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The Church Membership Directory
Version 2017.1 User Manual

Software for a More Powerful Ministry

by Software for Ministry

For nearly 30 years, The Church Membership Directory
software has provided an important assistance to churches of
all denominations by making it easy to enter, store, and
retrieve personal and church-related information of parish
members and friends.

This user manual provides instructions on how to use the
wide-ranging feature set of "CMD" and how to tailor the
various user-definable features so that you can make the
best use of it for your specific ministry's needs.

This PDF manual is part of CMD's help system, which is also
available as on-line, context sensitive help. You can print the
CMD help system, or you can use it as a PDF file complete
with active links to make navigation easy.

We welcome the comments and suggestions of our users.
Your thoughts and reactions are what makes up future
versions!

Please do not hesitate to contact us if there are questions
about CMD features or operations that the CMD help system
does not provide so that we can help you use CMD most
effectively.
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Foreword

Foreword

If you are like most people, you'd rather spend your time
using a product than reading instructions about it! We fully
understand and feel the same way ourselves.

Howewer, we are sure that your time in this manual will be
well spent if it helps you get more out of your Church
Membership Directory software.

We have worked hard to make as many features
user-friendly and obvious in use. However, "CMD" has a
wide array of features, and some of them permit fairly
complex use of your data.

In some cases, the program's functions and features need
a little explanation for best use.

We hope that this manual will provide an easy and
accessible reference to find the information that you need.

You can find many features by reading over the table of
contents, the index, or by using your PDF ready's facilities
to search for words or phrases.

We welcome your comments on how to improve the
information in this user manual.
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1 CMD Help Contents and Welcome

Welcome to the Church Membership Directory 2017 FMX Version Help
System!

Most everything you need to know about how to use "CMD" can be found here in this help system. If
you still have questions after using the help system, contact Software for Ministry for additional help
by e-mail at help@softwareforministry.com.

CMD's help system can be accessed in a number of different ways:

o If you need general help, click on the broad topic headings listed below, or click the Index or
Search icons to type in a keyword, phrase, or CMD feature name.

e To access the help system while running CMD, click the Help button on virtually any dialog in
the program.

¢ When viewing CMD's help system as a PDF manual, the hyperlinks work as they do when
accessing help from within CMD. In addition, the PDF manual provides both an extensive Table
of Contents at the beginning of the manual, and a full index in the back. You may print any
portion of the PDF manual that is useful for your work with CMD if you find a printed reference
easier to work with.

Here's the list of general topics:

Initializing CMD and Creating a New CMD Data File
Using CMD on a Network

Getting Started

Basic Concepts

Adding/Updating Names to the File

Sending SMS/Text Messages

Printing Lists and Reports

Deleting Names from your File

Contributions Management
Attendance

Visitation
Clerk/Archive

Quick List

Toals

Utilities

Preferences

Backing Up Your Data
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1.1 Contact Information

If you need to reach us...

Software for Ministry
PO Box 6303

Lincoln, NE 68506
817-219-1243
817-423-7530 Fax

www. SoftwareForMinistry.com
help@softwareforministry.com

Please note that we request that you e-mail us first before attempting to call with your help
guestions. We can often return an e-mail more quickly than we can a phone call. If e-mail won't solve
the issue, we'll make a phone appointment with you to help resolve your issue.

1.2 To Get Started Using CMD Quickly

Likely you are anxious to begin using CMD to enter some families and family members into the
database. You want to see how you can view and print the information, and explore the various
functions that CMD provides that helps you make use of your information.

But first, you'll need to set up CMD properly in order to start using it. To do that, see Getting CMD
onto Your Computer, and then Initializing CMD.

Once CMD has been set up on your computer and has been initialized, you can begin entering your
church's families and family members. If you are very new to using computers, you might want to
look over Getting Started. If you are comfortable using computers, you can skip directly to

Enter/Modify/Delete Names.

If you still need help after reading the information in the help system, please e-mail us for additional
help. Contact Information has our e-mail address.
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2 First Steps Using CMD

There are a number of help topics that will get you started using CMD quickly. If you are familiar with
database programs, you can proceed directly to the Getting CMD onto Your Computer topic once
you hawe installed and initialized CMD.

Getting CMD onto Your Computer
First Use Initialization

Basic Concepts
Getting Started

However, if you are new to using a computerized data base, you will benefit by browsing through
Basic Concepts first.

2.1 Getting CMD onto Your Computer

Note: Please read this entire help topic before proceeding to get CMD onto your computer. The
process is easy, but some things must be done in a specific order or you will have problems with
your installation.

Your very first task in using CMD will be to get CMD onto your computer. To do this, you'll need to
obtain a licensed copy of CMD in one of two versions:

¢ Download version. If you purchased CMD as a download, then you will need to get CMD from
our web site (the URL was provided in your receipt or in an e-mail from Software for Ministry).
Download the CMD2017.xSetup.Exe file onto your computer's desktop. Also download the
CMD2017ToolsSetup.Exe file and run it right away, even before you run the regular setup
program for CMD itself. If you are already running either the remote database server software or
the CMD web sener software or plan to use either of these senvers with your CMD 2017
program, see the note below before proceeding. Once the setup program is on your desktop,
double-click on it to run. You will need to provide a valid password when the setup program
starts up. You will have received this password by e-mail from us when you purchased CMD
2017.

e You should also download and run the setup program for CMD 2017 Tools.

e CD version. If your CMD came on a CD, then insert the CD into your computer's CD drive. In a
few moments, the setup program should appear on its own. If it doesn', click Start, and then
search for the CD drive letter and find the CMD2017.xSetup.Exe file on the CD and double-click
on it. No password is required if you receive your CMD on a CD.

CMD is available with a number of options, including web-enabled tablet apps, and the remote
database server software. Note that there are specific setup instructions for your version of CMD with
any options that you have purchased. Please consult those instructions at the time of the download
or installation from a CD for the most current instructions specific to your version and options.
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Regardless of your version, we recommend that you use CMD's suggested defaults during the setup
process. It will make it easier for us to work with you later on if you need support.

Special Note if Using the Remote Database Server Software or CMD Web
Server

If you have been running either the remote database server software or the CMD Web Sener software
from a version of CMD prior to 2017, you will need to stop the current remote database senver
software and web sener software BEFORE you actually run the CMD 2017 setup program. This is
important because the server software also needs to be updated to work properly with 2017.

To stop the remote database sener and/or the web server software, open the CMD Tools program,
and use the tools on the Seners tab page to halt the web server and the remote database seneer.
Only after halting these should you run the setup program.

Once you have stopped the sener software, you can proceed to run the CMD setup program. Once
the setup program is finished, go into the new CMD 2017 Tools programs and restart the remote
database server software and the web server software before you initialize CMD 2017.

First Use of the Remote Database Server or CMD Web Server Software

If this is your first use of either the Remote Database Sener software or the CMD Web Server
software, you will need to start both of these servers up before you actually run CMD 2017 for the first
time after CMD's setup program is finished. You start them on the Servers tab page of the CMD 2017
Tools program. Make sure that you click the button to initialize the INI file for each server
BEFORE you start it up. That's VERY important! For more information, see Installing and

Starting Remote Database Server.

When the setup program is finished, you are ready to proceed with Initializing CMD.

2.2 Initializing CMD

Initializing CMD is a process that...

o Creates the various folders for your data files, pictures, and backup files
e Creates all the data files necessary for CMD to operate

o Tells CMD where to look for its data each time you use the program.

Special Note: If you are initializing CMD for the very first time on this computer and you
have purchased the remote database server software, before proceeding you should first
install and start up the remote database server software. For instructions on how to do this,
click here. Once you have prepared the remote database server software, return here and
follow the instructions below.

Once the CMD 2017 setup program is finished, you should see several CMD-specific program icons
on your desktop. Find the CMD 2015 icon (it will be a small dove with a green olive branch in its
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beak), and double-click it. When CMD starts up for the very first time on your computer, you will see
this dialog:

ﬂ Church Membership Directory 2017 Initialization X

To initialize your Church Membership Directory software,
please select one of the following options:

* | Basic CMD Setup, for when CMD is to be used on a stand-alone computer

Setup CMD on a host computer or server that has the remote
database server software installed

Connect to CMD 2017 data already established on another computer

Create new basic CMD setup Help

Cancel CMD for now. I'm not ready to take any of the above actions yet.

There are three options presented on this dialog:

e Basic CMD Setup. This means you are wanting to create a local CMD data file for a single,
stand-alone computer that will not be hosting data on a network.

e Setup CMD on a host computer or server that has the remote database server software
installed. Select this option only if you are working right now on the computer that is to host
CMD's data and on which the remote database server software is already installed (but not yet
running).

e Connect to CMD 2017 data already established on another computer. Select this option
to hook up any client computer to a CMD data file already established on another computer.
Through this choice, you will be able to connect to a local network (LAN), or you can remotely
connect to CMD from an off-site computer. Note that you can only connect to data already
established on another computer if you are using the remote database server software.

The caption on the "Create" button just below the four choices that says "Create new local, stand-
alone CMD file" changes with each choice you can make. When you hawe selected from among the 3
types of actions you can take here, click the click the Create button and you'll be taken to the
appropriate dialog to complete the setup and initialization.

Separate help topics available from each of these dialogs to guide you through the setup/initialization
process and are listed under the Eile Menu:
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Create New CMD File
Create New Local CMD File
CMD Toals, for managing the CMD Sener and the CMD Web Sener.

Create New Remote/Network CMD File

Connect a Client Computer to a CMD File
2.2.1 Installing and Starting Remote Database Server Software

If you are installing CMD with the remote database sener software for the first time on the computer
that will serve as the host computer for CMD's data, you will need to install and start up the remote
database server software before you initialize CMD itself.

Note that you do not need to install the remote database server software on any "client"
computer - a computer that is going to connect to the host. The remote database software is
only needed on the host computer!

Here are your steps:

1. Start the CMD 2015 Tools program as an Administrator. You must start up this way even if your
Windows login is as an Administrative user! To do this, right-click on the icon for CMD 2015 Tools
and select Run as Administrator from the pop-up menu. Once it starts up, click the Servers
tab. The CMD 2015 Tools dialog should then look like this:
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| CMD 2015 Tools

Configuration File Location

(O Local

(@) Remote IP Address

(O Remote Host Name Find configuration

Startup Configuration Servers

This page should only be used on a computer that is hosting
CMD data. Do not use it on a client computer.
Web Server Software

Status : Not installed Install web server

Uninstall web server

Select default app

None w Reset web server ini file

Remote Database Server Software (CMD server)

Status : Not installed Install cmd server

Uninstall cmd

Reset CMD server INI file

For now, we will only concern ourselves with the lower portion of the dialog - the part that's labeled

Remote Database Server Software (CMD server).

2. Click the Reset CMD Server INI File button in the lower right corner of the CMD server group
box. Thisis a critical step! If you don't do this first, the server software will automatically
create its own INI file, but the file it will create will not work with CMD! You must do this

step here first in order for CMD to function properly.

3. Once you hawe clicked this button, next click the Install CMD Server button. After it has been
installed, the Status prompt will change, and the button's text will changed that you just clicked:

Remote Database Server Softeare (CMD server)

Status : Installed but not running Start cmd server

Uninstall cmd server

Reset CHD =erver INI file

4. For the final step, click the button that says Start CMD Server. After a few seconds, the Status

will look like this:
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2.3

24

Remote Database Server Software (CMD server)

Status : Installed and running Stop emd server

Rezet CMD server INI file

This means that the senver is set up and running properly, and you may now proceed with actually
installing the main CMD program.

Web Server Startup

If you plan to use either the phone apps or the tablet apps (web-enabled apps), you'll also need to
initialize and start up the web server in the same way you just did for the remote database sener
software (CMD seneer).

To set it up:

1. Click the Reset Web Senrver INI button
2. Click the Install Web Server button
3. Click the Start Web Server button

Server Already Running?

If you are updating from CMD 2013-2016 and you have been using the Remote Database Senver
software with your CMD 2012-2016 program, you do not need to install and initialize it when installing
CMD 2017. The server version and operation for CMD 2013-2017 is exactly the same for CMD 2017.

If the Remote Database Server software is running on your computer, click Yes to proceed past the
server installation and configuration.

Click No only if it's not already running and you need to set up the Remote Database Server software
for the first time. Click here for information on how to do this.

If you do not know if it's running or not, exit from the CMD 2017 initialization and start up CMD 2013-
2016. If the status bar shows Remote File when your first CMD data file starts up (that's shown on
the lower-left corner of your CMD's main dialog), then the Remote Database Sener is running. If it
says Local File, then it's not running.

Basic Concepts
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There are a few basic concepts common to all software programs such as CMD, and a few for CMD
specifically which may be helpful to understand as you begin using it. This section is optional
reading, but it might prove helpful to you if you are not yet very experienced using a computer.

Database

CMD is an example of what is known as a database, an electronic filing cabinet capable of storing
information. CMD's data base stores personal, mailing, and church-related information about the
people in your parish. The data base itself is composed of a number of individual data files (also
called data tables) residing in a separate folder on your hard disk that was created when you did the
Create New CMD File step when you started up CMD for the very first time.

CMD contains all the necessary tools to add, update, delete, print, and manipulate the information
you choose to store in its data files. CMD will provide ways to use and understand your data in ways
that would not be possible if the same information were kept on paper in a filing cabinet.

For example, it might be easy to find all the children in your church in a paper-based filing system.
But how hard would it be for you to quickly find all the children who live in a specific zip code who are
between the ages of 10 and 12 whose birthdays come in August who are not yet members of your
church and who have not missed more than 3 weeks of S.S. attendance in the last quarter? It might
take hours or even days to find such information, but CMD lets you discover such information in a few
short seconds!

Data File Sets

As stated abowe, the database programmed into CMD uses a number of different data files to store its
information. One file stores the basic information about a person. A different file saves their
attendance, another one stores their \isitation records, and still another, address and name changes.
Each of these separate files together make up what we refer to from time to time as a "data file set"
since technically more than one data file is needed to store data for your database. We will also use
the term "CMD File" to describe a data file set.

CMD allows you to create multiple, physically separate data file sets. This might be useful if you have
more than one church in your parish district, or if you wish to track interests in your church in a
separate file from your regular church members' data. You can easily move between data file sets as
you need to.

2.5 Getting Started

Once you'wve installed the CMD and you've finished the Create New CMD File step, you might be
wondering, "OK, so now what do | do?"

At this point, you may just want to enter a few names to get the feel of the way CMD allows you to
enter names and information. If that's what you want to do, feel free to do it! There are very few rules
you hawve to follow when using a database such as CMD. You may add, update, delete, print, view,
and work with your data whenever you wish!

We do have some basic hints, however, which we think will enhance your use of CMD. Here's a few
tips which may prove useful to you:

Copyright © 1995-2017 Software for Ministry



First Steps Using CMD 27

¢ Hawe the printed manual beside you when you begin. Especially important are chapters 4 and
5, with chapter 5 being a tutorial as well as reference for the Enter/Modify/Delete Names dialog,
the dialog where virtually all of the data about names in your church is entered. Following along
as you enter information for the first time will be very helpful.

o Select the Enter/Maodify/Delete Names option on the Names Menu. Enter two or three entire
family units immediately. Have as much information about them available as possible, but don't
worry about the items you don't have at this point. Chances are that you may still be unfamiliar
with what CMD will allow you to store, and adding some names is a good way to find out what it
can store and the types of information you should gather.

e When you begin entering names, you will do it in family units. You'l start with basic family
information that will be common to all members, and then you'll enter each individual in the
family. After you've entered family information, you can enter the specific data about each
individual family member.

For specific information on adding family and individual information consult the
Enter/Modify/Delete Names help topic.

o While you are learning by entering some individual names, you may wish to experiment a bit
with the Visitation, Attendance, and Comments tools available for each person. The buttons in
the lower right corner of the Eamily Members Data area on the Enter/Modify/Delete Names
dialog gives you access to these tools.

After entering a few families and individuals, close the Enter/Modify/Delete Names dialog and
explore some of the rest of the CMD system.

e Once you have a basic flavor of what you can do, take some time to look over each option of
the Preferences Menu. These preferences allow you to tailor CMD to your specific church
setting. While we provide default Preferences when you first create a data file, you will likely
want to modify some of them. You'll probably want to check out the various Menu Choices to
make sure they will work for your ministry setting.

e Learn how to backup your data early on. Try making your first backup using the Backup Data
option on the File Menu before entering any more names. Determine to get in the habit of
backing up your data several times a day when involved in numerous entry or updating
sessions. Make additional backups weekly, and keep some of them off-site.

o Take the time to explore each and every choice on each and every menu.

e Click here if you need information about using CMD on a network.
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3 Using CMD on a Network

CMD is designed to be equally at home on a single computer or on a network, whether a simple peer-
to-peer network, or one with a dedicated hardware server. CMD’s user license allows you to place it
on as many computers in your church's network as you need without additional cost.

Howevwer, there are several important things you need to know about CMD & Networking:

o CMD's user names and passwords are built into the data itself, so all password and user name
restrictions will be in force on any shared CMD data accessed from any client computer on
which CMD is installed.

e To network CMD, the optional remote database sener software is required. It makes networking
more stable, and in most cases, faster. It also allows for remote connection, meaning you can
connect a computer that's off-site, such as a laptop or home desktop. You can have virtually as
many remote connections as you wish, so CMD could be used from home, for example, by
staff and key lay leaders if you wish. The reason that it is required is that the data engine will
only allow multiple computers to access the same data if they are connecting through the same
data engine configuration file. And the only way to accomplish that is through the remote
database server software. So this is not a Software for Ministry requirement so much as it is a
requirement from the data engine provider. However, the cost of the remote database sener is
modest if you need to connect multiple computers or need remote access.

See Remote Database Server Software for more details.

Please note that we cannot be responsible for helping you set up or troubleshoot your
network. That is the work of a local computer expert. For purposes of our instructions here, we
assume that you have a network set up and working, that users have been properly added to the
network, that your computers are in the same workgroup, and that you are aware of the computer
names in your network so that you can map a drive letter properly to the host computer or hardware
server.

Here are the topics you'll need to read to properly setup up CMD for use on a network:

Why the Optional Remote Database Server Software Will Helpful to You

Connecting a Client Computer to CMD

31 Remote Database Server Software

The Remote Database Server is an optional software-based server that provides two major
advantages to your CMD program:

o It allows you to connect other computers on your local network so that they can share CMD's
data on each computer for which you wish to give access. It is simple to hook into the data on
the host computer on your local network, and CMD will operate at full speed - you won't even
notice that the data's on another computer!
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The remote database sener software also 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 sener 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 (or
host computer) instead of the individual client and because more of the work with the data is
done in one place.

e The remote database server is also required if you wish to provide remote access to CMD's data
from computers that are off-site from the church office. This means that the pastor, staff, and
lay leaders (if you wish) can be given the CMD program for use on their home or laptop
computers but all can access the actual church data from a remote location.

Of course, while the program execution itself will be unchanged, CMD will respond more slowly
when connected remotely because the data is going back and forth across the internet! But it is
quite usable, and wonderfully effective because you are always working live with the latest data.
All that's basically required is the use of the remote database server software on the host
computer or hardware sener, and a fast internet connection for both the host and the remote
computers.

The remote database server software can only be purchased through Software for Ministry, and is
produced by the maker of CMD's data engine. It is available for purchase on our web store at

www.softwareforministry.com.

If you need help debugging your remote database server software, click here.

3.2 Connect a Client Computer to CMD

The Remote Database Server software (RDBS) allows for easy connections of client computers to a
CMD host computer in either of these circumstances:

e A local network where the remote database server software has been installed.

e A remote, off-site connection to a CMD file established in your church office where the remote
database server software has been installed.

The functionality of the dialog you will use to connect to a CMD file is basically the same in all cases.
The only differences lie in how you tell CMD to look for the file to which you wish to connect.

Connecting to a CMD File

When you choose the option to connect to a CMD file when first starting up CMD, the dialog you'll
get will look like this:
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Connect to a CMD file... IE

Zan | [fiome )

“) Local path ") Remote IP Address (@) Remote Host Name
sfm-server.dyndns.org

Poll configuration files for available CRD data files

[] Molan River First Church Data

Add selected CHMD file to your startup list of CHMD files

You'll follow a series of simple steps to connect. Here are the two options you should use when
searching for a CMD file to which to connect:

o Remote IP Address. Select this option if the computer hosting CMD's data can be accessed
by its IP address. Note that there are two different IP addresses that may be used to connect to
the same CMD host computer, which differ based on the location of the client:

Internal IP_Address. By this we mean the local IP address of the CMD host computer within
the local network as assigned by your router. This is the preferred method of connecting by
clients within the network. If you do not know the internal network IP address of the CMD host

computer, see Getting the Host IP_Address below.

External IP Address. If you are trying to connect a remote (off-site) client to the CMD host
computer on your church network, you can use a static IP address if your church has one. This
IP address MUST be \isible directly from the internet.

In either case, type in the IP address in the box provided, and then click Poll Configuration
Files for available CMD data files. Check any CMD 2015 data files that appear, and then
click the Add to Configuration button at the bottom of the dialog and you'll be connected.

¢ Remote Host Name. If you have a domain name that resolves to the computer that hosts
CMD's data check this item and then enter that domain name in the blank provided. Click Poll
Configuration Files for available CMD data Files. Check any CMD 2015 data files that appear,
and then click the Add to Configuration button at the bottom of the dialog and you'll be
connected.

Special note: When connecting a remote (off-site) client, you must make a change to
your router's setup to allow for a port forwarding of the proper port to your host
computer. To prepare your network and router for remote connections see this page

on our web site: http://www.softwareforministry.com/html/serverprep.html
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Once you've done this, your CMD installation will add the CMD data file you checked and will come
up automatically each time you startup CMD, unless you have more than one CMD file installed for
your use. After clicking the Add Selected button, you'll be immediately taken to CMD's main dialog
and the CMD file will open. Note that if there are user names and passwords in this CMD file and
login is required, you will have to log in with a valid user name and password.

Getting the Host IP Address

To get the host IP address, you will need to go to the host computer, click Start | All Programs |
Accessories and click on Command Prompt. Once at the host computer's Command Prompt, type...

i pconfig /all (Enter)
This will list a bunch of stuff. Scroll up until you IPv4 Address. Write down the IP address you see
beside it. This is the address you'll need to enter in each client in a local network when using the

abowve dialog to connect to CMD's data.

If you need additional help connecting a remote/client computer, click here.
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4 Using E-Mail in CMD

You can send e-mails from within CMD in two ways, and both are easy to accomplish:

o CMD E-Mail Client. There is a built-in, easy-to-use e-mail client in CMD that you can use to
send your e-mails to names in your CMD file.

e Outlook or other E-Mail Client. You can also use CMD to quickly generate a list of e-mail
addresses that are sent to the Windows clipboard which can then easily be pasted into the
address field of any e-mail program or client.

You tell CMD if you wish to use the built-in CMD e-mail client or instead send the e-mails to the
clipboard for use in another e-mail program by a selection on the E-Mail Setup dialog.

Generating the E-Mail Address List
Generally, there are two ways the e-mail address list is generated:

Name Search dialog. There is an item there labeled Send E-Mail From Here. When this button
is clicked, the built-in CMD e-mail client will appear with the e-mail address of the currently
highlighted name automatically placed in the Recipient field.

Print Control. From the various Print Control dialogs in CMD where there is an Address E-Mail if
Available check box, the list of e-mails that match your selection criteria will be sent either to the
CMD-s built-in e-mail client or the Windows clipboard, depending on the selection you make on
the CMD's E-Mail Setup dialog.

4.1 E-Mail Setup dialog

In sending e-mails from CMD, the program will need to know how to prepare the list of e-mail
addresses that can be generated in different parts of the program.

The E-Mail Setup dialog, which appears when you right-click the Address E-Mail if Available
check boxes on some of CMD's Print dialogs or click the small Setup button just to the right of the
check box. The choices are these:

e CMD e-mail client
e Clipboard using commas as the delimiter
o Clipboard using semi-colons as the delimiter

Once you've made your selection, click Save.

Note that when using to the CMD e-mail client, there will always be a brief pause after labels,
enwelopes, or postcards have been printed for those names with no e-mail address, then the e-mail
client will appear with the address field populated by the e-mail addresses of the names you've
selected for your list.
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The clipboard options are included in case you need to send the e-mail from another e-mail program
or senice such as Outlook, or a web-based e-mail senice.

4.2 CMD E-Mail Client

The CMD e-mail client is a built-in dialog you can use to send e-mails right from within CMD.
Though it's a very basic e-mail system, it may well be sufficient for many uses.

The CMD e-mail client appears when you have checked the Address E-Mail if Available check box on
some of CMD's print control dialogs, or when you use the Send E-Mail from Here option on a Name
Search dialog.

Please note that you must define the Outgoing Mail Server name for your e-mail service, a
sender's name, a valid e-mail address for the sender.

Whether you get here via the Name Search dialog or a Print Control dialog, when the CMD e-mail
client dialog appears, the address or addresses you've selected will appear in the "To" field in the
Recipient Information box. Following the screen capture is an explanation of each field on the CMD e-
mail client:
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[ send E-Mail =) +) ix

Sender Information

Mail server smtp-server.ne.m.com Password sssssees Save sender information
Sender name  Mic Thurber Sender e-mail = mjt@ix.netcom.com
? Help

Recipient Information
To:

¥ | Send recipients list to BCC .ot Derse oot Add LE/CR
Message
Subject Send message

& Clear

Sender Information

There are three fields in the sender information box, and you must have these fields populated by
valid information or the e-mail client cannot deliver your e-mail:

e Mail Server. This field holds the outgoing mail server information that is used when you set up
your e-mail senice in Outlook or another e-mail program. If you do not know the outgoing mail
sernver's hame for your internet provider, you will need to contact them and ask for the correct
sener name. It should look something like this: smtp.mymailsener.net.

o Password. While the password you enter here will be saved to the Sender Information file if you
enter a password and then click the Save Sender Information button, we suggest that you do
not save your password if other people use this computer and have access to CMD. If the
password must be entered before sending any e-mail, this prevents unauthorized users from
sending out e-mails under your name. So use your best judgment here. If you are sure you are
the only one who will use CMD on this computer, you can safely put your password in and save
it with the other information.
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e Sender Name. This field determines how your name will show up in any messages received.
While actually not required, it might help prevent some recipients from simply deleting your
message because they will not know who sent it.

e Sender E-Mail. This field is required, and if it is not a valid address, your mail server most
likely will reject the message and prevent it from being sent.

e Save Sender Information. Once you have entered the mailer server, sender, and sender e-
mail information, click this button to have CMD remember it and bring it up the next time you
need to send an e-mail.

Recipient Information
There are two fields in this box:

e To. This is the area where the e-mail addresses for those who are to receive the e-mail are
entered. You are free to type in an e-mail address if you wish, but most times an address or
addresses will already be placed there for you. If you elected to send an e-mail to a list of
people from Print Names or one of CMD's other print dialogs, the e-mails for the list of names
you selected will appear here automatically. If you selected the Send E-Mail From Here option
on a Name Search dialog, that one name's e-mail will appear here.

e Send Recipients List to BCC. If you wish to protect the e-mail address list from being sent to
each recipient, check this box. This means that each e-mail recipient will be address as a blind
carbon copy address, and only their own address will be visible when it's received.

Personalization

If you wish to personalize your e-mail using either the Goes By or Title/Last Name fields, open the
drop-down box that says Selection personalization option located just under the Recipient list
area. The options are:

- + | Add LF/CR
Mo personalization
Hi «Goes By =,
Dear <Goes By>,
=(Goes By>,
Hi «Title» «<Last Mame>, Sand
Dear «Title> <LastMame=,
=Title= <Last Mame=,

You can select from a number of options to personalize your e-mail letters. For example, if you select
Dear <Goes By>, then your e-mail will start out as "Dear John, ". If you wish to add a LF/CR (line
feed/carriage return) after the greeting, check the Add LF/CR check box.
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4.3

It takes a bit longer to send e-mails this way (though it's only seconds...). That's because CMD has
to build a new e-mail for each person in order to personalize it. When personalization is not used,
then the list of address and the e-mail message is sent all at the same time, resulting in a faster
process. When you send with personalization, there is a counter that will appear next to the Send
button that will show you the progress.

Note that the personalization options are grayed out when you are sending an e-mail from within
Enter/Modify/Delete Names or from the Eind a Person dialog. That's because you are only sending
one message to one person from those places, so you can easily personalize it however you want as
you are creating the e-mail.

Message

e Subject. Enter a title or subject header to identify what the message is about.

e Message Body. The large box area is where you can enter the body of the message. There are
no special character or formatting options at this point, so it will just be simple text. Howewer,
you are free to type in a message of up to 64,000 characters if you wish.

Attachments

You can attach files to your e-mail by clicking the paper clip icon just below the Subject line. You
can add more than one, but you can only add one per click. If you wish to clear out all the
attachments, click the Clear button to the far right edge of the attachments line. Note that you cannot
manually insert a file name to be attached because when the standard Open dialog is used, the full
path the file is used so that the e-mail client can find the actual file.

Also note that what is saved in the Sent E-Mails file is only the file name and not the actual file. If you
need to preserve the actual file, you will need to do that separately.

Sending the E-Malil

Sending is as simple as clicking on the Send E-Mail button. If the message was successfully send,
you will be informed via a small dialog. If it fails, you will be informed as well. If it fails, it's almost
always because of inaccurate information in either the Mail Server or Sender E-Mail fields. If you get a
failure message, correct the error and then resend.

Once an e-mail has been successfully sent, it will be recorded in the Sent E-Mails file. To view past
e-mails, click Tools | E-Mail | View Sent E-Mails.

View Sent E-Mails

If you wish to view e-mails sent using CMD's internal e-mail client, click Tools | E-Mail | View Sent E-
Mails. This brings up the view sent e-mails dialog:
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7] Sent E-Mails o) id) X
Title J| Sender I Date | | Moreinfo
Delete
Help
Close
Addresses:

There are columns in the upper pane for Subject, Sender, and Date (which can be resized to look
best on your monitor), and Addressee pane that will display all the addresses to which the e-mail
was sent, and the message pane (located in the lower portion of the dialog) that displays the actual
message. You can resize the grid with the Subject, Sender, and Date info, and you can resize the
Addressee page.

If you want to see the additional info that's available about a sent e-mail such as ISP used, return e-
mail address used, and the name of an attached file(s), click the More Info button.

If you wish to delete an e-mail from the Sent E-Mails file, click on the Subject/Name/Date line of the
e-mail you wish to delete and then click the Delete button.
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5 Importing Prior CMD Data

CMD 2017 can import data from CMD 2012-2016. Data from prior versions will have to be imported by
Software for Ministry at a cost of $35. If you update to CMD 2017 and hawve a version of CMD prior to
CMD 2012, you'll need to contact us for details.

Important Note: You should do the data import only on the machine that actually hosts CMD
2012-2016's data, and that will serve as the host for CMD 2017's data.

Before using the import function, please back up a safety copy of your CMD data in your
current version before you start the import in CMD 2017!

To import data from CMD 2012, click Utilities | Import Prior CMD Data | Import 2012 Data.

To import data from CMD 2013, click Utilities | Import Prior CMD Data | Import 2013 Data.

To import data from CMD 2014, click Utilities | Import Prior CMD Data | Import 2014 Data.

To import data from CMD 2015, click Utilities | Import Prior CMD Data | Import 2015 Data.

To import data from CMD 2016, click Utilities | Import Prior CMD Data | Import 2016 Data.

Note that you cannot simply backup and then restore data from CMD 2012-2016 into CMD
2017.

If you attempt an import but experience any difficulty, don't panic! Just contact us and we'll help you
get it done.

How to Import from CMD 2012

When the Import 2012 Data dialog appears, click the Browse button to find the path to the CMD
2012 data. If you setup CMD on a single computer and have only one data file, chances are the data
file will be located in a folder one level under the c:\cmd2012\cmd2012config folder. If the data's in a
different place, click the Browse button to find the folder that contains the CMD 2012 data file you
wish to import.

Once you are satisfied that you have the correct data folder, click the Import Data button to begin
the process. CMD 2015 will be importing information from nearly 4 dozen data tables, so it may take
a few minutes. Howewer, most files will be imported in a matter of a few seconds.

The e-mail address in case of problems is: mic@softwareforministry.com
Importing Pictures

CMD 2017 will copy the contents of your current CMD Pictures folder and place it under the new
CMD folder structure we started with 2013. The path for the data in CMD 2017 is C:\CMD-
SFM\WebApps\CMD Pictures. It is placed there because that's the only way the pictures would be
visible to the phone or web apps in CMD.
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To actually import the pictures into CMD 2017, click the Browse button to first locate the folder that
currently holds the pictures that CMD uses. Once you have located it and selected it, click the
Import Pictures button after the Browse dialog has closed and the pictures will be imported. Note
that the pictures are still in their original folder. Once you are satisfied that CMD 2017 is working
correctly for you, you are free to delete the old pictures folder to recover some space on your hard
drive.

How to Import from CMD 2013-2016

Importing from 2013-2016 is similar to importing from CMD 2012 except that you don't have to worry
about importing pictures. If you have been using CMD 2013-2016 with pictures prior to importing, they
are already in place and available for your 2017 data.

You will, however, need to find the CMD 2013-2016 data files you wish to import. To find them, click
the Browse button. They will be located in the C:\CMD-SFM\Data folder. Under this folder, there will
be a specific folder for the data for specific years: C:\CMD-SFM\Data\Data 2013, etc. Click onto the
folder of the data file you wish to import, and then click OK. That will bring you back to the Import
dialog. Click the Import Data button to begin the actual import process.

Importing Data from Other Programs

Software for Ministry offers limited data import from other programs on a contract basis. Generally the
fees are quite small, and the user must supply Software for Ministry data in a format that we can use.
Contact us directly for pricing and format information if you wish to import your data from another
program.
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6

6.1

Adding a Family
Enter/Modify/Delete Names

To enter a family or individual, to modify data in a family or individual record, or to delete a name, you
will work primarily with the Enter/Modify/Delete Names dialog. It also functions as a general
browse feature, allowing you to easily see individuals in their family context. Think of this dialog as a
sort of home base for working with names.

To access this dialog, click the Names Menu, and then Enter/modify/delete names. You can also
call up this dialog using the Ctrl-E keyboard shortcut.

The Enter/Modify/Delete Names dialog is divided into two general sections, the Family data area, and
the Eamily Members data area. This division is made so that you can easily identify, enter and
maintain the data that is common to each member of the family, and then maintain the data that is
unigue to each person in the family.

Note that any change made to an address or home phone number instantly affects each member of
the entire family.

Here are the important functions done on this dialog with which you should familiarize yourself:

Adding a new family

Adding a family member to a family
Modify/update data later on

Delete or archiving a name or family
The Navigator bar

Finding families or individuals

How/when data is saved

Screen Size and Search Tools

If the Enter/Modify/Delete Names dialog does not fit on your monitor, you can adjust the size of the
dialog. Click Adjusting Dialog Size for more information on how to do this.

If you are using a wide screen monitor, you can expand the Enter/Modify/Delete Names dialog by
dragging the far right edge of the dialog to reveal Family and Name Search tools that allow you to
search for either a family or a particular person right on the Enter/Modify/Delete Names dialog without
having to call up the Find a Family or Find a Person dialogs. Below is a screen grab of the Search
Tools available when you drag the right edge of the Enter/Modify/Delete Names dialog out.
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6.1.1 Adjusting Dialog Size

To adjust the dialog size to better fit your screen, you can use the tool in the center of the dialog that
looks something like this (it may vary slightly from dialog-to-dialog that uses this tool):

Use Small Dialog | 4 100 »

If the dialog is way too large, we suggest you click the User Small Dialog button. It sets the
boundaries of the dialog to a size that will work with most monitors. If you need to adjust it a bit more
to be either a bit smaller or larger, then click the left and right icons to mowve the dialog size either
smaller or larger. The program may exit the dialog and request that you come back in after it exits.
This is so that it can adjust the size correctly for you. When you bring it up again, it should be sized
correctly.

You can also click on the number in the box abowe and type in a percentage value.
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If the dialog does not appear centered after you make your adjustments, just grab the title bar with
your mouse and reposition it. The next time you enter this dialog, however, CMD will automatically
center it based on your dialog size selections.

6.2 How/when data is saved

When working with the Enter/Modify/Delete Names dialog, you may wonder when the data is actually
saved.

It happens automatically in these cases:

o When you are editing in the Eamily Data area and then click into the Eamily Members data
area.

e When you hawe been editing one individual's data and then click another family member's tab
page to edit their data.

o When you navigate to a different name with the navigator bar or by using the Find a Family or
Find a Person buttons.

e When you click the Sawve button on the navigator bar when working in the Family Data area.

e When you click on the Save button on the small navigator bar located just to the right of the
Title field on the Individuals Data area.

6.3 Family data area

The Family Data area refers to the upper third of the Enter/Modify/Delete Names dialog where
information common to all family members is entered and maintained.

Family Information Finda Family Create a New Family _First | Prior | Next | Last +— / xc)

e e i Mark as IFF Find
Family Name Abbey, Fred & Wilma| ?—ﬂb‘?' Text 7
The Abbey Family
Mell JAlzmate, nimmatl, JSetinds,, Phone | 909-555-2324 Jcontideannl
Address1 3232 Big Sxy Rd - ; Alt Phone _| Confidential (Mo Picture Selected)
Address2 o Parish Local Heights Parish :
City Rive{s:c‘i‘e = 3 ~ | Member household
S : Zip 93515 + | Include family in directory .
- — + | Available to Front Desk Hot list
Country USA = tap a7 - e
Last update: 10/11/2015 Video training
Family .Ti*.is is a wonderful family that has contributed a lot to the life of this church. They are a talented -

Comments  bunch, and can do many different things to bless the church and the community. _Pict_u{e F\{nctio_ns_ = 3
Help

You cannot hawve an individual in your file unless it is tied to accompanying family information. In fact,
family members may be added to the file only through this portion of the Enter/Modify/Delete dialog,
and is accomplished by using the Add a New Family Member function.

To modify any information you see, simply click in the field that needs updating and type in the new
information.
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Finding or Viewing Other Families

If you need to view a different family's information, click the Eind A Family button near the upper left
corner. Or, if you are using a wide-screen computer monitor, you can expand the Enter/Modify/Delete
Names dialog to include basic family search tools by dragging the right edge of the
Enter/Modify/Delete Names dialog to reveal the search tools. Here's what the Find Family Search tool
looks like when you expand the dialog:

=) ()

First | Prior | Next | Last | +— ‘/xc) p—— . Find a Family
Mark as IFF Find T M. .Dspla

Label Text Vo i)
[F— » Azomn, Benny & Morene IQ
Phone  817-555-2121 | || Confidential Aaron, John |
Alt Phone _| Confidential {No Picture Selected) Abbey, Fred 8 Wilma
Parish ™ o T T Abercrombie, Fitz & Flora
¥ | Member household Abemnathy, Daniel
| Include family in directory Abramson, Justin
+| Available to Front Desk Hot list

Abramson, Steven & Louise

Last update: 10/7/2015 Video trainin
____F_,d_ it 2 Acevedo, Pierre & Marta

wnie Brae Barnstorming. She is herself a very ' x
-dinner speaker and toastmaster. s

| Picture Functions =i |
2 Help

Data Field Information

Each field or function in the Family data area has its own help topic for specific information::

Family Name

Interest File Families

Addresses Residence Address
Mail Address

Alternate Address
International Address
Address Settings

Label Text

Home Phone

Alternate Home Phone

Phone Confidential Fields

Parish Field

Family Comments
Member Household

Include in Family Directory
Available to Front Desk

Add New Family Member
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6.4 Interest File Families

On the Enter/Modify/Delete Names dialog, an Interest File Family is noted by the words Interest
File Family displayed in red letters just above the Family Name field in the Family data area. This
moniker means that the family you see on the screen here in Enter/Modify/Delete Names is a part of
CMD's Interest File - and could have been entered on the_Interest File dialog or marked to be an
Interest File Family here on the Enter/Modify/Delete Names dialog.

Note that only the basic name, address, phone fields, and Membership Status are populated. This is
done purposely so that these names will not appear in normal lists when selected using Print Names.
The Membership Status is automatically set to Interest File Name for each individual in the family
who was entered in the Interest File dialog.

If you wish to start including these names in some of your lists such as newsletters, birthday lists,
etc, then set any of the fields you wish to use. This will automatically include them if their data
matches your selection in Print Names.

Howewer, note that you can still limit your selections to not include interests if you also select
Membership Status as a criteria and specify members only (or whatever other selection you need)
and the list will then not include interests because they are marked as Interest File Name and not
with a Membership Status choice that denotes members.

How To Remove the Interest File Family Designation
There are two ways to accomplish this.

e There is an option on the Interest File dialog itself that will allow you to "transfer" a family from
the Interest File to the main CMD data file. That option is found by clicking the - button on the
navigation bar when the family you wish to transfer is on the screen.

e The other way to do it is right here on the Enter/Modify/Delete Names dialog. To transfer the
family from the Interest File to regular CMD family status, click the button that says Unmark as
IFF which is located just below the + icon on the navigation bar. When you click this button,
you should immediately alter the Membership Status information of each family member so that
they no longer indicate that they are an Interest File Name.

How to Mark a Family as an Interest File Family

If a family is not designated as an Interest File Family but you would like to mark it as such, click the
button that says Mark as IFF located just under the + icon on the navigation bar. From now on, this
family will receive the red lettered Interest File Family designation on the Enter/Modify/Delete
Names dialog, and it will now appear on the Interest File dialog along with other Interest File families.
Note that the Membership Status for each family member will be automatically changed to Interest
File Name during this process.

6.5 Navigator bar (Enter/Modify/Delete Names)
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The navigator bar which appears on the Enter/Modify/Delete Names dialog, Visitation entry dialog,
Individual Attendance dialog, and others throughout CMD looks similar to this:

4> P+ —E v X

Think of it as a set of control buttons you can click to maneuver through the data, add new names, or
even delete names. It is possible that one or more of them may be disabled (grayed-out) at any one
time depending on the state of your data files or the position the current name on the screen is in.

Sometimes the navigator bars will be displayed with fewer icons on it depending on where in the
program they are visible. At the end of this help topic is one example of a navigator bar with only two
icons visible.

When you move your mouse cursor over a given button on the navigator bar and hold it there for a
brief time, a pop-up hint will remind you of the function of the button.

There are 10 buttons on the Navigator bar. From left to right, here's an brief explanation of each one:

e Go to First record. Clicking this button immediately displays the first family in your list
(ordered by Family Name).

e Go to Prior record. Clicking this button displays the family just before the one visible on the
screen in Family Name order.

e Go to Next record. Use this button to display the family just after the one currently displayed.
e Go to Last record. This button immediately displays the very last in the list of families.

o Add new record. Click this button at any time to clear the screen to enable you to enter a new
name. For more information, check out the Adding a new family help topic.

o Delete. When this button is clicked, a dialog appears that allows you to archive names, delete
one or more of the family members, and even delete the entire family record.

e Edit record. Use this button to enter edit mode for the family record. Edit mode is also
automatically entered when you click into any field and make changes to it.

e Save record. Clicking here will save the family record. Saving also occurs automatically
whenever you add a new family member, whenewver you click anywhere in the Individuals data
area, when you click any of the tabs of any individual family member, and, when you use any of
the navigator buttons that move you to a new record.

About the only time saving is not done automatically for you is when you click the Xin the
upper right corner of the dialog to close it.

e Abort changes. You may click this button any time while you are editing any family
information field and the contents of any field edited since the last save will return to their
original state. This does not affect changes made in the Individuals data area.

o Refresh. Click this button if the data in the Family data area appears scrambled or incorrect.
This will freshen the screen display with the data currently stored in each field.

There is even a smaller version of the navigator bar on the_Individual Data area on the
Enter/Modify/Delete Names dialog just so that you can click a button to specifically save an
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individual's information, cancel an edit, or refresh the data (most useful if you are working on a
network). It's a lot smaller than the full navigation bars, and it looks like this:

v XIQ)

6.6 Add New Family

To add a new family to your CMD data file, click the Names Menu, and then select
Enter/Modify/Delete Names. You can also use the Ctrl-E keyboard shortcut.

When the Enter/Modify/Delete Names dialog appears, the family ordered first in your list of families
will be displayed (or the screen will be blank if you have not yet entered any families).To add a new
family, click the + button on the Navigator bar which is located along the top edge of the dialog just
to the left of the picture area. It looks like this:

Find a Family Create a Mew Family First | Prior | Next | Last +— ails x()

You can also click the Create a New Family button to add a new family.

When either button has been pushed, the screen will clear and the cursor will be placed in the EFamily
Name field. You may now begin entering family information, the information that is common to each
member of the family.Consult the Family Data Area help topic for a list of fields available for family
information. Note that you must enter family information before you can enter any individual family
members.

6.7 Family Name field

The Family Name field serves two purposes:

e Lookup. Its first function is to give you an easy way to find and call up a family in your data
base so that you can view, edit, or make other changes to the family's data or the data of an
individual in the family.

e Duplication Elimination. CMD uses the Family Name field as a comparator to determine if a
family has already been printed when printing family-based lists such as a church directory or
family \isitation card.

For example, if there are several "Smith" entries in in Family Name fields in your file, only the
first one in the list will get printed and the rest will be ignored since CMD will ignore all Smiths
after the first one as duplicates. That iswhy it isimportant that each family name in the

data base be unique.

You may enter a family name using most any form you wish, except that you should not enter just
the Last Name and nothing else. You can include any of the family member's names you wish to
use within the 40 character limit.
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You should enter the Family Name in last-name-first order since many of the family sorts used in
CMD are based on this field. Placing last name first is the only way to get an accurate sort of your
family names.

It isimportant that each family name in the data base be unique. Here are some examples of
properly entered Family Name information:

Smith, John & Mary
Smith: John, Mary, Bobby, Betty

6.8 Addresses

Addresses are entered using one or more of the tab pages in the Address section in the Eamily data

area of the Enter/Modify/Delete Names dialog.

There are 4 types of addresses available for use:

o Residence Address. Use the fields on the Residence Address tab page if this is the only
address you need to enter for a family or if it represents the physical address of the family. If
there is no information on the Mail Address tab page, CMD will use the Residence Address for
the mailing address as well.

e Mail Address. Use the fields on the Mail Address tab page only if a family uses an address

other than their physical address at which to receive their mail. If it would be the same address
as the Residence Address, leave the Mail Address fields blank.

o Alternate Address. Used for families who spend part of their year in a different location.

e International Address. CMD's addresses are designed for use in the U.S. and Canada. If the
address for a given family does not easily or appropriately fit the fields provided for addresses,
you can use the International Address tab page to enter an address in free form so that it will be
properly formatted for the country of the family.

The Address Settings tab page allows you to set three important fields that affect the way CMD
works with addresses: which address is to be used for the family directory, the country's address
format, and whether or not you wish to track address and home phone changes in a separate file.

6.8.1 Residence Address

The Residence Address tab page on the Enter/Modify/Delete Names dialog is used to store the
physical address of the family. If this is also the mailing address for the family, then you need enter
no additional address information in the fields on the Mail Address tab page. Only if the family's
mailing address is different from their physical address should you enter any data into the Mail
Address tab page fields.

e Address. There are two address lines of up to 40 characters each. Always use the first line if
there is only one line needed. If you need to enter two lines, always enter the actual

physical address on the second line (USPS rules).
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For example each of these addresses would be appropriate:

124 Main St.
San Diego, CA 92139

Shady Rest Apartments
124 Main St #34
San Diego, CA 92139

e City. Enter up to 20 characters for the city. City is a History List field.

e State/Province. Enter up to 4 characters. Use the standard postal senice abbreviations. State
is a History List field.

e Zip/Postal Code. Enter up to 10 characters for the zip code. U.S. users should include the
character in a 10-digit zip. Canadian users should leave a space between each group of 3
characters in the postal code.

e Country. Type in the name of the country if it's different from yours

e Map. The map field stores up to 10 characters. Use this field to store map coordinates for this
address for any map system that is commonly used in your area.

6.8.2 Mail Address

The Mail Address tab page on the Enter/Modify/Delete Names dialog is used to store a separate
mailing address if it is different than the physical address stored in the fields on the Residence
Address tab page. If the two addresses are the same, do NOT enter any data here. Only use the
Residence Address tab page.

o Address. There are two address lines of up to 40 characters each. Always use the first line if
there is only one line needed. If you need to enter two lines, always enter the actual physical
address on the second line (USPS rules).

For example each of these addresses would be appropriate:

124 Main St.
San Diego, CA 92139

Shady Rest Apartments
124 Main St #34
San Diego, CA 92139

o City. Enter up to 20 characters for the city. City is a History List field.

e State/Province. Enter up to 4 characters. Use the standard postal senice abbreviations. State
is a History List field.
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e Zip/Postal Code. Enter up to 10 characters for the zip code. U.S. users should include the "-"
character in a 10-digit zip. Canadian users should leave a space between each group of 3
characters in the postal code.

e Country. Type in the name of the country if it's different from yours.

e Map. The map field stores up to 10 characters. Use this field to store map coordinates for this
address for any map system that is commonly used in your area.

6.8.3 Alternate Address

The Alternate Address is used to store an address for those families who spend part of their year in
one location and the rest of it in another. Use the fields on this tab page to enter the information
about the address they will use some time later on.

When the time comes for this family to begin to use the other address, call up this name again and
click the Swap button to swap the alternate address with the residence address. When the family
returns, click Swap again to move them back to their original position.

o Address. There are two address lines of up to 40 characters each. Always use the first line if
there is only one line needed. If you need to enter two lines, always enter the actual physical
address on the second line (USPS rules).

For example each of these addresses would be appropriate:

124 Main St.
San Diego, CA 92139

Shady Rest Apartments
124 Main St #34
San Diego, CA 92139

City. Enter up to 20 characters for the city. City is a History List field.

State/Province. Enter up to 4 characters. Use the standard postal senice abbreviations. State
is a History List field.

Zip/Postal Code. Enter up to 10 characters for the zip code. U.S. users should include the "-"
character in a 10-digit zip. Canadian users should leave a space between each group of 3
characters in the postal code.

Map. The map field stores up to 10 characters. Use this field to store map coordinates for this
address for any map system that is commonly used in your area.

6.8.4 International Address

The International Address tab page on the Enter/Modify/Delete Names dialog allows you to enter
an address for a country that does not format its addresses as is done in the U.S. and
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Canada.Though you do not have separate fields for the elements of the address, its free-form nature
allows you to write it as it in a way appropriate for the country to which mail will be delivered.

6.8.5 Address Settings

The Address Settings tab page on the_Enter/Modify/Delete Names dialog allows you to specify
certain fields that affect the way CMD works with addresses.

e Address For Directory. By default, Residence Address is selected. You can select any of the
available addresses to be used in the formal family directory from this drop-down list.

e Address Format. Currently, there is only one choice, US/Canadian. Howewer, as CMD
broadens its international use, other choices will be added here to enable CMD to print
addresses in formats that are more appropriate for the country of use.

e Track Address Changes. Checked by default, this choice determines whether or not changes
made to a family's address or home phone should be written to a separate address change file.
If you do not need to keep an address change file, you may uncheck this item.

Note that you can change the default state of this field by unchecking it on the Check Box Defaults
tab page of the General Preferences choice on the Preferences Menu.

6.9 Label Text

Label Text is a field designed to let you explicitly define label text for how a family will normally be
addressed for mailing labels, postcards, and enwelopes.

If you do not define a specific Label Text, then CMD will use the names of individuals in the family in
the construction of a name on the label or envelope. You only need to use Label Text if CMD cannot
correctly format a family's name on for a label or envelope.

You may enter up to 40 characters for this field.

6.10 Home Phone field

The Home Phone field is entered on the Enter/Modify/Delete Names dialog.

If you specified a Default Area Code in the General Preferences, then the area code will be
automatically inserted for you when you first enter a blank phone field.

6.11 Alternate Home Phone field

The Alternate Home Phone field is used primarily as the home phone used for an alternate
address. However, you may use it for any purpose you wish.
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If you specified a Default Area Code in General Preferences, then the area code will be automatically
inserted for you when you first enter a blank phone field.

6.12 Confidential (phone) field

The check box labeled Confidential near each phone field in the Eamily or Individual data areas
allow you to specify whether or not this specific phone field should be masked out when printing a
formal church directory.

To keep a phone number confidential, check this item.

Note: This setting has no effect on other output forms normally used by your office such as
name and phone lists. It only affects the family church directory forms that are intended to
be published and distributed to the general church.

Overrides settings are provided when printing is done if needed.

6.13 Parish field

The Parish field, selected on the Family Data area of Enter/Modify/Delete Names, allows you to
assign a family to a parish group. A common way to use parish groups is for dividing church families
into groups for purposes of pastoral/ministry care or contact.

When you wish to assign a family to a parish, open the Parish field drop-down list box and select the
parish from the list. If you wish to modify the list of items on the parish list, either double-click directly
in the Parish drop-down combo box, or select Menu Items from the Preferences Menu.

The parish field may optionally be included in church directories.
6.14 Family Comments field

CMD allows you to enter comments for a family as well as for individuals members of the family.

The Family Comments field is available in the Family Data area of the Enter/Modify/Delete Names
dialog. You may enter comments directly in the space provided, or you may double-click anywhere
within the comments field to open up a larger screen to work with.You may enter up to 64,000
characters worth of comments for this family.

CMD allows you to also use the Family Comments field to enter directions from the church to the
family's home. To enter directions, make a few line spaces following the last of the comments, and
type in the marker ~DIR~ at the beginning of a new line. Type in the directions immediately after the
marker. For example:

~DIR~Go south on First Street until you come to Hwy 37. Go west on 37 to Marion Lane. Turn right.
House is third on the left.
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Directions appear in the half-page church directory form, and also the Visitation Assignment sheet.
6.15 Member Household field

The Member Household field should be checked if at least one member of the household is a
member of your church.

The default value for this field is set according to what you hawe indicated on the General Preferences
dialog, available on the Preferences Menu.

6.16 Include Family in Directory field

The Include Family in Directory field available in the Family Data area of the Enter/Modify/Delete
Names dialog determines whether or not an entry for one or more names in this family will be
included in the formal church family directory when it is printed.

Each individual in the family may be included or excluded on an individual basis, but no names will be
included for a family unless this item is checked.

By default, this item will be checked when you enter a new family. Howewer, you can change the
default state by unchecking this item on the Check Box Defaults page of the General Preferences
dialog on the Preferences Menu.

6.17 Available To Front Desk field

The Available to Front Desk field in the Family Data area of the Enter/Modify/Delete Names dialog
allows you to specify whether or not this family (and its family members) will be visible in CMD's
Front Desk program.

Front Desk is designed to be placed in a church lobby, classroom, outer office desk, etc, where only
access to basic name, address, and picture information should be made available.

Using this variable, you can decide on a family-by-family basis whether or not you want a family to
even appear on the list. This would enable you to make, for example, on member families available,
and keep other non-member names from appearing. It may also be used to shield a family's
information if it is of a sensitive nature.

6.18 Add a Family Member to a Family

You can add one or more members to a family at any time after you have entered the name's family
information (the information that is common to all members of the family).

You can add new members to a family at the time you are first entering information about a family, or
any time later on as needed.
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Here are the steps:

e Click Names, and then Enter/Maodify/Delete. If you are entering a new family, start by entering
the family information first. Once you hawe entered the family information, then you are ready to
add new members.

o If you have already entered the family information and need to add a new family member later
on, click the Find a Family button in the upper left corner of the Family Data area. This will
bring up a Family Name Search dialog. Find the family to which you are going to add a new
member, click Call Family. If you are using a wide screen monitor, you can expand the ridge
edge of the Enter/Modify/Delete Names dialog to expose a Family Search tool that you can use
without leaving the Enter/Modify/Delete Names dialog.

When the family to which the new member will be added is displayed in the family information
area, open the Add New Family Member drop-down list located just above the Title field in the
Family Members data area - which is the lower 2/3rds of the dialog. This will give you a list of
choices that describes the type of family member you are adding. The Add New Family Member
help topic provides specific information on the choices available.

e Once the choice has been made, the fields in the Family Members area are cleared for you to
enter a new individual belonging to the family displayed in the Family Data area. The cursor is
placed in the Title field so that you can begin to enter the data relevant to the name you are
entering.

Once information for the name fields have been entered, the list of family members located just
to the left of the individual's Name fields will display the name of the person you are entering.

See also: Add New Family
6.19 Family Name Search dialog

The Find a Family button, located in the upper left corner of the Family Data area of the
Enter/Modify/Delete Names dialog, brings up the Family Name Search dialog that you can use to
locate a family for viewing, editing, or deleting.
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ﬂ Find a Family =) &

[

Enter family for search...

A il

Display family
: Aaom, Benny & Morene ..:
I Aaron, John . | Hisip
Abbey, Fred & Wilma | Cancel

Abercrombie, Fitz & Flora

Abernathy, Daniel Listfamilye members J

Abramson, Justin Show picture

Abramson, Steven & Louise
Acevedo, Pierre & Marta
Ackman, Bert & Ermnest
Acom, Ralph & Ronnie
Adams, Candace

Adams, Fern

When it first appears, the cursor is placed in the edit box near the top of the dialog. To call up a
family, begin typing the last name of the family. The pointer in the list will move immediately to the
first match of the letter or letters you have typed in. With each new letter typed, the list will move
closer to the name you are searching for.

You may also use the cursor keys, the PgUp, PgDn, Home, and End keys to move more quickly
through the list.

Once the family name is highlighted that you wish to use, click the Display Family button. The
family you highlighted will be displayed in the Family Data area, along with tab pages for each of the
family members in the Individuals Data area.Click the List Family Members button if you wish to
see a list of all the members associated with the currently highlighted family.Click the Show Picture
button to show or find a picture for the currently highlighted family.

6.19.1 List Family Members dialog

The List Family Members dialog appears when you click or select the List Family Members button
or item on several of CMD's dialogs.

When selected, this dialog will display all members connected with the family or name highlighted:
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ﬂ List of Family Members

G
(+

(x

Last Name
» Ackman
Ackman
Ackman
Ackman
Ackman
Ackman
Ackman

Ackman

Bert
Emie
Sasha
Emma
Bert
Cookie
Brian

Esther

Goes By

Family Status

Husband

Wife

Minor Child

Minor Child

Miner Child

Minor Child

Mineor Child

Minor Child

Membership Status |  Close

Active Member

Non-Member Attender

Child of Member

Child of Member

Child of Member

Child of Member

Child of Member

Chilld of Member

If you suspect that the family members shown on this dialog are not correct, find the family in
Enter/Modify/Delete Names and reassign names as necessary to make the family listing accurate.
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7 Adding Family Members

7.1 Add a Family Member to a Family

You can add one or more members to a family at any time after you have entered the name's family
information (the information that is common to all members of the family).

You can add new members to a family at the time you are first entering information about a family, or
any time later on as needed.

Here are the steps:

¢ Click Names, and then Enter/Maodify/Delete. If you are entering a new family, start by entering
the family information first. Once you hawe entered the family information, then you are ready to
add new members.

o If you have already entered the family information and need to add a new family member later
on, click the Find a Family button in the upper left corner of the Family Data area. This will
bring up a Family Name Search dialog. Find the family to which you are going to add a new
member, click Call Family. If you are using a wide screen monitor, you can expand the ridge
edge of the Enter/Modify/Delete Names dialog to expose a Family Search tool that you can use
without leaving the Enter/Modify/Delete Names dialog.

When the family to which the new member will be added is displayed in the family information
area, open the Add New Family Member drop-down list located just above the Title field in the
Family Members data area - which is the lower 2/3rds of the dialog. This will give you a list of
choices that describes the type of family member you are adding. The Add New Family Member
help topic provides specific information on the choices available.

e Once the choice has been made, the fields in the Family Members area are cleared for you to
enter a new individual belonging to the family displayed in the Family Data area. The cursor is
placed in the Title field so that you can begin to enter the data relevant to the name you are
entering.

Once information for the name fields have been entered, the list of family members located just
to the left of the individual's Name fields will display the name of the person you are entering.

See also: Add New Family

7.2  Add New Family Member drop-down box

The Add New Family Member drop-down list is available in the Family Member Data area on the
Enter/Modify/Delete Names dialog, and is used to create space for a family member attached to a
family that has been entered.

This is the only way provided in CMD to add an individual name to the file! It must always be done in
connection with a family, since the family record is what provides the address and phone information
for the members of the family.
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When you open this drop-down, a list of several different types of family members that you can add

appears. These choices also appear on the Eamily Status field in the Family Members Data area. Be
sure to select the correct type of family member when you add a new member:

J":-'-.dd he‘-u: Fé’n' r-.-1e1*|:|-.-'-;’ ~

Husband
Wife v
Single Adult z
Single Parent
Minor Child

3y | Adult Child

[ | Other Dependant
Independent Minor
Partner

M Crganization

Reassign a name

Though you can enter individuals in any order you wish, we strongly suggest that you enter them in
this order:

Husband, wife, children in age order. Or...

Single Parent, children in age order. Or...

Partner, (other partners), children in age order.
Many of the choices on the list are self-evident and need no additional comment. Howewer, these do:

e Minor Child. Use this option for children who are under 18 living in your home.

e Adult Child. Use thi