the pledge
will be displayed. There are both actual and suggested sections of the progress report.

Notes on Suggested Pledge Balances

Bear in mind that the date you review this information affects the information displayed in the sug-
gested section. At times, the suggested amount may be off a few dollars, depending on the interval
and where we are during the year.

For example, if you select weekly as the interval, the program calculates its suggested amount based
on the actual number of weeks from January 1, which may or may not fall on the first worship day of
the year. To illustrate, if January 1 falls on Wednesday, then anytime you review a weekly interval
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pledge on Tuesday, the suggested payment for the current week will not yet be included since the pro-
gram needs to get to Wednesday before it senses that the new week has started.

Just use the suggested payments as a rough guide, noting that where you are in the week, month, quar-
ter, etc, will have an effect on the progress report.

Pledge Statements

Pledge statements show the progress for all of a name’s pledged accounts during the year. See page
200 and following for more information.

Multi-Year Pledges

Though not explicitly designed to handle them, CMD’s pledge tracking logic can easily handle multi-
year pledges.

One scenario could work like this. Let’s assume that your church is starting a 3 year capital campaign
to build a new education wing. You are going to ask your members to pledge their gift over this 3
year period starting in 2005.

If a person pledged, say, $6,000 over the three years, you would enter a pledge of $2,000 in 20086,
$2,000 in 2007, and $2,000 in 2008. In this event, go ahead and define a pledge for each year, even
though the last two years are yet in the future. This will allow you to see the entire pledge range in
advance and looking back as you progress through the three years. You’ll need to adjust the interval
according to the wishes of the individual making the pledge.

To print pledge statements tailored especially for multi-year pledge programs, click Contributions and
then select the Print Multi-Year Pledge Statements option. You’ll see a dialog very similar to the one
you use when printing standard or pledge statements shown on page 200.

However, this dialog allows you to select a few different pledge statement types, and it allows you to
set the year range for the multi-year statements. You’ll also need to select the specific account for
which the pledge was given.

Pledgers List Hed2 St £
The Pledgers List item on the Contributions List pledyers for - [alBEElG
Menu prints a list of names who pledged to any I Use line shading [2001 2 Hel
account during any specific year or for all years. s B

Make that choice from a drop-down menu. The s =
printed form shows the name, the year of the Printer 20

pledge, the pledge account, the pledge amount, & soloct | [FP Oficedet 6 Seres an

and the pledge interval. Since it orders the list < Eoris | [Fmes New Ferran 12

by name, you can easily see all the pledging

done by any one individual at a glance.

When you click Print List, a small screen will appear which will let you send the report either to the
printer or to the screen.
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Lookup

Lookup is designed to provide a read-only view of the data available on CMD’s Enter/Modify/Delete
Names dialog. Lookup is a completely separate program from the main CMD program, and can be
left running in the background for those times when you need a quick means to look up some infor-

mation about names in your data file.

To start Lookup, either double-click its icon on your desktop, or click Start, Programs, CMD for Win-
dows 2006, and select Lookup from the list of programs that appears. Click the minimize button to
place Lookup in the background for when you need it.

Al €MD 2005.1 Lookup

File  Preferences Help

Family Name IAhner, ‘ictor & Louisel

Residence |Mai| | Alternatel Internat\onall Settingsl

Address 13378 Rosebud Ln

City Riverside
State CA Zip 92514-4321 DP 78
Country Map

Label Text ‘“/ic & Lou Abner
909-896-353 [ Confide
[~ Confide

(Double-click in comments to see more)

Home Phone

Alternate Phone

=13l x|
| 1 S R
ntial . . o
_ Find family | Find individual |
ntial
et Wiz @ Family picture |
07/14,2003

This is a great family that offers a lot to our
church. They are musically talented, and they

have teaching gifts as well. Their contributions to

the youth wark in the church has been very

¥ hember househald
¥ Include family in directory
v Available to Frant Desk

Yictor |L0uise| Eriksonl Shawnal

§ Double-click grid for pick list

Title IDr :I' Middle Offices ) - [V Gets Newsletter El
First I\.-"ictgr IJamES Talents BN = ¥ Include in directory

alen _L” ng umm? Ee ¥ Regular Attender il
Last |Ahner SufﬁxlF’hD Activiti Finance Committee

Murture Committee .
Goes By |Vict0r 1D Numl FavoriteFood Birth 0452011947 (58)
5SS Teacher .

L Anniversary 06081970 (34)
E-Mail Ivabner@fast.net ¥ 0K Ministries Youth Deparment LI Bapti 10/221965  (39)
Q Comm Married to Torm & Jean Olson's daughter Parish Parish 19 User Date 1
Work Ph 509-888-7777 % Confidential Marital Status  Married ::;:\::renim @
Fax 909-655-5558 Iv Confidential Family Status Husband ler Do
Cell 905-588-6666 [ Confidential Gender Male Last Visit 107251958 )
Pager 909-338-5555 [ Confidential Ethnicity Caucasian

909-888-4444 ¥ Confidential Occupation Medical Doctor Last Update  05/03/2005
[~ Retired

Mem-Stat Active Member Clerk/Church Membership Information WorkiSchoal Information |
S5 Div ‘fouth Method Transfer/Letter
Affiliation First service Specifics from Gardenia, CA 2 Help |

Date Joined 12/09/1983  (15)

Comments
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Why Use Lookup?

Lookup is a much smaller, less resource-intensive program available to quickly find information
about names in your CMD data file. Because it is not a large program, you can leave it running in the
background for when you need it. If it’s running the background, you can click directly on the
Lookup item on your Windows Task Bar to immediately bring it to the screen.

The Lookup Screen

Lookup’s screen displays the same basic information shown on the Enter/Modify/Delete Names dia-
log including all family and personal information, attendance, visitation, comments, and child registry
information. Because we wanted to reduce the size of the screen as much as possible, not all fields are
displayed in the exact same manner as they are on the Enter/Modify/Delete Names dialog. However,
all the information is there and available to you.

Access Limitations

The same user names and passwords defined for CMD are in force for Lookup. You may gain access
to Lookup only if you have access to CMD, and limits on comments and visitation records are the
same as they are in the main CMD program.

Lookup’s Functionality

While no data may be updated, all the buttons and icons function as they normally do so that you can
call up a family, search for an individual, display pictures, print an envelope, send data to the clip-
board, and view the child registry information. Double-click the e-mail address to past it to the clip-
board.

Logout Timer

Logout timer settings ll

Lookup has a Logout Timer, which allows Lookup
to automatically disconnect itself from your data E::f:m“r’:.‘:; :ﬂ'::;&“;ﬂ"yﬂ:’r“c';’; time unl his

files after a given period of inactivity. This is espe-

cially important if you run CMD on a network. In Al =l | o sove timer setiings |
general, you should not leave a live network Connec- |5 jen " /™ o2 e 2 o |
tion to important data open indefinitely for a number ~ ERETIES —
of reasons. Only one of which is that CMD cannot 15 minutes A1 Cose |

make a backup of its data if a computer on your net- —ln miniac
work is currently connected to the data file with CMD or Lookup.

The Logout Timer function can be accessed on Lookup’s Preferences Menu. When accessed, it pre-
sents a dialog that allows you to select from among a number of time ranges before Lookup discon-
nects itself from the data files. Select an appropriate time from the menu and then click OK. Once the
number of minutes have passed with no activity in Lookup, the connection to your data will be auto-
matically released. When you next access Lookup, the normal CMD login screen will allow you to
quickly re-establish the connection to your data. If the login screen is not visible and the screen shows
no data, click the File Menu and then select Login to gain access to the Login dialog.



Chapter 28—Front Desk

213

28

Front Desk

Think of CMD’s Front Desk program as an electronic church directory display program that can be
used in a variety of settings at your church. A sample list of uses is presented on the next page. To
start Front Desk, either double-click the Front Desk icon on your desktop, or click Start, Programs,

CMD for Windows 2006, and select Front Desk from the list of available choices.

When Front Desk appears, it will display the screen shown below. All address, phone, and individual

name information is available including a picture if one has been defined for the family.

Al CMD Front Desk 2005.1

File  Preferences  Help

o[> [mfa]]x]e]

Family Name Thurber, Mic & Jana

Home Phone B817-555-1212 I~ Confidential

Alt Phone [ Confidential

Residence Mail IAIternate' International' Settings'

Address [PO Box 1415

|
City ICIehurne =]
State [T*  »| Zip [75033

)
I
[

=]

Find family | Find individual |

hic |Jana | Gina | Darrin | Kaylinl

Title IF'astor vl Middle rfl Sfl ("l Work Ph  [517-219-1243 ™ Confidential

First IJohn IM Fax 517-641-4410 [~ Confidential
Last IThurher Suffix I Cell 817-219-1243 [~ Confidential
Goes By IMiC Pager 817-565-1234 [ Caonfidential

E-Mail Imic@soﬂwareforministry.com Other Ph I ™ Confidential
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Front Desk Data Access

After Front Desk has been started, you are required to log in using a valid CMD user name and pass-
word in order to gain access to the data. Any valid user who has access to the full CMD system can
gain access to Front Desk. In addition, there are two specific user groups designed to provide access
to Front Desk without providing access to the rest of the CMD system.

e Front Desk Full Access. Users assigned to this group can Front Desk and are authorized to
make changes in the data.

e Front Desk Read Only Access. Users assigned to this group can gain access to Front Desk,
but cannot make any changes in the data. Further, confidential phone numbers are inaccessi-
ble as well.

New Front Desk users can only be created by an administrative user who has access to the User Ad-
ministration dialog available in CMD and Front Desk. Note that new Front Desk users can be added
while in Front Desk if an administrator is currently logged in.

Sample Uses for Front Desk

Some specific uses for Front Desk include:

o Front Office Reception Desk. Perhaps your church has a separate reception area apart from
office assistants, secretaries, or administrators. If this reception area is in a public place, it
may be more desirable to give the receptionist access to Front Desk rather than the full CMD
program for the sake of data confidentiality.

If used in this way, the receptionist still has access to names, addresses, and phone numbers,
but not to the more confidential information that should not be available to public view.

e Church Lobby. Having a computer in your church’s lobby or foyer would allow church
members to stop by and lookup a name, address, or phone number of another member. Or,
perhaps a church member would like to update their own name, address, or phone informa-
tion while they are in the lobby. Having Front Desk running on a computer in your lobby
would allow for members to have immediate access to the latest information you have while
keeping the rest of CMD’s information out of reach.

If your church does not have a network but would still like to use Front Desk for this purpose,
make a practice of backing up your CMD data in the church office and then restore it to the
computer in the lobby. After the worship day is over when updates were made, backup in
Front Desk and then restore back in the church office at the beginning of the first work day of
the week. If you are able to access a network connection in the lobby, updates made there are
reflected immediately in the whole CMD system.

e Classroom Access. Perhaps you want to provide access to church directory information in
each of your children’s division classrooms so that teachers can view or update information
about those who attend their class or division.

Use Front Desk in most any setting where you need the basic information generally found in a church
directory to be made available while protecting the rest of CMD’s data from view or access.
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Setting Up Front Desk

Front Desk is placed on your computer whenever you set up CMD to run on any computer, whether
as a stand-alone computer or one connected to a network.

If you plan to use Front Desk on a stand-alone computer not connected to a network, you’ll need to
follow the instructions in Chapter 1 of this manual to set up CMD itself, including the step of creating
a new CMD file when you start up CMD for the first time.

Once CMD has been established on your computer, you can then backup data from a computer that
has the CMD data on it that you wish to use, and then restore it on the remote computer on which
Front Desk will be used. Once the data has been restored using CMD, then you can exit CMD and
start up Front Desk.

If you do use a stand-alone computer, you’ll need to use the same cautions regarding data backups
and restores that are discussed on page 9 under the section “Using CMD on More than One Com-
puter.”

If you are able to connect the computer to run Front Desk to your network, refer to the instructions
for setting up CMD on a client in a network in Chapter 22, “Using CMD on a Network.”

Logout Timer

Logout timer settings ll
Front Desk is equipped with a logout timer similar to . g0 ile program fime until this

the one in Lookup. This timer allows Front Desk to program disconnacts from your CMD network data:
automatically disconnect itself from your data files S = W —
after a given period of inactivity. This is especially o Gosanmect Tt on e e [ i |
important if you run CMD on a network. In general, S N
you should not leave a live network connection to im-
portant data open indefinitely for a number of reasons.
Only one of which is that CMD cannot make a backup
of its data if a computer on your network is currently connected to the data file with CMD or Front
Desk.

? Help

£ O

10 minutes =

15 minutes I Close |
20 minutes
A prinitas

The Logout Timer function can be accessed on Front Desk’s Preferences Menu. When accessed, it
presents a dialog that allows you to select from among a number of time ranges before Front Desk
disconnects itself from the data file. Select an appropriate time from the menu and then click OK.
Once the number of minutes have passed with no activity in Front Desk, the connection to your data
will be automatically released. When you next access Front Desk, the normal CMD login screen will
allow you to quickly re-establish the connection to your data. If the login screen is not visible and the
screen shows no data, click the File | Login to the Login dialog.

Editing Data in Front Desk

Any valid CMD user except for users in the Front Desk Read Only Access users group can update
any data item visible on the screen. Changes made here are reflected in the actual data if Front Desk
is used on a network with a live connection to your CMD data. If Front Desk is not currently con-
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nected to data on a network, then the changes will only be recorded on the local computer.

If you need for the changes to be taken back to another computer or network in your church office,
then you can backup the data file on the computer running Front Desk using CMD’s backup function
and then restore the data back in the church office.

Determining Which Names Appear in Front Desk

There is a check box setting in the Family Data area in CMD’s Enter/Modify/Delete Names dialog
that allows you to determine if a given family should be included in the data available to Front Desk.
If this box is unchecked, that family’s name and other data will not appear in Front Desk.

In most cases, you should make families available to Front Desk, but there may well be some in your
church who are sensitive about their information being used even in the ways you might be using
Front Desk.
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eDirectory

eDirectory is a stand-alone program in your CMD system that you can freely distribute to your
church’s members. It is designed as an electronic replacement for the traditional printed church direc-
tory that displays name, address, phone, and pictures. In addition, you can include a number of the
CMD’s menu fields so that your church members can access church officers, members with specific
talents, those who enjoy certain activities, and more, right on their home computer.

eDirectory data files are completely separate from your church’s CMD data files, so confidential
information remains confidential. The eDirectory program included with CMD 2006 comes already
packaged in a setup program that you can make available to your members either as a download from
your web site, or it can be distributed on a CD. You can also order a special setup version of your data
from us if you wish. We’ll explain the benefits of both in this chapter.

Below is a screen grab of the eDirectory program while running.

A eDirectory by Software for Ministry 2006.3
File MakeLists Preferences  Help

| af>fm|=]e]

— Family Infor

Name  John & Jana Thurber

Phone (817 555-1212

Address PO Box 1415
Cleburne T 76033-1415

Update... |

Find family | Find individual | ? Help |

Family M

Mic |Jana |Kay|in|

Name Pastor John Thurber (Goes by Mic) Features =

Phones Vork: 817-219-1243  Faw: 817-641-4410 Cell: 817-218-1243 Pager. 817-641-4410 Cther: §17-555-2121

E-Mail miciEsoftwareforministry. com

“iew list fields . Update..
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Using eDirectory

The instructions for using eDirectory are divided into four topics:

e Preparing your data to create the eDirectory data files
e Creating the eDirectory data files

o Distributing the program and data

e How your members will use eDirectory.

Preparing Your Data

The process of preparing your data for eDirectory is virtually the same as if you were preparing it for
a printed church directory. You should print a complete copy of your directory then check it carefully
for accuracy, making any needed changes prior to creating the eDirectory data files.

We suggest that you print a complete directory using Format B since it gives you access to more
phone numbers. Use the Phone Setup button on the Print Control page of Print Names to tell CMD
to print all the phone numbers it can. The Phone Setup button is visible when Church Directory has
been selected as the Output Form. In addition to checking phone numbers, make sure addresses are
up-to-date, and check carefully for any entries that have the asterisks surrounding the name some-
thing like this:

*** Smith, John & Mary ***

Names marked in this manner are an indicator of some problem with one or more family members’
data field settings which casued CMD to question how the name(s) should be formatted. Page 70 has
more information about how to identify and fix such names.

Creating eDirectory Data

All data used by eDirectory comes from your CMD program using the data that you have already pre-
pared and proofed. Only common church directory information will be exported, along with any of
the menu fields that you elect to include in eDirectory’s data files. To

create the data for eDirectory, follow these steps: - Quiprrd [FommsASei
A A A IeDirectory Export LI
1 Select the appropriate names to be included using the
Selection page of Print Names just as you would for a - ﬂl
church directory to be printed in CMD. Select menus to include...
2 On the Print Control page, select eDirectory Export as ::?:ﬂces

the Output Form. v i

[~ User1

3 Select any menus that you’d like to include in the eDirec- = U

tory data files by checking the box beside the menus you
wish to include (see screen grab at right).
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4 Click Begin Printing to create the eDirectory disk files. When printing begins, CMD wiill
“print” the needed information to a file named eDirData.Zip that will be placed in your
CMD 2006’s data folder.

Remember that CMD only exports the data that is normally printed in a traditional church directory.
All confidential information remains safely in your CMD data file.

Distributing eDirectory and Its Data

Once the eDirectory’s eDirData.Zip data file has been created using the steps outlined above, you can
distribute it to your church members. You can distribute the eDirectory program to members of
your church without any additional cost or fees. However, you can only distribute eDirectory to
members of your church.

There are two ways to prepare to distribute eDirectory and its data. One is free to you, and one we
will do for you at a cost of $25 per creation.

Distributing eDirectory and Data for Free

Use your CD creation software to create a CD project placing both the eDirSetup.Exe program that is
in the eDirectory folder of your CMD 2006 Master CD and the eDirData.Zip file that was created in
the steps outlined above. Create as many copies of the CD as you need to distribute to your members.

If you purchased CMD from our web site, you can download a copy of eDirSetup.Exe from the demo
page of our web site or on the URL where the full program was located.

Low-Cost Preparation Option

If you prefer, you can e-mail us a copy of your eDirData.Zip file and we will prepare a setup program
that puts your data and the eDirectory program files all in one setup file. Our fee for doing this is $25
per file creation. Once we send it back to you, you can then place the one file containing both pro-
gram and data in a new CD project and create as many CD’s as you need.

Why Might You Opt for the Single File Approach?

We offer this single file approach because it provides a cleaner, easier install on your members’ com-
puters. In the free option you have, when the program is run for the first time, it will search Drive D
for a valid eDirData.Zip file. If it finds it, eDirectory will attempt to open and restore the data files
directly from the CD.

However, in some instances, CD drives and Windows don’t always behave perfectly together and the
automatic search for the data may not be successful. There is a way to manually search for the data
files. If that is not successful, then users will need to manually copy the ZIP file from the CD to a lo-
cation on their computer and then have eDirectory search there for it. While these types of problems
will be rare, they can happen.

The single file approach allows us to put your data into a single setup program file along with the eDi-
rectory program that is installed at the same time that eDirectory is installed. The data will be visible
to eDirectory from its first startup.
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The $25 fee is for creating the setup program for you with your data built-in. You may create as many
CD’s as you desire from the one program file we create.

Our best advice is to try the free option first, but duplicate only a limited number of copies and ask
several of your members to try it out on their computers to make sure it works properly. Only after
confirming that most are having no trouble should you make many copies of the CD.

Using eDirectory

Using the eDirectory program itself is very simple. To start the program, users double-click the icon
placed on their desktop during setup. The data is automatically loaded and displayed when the pro-
gram is started. There is on-line help to answer operational questions.

Your members can navigate around the data file by clicking the Find Family or Find Individual but-
tons, they update their information by clicking the Update buttons, and they can print an envelope to
the family on the screen or send the family name and address information or e-mail address to the
clipboard by using the Features button. Users can remove a family from the data file, but cannot add
families to it.

Updating eDirectory Files Later On

You can update your church members’ eDirectory files at any time by creating a new eDirData.Zip
file and then distributing it either from your web site or on CD’s. When a user receives an updated
file, they use the Import Data option on eDirectory’s File Menu.

Note that when the eDirectory files are updated, any changes users made to their data files on
their own computers are overwritten by the data that you provide as an update.
Support for eDirectory

Software for Ministry cannot provide support to your members in their use of eDirectory. We
will, however, support you as you support them.

We have made every effort to create eDirectory to be a trouble-free, easy to operate program, and we
believe most of your members will have no trouble using the program.

If your members do experience trouble that you are unable to help them with, call us and we’ll try to
help you solve their problems with it.
End User Startup Notes

We’ve provided two pages of startup notes immediately after this chapter that you can duplicate and
distribute to your church members if you wish that will give them basic instructions for setting up the
eDirectory program on their home computer.



eDirectory Startup Notes

eDirectory is a computer based church directory program that displays information normally found in a
printed church directory on your computer. It can run on any PC-compatible computer running Win-
dows 95 or later.

Using eDirectory, you will be able to quickly and easily look up families or family members in your
church, view the names, address information, phone numbers, e-mail addresses, and even see their pic-
ture if one has been taken of them for the eDirectory.

There is context-sensitive, on-line help once you have started up eDirectory on your computer. How-
ever, you’ll need to use the following instructions on how to get the program up and running on your
computer and how to access the data.

Getting the Program Onto Your Computer

To get eDirectory from the CD onto your computer, follow these steps:

e Place the CD with eDirectory on it in your computer’s CD drive.
e In Windows, click Start and then select Run.

e When the Run dialog appears, click the Browse button. Use the Browse dialog that appears to
navigate to your computer’s CD drive.

e When you have arrived at the CD drive, you’ll see the eDirectory setup file. It’s named eDir-
Setup.Exe. When you find this file, click on it then click Open. Or, if you prefer, double-click
on the setup file name. Either way will return you to the Run dialog.

e Click OK on the Run dialog to start running the setup program.

e When the setup program appears on your screen, keep clicking Next to install the program. We
recommend that you use the defaults provided for you in the setup program.

e When the setup program is finished, and with the CD still in your CD drive, find the eDirectory
icon that was placed on your computer’s desktop and double-click it. It will start up eDirectory.
In most cases, the program will find your data and display it.

However, if you see this message on your screen...

Import data ll

eDirectory could not find the eDirectory data files. Please click
the Find eDirectory Data hutton to get a Windows "Open”
dialog to help you locate the data. When you find a file named
eDirData.zip, click on it, then click the Open button. That will

cause the eDirectory data files to he imported to your computer.
Find eDirectory Data j-'LQIuse |

...it means that eDirectory has not yet found the church directory data files it needs to display the
information for you. Click the Find eDirectory Data button to see a standard Windows “Open” dialog
that looks like this: (over)




Search for eDirectory Data Files aip i' ﬁl
Look in: I'ﬁ Data ﬂ - £ Ev

eDirData.zip

File name: |eDirData.zip
Files oftype: | Zip files ~| Cancel |
Y

In the example above, you’ll notice that the eDirData.Zip file, the compressed file that contains the
data used by eDirectory, has been located. Were this on your computer, you would now click on the file
name and then click Open or double-click directly on the file name. Either way will cause eDirectory to
unpack the data files and place them in its folder on your computer and then display the first name.

The next time you enter eDirectory, the data will already have been set up, so you won’t have to do this
step again.

Using the Program

Once eDirectory has found the data, you can use the program any time you wish. You can even make
changes in the information if a church member changes address or phone numbers. Use the on-line help
system for instructions on using various features in the program.

eDirectory is not designed to be a program that allows you to enter new families into the data file. How-
ever, your church can issue updates to the church directory at any time so that you can get all the new
additions to your church family from time to time.

Getting Support

eDirectory is so simple to use you are not likely to ever need support. However, if you have questions
about using the program or setting it up, please contact your church office for help.



Member Information Survey

Your church office requests the following information about your family. This information is for church office and pas-
toral use only. Thanks in advance for helping us keep our member information up to date.

Family Last Name

Residence Address Mail Address (if different than Residence Address)

Home Phone

Can we publish your phone in the church directory? (circleone) Yes No

Which address should we publish in the church directory? (circle one) Residence  Mail Do not publish address

Adult/Parent Information Anniversary Date I
/ /
Title Full Name Goes By Birth
/ /
Title Full Name Goes By Birth

Children/Dependent Information (please list in age order)

/ /
Full Name Goes By Gender Birth
/ /
Full Name Goes By Gender Birth
/ /
Full Name Goes By Gender Birth
/ /
Full Name Goes By Gender Birth
/ /
Full Name Goes By Gender Birth
/ /
Full Name Goes By Gender Birth

Please indicate activity and school information on the back of this page. Thanks.



Activity Information

Name

SS Class/Division

Talents

Activities

Church Offices

School Information

Name

School Name/Location

Grade




