Emailing CDM+ Giving Statements

The ability to send Giving Statements by email is a function added with CDM+ Enhanced Notices. If
you do not own CDM+ Enhanced Notices, the following screens will not be available to you. If you
would like to purchase CDM+ Enhanced Notices, please call CDM+ Sales at 877-891-4236.

Setting up Giving Unit Record to send Giving Statements by email

B Giving Unit Information
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The first step is to properly code those giving unit records of those that wish to receive giving
statements by email. From the Giving Unit Information window:

1. Check the E-Mail Statement checkbox. This identifies those giving units that will be emailed. It also
causes the hardcopy Giving Statement printing to bypass this giving unit.
2. Move to the new E-Mail tab.
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Setting up Giving Unit Record to send Giving Statements by email

B Giving Unit Information
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Famnily steve@cyber-ras.com giving statements
Mike Ray shansen{@pclink.com
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1. Click the Change button.

2. Check the box beside the email address to which the giving statement should be sent. You may
select multiple email addresses for the same giving unit. This allows you to send the giving statement
to the giver, his/her accountant, and perhaps his/her caretaker in those situations.
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Printing/Emailing Giving Statements

3= gl Support  Window

Membership Reports Y| 332 $ ’ He a2 ohdSH 5
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Printing/emailing Giving Statements is a two step process. One step is the hardcopy printing of the
giving statements. This hasn't changed, with the exception that the printing process will bypass any
giving unit that is flagged to have giving statements emailed.

The other step is to produce the giving statements that will be emailed.

Select the desired menu option.
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Printing/Emailing Giving Statements

W Giving Statements - Column E-Mail
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With the exception of two new tabs - the Notice tab and the PDF tab - the setup window for Email
Giving Statements should be familiar.

As with the other Notices within CDM+, you may build a library of stored notice templates to use.

1. Press the drop-down arrow to display the available templates or
2. Press the Add button to create a new one.
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3. If you select an existing template, press the Change button to move to the editing window.

4. Do not forget to enter a subject line for the email.

Printing/Emailing Giving Statements
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Pressing the More Options button opens the Edit E-Mail Message window. Each recipient email
address is listed on the right side. You may also add an attachment to the email, perhaps a Word
document or another pdf document. These attachments, if any, are in addition to the pdf attachment
which is the giving statement.
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Composing/Editing Email Message
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Dicti [Document
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[ Close ] [ ] Save]

As with the other Enhanced Notices within CDM+, the composition window allows you to type your
email message or copy/paste from some other source. Notice that you can even embed a graphic,
such as a signature. Additionally you can embed variable information into each email, such as
personalizing with the person's salutation.
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Emailing Giving Statements - General Options
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O Pending Code O Selected Columns
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The other tabs and areas on the Giving Statement setup window are identical to their hard copy printed
counterparts, except for the new PDF tab at the right.
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Emailing Giving Statements - Security
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Selecting the PDF tab reveals seven additional lower tabs. The Security tab allows you to password
protect the pdf attachment which is the Giving Statement. Set the User Password to require the
recipient to enter this password in order to view the giving staement. Set the Owner Password to
prevent anyone from editing the pdf file.
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You might annouce in the bulletin or newsletter that the giving statements are being sent out and that
the password required to view them is "XXXXXXXX".

Emailing Giving Statements
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Finally, after the Giving Statements have been emailed, the date is recorded on the Giving Unit
Information window.
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