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User Guide

Introducing the Chabad Management System

by enter value here

The Chabad Management System is a complete database
organizational system that can assist you in organizing your
Chabad House.

Using top of the line database technologies based on
Microsoft Office, the Chabad Management System easily
integrates its powerful features with the programs you are
already using.

The information in this manual strives to give you, the user,
a good overview on using the program.
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1 Introduction

Dear Shliach,
We are pleased to present to you the new update for the Chabad Management System.

This update incorporates many new and exciting features, improves existing features and fixes bugs.
In order that you maximize your benefit from this new update, we compiled an incomplete list of
these improvements. Please read through it and then keep it available to use as a reference.

This information is presented in two formats: a) a windows-style help file which is easy to work with
on screen and b) a printable pdf file. This was done so that the new information will be more easily
accessible to you and in turn more easily implemented and with minimal assistance.

In order for you to more easily focus on the new features that were implemented, the new features,
improvements and list of bug fixes are organized by the Version they were implemented. To see
what version of CMS you are currently using, click Help > About Chabad Management System.

Each Version section describes its changes in three categories:
o New Features: This section lists the major new features that were implemented in this new
version.

o Improved Features: This section contains a partial list of features that were improved on in
this new version. Since these are not totally new features, the explanation on them are not as
detailed and no screen shots are presented.

In some cases, a feature that was improved on was put in the New Features section because the
improvement added a completely new twist. Conversely, some features listed here may appear
to be New. The bottom line: You should go through this section in order to get the most from
this new version.

e Bug Fixes: This section contains a list of bugs that were corrected in this version. If you were
experiencing a bug in the previous version and want to know if it was fixed in this version,
check out this section.

Each topic in this section will describe, in short, the bug as it was in the previous version -which
was corrected in the current version.

If you come across any bugs, please be sure send an email to bugs@chabadms.com. Our
software engineers are working round the clock to ensure that the system runs smoothly and
that any errors are corrected as soon as possible.

Please read through this help file and use it as a reference.
Before calling tech support, check this document and see if the question you have is addressed
herein.

In due time the information here will, IY"H, become part of the built-in help system.

As always, if you have any suggestions for a feature you would like to see implemented in the future
or if you come across any bugs, please let us know.

Wishing you the best Hatzlacha in your Shlichus,
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Sincerely,

Yisroel Pinson
Chabad Management System

FAQ's
How versions are named?

The version number reflects the approximate date the version was released.

The first number is the year, after that its the month, following that is the minor release.

For example, version 8.02.1 is the first version that was released in February, 2008. Version 7.06.3
is the second version of June 2007.

Do | need to update? What Version am | using? How do | update?

To benefit from the new features, improvements and bug fixes, you should update regularly.
Updates are released on a regular basis. A current subscription is required in order to run an update.

You can tell what version of CMS you are using by clicking Help > About Chabad Management
System.

You can easily tell the latest version available for download by visiting
www.chabadms.com/whatsnew.htm or click Help > Program Updates. There, you can download and
install the latest version.

Where can | get information about the main part of the program, not just these version
updates?

For the latest version of the Integrated Help System (IHS), go to www.chabadms.com/whatsnew.htm
For a printable user guide, go to www.chabadms.com/download.htm

In due time, the information in this document will, I'Y"H, be added to the user guide and IHS. For now,
please use this document as a supplement to the User Guide and IHS.
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Version 8

New Features
Bad Email List
This list helps in finding and correcting "bad" emails that may cause email broadcasts to fail.

At times Outlook will not send the entire batch of email because of one bad email address. The
problem was, how do we know which email address is causing problems.

To view the list of these "bad" emails, click Tools > Maintenance > Bad Emails

NCOA Processing

Process National Change of Address by the US Post Office via Satori Software, fully integrated. No
import/export needed. US Only.

Additional fees and Satori account required.

CC Processing for the EU

Now all countries in the European Union, including England, France, Germany, etc., can integrate cc
processing in CMS. Funds are processed in the local currency.

For more information about the CC Processing Integration module, click www.chabadms.com/files/
ccpi.pdf

Payments and Bills

This version makes core changes to the structure of the Payments and Bills system that affects your
data. Please be sure to read the information in this section so that you fully understand there changes
and how they affect your use of the program.

Introduction

These changes simplify the data entry and reporting and make for an overall improvement in
optimization and efficiency. In implementing these enhancements, it was necessary to consolidate
some of the detail tracking. For example: receipt numbers, thank-you letters and other fields that were
previously tracked in the "split" section of the transaction, are now tracked on the transaction itself. In
simple terms, this means that a single transaction can have just one receipt number, one thank-you
letter, one solicitor, etc, associated with it.

The function of splitting a transaction is of course still possible but only for the purposes of applying it
to multiple bills and for splitting categories and subcategories.
A bill will also have the Date Due field in the detail, allowing for recurring pledges as before.

Running the update will consolidate data in these fields. Where necessary, the Description field will be
updated to store the multiple splits information. For example, if a single payment had has two splits
with each split having a different receipt number, only the first receipt number will be stored in the new
Receipt Number field and the Description Note will be updated with all the receipt numbers (for
reference purposes).
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If, in the remote chance, a single bill or payment has different data in the fields listed below, just the
first occurrence will be retained.

Field List: Solicitor, Organization, Mailing, Memory/Honor, Receipt Number, In Memory Of, Letter and
Goods Received.

2.1.4.2 Bill Window

Click New Bill on the Transaction tab to bring up the Bill screen.

Mew EBill

Hame: Plotkin, Avrohom E. & Goldie el e :[,
Address ~abad Lubawitch of Markham: 83 Green Lane, Tharmbll, ONT LIT & =]
Category: | =] Date: | e |
Hate: |
Envoice 2 Letter: | |
DateDue  Subcategory Pricing Detads Qty UnitPrice  Disc. Amt. Ext. Price
T¥]  wmimoa ] $0.00 $0.00
I
|
ureess | vef o] |
Total Amount: .00
Auto Charge: | 1 Total Paid: .00
Terms: | Amount Due: §0.00
MemaryMHonar: | Solicitor; | =
Crgangzaton | =] Haiing: | =]
<< Hide Detals Cancel | OK I

Notice the following changes:

o Letter is instantly available at the top-right -one letter for the entire bill.

e Memory/Honor, Organization, Solicitor and Mailing are readily available at the bottom -one for the
entire bill.

¢ Hide Details button will hide these four fields.When clicked, the button changes to "Show Details".
You can set the default visibility of these fields under Tools > Options > Invoices.

Note: The "Use Simple Bill Screen” option has been discontinued. Instead the Show/Hide Details
option should be used.

2.1.4.3 Payment Window

Click New Payment on the Transaction tab to bring up the Payment window.
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] Mew Payment .
Name: [Plotian, Avrahom E. & Goldie -] HmpHer: -1 |
Address: [chabad Lubavitch of Markham: 83 Green Lane, Thorrtd, ONT L3T 645 | |
Date: /252008 Method: [Check B | =
Amennt: s0.00 | Me: |
Mate: [
F Reeet: I Sent Letter: | =]
Category Subcategory Amount Applied
b 0.00 | =@
temese._| tty Pt | x|
InMemary of: | = Sokiditor: [ =1
Organization: | = Maling: | =l
Memory Monor: |
<<tsdeDetols | mosfy.. | viewoepost..| conce | oK

Notice the following changes:

¢ Receipt, Send and Letter fields are in the top section -one for entire payment.

¢ Row for Category, Subcategory and Amount. This makes splitting a payment more intuitive. For
payments that are not being split, just enter one line.

o Applied check box is a read-only field that indicates if this row in the payment is being applied to a
bill.

o Apply Payment button. Click this button to bring up the Apply window for easy and simple applying a
payment to one ore more outstanding bills. See next section for details.

¢ In Memory Of, Organization, Solicitor, Mailing and Memory/Honor fields along the bottom -one for
the entire payment.

¢ Hide Details button will hide these five fields.When clicked, the button changes to "Show Details".
You can set the default visibility of these fields under Tools > Options > Invoices.

Other Important Points:

e There is an option for "Prompt to Apply when outstanding bills exist". Tools > Options > Invoices.
Setting this option will automatically bring up the Apply Payment window when you enter the
Category section.

¢ Clicking the Apply Payment button when there are no outstanding bills, will prompt you if you want to
enter a new bill. You will get this prompt if you have the "Prompt to apply" as well.

2.1.4.4 Apply Payment Window

Clicking Apply Payment brings up the Apply Payment window.
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Apply Payment
Apply this payment to one ore more bills by modifying the Apply Amount field andjor chisdking the Applied chedk box accordingly. H
Irvwoice # Category fSubcategory Billed Amount Faid Amount Due Amount  Apply Amounit prhdi_
- 50,00 |l
- 50,00 |l
- e T T ; 3 0,00 I
e : : ; 50,00 |
]
Total Payment: $55.00
Total Appled: $0.00
| Total Other Iiems: $0.00
Total Fiemaining: $55.00
t -
Concd | x| 5

What you see is a list of invoices that are unpaid or partially paid. It clearly shows you the original bill
amount, how much was paid and how much is left.

The simplest way to apply is to check off the Applied field starting from the top. The system will
automatically calculate how much to apply as you go down the list.

Of course, you don't have to start from the top, you can choose which bill to pay and how much to pay,
using the Apply Amount field.

Note: If a single bill was split amounts different subcategories, each subcategory will come up in its
own line. This allows for the payment splits to be created automatically when you click OK.

Definitions:

e Total Payment: The total amount of the payment.

o Total Applied: The total amount of this payment that is applied to various bills.

o Total Other Items: The total amount from this payment that is not applied to any invoices. This would
only be the case if category/subcategory information was entered prior to clicking Apply Payment.

e Total Remaining: The total left to apply, (after deducting the Total Applied and Total Other Iltems
from the Total Payment). This will never be more than that the Total Payment but it may be less. If
its less when you click OK, you will have the option of manually entering a split for the remaining
unapplied amount (this will become "Other items").

Version 8.3.4
Added "New bill" button to enter a new bill directly from the Apply Payment screen.
Added Bill Date field to the list of fields.

Version 8.3.5
Bills associated with an AutoCharge payment on a Credit Card will not come up in this list.
See www.chabadms.com/files/ccpi.pdf for more details on the CCPI module.

2.1.4.5 Transaction Tab

Enter topic text here.

2.1.4.5.1 Show Splits
When viewing Bills, the default view is not to Show Splits.

When not showing splits:

e Each invoice takes up just one line.

¢ [f the invoice is split into multiple subcategories, the word "(Multiple)" will be displayed after the
category name.

o Each line will display the total bill, total paid and total due.
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e The date of the bill will be shown, not the date due.
o Filtering can only be done based on Category.

When showing splits:

e Each invoice takes up as many lines as it has splits.

o Each line will display the date due, category and subcategory
o Filtering can be done based on category and subcategory.

2.1.4.5.2 Transaction Type

On the Transaction tab, Transaction Type (Payment or Bills) has been moved to a more conspicuous
location - to the top of the Transaction List

2.1.4.6 Transaction Reports

a) Support for exporting all reports. Details, Totals, Phone/fax/email/address, choose fields

b) "Amounts by" option (Total, Average, etc) even for Detail reports.

¢) Amount tab. Option for Filter by Individual or Total amount.

d) Save/Load report criteria works for all options, including Contact Criteria, Total Amounts,
Fields displayed (old saved reports will need to be resaved).

f) Contact Criteria tab includes Programs and Not programs at the same time as well as Areas
and other (Association) fields.

g) New Bill report (beta) - not all filter options apply or are available. (I think I'll seperate this
into its own window).

2.1.4.6.1 Full Exporting

Transaction Reports now support full exporting.

e Exporting works for both Details and Total reports.

e Can include Phone/fax/email and mailing address

e Choose which fields should be exported (Columns tab).

2.1.4.6.2 Contact Criteria
Contact Criteria tab added to Transaction Report window.

Transaction Report

Bepart | Categaries | Date | Amount | Method | Columns | Qther | Banquet  Contact Criteria

Chok a bution to select and view aiteria, 1F ariteria ks acthve, e button will be bold.
‘When bold, moving your mouse over the button will display the giterra.

Demographics
r City r ZoCode. |
r State... r Country... |
r Areas
Reset wad | save | cancd | ox |
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This allows you to generate a report on Contact Associations and Demographics.
It also allows for including and excluding Programs at the same time as well reports based on the new
Areas feature, recently implemented.

This criteria works for exports as well as for Saved reports.

2.1.4.6.3 Save/Load Criteria

Load and Save Reports was totally redone to support many of the new features implemented in this

version.

In the process, many minor bugs were fixed as well.

Now supports more options in the Transaction Report screen, including Contact Criteria, Columns, and

Total Amounts.

Note: Existing saved reports may no longer work. If you get an error when Loading a saved report that
was created in an older version, simply delete that saved report and recreated it.

2.1.4.6.4 Amounts by

On the Report tab, "Amounts by" option for group totals.

This applies to Detail reports as well as Total reports.
You can choose can do Total, Average, Minimum Amount or Maximum amount.

2.1.4.6.5 Total Amounts

Total amounts allows you to filter the report based on Total Amount given.

Click the Amounts tab for this option.

Transaction Report

Report | Categories | Date  Amount | Method | Columns | Qther | Banguet | Contact Criteria |

Limit i Amount

™ Indwvidual Amount

# Total Amount

Amoaunt; |-

=] |

e e

Reset ] .

5000]

i
i

—
E—

2.1.4.6.6 Authorization Number field

This field is now available on Transaction Reports.
(Requires the CCPI module. See www.chabadms.com/files/ccpi.pdf)
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2.1.5

2.1.6

eCheck Integration Service.

This feature allows you to process eCheck payments direct from a donors bank account. All you need
is the Routing Number, Account Number and some other information about the account and a eCheck
(ACH) will be processed directly into your bank account.

This is much cheaper than credit cards and is a great alternative to "the check is in the mail"...

elheck
' . Bank Information
Authorize.Net p—— =~ |
Stil using PC Charge? Bark Mame: |
Fiease contact “ﬁ:, support Flouting Mumber: | e
o upgrade to Authorize. et : -
cal 625-791-7072. Account Humber: |
Account Mame: | *
Already using Autharize.net but )
need to activate aChedk? Billing Information
Do NOT do this directly on hizaly v
Authorize. MNet, Contact tech Aoy Ll j
support to activate this feature. |
Hame: |
Billing info is the address Company Name: |
assodated with the bank Address: |
t. 5
account., <Optional Gty [ State J 2: | | |
Ernai is usad to send aubomatic Country |
emnad confirmation b d
m?ﬂmﬂ s other Information
Auste Al Phone: |
Fax: |
Emad: |

el || x|

To sign up for this option, please contact tech support at 626-791-7072 ext 4.
Unapplied Payments Tool

Tool for quickly locating payments that are not applied to an invoice.

This tool is useful for those who enter a bill to correspond to every payment. Using this tool, you can
easily locate any payment that does not have a corresponding bill and create those bills.

Click Tools > Unapplied Payments

EB Unapplied Payments [=lle ES
Double click on a record to edit and then apply as needed =
Applied Contact ID Hame | Company Date Amount Category Subcategory
O [E=E [abel, Richard | 2/27/2008] §33.00 |Adut Education  [eemara e |
O [ [Bbel, Gal | 2/27/2008] 525,00 Panguet [hournal e |
O {5199 [Abel, Alan & Jane [ 2272008 $500.00 [Adult Education  |Gemara |

B

Record: M| 4 |[ 1 b |Bi|r#]of3

You can then double-click (or click the button to the right) on any payment to open it and apply it.
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2.1.7 Bill Report

Totally redone, redesigned and easier to read.
(note: this report is still in beta and your feedback is welcome)

Click Reports > Transactions
Choose Bill (beta) from the Report Type drop-down.

You can choose other options but not all options in the Transaction Report are available for this report.

Here is what the new report look like. Notice that it is more concise and neat. It puts each invoice/bill in
a single line and shows the total paid and due on the same line.

Taokal: S465.00 SIII.III 45500
Tokaeim , Fuben 11256 23/2004 Tuibon: Camp 5£25.00 2000 £25.00
Zokasim, Fuben 1157 332004 Tuiton: Camp £125.00 £0.00 £123.00
Zokaeim , Rubern 11443 3[16/2005 Donalion: Camp Stholarship £550.00 £0.00 £550.00
Tokal: S700.00 L0000 70000
Zussnan, Marda 11773 1/5/2004 Banquet: Ressnation £180.00 £0.00 £150.00
Zuge an, Manoa 11373 Y5004 Banquet: Jornal S400.00 £0.00 £400.00
Total: £580.00 S0.00 S3B0.00
Dwerding, Sdemon & Evey 11226 443003 Banguet: Reservation £350.00 £0.00 £350.00
Dwerding, Sdomon &Evdy 11350 73002004 Adult Bducation: Gemara £3.00 £0.00 £3.00
Iwerding, Sdemon & Evey 11351 F30/2004 Camp: Sub £3.00 £0.00 £3.00
Total: £366.00 S0.00 £366.00
Zymoff, Jad & Elen 11213 4 3{3003 Banguet: Joumal £500.00 £0.00 £500.00
Tymoff, Jadk & Elen 11212 4 3203 Banquet: Resenation £0.00 £0.00 £0.00
yroff, Jadk & Elen 11315 31572004 Tuibon: Hebrew Schod £175.00 £0.00 §175.00
Zyroff, Jadk & Elen 11506 14/16/2005 Event: Direwer $25.00 $0.00 §25.00
Tatal: 570000 50.00 5700.00
Grand Total §261,593.36 $0.00 §281,593.36
Wedresday, Febeuary 27, 2008 Page 67 of 67

2.1.8 Statements via Word -email

You can now generate statement with a Word Merge.
Note: This feature is in beta. Your feedback is welcome

Click Reports > Batch > Invoices & Statements
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[ Batch Invoices and Statements s
General | pates | Categories | Eooter Lines | Other |

Output:
Job: Inchade Emad;
[Statements beta) =]  [EMad |

Cance o

Choose Word Merge from the Output Drop-down
Choose an Email address from the "Include Email" drop-down.

You can choose other options from the other tabs, as needed.

Click OK.

In the following screen, choose your predefined Word Template for statements.

A sample template is located in the C:\Chabad Management System\Sample Templates (Template
Fields) folder. You can copy this file to your Documents\CMS\Tempaltes folder and make changes to it

as needed, or create your own Template and insert the fields as they are in the sample.

Using this feature, you have full control of the look and feel of your statement. In fact, you can make it
look like a letter, with a small stub at the bottom of outstanding bills.

Here is what the sample looks like:
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. 5]
I Adarl, 5TEE
Febraary 2B, 2008

bl il ol e

Chabad of My City

Chiad MRS RS Sy itE

La18 Palorma S
PaEadena, CA BI04

Dotair Wisroel,

Emer baxt of letier hare.
£ bt of latier harw,
Erfnr bant of lefier hare,
Erfnr bant of lafinr haira,
Crane bk of lgsinr hird,

Erted Bt o T bea,
Bt Bt o T bt
Ernner past of lnmr hare.
Ernner past of lnmr hare.

Emnr baxt of letinr here.
Eminr bext of letinr here.
Emer baxt of letier here.
Efdid bl of T hicu,

Eriter text of kether hare Ervter best of letier here.
Eesner it of Mther habre. Ervine S of lemier Bare.
Deser text of Witer Pare. Drier Sl of laliee Bare,
Deser teet of Wier Rabre. Drier Shat of lalee Bare,
Deter biet of Wiber Rare. Drier e of lemiee hire,

g it of WEAE Rt B o of WS e,
Eomge vt of AT Rt Brter et o WS e,
Encer taxt Of Wioer hasre Erisr otax of e e,

Encar that Of WIDEr hasra

Enter text of letber hare. Enber texk of letier here.
Erer text of betber heere. Ervier best of letier here.
Erter text of betber here. Erter best of letier here.
Eetie biat of Wiber B, Drted Biad of S hice,

w.chabad.org

Eriter tuxt of lther hare
Erner text of letter hace.
Erser tiet of liher hane
Erser tiet of ther hane
[rser et of ier hare.

fmnge Yt ol WTHE R
ngs teet ol WTHE RaE
Embar that Of WD hasra:

Enter text of lether here.
Erber fuxt of bether here
Erter text of lether here
Eetie tiad o Wiber Rade.

SecnEly,
Eutm lorots # s ] ] |
Foralr ] ABGSE A3ERAny Ches A [T Py
Tobai: 1100 50 000 FrrT-]
R A, VOS[BS MESISESEE Talie 8
— =

IaaTm oy oy SVas 2 ME | D Cucciincomsc Mo cucr paacin o OGS OF My CITY

A N oy o o o T e T e T o DERTRAAREE o o M e FRADRE o o

AT S Gl B QTG DR SRR PR G

Tt Erm

The email field is included in the statement merge allowing you to merge your statements into an email
message.

2.1.9 Security

"Private" setting for Contacts and Notes. Groups that have "Private Access" have access to privately
flagged contacts and notes" All others are restricted from these records.

Admin flag for Groups to automatically give full permission to all Program Domains.

Security implemented for banquet and gifts. If these tabs are no longer showing, be sure to assign
yourself "permission” to these Domains.

2.2  Imporvements
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2.2.1 Maintenance section on Tools menu

A new "Maintenance" menu was created. This menu will be used to consolidate maintenace related
commands.

Currently this menu has

- Suspected Duplicates

- Transfer Info

- Unapplied Payments

- 'Bad' Emails

2.2.2 Word Merge. Add TransactionNote field

<TransactionNote>

This is the main note on the transaction, not the note on the transaction detail. For In Kind Donations, it
is recommended that this field be used. for backwards compatibility, the <InKindDescription> field will
remain available.

2.2.3 Transaction Report: Total By Account

Added Total By Account for Transaction Reports.

2.2.4 Location of Data File

In addition to saving the last data file used, the location of the correct data file is now stored in the
database. When a different data file is used, a startup warning appears and an alert window comes up
periodically. The alert window can be snoozed for various time intervals.

Using the wrong data file can be extremely damaging, the system automatically reopens the last data
file used, even if it is not the correct data file. When this happens (for example: opening up a backup,
or simply uninformed users who loose network connectivity and select an old copy), a warning will be
displayed.

For peer-to-peer network setup (no server) and the data is located on one of the computers, it is
important that even the computer on which the data is located on, should access the data over the
network, via a mapped drive to its own shared folder. Not setting this up properly will cause the alert
window to come up even though the correct data file is being accessed.

Initially, the "Correct Data File Location" is automatically updated based on the data file that was used
when the update was run. To modify this location, click Tools > Options > File Locations tab.

2.2.5 Camp Module Organization

Bills created when enrolling a camper will automatically have the organization associated with the
category of the bill.

2.2.6 Thank you letters

Thank you letters. One per transaction.
Each payment now has a single thank you letter, even split payments will generate a single thank-you
letter.

When splitting a payment, if using the Built-in letters, the purpose field will display "Multiple" if more
than one subcategory was used.
Word Merges have new field for <SplitDetails> which can be used to display the details of the split.

If only part of the payment is tax deductible, the Goods and Goods Value should be entered. This
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information will automatically come up in the built-in letters. Word Merges should use those specific
fields for <Goods>, <GoodsValue> and <TaxDeductibleAmount>.

In Kind Letters separation

Because of this change in the way letters are generated, batch thank-you letters will no longer include
In-Kind donations letters in the same batch. These need to be done in a separate batch.

This was done due to the major changes to the way letters were being generated, namely the
combining of splits into a single letter. In Kind letters don't use the Amount field and should not be split.

2.2.7 Multi Letter

Added <TotalAmount> field.
This can be used in the text of the letter and/or as a total below the <MultiLine> field.

Check Number was added to the <MultiLine> field.

See Multi-thank you letter for details on this feature.

The sample template in C:\Chabad Management System\Sample Templates was updated to
demonstrate this.
The sample template was also updated so that the tab stops are better aligned

2.2.8 Payment Options for Statements

The Payment Options for Credit Cards at the bottom of a Statement is now customizable.
Click Tools > Options > Invoices to modify this setting.

2.2.9 & for International

You can now choose other words and/or characters for the 'And'’ type.
Tools > Options > Style

This affects the way Labels and Salutations are rendered.
Mr. & Mrs. or Mr. and Mrs.

International users (South America, for example) can use "y" for "and".

2.2.10 Default Date Range

Set Default Date Range for Transactions.
Tools > Options > Other tab.

Until now, the default of "Last 12 Months" was fixed. You were able to change this after the program
started but when you exit the system, it reverts to "Last 12 months".

If you want a different date range to be the default, you can set this option.
Keep in mind that setting it to "All Dates" will have an negative impact in performance, espectially with
large databases and network/multi-user.
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2.2.12

2.2.13

2.2.14

Credit Card Security

Visa and MasterCard implemented rules to enhance card holder's security and reduce fraud. These
rules are collectively known as PCI Data Security Standard.

To be PCI compliant, CMS implemented these standards by encrypting the credit card number that are
stored in the database. All stored credit card numbers as well as newly entered ones are now
encrypted and cannot be visually retried by anyone.

The Credit Card Processing Integration module, will be able to process cards just as before. However,
if you were using the credit card fields to store card holder data for visual retrieval to be processed
outside of CMS, you will no longer be able to do so.

If you need to edit a credit card number, double-clicking the credit card field will clear the old number
and allow you to enter a new one.

Open File Progress

When connecting to your data, either when installing an update where the program connects to your data file for the first time, ,
or by clicking File > Open Data File. A progress window is now used to display the progress.

Open Data Files e

Connecting to the Data Files you selected.
S:CMS. b
S:\Campumdb

This may take a few minutes, dependng on whether these files are located on this computer or on a
| netvwork, and whether others are osmenly accessing Eeem.

IMPORTANT : Do not intenupt the process.

Connexcting io Data Fles...

When connecting to a data file that is in use by others and especially over a network, the initial
connection can take several minutes. In the past, during this process it appeared as if the program
"froze" which prompted the user to End Task -not a good thing.

Program Startup

Optimization in startup speed by over 50%.
This is especially noticeable in a multi-user setting over a network.

Statements/Invoices

Added options to the Other tab:
¢ Include/exclude post-dated checks.
¢ Include/exclude bills associated with recurring credit card charges.

Reports > Batch > Invoices/Statements > Other tab.
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2.3.2

2.3.3

Bug Fixes
Version 8.06.1

Search by Receipt No
On Find By > Receipt No. Error: Enter parameter value tblTransactionDetails.ReceiptNo

Camp Module -- Tuition Plan

Enforcing of Category in a tuition plan

Prior to this fix, bills created with a tuition plan that did not have a category cased error and bills would
need to be reentered.

List View Check/uncheck error

International Windows (non-English) get error when checking or unchecking hames on list view

This is due to the translation of True/False. A message comes up asking for parameter value of True /
False in that language.

Outlook Sync
Programs Modification

Outlook Sync date/time stamp not being updated when a contact is added/removed from a program
individually or in batches using Manage Programs

Batch Letters
When batching ‘notice of donation’ or ‘pledge letters’, you get error if BOTH limit to ‘not been sent’
AND limit to ‘complete mailing’ are unchecked

Contact Report. Exclude Demographics
Using 'not" will also exclude Null, for example, choose Not USA, will exclude those with NO country.

Word Merges Quote " Issue
If there are quotes in the Note field, the merge failed, this is now fixed by converting the " to ' before
the merge.

Version 8.05.2

contact Report. Sort by Street
Street numbers are sorted as text, not as numbers. This causes 1190 to come before 890, for
example.

Transaction Report. Bills (beta)
When totals only for Name/Company, does not display the Name.

eCheck processing
Name, Company, Address, Phone and Email fields sent to Authorize.net display the wrong information

Version 8.05.1

Transaction Report. Income/Expenses
Causes Syntax Error

In Kind Thank you letters
Built-in letters not picking up the < InKindDesciption> field.

Receipts
When clicking Send Receipt, an error occurs asking for NameAdd parameter.

This error only occurs when the option is set to use Built-in Letters, but you are attempting to generate
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2.3.5

a receipt (which only works via Word).

GoodsValue Default

Default amount corrected so that $0.00 is used (instead of Null).

Apply Payment to Negative Bill

When applying a payment to a negative bill (a bill for a negative amount, such as a discount on a
separate line), the applied amount does not stay after clicking OK.

8.04.1

Default Payment Categories Not Working.

The new way of applying payment to bills changes the way default categories can be used.
Only works after attempting to first Apply. When applying to a bill, the categories of the bill will be used.
This feature works best if "Prompt to apply"” option is set.

Identical splits not showing in transactions report.

Transactions for the same person on the same date, same amount, same everything, show up as a
single transaction, causing report totals to be off.

Word 2007 Letter Saved in History

Files that Word 2007 was creating (that have .docx extension) were being referenced in in the
database with .doc extension, causing the file link to be invalid

Batch Letters for Bills

Enter Parameter Value "tblTransactionDetails.LetterlD.

Transaction Report. Total By: Receipt Number, Deposit

Causes error and report is not totaled as requested

Missing "Sent" check box for Bill

Sent check box not available in the bill screen.

Solicitor and Mailing Fields not being picked up from applied bill

When applying a payment to a bill, if the bill had an associated solicitor or mailing, the payment should
“"inherit" the same solicitor and mailing.

Manual override of Receipt Number

Double clicking the Receipt number (after the payment is entered) allows one to edit this field.
This will not update the internal receipt number counter.

Camp/School Module Data File connection and update

Not connecting automatically to Camp/School data file. And therefore, not applying update to data
structure of the camp/school data file.

Envelope

The default size for envelopes was corrected so that it is now Envelope #10.

In most printers, this size works fine. In some cases, we have found that this needs to be changed
manually before printing by clicking File > Page Setup and choosing a different option for your paper
size. -this will vary depending on your printer.

For some printers, it may be necessary to use Word to generate Envelopes using a pre-defined Word
Template.
Click Tools > Options > File Locations to set this option.
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2.3.6

2.3.7

2.3.8

2.3.9

2.3.10

2311

2.3.12

2.3.13

No Bills

Generating a Statement or Invoice batch of Envelopes or Lables produced an error requesting for
Parameter Value of Contacts.NoBills.

Fixed: January 2008.
Camp/School Data File

The Camp/School data file request would pop up (randomly).
User would click OK or Cancel several time to dismiss this annoying but harmless message.

This would come even when a user never activated the camp or school modules.
Fixed January 2008

Adult Education Report

When adding Phone, Fax or Emails to an Adult Education Report, the student would come up multiple
times, once for each phone, fax email address that he or she may have.

Fixed January 2008.

Bill Totals calculation

At times, the Bill Total, Amount Due, Amount Paid or Paid Status may not have been correct.
Fixed January 2008

Invoice/Receipt Counters

In heavy multi-user settings, duplicate invoice and receipt numbers were possible to be used when
data entry was being done simultaneously at many computers.

Fixed January 2008.

Birthday Reports

Exclude Deceased option. Defaults to exclude.

Fixed January 2008
Statements Issue

Specifying date range will exclude the bill, but not the payment.
This has been correct so that date range now only affects the bill and all applied payments will show.
Options have been added to exclude post-dated payments.

Miscellaneous Bugs

Some bugs fixed through the development of version 8.x If you are experiencing any of these, be sure
to install version 8.04 or later

Letters/Receipts based on Organization causes error "parameter expected 1"
Thank-you letters envelopes caused error

"Not all tables found" message -even when not running update.

Contact Criteria in Transaction Report. Some buttons not working correctly.
Quantity total in transaction report not showing.

¢ Quantity "enter parameter value" message when generating Transaction Reports.
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Camp Module Second enrollment with no tuition plan chosen, causes invoice total to be incorrect.
Payment thank-you letter field disabled.

Transaction Report for Expenses: Rec/Cle error.

Batch letters. Screen labels do not work.

Transaction reports do not show duplicate transactions (same date, amount, category etc,)

Bank account register deposit reports, error.

Invoice number not showing up on statements when bill entered from the camp module.

2.3.14 Camp/School Application
Added the following fields

<Label>
<Salu>
<cHisHer>
<cHeShe>
<cRelation>
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3 Version 7
3.1 New Features
Enter topic text here.
3.1.1 Gift Tracking

Track gifts that you give or distribute to your contacts.

New tab on the Contact View screen (main screen of the program).

This tab can be "turned off" if desired. Click Tools > Options > Custom Fields tab. Display Gifts.

Setup your Gifts
Click Tools > Options > Gift List.

Enter Gifts as needed. Gift Name, Value and Note

Manit
y
3

fecord: 14| 4 | 7 b mi|re]of e

Gl Value

425.00
$15.00

Enter a Gift record
Navigate to the Contact you are giving a gift to.

On the Gifts tab, click New Gift. Enter Gift, Date and Note. Click OK.

You can edit or delete existing Gift reocrds.

v [ =
Dogsbe: ajL&jz007
Mobe: lPersnnai visik, Very Fce persod

i | o]

Batch Gift Entry

If you want to enter many Gift records to a group of Contacts based on a program, click Batch Gift

Entry.
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Choose the Program, select Gift, enter Date and Note (optional) and click Create Gift Records.
You'll be given the number of records about to be added and prompted to confirm.

You should do this if you sent out a mailing of gifts. You can update a program based on the mailing
criteria (Tools > Manage Programs) then use that program to create Gift Hisotry records.

:Bﬂlcll GiftEntry 1

All contacts assigned to this program..

Prodgranm: [Chabad Coenenurdty =]
Should have this gilt history record created,
s m =]
Dabe: af16/2007
Mate: [General Delvery
cancel | Creste Gt Records |

Contact Reports based on Gift history
You can make reports based on whom you gave or didnt' give gifts to. Based on which gifts, over a
time frame. Individual gifts or total number of gifts.

Some exmples:

e List contacts who did not get a gift in the last 2 years?

o List of those who more than a total of $500 but did not get a matza last year?
¢ Follow up email on those whom you sent honey this year.

Click Reports > Contacts > Gifts tab.

| Contact Report
Report | dssociations | Demographic | Marked | Iransactions | Other | Family Gfts | CampjSchool | Columns | Export Fields |

W Use Gt Criteria

Date R
Gt [Honey -] iz

m :I-

S From: | 1jij007 1]

& Limit to Cankacts wha recedved Ta: EVETTE|

" Limdt b Contacts whs i il recsie

Fiker Type

& Single Gil

™ Tolal Mumber of Gills: |

Criteria Suerenary: Limit Conbacks; Exchode Cortacks; Exchuda Addressas;

et | =]

3.1.2 Embedded Stationery

Using the Built-in Letters, you can have your own stationery in the letter.
Simply create a graphic that has your stationery and designate it to be used for you letters.
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3.1.3

Chabad of Pasadena

Serving the Greater 5. Gabriel Valley

lbere i where you

ol yoar Lange

g st ail

L Fgust 16, 2007

W Bir AlanAbel

54 Betben 5t

Wb Pusadena, CA 1 2345
Diar Wz Aleal,

Eaiaallpatel®e  [would like o take s op porbarsty to fhank you S your gesesous costrbation of

mbge detiguined v hundwed doBars o Chibad Maragerest Syrienm Yoor corhiba foevell goa

Ty, bowg wragy bo help etablisha sroeger bond of desityand svusres teooghoatoor
Joarish correnomity.
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Flabba Chaim Hamolea
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C Tzt 10 By b 954
¢ Recerpd#: 172 DorutionDabe  £132007
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Import Contact List

If you have a contact list to import, click File > Import > Contact List.

Creating the graphic needs to be done outside of CMS and CMS does not support this part of the
process. Consult your graphic desiner for assistance in this.

Once you have graphic file, click Tools > Options > Stationery and choose that graphic.
If you're using CMS on a network, the location should be on the shared server.

This is not just for the logo, but can be the enire letterhead and side bar with a background
watermark. Use your imagination.

It can work in conjunction with the built-in letterhead or replacing it, depending on the other settings
on the Stationery tab (options screen)

Note: This is an advanced feature in that it requires you to prepare your contact list in a very specific
format. This, so that data that is brought in to CMS is formatted correctly.
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There is an Import.mdb Access Database file where you need to bring you list into the Names table.
Once in that table, the Import wizard will validate the data and import it.

If you need assistance in "cleaning up" your list and getting into this Import database, we still offer
this as a service.
3.1.4 Automatic Desposit Slips

In the Bank Account Register, select the deposit you want to generate a slip and click Deposit Slip.
This generate a list of payments associated with the deposit. Its formatted like a deposit slip and will
automatically have your account number on it.

You should be able to bring this to the bank.
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DEPOSIT SLIP
Account Mumber:  B200015192
Dieprrsit Dates Saturdlay, v 15, 2006
Murniber Arvvoumnt
Tatal Cazhi 2 Dlesns) $£72.00
Theck,
&r £200000
43 450,00
64373 £100u00
42527 42,500,00
Q4 $59.00
B43E F100u00
87 $44.00
T £500000
e £350.00
654 41,050,00
65 £250000
345 750000
12# $55.00
o5 £255.00
Tobal Theck: 14 [temilsh 36, 26300
Total Deposit: 16T ke 5} $6,335.00
Chabad Management, ,,
3.1.5 Check Printing by Check Number

Printing Batch checks are sorted by Check Number.
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In the Bank Account Register, click the Print Checks button.

This feature requires a Word Template that holds the design and fields of the check.
There is a sample template in the C:\Chabad Management System\Sample Templates folder.
Copy this template into your My Documents\CMS\Templates folder and make changes to it as needed.

Then you designate the template as the check template for you Bank Account
Tools > Custom List Setup > Accounts

3.1.6 Multi-thank you letter

Generate a single letter for multiple donations.

This is useful when a person contributes often.
This works via a Word Merge and implements a new field called <MuiltLine>.

In order for this field to display the data correctly you must use a row header and fixed tabs in Word.
There is a new Sample Templates that demonstrates how this should be done.

Template Name: Multi TYLetter.dot

Locations: C:\Chabad Management System\Sample Templates
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3.1.7 Areas

Set up "Areas" for more easily managing mailing and lists.

An Area is defined as a group of zip codes.

If you find yourself having to enter many zip codes and zip code ranges each time you need to
generate lists and mailings, this feature is for you.

You can define as many "Areas" as you need to, and add zip code and zipcode ranges to these areas.

To set up Areas, click Tools > Custom List Setup > Areas
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(0031

Erter Zip Range

st [
End: [ _usdate |

L= 1

fmcord: 14| 4 | 15 k| el es] of 34

31

When you make a reports (Reports > Contacts), you can limit the resulting output to a predefined

Area. This option is on the Demographic tab.

[
Contact Report

Farily | Gifts | Camgischoat |
Repot | Assodstions  Demographic |

Choase ba Fiker by City, State, Zip Coda and by Country

Cobwing | ExpestFieids | aduk Educstion |
Marked | Transactions | other |
Demnographic: © Or & and
Iip Code
™ Mot

City Srate | Courtry
™ Mot Limit o State: =1 T ot
Floral Park el I =
Fhushing AB
Folsom Ak
Foothill Ranch Az
Forest Hils BC
Foet Collrs c.
Fort Lauderdale g
Fret Les ALISTRALTA
Frunkain Yalky CANADA
Fox Point ENGLARND
Framangham ESRAEL
Franklin (=]
Freehold |

_ Rt |

Criteria Summary: Limit Contacs; Exchude Contacts; Exdude Addresses;
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3.1.8 Adult Education Module

This is a new module that is included in the basic package.
There are no additional fees for this module but a current subscription is required for its continued
use.

To enable this module, click Tools > Options > Custom Fields and check the Adult Education Module
check box.

When this module is enabled, the following screens become available.

e View menu > Adult Education -- Course Browser

¢ Main Screen (Contact View) has Adult Education tab

e Reports Menu > Adult Education Reports

¢ Contact Reports screen (Reports > Contacts) has an Adult Education tab

3.1.8.1 Course Browser

Here you can browse scheduled courses, view attendees and more.

Courses 0 Enrodiments for: 2008 Winter\ Shabbaton Weekend Retreat

;
[

Harmes | Biled | Paid | Due | Gty |

Isras] Trip
=1 Winber

shabbaton Weekand F

=0
=l 1997
= Fal
Arts and Crafts of Shal
Chassidus
Gershon Wachtel
Hebresy
Krawitz - Know Your Fa
Prayer - Creating a Re
Shabbat Cinner {adult)
Shabbat Dinner {chid)
Simger - Missionary Rok
Singer - Missionary Fok-
Takrwd
Wed, Lunch
Wed, Lunch - Ten Com
Liwirsg Judiism
=+ Winbar
#1993

Click Schedule Courses to ... schedule courses.
Click New Enrollment to enroll people in the selected course.

Schedule Courses Window
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Ao Bl Sattings (For selected course above)

Years... I Semesters... I

Select Year: [E I | =
Semesher Course Dake Instructor
[ =l = | =]
[fwiricer | Erbbaton Weekerd Retreat  _~] | [ =1
| i || i || I i |

Cabegory: E.‘ﬁﬂ. "I Subcabegory: mal = | [Fee Amounk: 40,00

| tnstrctoes... || Removecowss | [ ok |

Here you can schedule coureses and setup Years, Semesters, Courses, Categories and Instructors.
When setting up a course, be sure to enter the Category, Subcategory and Fee amount associated
with that course. This will be used to automatically enter bills and payments when enrolling people for

that coures.

Reports can be done based on any of these fields. See Reports.

3.1.8.2 Courses and Catagories

Course Setup

Courss: Bk Eyored Moses

Courss Type: [Coursze ~][E=]

Descripkion:

Categories: [kl Study, History[Eio | e
Delete: 4 |

Record: 14| A4 || 19k | b b cf 519

Each course has the name, course type, description and categories.

When scheduling a course, you also associate an instructor to the course and when it will be given

(Year/Semester).

Each course can be assiciated with one or more categories
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Select Course:  [Bible Beyond Moses =
O advarcedTast OLanguage O scence
O swuto-ographies Ovectire O seminar
O asic Judasim Otevine O shatbat Cinrer
B et study Orerch nLearn [ shatbston
couwse ezl [ study Greup
O ethicsiLaw O vel. MakahjConcert{Trips [ Taimudic
OFasith O wiwsh O 14 Planring
[ Friday Ladizs [ vz O wasserman
[ Hestory fEio Orarentingrelatiorship ] womnen
O Hokday O Passover Seder O #orkshop
O rolocaus: D rticsopty O ¥outh and Tesn
[ rerael Oreager
[0 Jewiish Hoe and Practice [ Praver
O O Furim Seadah
O kebaiish D retigion/Messionary
New Category | Delets Catogory | [ oK |
Reports can be made based on Course Name, Type, Categories, Year, Semester or Instructor. See
Reports.
3.1.8.3 Course Enrollments

Enrolling a person in a course can be done in two ways.

1. From the Course Browser, select the course and click New Enroliments, then select the person to
enroll from a list.

2. From the Adult Education tab, locate the person you want to enroll, then click New Enroliment
and select the course to enroll.

In both cases, the following screen comes up where you see the person to enroll and the course to
enroll in.

Cuanitity: ||— Autcenaticaly charge this credit card
Total Amount: | [ i

wewbd | viewPayment | cancel | o |

Enrolling people in a course automatically creates a bill and payment if so desired.
If you are using the credit card processing integration, the card entered here will automatically be
charged as well.

Check in reports (at the door) can be easliy printed out, that show who is enrolled and amounts
paid/due.

© 2008 ... Chabad Management Ssytem



Version 7 35

3.1.8.4 Reports

Reports in the Adult Education module are simple and powerful.
Similar to Contact reports, they give you many output options such as email, OneCallNow and

Exporting.

Click Reports > Adult Education.

Adult Edication Heports

Beport | Courses | Categonies | Types | Irstroctors | Einancisl | Feds |

Output [E<reen =]
Repart [list I |
[ =]

W Seperate Pages for each courss
(Soreen Lisk reports ondy)

I Usa Outhook Draft Emad
{Bulk or Personal Emaing)

Reset | concel | o |

There is also an Adult Education tab on the Contact Report screen that extends the existing contact
reports to be filtered by Enrollments in any Year, Semester or Course.
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Report | gssocstions | pemographic | Marked | Transactions Qther |
Bamdy | Gits | CompiSchood | Colwmns | EuportfFieids  Aduk Educstion |
E=it ]
= OJra
| &rts and Crafts of £
O chassidus
O Gerston wachted
O Hetrew
nkrm-xrm‘rw
O fraver - Crasting &
O 5hatbst Dinner (ad
[0 shabbst Dinner (chi
O 5inger - Missionary
IO singer - Missionary
O Tt
Owed. Lunch
D\llbd'. Lusruch - Ten
[Oiving hudaism
+ Mlwhnker |
<] ¥
Criteria Summary: Limit Contaces; Exchude Contacts; Exdude Addresses;
Rest | concl  |[ x|
3.1.9 No Bills option
Any contact flagged with No Bills will by default be excluded from Batch Invoices and Statements
Click the Contact Details button on the bottom of the Main screen (Contact View).
3.1.10 Bill View -no split
By default, the Bill screen will display the list of bills without their splits.
Check the Show Splits check box to display the detailed splits on each bill.
When displaying the bill with no splits, the Total Billed, Total Paid and Total Due will show as well.
3.1.11 Fast Start option
Want to speed up the initial start up of the program?
Click Tools > Options > Other tab and choose None from the Startup View option.
Other options are List View or Startup View but these views take time to load, depending on the
amount of records you have and the speed of (and traffic on) your network, the startup time will vary.
If you choose None, you can display the List or Contact views by choosing that option from the View
Menu.
3.1.12 Show Address/Phone in Transaction Reports

Transaction Reports can now show Address and Phone information when totalling by Name,
Invoice/Bill.
Click the Columns tab (Reports > Transactions) for this option.
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3.1.13 Camp/School Module
3.1.13.1 Transportation

You set up transportation under Tools > Camp/School Setup > Transportation.
When enrolling a child in camp or school, you can (in addition to the bunk or class) indicate how they
are coming and going (AM and PM Transportation).

You can make report lists, exports and word merges based on Transportation data you enter.
Click Reports > Camp/School.

Click Customize.

Total and Subtotal by Transportation Type, AM/PM and more.

Fields tab allow you to display various tranportation related fields on the reports, exports and word

merges.
Edit Enrollment 1

Clazs: | =] - Transpeetation
Semeshars PR ring
[pust - (Bus) =]
Stop: |1 =]
Mote: |
Aftermoon
Doy [Pehcen, Tuse, Wed, Tho, Fri Select Days... Fuz- o) ]
Mote: swop: [ ]
Mote: |
Satus: [ s
Tuition Plan: [Fustion 1 |
cancel | o |

3.1.13.2 Reports Total by Name

Camp and School reports now support total by name.

This is useful for example if you want a report each child and a list classes/bunks the child is enrolled
in and for which sessions.

Click Reports > Camp/School.
Click Customize. Total by: Name

3.1.13.3 Contact Reports based on Enrollments

Make any Contact Report based on Student/Camper enroliments.

This opens up the possibility for generating emails, OneCallNow uploads, etc, etc. (everything you can
do with a Contact report) based on Student/Camper entrollemnt done in the Camp/School module.

Click Reports > Contacts > Camp/School tab.
Choose Year (and optionally Class/Bunk).
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Beport | pssocistions | Demagraphic | Masked | Transactions | Other | Family | Gfts  CampiSchool | Colunng | Export Fields |

Ereolled in

Year |51.rrrne| 2007 =1
=]

Sestion

7
2

Criteria Suerenary: Limit Conbacks; Exchude Cortacks; Exchude Addressas;

rot | =il

3.1.13.4 Medical Info

Extended fields for camper/student medical information added.
Physician Name and Phone, Insurance Carrier and Number, Allergies, Notes and SSN.

Click View > Students/Campers > Medical Info tab.

[l 'Students

Physician Mame:  [Dr. Rosen Insurance: fenberd =] == [pes-25-e7s2
Physican Phons:  [718-652-6985 Tnsrance Mo [38523251

Alergies: Jhats, Mk

Seback Year: [Summer 2007 - Hew. .. | ehain... I
Record: I'lli I L] "'IDFEIE

These fields can be displayed on the reports. Click Reports > Camp/School > Customize > Fields tab.
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= Customize Report
General | Student | Grades | Buniks | Sessions | Locations | Enrcllmert  Elekds |

Field | Dacder -
[ Tranzp Mema AM

1 Transp Foute Fid ll
[ Teansp Cimvet P
[ Transp Merra Pt il
I Parenis Label

[ Faents 5 alutation

[ Physician

O Prysician Phore

O inswrance

O lnsmiance Mo

] Medical Hote ™~
< ¥

comcel [ x|

3.1.13.5 Current School

This allows you to enter the school of a child just once if you don't use the Application feature which
would require a seperate application for each year.

This new field is available on the main student/camper screen.

When updating the School field in an application of the current year, the Current School field will get
updated as well.

This field is available on reports for both Application and Enroliment.

3.1.14 CCPI
3.1.14.1 New User field

If you are using PC Charge, you need to specify which PC Charge User to use.

Previously, CMS mapped to the Admin user in PC Charge, you can not control this. If this user did not
exist in PC Charge, it needed to be created.

Now you can enter the user name exactly as it comes up in PC Charge.

Note: we encourage discontinuing the use of PC Charge. Please contact tech support for upgrade
options to CMS Live Processing.

3.1.14.2 CMS Live Processing via Authoirze.Net

CMS now integrates its Live Proccessing to work with Authorize.Net
If you currently have the CCPI module via PC Charge, please contact us for upgrade options.

3.2 Bug Fixes
Enter topic text here.
3.2.1 Double close backukp reminder

Exiting the program and being promomted to backup, just once. No more double reminders.
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3.2.2

3.2.3

3.24
3.24.1

Deduct*a*ble amount spelling corrected

mn nyn
|

The correct spellink is Deductible with an "i", not an "a"...

This type was in the bulit-in letters when using the Goods feature. You can click the Goods check box
in the payments screen and specify that the donor received goods and enter the goods Value and
Description.

New categories not showing

After entering a new category in the Category Manager (Tools menu), the category would not show
up in the Subcategory List (because there were no subcategories yet for that category).
This has now been corrected.

Camp/School module
Multi-year Edit Enrollment

When viewing multiple years' enrollment, editing an enrollment cause an error.
This has now been corrected.
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4.1
41.1

4.1.2

4.1.3

414

4.1.5

4.1.6

4.1.7

4.1.8

Version 6

This version is not yet available.
Improvments

Camp Module

1. Sign In/out Sheets based on the date you enter.

Banquet

Allow for manual modification of Quantity of Guests.
This is useful for when reservations are made without knowing who the guests will be.

View guests both on the host page and the guest page (if someone else reseverd)

CC Processing

CC Payments entered from the Batch CC screen are assigned a TY letter based on the Category.
If the category is one that defaults to a TY letter, then a the TY Letter check box will be checked and
the default ty letter will be used.

Bank Account Register

Choose payment for a deposit can now be sorted by Date, Name, Method, Check# and Amount.

Total facelift.

Notify Letters

You can now include the Donors Address, City, State and Zip (in addition to the name and amount
donated.

For Built-in letters, the additional fields will be available in the Available Fields drop-down, under
Customize Letters.

For Word use the following fields:

<DonatedBy>

<DonatedByAddress>

<DonatedByCity>

<DonatedByState>

<DonatedByZipCode>

Occasion Report
Hebrew Names and parents names on Yahrtzeit (and other) occasion reports
File Links -Folders

You can now link a folder to a contact.
This avoids having to link many files and allows you to simply select a single folder if you keep all
correspondence to a person in a folder.

Fiscal Year

Transaction reports by Fiscal Year in addition to Year.
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4.1.9

4.1.10

4.1.11

4.1.12

Reminders

Multi-user compatible.
In order for this to work, you must have Security (tools menu) enabled and create a separate user
account for each user accessing the database.

CMS Reminders for letters.

Family Report Contact numbers

Associact a Phone, Fax or Email with an individual family member.
Generate reports based on this data.

Reminders

Jump to Contact feature opens the main screen to display the Contact for which the reminder is about.

Below is on the TODO list and not yet implemented

Other types of reminders are those that are connected to tasks you need to do in CMS on a
recurring basis.

* Sending TY Letters

* Invoices and Statements

* Batching out credit cards

* Weekly Emails.

* Birthday Cards or Yahrtzeit Letters

* You can define you own task reminders and specify their frequency.

Budgeting

Connected to Categories and Subcategories.
Allows for tractions reports budgets.
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5 Version 5

5.1 New Features
5.1.1 Reminders

The Reminders feature provides popup reminders on various items in the program. It is modeled
after Outlook 2003's reminders in which all reminders popup in a single window, avoiding the
multitudes of Windows that plagued previous versions of Outlook.

A Reminder can be associated with a Note (under History) or an Occasion (Birthday or Yahrtzeit).

EL T —— 2ix]
Diata: gr772005 || Tme [ 231PM From: [Stephan
Type: = = T FEG
Subject:  [Tefin Status: [ =
Mate: Wants to start putting on Tefilin, Asked to be called back next weekbo &
onfirm. |
=i
W Reminder [ 52008 x| [eo05 am =]
carcel | ok |
1%
ecaskn rthoa | =
Person (from family) [John Abbott =1
Diates | Bisfz00+ 5| After dark?

Hebrew Date |Ls [T Recaloulste

Cedebrated on: Erglish =
Hote |

™ Reminder | BSI005 [eaaPm o]

When a reminder is associated with a note, it acts as a Follow Up reminder. Typically, you would
enter a note on a contact and flagging that note with a reminder to follow up by a certain date. This
type of reminder requires you to enter a date (and time) when to follow up.

When a Note Reminder pops up, it can be snoozed for a specified time or dismissed totally. You can
also open the note item direclty from the reminder window to see more details about that note.

When a reminder is associated with an occasion, by default, the date the occasion reccurs next is
used. You can specify if the Hebrew Date or English date should be used by choosing "English” or
"Hebrew" from the "Celebrated On" field (previously named "Send Notice For").

Like Note Reminders, Occasion Reminders can be snoozed for a specified time. However, when
clicking Dismiss, they are not totally dismissed, because they will come up again the following year.
To totally dismiss an occasion reminder, the Occasion itself needs to be edited (which can be done

© 2008 ... Chabad Management Ssytem



46 Chabad Management System Update

through the Reminders window or through the Occasion tab), to indicate that no reminder should be
set for this particular occasion.

The Reminder window will automatically appear 15 minutes before a reminder is due. You can
specifiy another time variance (30 min, for example) or disable the popups altogether (Tools >

Options).

55 Optionsondsettings 23]

User Info | cestionery | Syl Trwolces | Lettersimecepts
_ flelocstions  Qher | custom Feids Phone Cals | Credi Cards
— E-mad Options i Securty

¥ Direct to Mad Application Administrator Password

¥ Break up emals into groups |

o amount:[ 2 ' Activate Fonm Level Security _:,mp...l
Personal Folders: sonal Folders 1 Fiemirdass
| ¥ [Use Reminders|

_ T Riemindes should appear [ B0 minutes before dus

Category: mm x

o | B [ Dtect Duplicabes vhen entering rew reconds
| I Lok Main Farm upon startup

[+ Rmember Report Criteria from last use

' . ™ Optimize for large orgarization
R - act View i % auort for cryystate
Fiter: | =l

Cancel sty [ ok |

To view the Reminders winodw manually, click View > Reminders. This window will appear
minimized upon startup if the Use Reminders option is enabled. This window can be resized to
display more reminder items, a scroll bar will appear if there are more items than can be displayed.
Clicking the Close button (X) will have different effects depending on the Use Reminders option. If
the option is checked, clicking the X will hide this window but it remains in memory and will
reappear when a new reminder comes up. If this option is not checked, the window will be totally
closed. In both cases, you can view this window by clicking View > Reminders.

CITr ix]

John Abbott 26 Av, 5764 Birthday
Cume; 629/ 2005 02:34 PM

ﬂ_bu: [ oue in | pescrption

Yahetoek Crverdue: 27 Minubes Abvin Abrahamson 26 fv, 5764
Fire: Mew Danor Crverdue: 9 Hours, 27 Mirukes Abesoff, Bd - Cal
meb.lms Crvardue: 19 Hours, 27 Minutes Aber, T2vi & Hadassah - Visit

e 2 Days, 4 Hours, 53 Min I John Abbot

Click Snooze bo be reminded again in: Effll'l.mﬁ . Snooze Open Iem Dismiss
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In order for the reminder to ring (play a "ding") when due, the Sounds folder needs to be accurately
designated under Tools > Options > File Locations and a wav file called "bell.wav" needs to be in
that folder.

5.1.2 Statements

1. Individual Statements
Click the down-arrow next to the Send Invoice button.

2. Statement Date Range will filter the Bills by Due Date but the Payments by Date.
5.1.3 Goods Received

Enter Value of Goods Received on a donation screen. This will appear on the donation receipt and
available when merging.

Click the Goods check box on the Payment screen to bring up a window where you can enter this
information.

The receipts in the built-in letters will automatically display this info.
Word Merges now have additional fields for this.

<GoodsDes>

<GoodsValue>

<TaxDeductableAmount>

Impremented 5.08.1.2

5.1.4 Directory

Contact Report support a new format: Directory.
Choose Directory from the Report drop-down.

NC: To prevent phone numbers that are marked with NC from showing, click the Exclude NC check
box on the Columns tab.
Up to 3 phone numbers can be displyaed on these reports.

5.1.5 Contact Report Saved Filter

Create a Contact Report based on a saved filter.

When you have an active Filter, generating a Contact Report will, by default, use that active filter
as a starting point. Only those names matching the filter will be included on the report.

When not in an active filter, or to override the default (so that if you are in an active filter the
report should not use that filter), click the Other tab on the Contact Report screen and choose a
filter or clear the filter (depending on what you want to do).
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5 Contact Report - Active Filter: Big Donors [ 2] =]
‘Report | pssociations | Demographic | Marked | Transactions  Other | Eamiy | Columns | Export Fistds |

— Date added - — [Dvatter chiansged
[a Daters = [l Dates =l
To: I—M To: I_M
r—Lireit to Maene:
Saved Fiter: |Big Donoiz =1
Lask Mo lethers between. ..
From: [ Tes [

[T Limi to Seleckad Names

__Sdected_|
Criteria Sumenary: Limit Contacts; Excude Contacts; Exduds Addresses;

ot | ceal |k ]

This features has been implemented in version 5.06.1.2

5.1.6 History Face Lift/Emails

This is a major improvement in the History tab on the main screen (Contact View).

There are now three types of history items to view: Notes, Files and Emails. You can switch between
these views using the View drop-down on the history tab. (The File Links button is no longer
displayed as this is replaced with the View drop-down).

Notes: This is a replacement of History Items of the previous versions. The screen that comes up
when clicking New or Edit Note was also improved. The From/To mix up bug was also corrected.
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Contact View _.

 fddressfPhons | rograms | Transactions | Fapdy | Belationships | Qccasions  History | Banguet |

Find by
Lasst, :

= Abbott, John & Stella =, H st 1e@chabadms, com

123432 Berg T, E-Mail 2: test2@chabadms com
l% Pasadens, G4 12345 E-Mad 3: bt 3@chabadms, com
His First:
[ | Type | Dae | Frcen [To [ Subject [State |
Her Last: El Phoned-Thon  W26/2000  Cham “fizoel Phoned:Thon  Resched
I | E @] 11/20020.. | Frsor, ¥, Frescheed
Her First: E] Email [Inecening) 472 Chasbe Siephar  Arolber Test Ladl Mess.
I j" &l Phone-&-Thon  2/2/2003  Stephan Fabbi wihial & way Rezolved
TARS003 T el visst

Compary: - B ca

I =l Caled bo say that pushka is ful and ks bringing ik in

The preview check box displays a preview of the Note. To modify the note, click the Edit Note

button.

Files: File Links are more easily accessible in that you don't need to click the File Links button to

open a separate screen.

This feature allows you to associate files on your computer with a contact.

Files is very useful for storing links to files that a contact may have submitted to you. Examples:
camera ready ads, pictures, documents. When sending a letter to a Contact using Word, the letter
can be saved in the correspondence folder and a link to that file can be created here. See

Correspondence Tracking (implemented in version 5.05) for details.
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Contack View | -

 ldressfPhons | programs | Transactions | Fany | Relationships | Qecasions History | ganquet |

Find by
Lasst, First: View
- Abbott, John & Stella E-Mal: test1g@chabadms.com - E—
123432 Barg SAr., E-Mail 2; test2@chabadms, com
ks Pasadena, CA 12345 E-Mal 3: best3echabadms, com

[ Tupe I Size | Modiied
: = . Adobe Acrobat Docum... 1M0KB 1141772003 115500 .
[ I~ | " brochure, pdf Adobe Aciobst Docum... 110KE  11/17/200% 11:55:00, Here Pl Link |
Her First: [ bt John Stella-20 . Miceosofl Word Dot 7KB  GA2/2005 24141 PM
[ =1 | @] abbonJohnStela20.. Micsosoit Word Docum.. KB S/E/2005122225AM Edt Fike Link |
: [ Abbott John Stela20. . Micsosofl Word Docum. 27KB  5N2/2005 25513 PM
[ =1 |®]testtt doc Miceosolt word Docum . KB 5M12/2005 30557 FM Dedste Fle Link |

Emails: This is the most significant new feature in this section. You can now view emails from
Outlook, sent and received, originated from CMS or not, personal or bcc, directly in this screen.
Emails are detected and displayed in this list based on the email address(es) that this person has.
The first time the list is populated for a contact it can take several minutes (depending on how
many emails are stored in Outlook). During this first pass, a local cache (storage of data) of these
emails is created so that subsequent requests for this contact's emails will be retrieved much faster.
Still, because of the delay (even in subsequent passes) in retrieving emails, the email list is not
automatically filled when navigating to a record. You must click the Show Emails button or select
Emails from the View drop-down.

In order for this feature to work, you need to specify the name of Outlook’s Personal Folders folder
under the Tools > Options > Other tab. By default, the name of this folder is "Personal Folders" but it
may be called something else on your computer.
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Find by EdﬂmMmleumlym[Fm]m|wm_ History IWI
Lasst, : | Wiew
- Cha = Hanoka, Chaim 8 Chani Home 1: (B26) S64-8225 Emal =
Chabad Horme 2: (626) 554-8620 .
il 145 Las Lunas Street Fae: (6:26) S54-1040 [ Preview
> Pazadens, T4 91106 Home 3 (626) 564-2512
His First: ] J
[ | | Fiom [ Subject [ Received [InFolder | =
Her Lask: ;F Chabad Manageme...  Suppart Bon 20772006 325 A Sent [bems
[ I~ | 7 Chebad Managems.,  HewWYersion Sun ZAP005 BO9PM | Bk - Shew Emals |
Her First: =i Chahad of Pacaderia  Emaling 2-13-2005 Sun 232005 1023 P | Inbox
[ j" ﬂ Chabad Managems... | BE: Emaiing: 2:13-2005 | Mon 2/14/2005 104 &M | Cancel
[G"'L_, 1 Chabad of Pasadena  HM: thanks for foang th .. Mon 2/14/2005 11:55AM  Inbos
| | Chebed Menagerms.,, RE: thanks e ang th,.  BMon 2714/2005 549PH | Senl Items Beset Cache |
Address: =] Chabad Managere.. Betabews Wwed 2F232005 221 AWM Serd e j
— = _gmoa |
Streat Name:
ﬁ 1 snalyzed vour dats and came bo the conchusion that it's the Sound folder that was speclied
|incorracty on & non-exidtent petwork location thak was causing the delay.
1 fixed i for you and all should work, wel row.
EENEENERENERENENENENERENEEENENE NNNNNENENNENNEEER Tasks & Scheduls |
cmt:ﬂl" THG PIHI-ufZZtiB (X8 Detals | B

Because this feature is accessing "sensitive” areas of Outlook (namely: Email addresses) that many
viruses try to get into, Outlook will display a popup window asking you whether you want to allow
this. You MUST allow it or an error will occur. In order to avoid multiple popups of this window (for
each email), you should choose to allow this for 5 or 10 minutes.

While the email list is being filled, do not try to access other areas of the program or an error may
occur. You can click Cancel to stop the process but you only get the speed in subsequent passes if
the retrieval of the emails is done completely. There are progress indicators along the bottom of
the screen that show the progress of each Outlook folder and the overall progress so you can have
an idea of where its holding.

Once the emails or visible, you can preview an email by checking the Preview check box. You can
also open the actual email by clicking the Open Email button.

The Reset Cache button will clear the cache created for this contact that speeds up the process.
Click this button only if you think that (for some reason) emails were missed. An example that
comes to mind is: if more email messages (of earlier dates) were imported into Outlook after the
first pass.

TIP

If you store your Shluchim Exchange emails in Outlook, it is recommended that you use Outlook to
create a separate PST file and store those emails there. In addition to reducing the size of your main
pst file, it will speed up the process of getting and displaying emails because the folder for the
Shluchim Exchange emails will not be under the Personal Folders folder. Please consult the Outlook
Help for instructions on creating and managing multiple PST files.

Should | suggest that you may elect to delete older Shluchim Exchange emails (they are all
searchable on ShluchimExchange.com anyway.

This feature only works with Outlook, not with Outlook Express or other email clients or web based
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email. If you are using another email client, it is recommended that you change to Outlook. Outlook
has the ability to import emails from other Programs. Please consult Outlook Help for Importing
instructions and setting up your email account.

If you're hooked on to AOL, you should look into the possibility of configuring Outlook to access
AOL's email via IMAP. Please consult AOL help for details.

This feature was implemented in version 5.06.2.0

5.1.7 Camp Module

In its ongoing quest to provide excellent data management services to Shluchim, we are making
available the Camp Module*.

Camp Module Features*:

Camper Application tracking

Staff application and hiring.

Enrollment tracking

Support for Locations/Divisions, Bunks, Sessions, and more
Daily Attendance tracking

Integrated billing: Setup tuition plans and schedules for quick and easy data entry.
FULLY INTEGRATED with the main CMS Program.

Trips and Activity Scheduling

Detailed camper notes

Emergency Contacts

Medical Info (allergies, medications, etc)

Custom fields and more

Powerful and customizable reporting.

Screen shots of the Camp Module are available.

A trial version for 10 campers will be available.
www.chabadms.com/whatsnew.htm

*Not all features are available
*Additional yearly fees apply -ask for details

5.1.8 Correspondence Tracking

Letters sent to contact are automatically stored in history as a file link.

In order for this feature to work, you must designate a folder to be the "Correspondence” folder.
This is done under Tools > Options > Letters/Receipts tab.
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Eie Locations | Oithes | CustomFelds | phonecals | Credwcads |
Werifo | Stobonery | sbde | jvoes  LettersfRecepts |
— Thank-ywou Latter Opbions:

(¥ Liz& Word for thank-vou letter:

Dreifauk thank-you lether bemplate

imenits and Settings|Visroellity Documents\CM5| Templakes|NevTemplateSanple.dot| (|

" Use Bult-in letters

| Shonw Recelot Stub on Ietters I Show Hebress Date o lethers
F |Purpose. ¥ | Tax [0 Number
Defauk receipt templake o R
attings)isroel Pinsony Doctments|CMES| Appk aton Tenplates|Receipt Merge Fiekls.det| |
Deesfaul comespondence letter bemplate
.Setth;s'l.\'m-:-a{mwoccmrmclﬁhwmﬁtmﬁmwmmgeﬂﬁs.m:El
Cormespondence Folder

| CiiDoouments and Setbings| risroeliFy DooumentsICMS Cormespondence| El
Dosfank: Thank=You Lether Word Amotunt Feld

=] [Potars =

When generating a letter via Word, the system can now automatically save the letter and a link to
the letter in File Links if you leave the "Save Letter in correspondence history” check box checked.

&1 MS Word Templates and Documents ill[

% Create a new ‘Word Document (based on a Templata).

s i¥isroe! Pinsoniiy Documenits| TS Applcation) TemplatesLestter Marge Fiekds, dok|
¥ Lisa Defaul Template

1] Use ary enelstineg Word Document

W= Create & pew Word Dooument, (from scratc)

[¥ Save Letter in Commespandence History Cancel | o |

This feature has been implemented in version 5.05.1.0
5.1.9 Store Picture to Individual Family Members

You can associate a picture to an individual family member.

This feature will most commonly be used for children (Hebrew School or Camp) but can also be used
for adults.

In order for this feature to work properly, you must first designate a folder where these pictures are
stored. The actual pictures as NOT stored in the database, just a link to the pictures.

The recommended location of the pictures folder is My Documents\CMS\Pictures, however, on a
network setup, this should be changed to a shared folder (just like the CMS data file is shared).
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To designate a Picture Folder, Click Tools > Options > File Locations for this option.

g5 Options and Settings ﬂil
Userinfo | Statonery | Stk | [rrvoices LettersjReceints |

Blelocatios | gther | CustomPFields | phenecak Crodt Cards |
Defaul ervelope Word bemplate I [Lkse Word for Envelopes

[3ouments and Settings|YisrosfiFy Doouments|,CMS|Applcation Templates) Templates|Ervelope. dot| E‘

Doeifauk Labels Word templste

| and SettingsYesrosfiMy Doouments|CMS1Appbcation] Templates| Templates|Labels Avery 5160, dok| El

Doesfawl yahetziot letter Wird bamplabe

|5 and Settings)yisroefiMy Dooumsents|CMS| Appbcation Templates) Yabrtzed: Letter Marge Fields, dit| E‘

Dbk bisthoay betber Word bemplate

|sttings | isroed PinsonlMy Documenks\CMS|Apphcation| Templabes\Birthday Letter Marge Fiedds, det | ;-';|
Dwfawik notice of donation letter Word templats

1 Sattings!Yisroel PinsoniMy Documents\CMS! Applc stion| Templates|otify Latter Merge Fiekds.dot| G|
Sound Foldar ¥ Frovds Feadbadk with sound

| CiDoouments and Ssttings|Visnoed\My DocumentsCMS|Aopdcation) Sounds| EI

| C:\Documents and Settings| YisroeliMy Documents\CMSifictures| G5
Backup Folder ™ fustomsticaly bhackup on dase

| | gl
D Drive Letter: [0 # Offios KPJ2003 Cancel | Eippity | ok |

Be sure to store all your pictures in this folder. If the location of this folder is moved, all you need
to do is change the Picture Folder Location setting.

e On the main screen (Contact View) of the program, click the Family tab.
o Select the individual family member and click Edit/View person.
e Double-click the picture space to select a picture.

This feature was Implemented in version 5.04.1.0
Picture Formats supported as of version 5.04: bmp only. (Support for jpg gif formats was added in
version 5.6)

5.1.10 Events/Reservations

New tab on Contact View for Events.
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| Adress/Phone | Programs || Transactions  Events |Fm|ﬂﬁathrsl'bs]gxm]ﬂstw[wl

Find by
Last, Eirst: |
= Abbott, John & Stella E-Mall: best 1 Ebchabadms, com
123432 Barg Str, E-Mai 2: et 2@chabadme. com
His Last: Pasadens, CA 12345 E-Mall 3: best3dchabadms. com

contact: M| 4T v | mofazie

Events can be set up by clicking Tools > Custom List Setup > Events

x|

7 Event Mame: |Summer 05 Shabbaton
Ewerk Date: f 7125/2005 v Active
Categary: |Evenl: ;l
Subcategory: [Shabbaton |
Moke: With Guest Speaker

F.abbi Yossi Jacobson

Attendees. .. Cancel

Record: H| 1 || 1 F IHIp-*.I of 4

You can enter and edit a single reservation similar to entering a bill, the difference being that only
categories that are connect to events will be available.

You can enter batch reservation by clicking the Batch Reservations button.
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B3 Batch Reservations -- Ssummer 05 Shabbaton - Event: Shabbaton il
Event Date -
|Summer 05 Shabbaton =1 |?‘||'25,|'2I305 Edit Event | Mew Event Delete Event |
# of Amount
Contact Name People Attendee Type Note {per person) Total Amount
abbott, John & Stella ~[ z Jadu - £15.00 $36.00
Sabersky, Rolf - z adult - $15.00 $36.00
Caedler, Gerald - 1 Child - $5.00 $5.00
Eber, Shmuel & Sara Leah - z A dult - $15.00 $36.00
‘icherashansky, Elishu &lna i Adule - $18.00 $36.00
b - 1 - $0.00
Clear Records Enter Records Close | J
-

You select an event, enter a list of people and click Enter Records. All bills and corresponding event
reservations are entered. If more details about a reservation need to be entered, you can edit the
reservation afterwards in the Event tab or Transactiontab (bills) for that contact the same as any
other bill/event reservation.

5.1.11 New Features 5.02
5.1.11.1 Credit Card Processing Integration (CCPI) Module

This section contains information related to processing credit cards within CMS. If you purchased the
CCPI module or are interested in getting it, please read through this section in order to benefit from
this feature.

5.1.11.1.1 Previous Version feature

When you enter a payment that is associated with a credit card, it takes a few more seconds for the
payment to be entered. You will see a status under the selected credit card number "Charging
Card..." and after it goes through a small message pops up telling you the Authorization Number.
VERY IMPORTANT: If you are not seeing the status or you're not getting an authorization
number, THE CREDIT CARD IS NOT BEING CHARGED! Please call tech support ASAP to ensure that
your credit card module is setup properly.

5.1.11.1.2 Associated a Credit Card with a Bill

You can associate a Credit Card with a bill that is due at a later date. In the Edit/New bill screen,
select a credit card or enter a new one. You can associate a card with a bill that is split into a
schedule of payments with different due dates. In this case, the credit card will come up (to be
charged) when the individual split is due. (See point 3 for actually charging these cards.)
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5.1.11.1.3 Associated a card with a recurring bill

You can use the "Bill Schedule” feature to automatically enter a split bill with various due dates
(weekly or monthly) and associate that bill with a credit card. Click the down-arrow next to the New
Bill button for this option, (See point 3 for actually charging these cards.)

B Eill Schedule - -
Eiegn Date 412008  Category:  [Donation -
Frequency: Micevthly i Subcategory: |[General r
Mo. of payments: 12 Detad; o,
Amountz $100.00
Credit Card Processing Opbons

Automatically charge this aredit card when payment is due:
[Visa - 0015 Exp: 11110 =l EdtCad. | MewCad. |
cacel | Enter |

5.1.11.1.4 Batch Credit Card screen

To view and/or charge upcoming credit cards, click Reports > Batch Credit Cards >

@ Upcoming Credit Card Charges =R =]
Charge Cards | | crecar | undexa | | esrea.. ||Edtrawment..
| charge Status | Hame | category | Amount| Date Due | Card | Mumber |ep. |

O[N] trrvabd Cardbu... Abel, Richard Danation: Ganeral £10.00 312008 Ve  ooo-ooociona-2132 0 0120
(M charged: 000000  Abel, Alan & Jane =1 Gold: 110 Round £30,00 362008 Visa ) =00 000000 15 1110
OO 1rveld Card i, Abel, Richard Donation: General $10.00 42008 Visa  oooioooiweoi-2132 020
DE Irvald CardMu...  Aber, Tzvi & Hadasssh Donation: General £25.00 4/1/2008 Amex ooo-oooon-31321 12/09
oo Abel, Richard Danation: Genaral £10.00 5/1/2008 Visa wmaoi-ooni-ooa-2132 0120
o Aber, Tod & Hadassah Donation: General £35.00 S/1f3008 Amex oon-oooone51321 12/08
P | Comphe te Charged: 1 Total: £30.00 Faded: 3

A list of all upcoming charges comes up, the charges that are due or passed due are checked, and
future charges are unchecked.

You can edit a bill directly in this screen, by clicking Edit Bill. Once the card is charged, you can
edit the payment that is automatically entered by clicking Edit Payment. If you make changes to
this list (by editing a bill), you can click Refresh List to view the updates you made.

The "Force Dups” check box will force the Payment Server to accept more than one charge in the
same amount to the same card on the same day (otherwise the charge fails with a Duplicate Trans
error.

Click Charge Cards to begin charging the cards that are checked. As the cards are being charged, the
status at the bottom and totals are updated. The Status column and color code as well on each row
indicates where the system is holding. It takes about 3 seconds for each charge to go through. You
can minimize this screen, and do other work while the charges are going through.

Another Recurring charges feature: If you want to peek ahead and view what is not yet due up to,
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30 days forward (for example) you can have not-yet-due bills show up (but cannot be charged) in
the Recurring Charges screen. Click Tools > Options > Credit Cards and enter the number of days you
want to preview ahead of schedule.

5.1.11.1.5 Credit Card Security

5.1.11.1.6

You should enable Security so that the cc info you more secure. Click Tools > Security to set this up.
At minimum, you should assign write permission to the Default Group and create one user in the
Default group. This will force your to log in with a user name and password when starting the
program. If more than one user is using the program, you can create various groups with different
permission levels. Each user will only have permission based on the group he or she is in.

Batch Settlements (Host/Terminal)

The following only applies if you are using NPC as your processor which is doing Terminal
Settlements. If you are using PaymentTech as your processor, this does not apply to you. Your
settlements are done by PaymentTech and not on your end. This is called "Host" settlements.

You should use the Auto Settle reminder feature. Click Tools > Options > Credit Card tab and check
Auto Settle reminder. This way you won't have to open PC Charge to do your settlements. Settling
can only be done from one computer. Click "Make this computer the one to do the settlements”
check box and enter a time for when you should be reminded (default 5PM). When the Settle screen
comes up, you can click Settle, Dismiss, or Snooze a selected amount of time. To settle manually
(not waiting for the reminder), click Reports > Batch Credit Cards > End of day Settlements.

End of Day Batch Settlement -

Click the Settle button bo settle 2l credit card charges or click Dismiss ko
dismiss bodays reminder,

Settling should be done daily 2k the dose of each day.

Pending Babch Sattlement

Click Snooze o be reminded again in: Count:
|LI] Minubes| =1 Balance: 0 [

sreze | pemss | inqure settle

You should create an account for tracking batch settlements. Click Tools > Custom List Setup >
Account. Be sure to put your Merchant Number as the Account Number. Even though the funds get
deposited in your regular bank account, you should still create a separate account for your Merchant
Account. On a monthly basis, when you get your bank/merchant statement, you can enter Transfers
from the Merchant Account to your Bank Account.

If you associated a Bank Account with your merchant, after you settle, you'll have the opportunity to
choose which credit card payments were settled (similar to entering a deposit in a checking
account). To avoid extra fees settlements should be done within 24 hours of the charge. Charges not
settled within 24 hours get a non-qualified surcharge.

© 2008 ... Chabad Management Ssytem



Version 5 59

5.1.11.2 Auto backup to CD

You can now more easily create a backup of your data file to a CD.

Click File > CD Backup. CMS will copy the data file to the special Windows Folder where Windows
will know that there are files waiting to be written to the CD. A Desktop Notification message
should popup (in the area next to the clock) that you can click on. All you need to do is put a CD in
your drive and click Write these files to CD.

This feature only works with Windows XP which comes with its own CD Writing ability. If you are
using an older version of Windows, you'll need to manually burn the CMS data file to a CD using your
favorite CD Burning software (Roxio, for example).

This is in addition to the regular backup options where you can set the system to backup on close
and choose a backup location.

It is recommended that from time to time you should copy your data to CD and take it off-site
should the unthinkable happen.

5.1.11.3 List View

This is an entire new view of the database.

. _loix|

HMame Search: | [ Seardh ather Fields (complete makch)

Mame =

Barons, John & Phylis Aladens MEA 01 [234) 123-4123 40.00

&bbate, Helen MBA 04 (096 765-4321 40,00 $0.00
[#] Abbey Bat Kol Funeral Serv... Los Angeles (442} 222-9008 $100.00 $0.00
[ abbot, fosl & Rosa Los Angeles $0.00 $0.00
Bbehsera, David & EEL Marth Hollywwoad $0.00 $0.00
[#] sbehsera, Gavriel % Shosh...  Los dngeles $0.00 $0.00
[ sbelson, Matthews - My Co... | Pasadena (902) 989-7626 40.00 $0.00
abend, Chaim $0.00 $0.00
[#] Abensowr, Tzvi & Hadassah Los Angeles {981} 375-6013 $E58.00 F104.00
[ aber Loz Angelas {114) pB5-2013 40,00 +0.00
Abesoff, Nancy - Jewish Fe,., Covina (G56) I76-9626 $200.00 $0.00
[#] abrahamson, Dally Minneapoks 0,00 $0.00
[ abrams, Ben rcadia 40,00 $0.00
.ﬂ.hra'ns, Luis B Patricia Altadena (788) 419-7626  (486) 619-7813 $0.00 $0.00
Abrams, Moshe Los Angeles $EEZ.40 1280
[ ficorate Autoworks Paszdena {554} 348-5526 $0.00 $0.00
[ ackerman, Frederick Loz Angeles (938) 218-6312 40.00 $0.00
Adams, John & Ida Passdena (634} 144-3013 $0.00 $0.00
[ adlesr Lornita {116) 403-5013 $18.00 $0.00
[ adier, Howard Pasadena (736) 029-7626 $0.00 +0.00
O afrerqut, David arcadia $0.00 $0.00

| [ asnhahani Stese Alnamiea 549 {18-2576 .00 0 00 =

Updabe Program... Chasck all Uncheck all Conkack Wiew Chioase Fields. ..

5.1.11.3.1 General

Click View > List View to see your contacts in a list view. This is in contrast to the Contact View
where you see one contact at a time but more information about that contact. You can switch back
to the Contact View by clicking View > Contact View or by clicking the Contact View button. Double
clicking any of the names on the list will jump to the contact you double-clicked.

The Contact and List views can both be open at the same time. If you have a large screen, you can
arrange these two windows in a way that you can view them both, on smaller screens they will be
one behind the other. To go between these two screens, use the View menu.

The List View can be made larger or smaller. It can be maximized, minimized or made any size you
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wish. The contents in this screen will scale to fit the size you choose.

5.1.11.3.2 Choose Fields

You can pick which fields to display in the List View. To do this, click the Choose Fields button. This
opens up a screen with three tabs (Address/Custom Fields, Phone/Fax/Email and Transaction
Statistics) where you can select various fields to view. In some cases, you can choose in which order
(left to right) these fields should appear. This order will be saved.

5.1.11.3.3 Sorting and Column Order

You can sort the List View by any of the columns displayed. To do this, simply click on the column
header you want to sort by. Clicking the same column header again will sort the list in descending
order. You can click and drag a column to arrange the column order. However, this ordering of
columns will not be saved.

This provides a powerful way of on screen “live data” style reporting where you can, for example,
see your larger donors at the top and what they contributed.

5.1.11.3.4 Filtering

The same way the Contact View is able to be filtered (a feature added years ago), the List View can
also be filtered. To recap on this feature:

Click the Filter button (looks like a funnel) at the top of the screen. Choose from an existing filter
or create a new one using any criteria available in the Contact Report screen (programs, donation
history, demographics, etc.)

When a filter is active, it affects both the Contact and List views.

5.1.11.3.5 Searching

Begin typing a name (last name first) in the Search field. As you type, the List will scroll to the first
match (this is called incremental searching). To search by ANY of the other fields (see Choose
Fields, above), click the “Search other fields” check box. When this box is checked, incremental

searching is not available and only when a complete match (to any of the fields) is entered, will the
List scroll to that record.

5.1.11.3.6 Selecting Names (tagging)

This feature requested by so many will undoubtedly be a very welcome addition to the List View.
Click Check All or Uncheck All to check or uncheck (respectively) all names that are in the List (even
the ones you don't see, but if you scroll down, you'll see them). If this List is Filtered (see Filtering,
above), only those that are in the List will be affected. You can check or uncheck individual names.
To run a Contact report based on the checked names, click the Other tab then check the Selected
Names check box.

To update a program based on the Selected Names, click the Update Program button. This opens the
Manage Program window. Select the program you want to update, make sure the “Update based on
selected names” check box is checked and click Update.

Important Note: If you are working with a filter, “Check All” and “Uncheck All” will only affect the

© 2008 ... Chabad Management Ssytem



Version 5 61

names that are in the List, not those that are filtered out. Then when updating a program or
running a report on EVERYONE who is checked, there may be more names than you expect. To
ensure that no other names are checked, first remove the filter, then click Uncheck All, then
reapply that filter and begin selecting the names you need.

5.1.11.4 Contact Detail Report

BS Contact Detail Information Report X|

Who should appear on the report

"Ccuntact Criteria

¥ Current Conkact @l Conkacts " Selected Criteria select. .. |

What should appear on the report

—Contact Infarmation —Payments
v ihddresses ¥ Payments Details
¥ Fhones, Faxes Emails W Payments Summary
Date Range: &l Dates ]

—Other Infarmation

¥ Family Members
¥ Show Primary Family Members
¥ Cccasions

¥ Hotes v History
¥ Programs

Cancel | Ik I

This report has the ability to display almost all information on a contact. To show this report, click
the new Contact Detail Report button (looks like a book). Although the formatting options are
limited, there are many options as to what should be displayed. Choose from Address,
Phones/Fax/Emails, Programs, Family Members, Occasions, History, Notes, Payment Details and/or
Summary.

You can run this report for a single contact or for a group of contacts, based on criteria you choose
in the Contact Report screen.

In the Contact report screen, choose "Contact Details” from the report drop-down.

5.1.11.5 Word Email Merge

Here is yet another option for generating personalized emails. The benefit of using Word for
personalized emails is that it two points: a) you don't have to click "Yes" for each email that goes
out and b) Word support HTML formatted emails (though not the really fancy ones like chabad.org's
newsletter.

In the Contact Report screen, choose Word Merge from the Output drop-down and choose Email as
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5.1.11.6

the Merge Type.
Choose criteria as needed, select which email types you want to use and click OK.
Once Word opens up, you can compose your email and then click the Merge to Email button.

Year Comparison solicitation letter

A feature that was released as a standalone add on at the end of last year, is now incorporated into
the system.

Click Reports > Batch > Year Comparison Letter.

This feature allows you to select complex summary criteria based on date range and categories to
generate a solicitation letter that has the Total Amount contributed in any two years. This tool can
be used toward the end of a year to solicit those whose contributions this year did not yet meet last
year's mark.

See http://www.chabadms.com/files/Tip%2054.doc for details on this feature (with pictures!).

Chabad Management System - Year Comparison Lek - |EI|5|

JEiIe Edit Insert Records ‘Window Help

B3 Year Comparison Lekter

Dates and Amounts | Categaries I

—Previous Year Date Range and Amaount

From: | 1/1/2008 = IV Lirnit ta Takal Amount
to: [rzmmm =] 2 Sl s

—iurrent Year Date Range and Amount
Frarn: I 1/1/2004 = ¥ Lirit ko Tokal Amount

To: [izavo00e =] 15 =

Tip: Choose "<" and Leave Current Year Tokal Amount Blank,
This will indicate anwthing less than what that individual
contributed in the previous vear,

Merge Tvpe: ILetters ;l

Cancel

5.1.11.7 Relationships

This feature give you the ability to “relate” two records in the database. It is not a “family tree”
feature, and it does not link two “people”, it links RECORDS. Now that this is clear, here is how it
works:

Click the Relationships tab on the Contact View screen. Click New relationship to create a link to a
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different contact. A screen will come up where you can choose the other contacts and how the two

are related. When you enter a relationship for one contact, the corresponding relationship (a link) is
created on the related contact.

Click Edit to edit the details of the relationship.
Click Delete relationship to, you guessed it, delete the relationship
Click Go To Relation to jump to the related record.

This tool is very useful for linking a father and grown child (students in campus), divorcees, etc.
Children should be entered under the Family tab.

If you don't find this feature useful, you can disable it by unchecking the Display Relationships under
Tools > Options > Custom Fields tab.

5.1.11.8 Simplified Bill Screen

The bill screen is totally revamped and simplified, making data entry easier and more user friendly,
in my opinion.
Here is a snapshot of the new screen.

Edit Bill
|Mame: Abel, Alan & Jane Hmper: [ =] |
Address:  [54 Berten 5t., Pasadena, CA 12345 =]
[ T =1 Date: [ 362008
Mate: [
Invoice #: 11659 [T Sent  Letter: [ =]
Date Due Subcategory Pricing Detals Oty Uit Price Disc. Amt. Ext. Price
ﬂ 3/6/2008 Journal Full Page 1 $500.00 $0.00 | §600.00
#| 4242008 1 £0.00 £0.00

e | ve] o]

Ti Amcnk: 1
|m:u<:rug:: [Wiza - 0015 Exge 11710 ;[A| T:: ) ; “’;’:i
Terms: [ Amount Due:  5599.00
MemoryMHonor: | Solicitor: | i |
Organzation: | _= | Maling: | |

<< Hide Detals | cncl || ok |

If you prefer the way it used to be, too bad! -just joking, you can click Tools > Options > Invoices
tab and uncheck the "Use Simple Bills screen” check box. If you are using the CCPI module, only this
screen supports associating a credit card to a bill.

5.1.11.9 Family Members
5.1.11.9.1 Title field

Each individual family member can have a Title (Mr. Ms.) on their record. When running the update,
primary family members inherit their title from their entry on the main record.

When running a Contact Report and choosing “Family” from the Report Type drop-down, the
individual family member will have his or her title displayed as part of the ContactName field for
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Envelopes, Letters, labels etc.

The banquet module which treats each individual as a guest was revamped so that this field is taken
into account in many of the screens and reports.

5.1.11.9.2 Father and Mother Hebrew Names

Relation; IM ;l His/Her: I - I

Title: IMr. ]
First Mame: Jack.

Last Marne: Larons

Gender: Male |
Hebrew

Hebrew Mame: i aakion

Father Hebrewe:  |Avraham

b ather Hebrew: |Sara

Drate of Birth: |3,|'3,|'19'95 Age; |1III
Maoke: |
[T Deceased Cancel | O

There are now separate fields for the Father's and Mother's Hebrew Name. Data that was entered
into the generic (no longer used) "Ben"” field was moved into the Hebrew Father's name. Many
reports, exports, Word Merges also support these two new fields.

5.1.11.9.3 Default Enroll and Expire Dates

As you know, Family Programs gives you the ability to enroll an individual family member into a
program (as apposed to a Program which is assigned to the main record as a whole).

Family programs also support Enroll and Expire date to fine tune the enrollment. Typically, this is
used for enrolling of a child in Hebrew School or Camp for a certain period of time. In the past, the
Enroll Date and Expire Date defaulted to "Enroll Today for one year".

With this new feature, you can define enroll and expire date for each Sub-program. Click Tools >
Custom List Setup > Family Programs. Click New (or Edit) Subprogram and assign a default Enroll and
Expire Date.
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Sub Program For; |Cam|:u Gan Israel ;l
Mame: IKiu:Iu:Iie Zamp

Default Enroll Date; I £/1/2005
Default Expire Date: I 743152005

This way, if the subprogram is for Camp, for example, and camp is between July 1 and August 30,
you don't have to enter this each time you enroll a child in camp, rather, you set these default dates
in connect to the Subprogram and when you enroll a child in that subprogram those are the default
dates (which can be changed if you want). If no default dates are set up, it will still default to
"Enroll Today for on year" as it was in previous versions.

5.1.11.10 Invoice and Statments

5.1.11.10.1 Personlization

You can now personalize your invoices as well as your statements. This is only compatible with
Batch Invoices and Statements under the Reports > Batch menu (not the individual invoices).

Your customized statements and invoices "live” in a separate Access database. That being the case,
making these customizations require you to have a full version of MS Access (2000 or higher, not
Access Runtime) and the basic knowledge of Access Report design. Customization in this area is not
included in any support plan and is available for additional fees. Please contact tech support if
you're interested.

The location of this Access Database is in the My Documents\CMS\Reports folder. The name of the
file is called CustomReports (followed by a number indicating the version). Open the database and
make customizations as needed. If you're afraid of "messing things up,” make a copy of this file
before making any changes.

You can move this file to any location on your computer (or network, in a multi-user environment).
In any case, you must "tell" CMS where this file is by clicking on Tools > Options > File Locations tab
and click the Open button to the right of the "Custom Reports” field.

When you generate batch Invoices or Statements (Reports > Batch > Invoices & Statements), you
have an option to use Output to "Custom”. Choosing this option for either Invoices or Statements will
allow you to select your custom designed Statement or Invoice (you can design more than one).
When you click OK, the Custom Reports database will open and you can print you
invoices/statements from there.

5.1.11.10.2 Envelopes and Labels

Previously, invoices and statements had to be mailed using a window envelope.
You can now generate either envelopes or labels from the Batch Invoices & Statements screen.
Click Reports > Batch > Invoices & Statements for this option.
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5.1.11.11 Contact Report
5.1.11.11.1 Export Fields

When generating a Contact Report, you can now export any of the custom fields visible on the
Address/Phone tab (Source, Affiliation, etc.), as well as separate Title, First and Last names.

Click Reports > Contacts > Export Fields. Check any fields that you want to export. These fields are
in addition to the Address fields and phone/fax/email fields that you select under columns.

You can add export field when Outputting to Word Merge as well.

Report | fssociations | Cemographic | Marked | Transactions | Other | Eamily | Columns ~ Export Fields |

Check the figlds to be included in the Expoart of the ‘word Merge.

Cugtom Fields
¥ Col Class [ Major [T Motes
¥ Grdcl ¥ Job
™ Type
Mame Fields
[ His Title [ Her Title
™ HIz First Mame ™ Her First
™ His Last Mame ™ Her Last

Criteria Summary: Limit Contacts; Exclude Contacts; Exclude Addresses;

Reset | Cancel (4

5.1.11.11.2 Group By Custom Fields

Contact reports can be shown in groups. In addition to grouping by City, State, Zip code, Country
and Program (available in the previous version as well) you can now group by any of the Custom
Fields (Source, Affiliation) on the Address/Phone tab of the Contact View screen.

5.1.11.11.3 Reset Button

This is where the Reset button comes in. Click the Reset button to refresh all the criteria and other
options on the report to its default settings.

Reports in general have a feature that you can set them to “Remember criteria from last use.” Click
Tools > Options > Other for this option. This causes the report screen to open up in the same state
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(all the criteria set) the last time you generated the report (unless you click Cancel or close and
restart the program). Clicking the Reset button has the same effect as clicking Cancel and reopening
the Report screen.

5.1.11.12 Tranascion Report

5.1.11.12.1 Based on Programs

You can now generate a Transaction Report and limit the report to contacts assigned to one or more

Programs.
Click Reports > Transactions > Other tab. Click Contact Criteria for this option. You can also
generate Transaction Reports based on Demographic and other Contact Associations available in

that screen.

5.1.11.13 Transactions

5.1.11.13.1 Default Yes/No for TY Letter and Organization

For each Category, you can choose if you generally want to "Send a Thank you letter” for that
category or not. For example, for the Donation category, you would choose to Send a letter, but for
the Tuition category you may choose not to. This makes the data entry faster in that you don't have
to uncheck the TY Letter/Receipt check box each time.

Click Tools > Category Manager and click a Category then click Modify. Check or Uncheck the "Send
Thank-you Letter” check box.

If you are using the organization feature, you can also choose a default Organization for a specific
category. This makes using multiple organizations easier and you're less likely to forget to assign an
Organization to a payment. All you need to do is choose a category and the organization gets
entered automatically.

B Category 2=l

[harme [Camp [¥ sictive

— Category bype -
& Income
" Expense

— Optional detals for this cateoony
™ Send Thank=you letter

Diefault Diganization
[Caenp Gan lsrael |

cancl [[ ok ]

5.1.11.13.2 Payment Methods

The Method of Payment (Check, Cash, etc.) is now based on a user defined list.

Click Tools > Custom List Setup > Payment Methods to ensure that you payment methods are set up
properly.

There are payment Method Types. Each Method can be in one of these Method Types. The Types are
Check, Credit, Cash, Stock, In Kind and Other. For example, you can create methods for Visa, MC,
Disc under the Credit type and Securities, Stocks, Bonds under the Stocks type. Users in the UK or
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Canada can create a "Cheque" method under the Check type and so on.

x|
tethod Method Type a

lcash Cash -

ICheck Check =

ICredit Card redi -

I Kind Iy Kind =

IMoney Order Obher =

IMaster Card Credt -

Discower Credt *

IStack. Shock =

IC Credt -

|Burreene Credi -

[Wisa Credi X
] |

When running a Transaction Report, you can now filter based on a Method Type or a specific
Method. Click the Methods tab on the Transaction Reports screen for this option.

B Transaction Repork ' il
 Report | Categories | Date | amount Method | Cohuns | Qther | Banguet |
Lirnit b Payraenk Methods
‘Method Types Methods:
™ check ™ Inkind Check
e
I™ creditCard ™ Stock Credit Card
[T cash I other Discover
Master Card
; MC
| ==iesFament method ool | [viea
Cash
In ¥ind
Stack,
Maoniey Order
Resst Lioad Save Cancel O

Version 5.02.1.2 improved on this feature so that when entering a new payment, the first Method of
Type: "Check” will be the default.

5.1.11.14 Reminder Window

Click View > Reminders to see a Reminders window of tasks that need to be done. This feature is in
beta and will be improved on in future updates. Currently this window will show you Thank-you,
Pledge and Notification letters that need to be sent.
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B Reminders (heta) ) =101 x|

Thank You Letters: 70
Pledge Letters: 3l
Motiffication Letters 2

5.1.11.15 Snow Bird

As you know, each address can be marked as No Mail. Addresses marked with No Mail are excluded
from mailings. If a person has more than one address, each address has its own "No Mail" check box
and can be flagged as "No Mail" irrespective of the other one.

Some people are known as "Snow Birds" who fly south for the winter. In this case, it is not a black
and white No Mail (yes or no), but it varies depending on what time of year.

Using the Snow Bird feature, you can indicate when not to send mail to an address. Like the No Mail
check box, each address has its own Snow Bird settings.

Click the Address Details button in the "Settings for this Address" section. Enter a Start Date and End
Date (day and month only) when this address should not get mail.

Snow Bird Dabes for this Addiess
Contact will not get mail at thiz sddress betwean these dates,

Shan Dale |January 15
End Duate |Jun& 15

Enter dates i ddfmm format. Exampls: 02415 is Fab 15th

5.1.11.16 Search by Invoice or Receipt Number

You can search for a Contact by an Invoice or Receipt Number. Click the “More” button at the
bottom of the “Find By” bar. Then click “Next”.

5.1.11.17 Security Domains

5.1.11.17.1 Credit Cards

See Credit Cards

5.1.11.17.2 Options

You can now secure the Options screen on the Tools menu and restrict this area to only those who
have the required permissions. If you enabled Security, make sure you assign yourself permission to
this domain, or you won't be able to edit any of the Options.

Click Tools > Security, for this option.
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5.1.11.18 Check Writing

The bank account register now supports printing of checks using Word Templates.

You'll need to setup your Account by entering all the account info. Click Tools > Custom Lists Setup
> Accounts and enter all info pertaining to the data that appears on the check (Account Number,
Routing, ABA, etc.)

You'll need to specify the location of this template associated with this account.

There is a new sample template in the CMS\Sample Templates called NewCheck.dot. Copy this
template into your Templates folder and if necessary, modify its design.

Note: Do not use the sample template as it is in the Sample Templates folder. All templates that
are in that folder are likely to be overwritten by future updates to the CMS program or a reinstall
(or repair) of the same version. Always copy your templates to the Templates folder and then
make modifications as needed.

To print a check, select the Expense transactions in the Bank Account Register and click Print
Check.

Once Word opens, click the Print button in Word.
Future updates to this feature will expand on the check printing capabilities.

5.1.11.19 Emailing using Outlook Draft email message

You can now generate bulk or personal emails using a prepared email that in your Outlook Drafts
folder.

This is very useful for generating Chabad.org's email newsletter or any email that you don't want to
copy and paste (especially when you're breaking the email up into groups -see Tools > Options >
Other tab).

First prepare your email and save a draft of it in the Outlook Drafts folder. Once the draft is saved,
click Reports > Contacts, choose Output: Email. Make sure to check the "Use saved email in
Outlook's Draft folder” check box. Click OK. Select the Draft Email and click Select. If you're
breaking the email into groups, you will need to click Yes to confirm each group as its being sent.
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5.2
5.2.1

5.2.2

5.2.3

sl ZE ~1 ¥ [Use Saved Emai in Duook Diait Folder
Type [Blk =l T UseSavedList
GenderFary: | =~

Outlook Draft Folder

Sebect the emal you wank to use and dick Select

Subject [
RE: ACHDUS: Backup Fanabc? sou pedge
RE: Prezchool Maodule

Improvements

Banquet Module

It is possible to choose the CMS data file as the Custom Reports file. The custom reports file is used
for Custom Statements, Invoices and banquet reports.

WARNING: Choosing the CMS Data files as the custom reports file and running a Banquet Report
will cause all banquet guest records to be deleted!

This improvement will not allow you to select the CMS data file as the custom reports file.

This was implemented in version 5.06.1.2

Bill Screen

Drop-downs for Subcategory and Price Lists widths were increased by about 35% to allow for longer
names.

This only affects the way they are dropped down, not the actual width on the screen.

This was implemented in version 5.06.1.2

Import Filters and Custom Queries

Now supports importing from the new mde format.

This advanced feature typically used right after installing an update to bring in any custom queries
and/or filters that were create in a previous version.

Click File > Import for this feature.

This feature was extended to work correctly with the new "mde” format that was adapted in version
5.02.

Version Implemented: 5.05.1.0
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5.2.4 Google Maps and Directions

You now have an option to use Google as the provider for Maps and Directions (other options are
Expedia, Mapquest and Yahoo).

To set this option, click Tools > Options > Custom Fields and choose your desired provider.
To get a map of, or directions to, an address, right-click the address and choose Map or Directions.
You can also click Map or Directions from the View menu even when not on the Address tab.

5.2.5 Improvments 5.02
5.2.5.1 More Word Merge fields

Batch letters with Word now have more fields that can be integrated with these letters:
ContactNote and InvoiceNo. For a complete list of all available fields, see the Sample Templates in
the “My Documents\CMS\Sample Templates\Template Fields” folder.

5.2.5.2 Company Name on each tab

In addition to displaying the Name, Address and contact number on each tab in the Contact View,
the Company Name (if any) is also displayed. This is especially useful when there is only a company
on record.

5.2.5.3 Him/Her for Pledge Letters and Invoices

You can specify Him or Her for a bill, just as you did for a payment. The invoice and letter
associated with that bill will be addressed accordingly.

5.2.5.4 Display Contact List Wide in Groups

Being able to generate a Contact List in groups is now available in Wide List format as well.

5.2.5.5 Display Programs in Wide List

Being able to display programs in a contact report is now available in Wide List format as well.

5.2.5.6 Include or Exclude Primary famiy members

You can generate an occasion reports and exclude or limit to primary members. Click the Family tab
on the Occasion report screen for this option.

5.2.5.7 New Occasion Word Merge fields

Added the following fields: HebrewName, Him/Her, His/Her, He/She in both upper and proper case,
Note (for occasions), Hebrew Father, Hebrew Mother. See Sample templates for a complete list.

5.2.5.8 Google Phone number Search by Name/Address

Right-click on an address for this type of Googling. Right click on a phone number for reverse phone
number lookups. Or click View > Google Search anywhere in the program for both options.
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5.25.9

5.2.5.10

52511

5.25.12

5.2.5.13

5.25.14

5.2.5.15

5.2.5.16

5.3
5.3.1

Enter Payment from Bill screen and vise versa

The New Payment and New Bill have little drop-down arrows next to them that allow for entering
both a payment and a bill. This speeds up data entry.

Exporting Emails exclude NC

When you choosing Export from the Output drop-down (Contact Report screen) you now have an
option to export just the fields you select (columns tab). Phones/Faxes and Emails marked with NC
are excluded (like when you do an email broadcast).

Leap Year Yahrtzeits option

When choosing Yahrtzeit as the occasions (Reports > Occasions), if the original date was in a regular
year, the anniversary will be on the Adar 1. To override this option, click the Other tab (not adar
tab) and uncheck the appropriate check box.

Postdated checks appear on invoices and statemetns

Prompt for YT Letter if letter/receipt is checked

This helps prevent unintentional oversights in not sending thank-you letters. In addition, there is an
option for setting the Default Thank-you letter so that if you didn't choose one, the default will be
used. Click Tools > Options > Letters for this option.

Bills sorted by due date
The list of bills are sorted by their Due Date.
Data File location displayed in About

Data File location displayed in the Help > About CMS window, not on title bar of main screen.

Default Payment Method

When entering a new payment, the first Method of Type: "Check" will be the default.
This "improvement” only

Bug Fixes

Credit Card Settlements

Error after a successful settlement when attempting to access the Settlement Number.
The error only affects account that were setup with FDC
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5.3.2

5.3.3

5.3.4

5.3.5

5.3.6

5.3.7

5.3.8

Save Email in History

When sending an individual email, and choosing to Save the Email as a History item (note), an error
occurs.

"The Insert Into... containts an InOut fields..." message.

This as been corrected in version 5.08.1.2

Transaction report -Country

When running a transaction report based on Country (Other tab, Contact Criteria), an "Enter
Parameter Value" for Country comes up and the report does not work.

GOOD

Letter/Receipt

Checking Letter/Receipt but not choosing a letter, brings up a confirmation window asking if you are
sure that you do not want to select a letter. If you confirm, the Letter/Receipt check box becomes
unchecked as well.

The result is that you cannot check the Letter/Receipt check box without choosing a letter. While this is
good for letters, for receipts (that don't need to have a letter) this is not good.

This has been corrected in version 5.07.1.0
Find By -when in a filter

When searching by Company Name, Street Name, and others, if you are in an active filter that has a
space in the name of the filter, an error occurs when clicking the drop-down to search.

"Error in From Clause”

This has been corrected

Email History

Email Hisotry of a contact may appear under a different contact. This occurs when navigating to
another contact when not on the history tab and then clicking the history tab.

This has been corrected in this version.
Him/Her for Invoices

Selecting Him/Her in a bill did not affect the way an invoice was coming out.

This has now been fixed.

Word Merges

If there is a line break in the Name/Company field the merge may fail. Same for a line break in the
Note field.
Word will open with a Choose Delimiter window.

The Name/Company field is a hidden field that the system uses to sort names in the database. When
there is a name and a company, this field is automatically updated with a line break between the name
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and the company.

This has been fixed in this version 5.07.1.1

5.3.9 French Local Bugs

These bugs only affect International Users, and was detected in a Windows that was set to the
FRENCH local

When applying a payment to a bill, or when searching for a record an error occurs.

This was fixed in version 5.06.1.2

5.3.10 Emails Display

Bug in new feature released in version 5.06.2.0
Emails being displayed incorrectly under the wrong contact.

To correct this (in version 5.06.2.1 and on), click the Reset Cache on the contact's name and pull up
the emails again.

This has been corrected in version 5.06.2.1

5.3.11 Outlook Synchronization
An error occurs when trying to Synchronize with Outlook.
Fixed in version 5.06.2.2

5.3.12 Banquet Module -cc options

Credit card options are disabled when entering a banquet payment.

This was corrected in version 5.05.1.3
5.3.13 Banquet Module -cc charging

Entering a credit card payment from the banquet tab will not charge the card. The previous bug was
fixed so that the credit card info was able to be entered, but when clicking OK, the card was not
actually being charged.

This bug affected only those using both the banquet and credit card processing modules and was
promptly fixed.

This was corrected in version 5.05.1.4
5.3.14 List View Check/Uncheck All

When viewing a Filtered List View, and the filter name has a space in it, an error occurs when
clicking Check All or Uncheck All

Workaround: don't use spaces in the names of filters.
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5.3.15

5.3.16

5.3.17

5.3.18

5.3.19

This has been corrected in version 5.04.1.0
Contact Report based on Data Added
Does not pull up accurate info

Data Added field when adding a contact is not updated properly.

This has been corrected in version 5.04.1.0

Payment Screen CC Options disabled in

When Editing a payment that had a cc number associated with it, the cc fields are disabled.
Reselecting the payment method of Credit Card will enable the cc fields

Corrected in Version 5.04.1.0

Note: subsequent updates reverted this option to the way it was due to the credit card integration
features. A card that has been charged successfully cannot be modified.

Banquet Module: More Guests

When clicking the More Guests button in the Reservation Screen an Message Enter Parameter Value
pops up.

This can be ignored. Nothing "bad" happens.

This has been corrected in version 5.04.1.0

Old Bill screen, Invoice no

Changing an invoice number does not update applied payments

Changing an invoice number manually is no longer supported. Users should avoid using the Old bill
screen it is only there for backwards compatibility and will be totally removed in future updates.

Corrected in version 5.04.1.0

Events
Fixed in version 5.08.1.2

Description
When entering Reservations for Events on the Events tab, the bill that is created becomes "linked" to
a different bill.

What To Do
You should avoid using the Events tab to enter events until you upgrade to version 5.08.1.2 or later.
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5.3.20
5.3.20.1

5.3.20.2

5.3.20.3

5.3.20.4

5.3.20.5

5.3.20.6

5.3.20.7

5.3.20.8

5.3.20.9

Bug Fixes 5.02
Receipts/Letters limited to Organization Name

When generating Batch Letters or Receipts limited to an Organization Name (Other tab), the
following error occurred.
"OrgID can refer to more than one field in the SQL".

Gender/Family disabled incorrectly.

When generating a Contact Report, the Gender/Family field was disabled. Only when choosing
Output: Screen, Report: Envelopes or Labels, were you able to choose an option from the
Gender/Family field.

Envelope Size

The default paper size when generating an Envelope was Letter. This required you to manually
change the paper size by clicking File > Page Setup. This needed to be done each time you generate
an envelope.

The Envelopes are now formatted to the HP standard (LaserJet) which should be compatible with
many more printers.

Open data file bypasses security

When opening another data file, the Security login was totally bypassed allowing you to open
another file (that may have different security settings) without logging in at all.

Contact Report -repeat names

When generating a Contact Report List, if two consecutive records have the same name, the report
did not display the second record.

Sorting History List.

History lists were not sorted properly when sorting by Date.

Bill Schedule Quantity 0.

When entering a bill schedule, the Quantity was 0, it should be 1.
Expense Split default date

When entering a split expense in the Bank Account Register, the date of each split defaulted to the
current date, not the date of the Expense.

Backup Location 50 char limit

Was not able to set the backup location (under Tools > Options > File Locations) to a location if the
path has more than 50 characters.

This has now been increased to 255.

5.3.20.10 Word Pledge Letter Error

When generating a Pledge Letter using Word, an error occurred if no Subcategory Detail (Pricing)
was selected.
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5.3.20.11 Envelopes by zip code error.
Generating Envelopes sorted by Zip Code gave an error.
5.3.20.12 Year-End type thank you letters Default Address

If the person has more than one address, payments that were from the non-default address were not
included in the letter.

Now a separate letter is generated for each address.
5.3.20.13 MyTeaml phone number No-Name upload error

Uploading your phone numbers to MyTeam1 for batch phone calls produces an error occurred when
it came across a contact that had no name. This halted the entire upload.

5.3.20.14 Transaction Report based on Contact Criteria

Generating a Transaction report based on Contacts Criteria (Other tab), did not do anything. It
simply had no effect at all.

5.3.20.15 Voided expenses show up on transaction reports

Running an Expense report included transaction that were Voided. This caused the report totals to
be off.

5.3.20.16 Notify Letter not generated if not sending a Letter to the donor.
If the Letter/Receipt check box was not checked, the Notify Letter was also not generated.
5.3.20.17 Transaction Report: Export limit to Solicitor error.

When exporting a Transaction Report, the following error occurred when limiting to a solicitor: "The
SolicitorID field can refer to more than one field in the SQL".

5.3.20.18 Error when exiting program when a report is open.
When exiting the program when a report was open, an error occurred.
5.3.20.19 Banquet reports sorting (by number).

Some of the banquet reports were sorted incorrectly. Table and Section Numbers were treated as
text so that table 11 came before table 2.

5.3.20.20 Large payments cause error

A single payment over $32,000 (approx) caused overflow error.

("Why wasn't this bug detected in all these years...")
5.3.20.21 Payment applied to deleted bill error

When editing a payment and attempting to apply it to a bill, if this payment was applied to a bill
that was deleted, an "Invalid use of null" error occurs.

5.3.20.22 Family List Sorting

After clicking the column header in the Family list, the columns become mixed up.

If you did sort by clicking a column, the program must be restarted in order for this to correct itself.

© 2008 ... Chabad Management Ssytem



Version 5 79

This was corrected in version 5.02.2.1
5.3.20.23 No Due Date on Bill

Bill not showing up on Transaction List but shows up on Reports.

This may be because there is no Due Date on the bill. In previous version it was okay to enter a bill
without a due date but in this version a due date is required.

This has been corrected so that system does not allow null dates in the bill (Date and Due Date).
For correcting past data, please contact tech support.

This was corrected in version 5.02.2.1

5.3.20.24 Family title field

If no first name in main record, titles were not added to the primary family record.

When running the update, the new Title field on the individual family record is automatically
updated for the primary names. If there was no first name, it did not update.

This was corrected in version 5.02.2.1
5.3.20.25 Batch Invoice/Statements

Batch invoices and statements are not being properly filtered by Date Due.

This was corrected in version 5.02.2.1

5.3.20.26 Send Invoice

Invoices with a due date Today, not being generated when clicking the Send Invoice button.
Cause: Bills with the date due of "today" are mistakenly being considered as not yet due.

Temporary Work around: change Date Range being viewed to "All Dates” or "All To Date + 30" or
make the due date to be yesterday.

This has been corrected in version 5.02.2.1

5.3.20.27 Renaming Programs with Subprograms

Renaming a program that has subprograms may cause the subprograms full path to be displayed
incorrectly.

To correct subprograms that are not being displayed correctly, rename them (or their parent
program) in version 5.02.2.1 or higher. In version 2.0, do not rename a program if it has

subprograms.

This has been corrected in version 5.02.2.1
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5.3.20.28 Recurring Charges

Bills with no invoice number cause Type Mismatch error when clicking Reports > Batch Credit Cards.

Temporary workaround: ensure that all bills that are designated as "recurring credit card charges”
have an invoices number.

This has been corrected in version 5.02.2.2

5.3.20.29 Selecting Template

Invalid use of null error comes up when clicking Select Template (for Word Merges) if no default
template is selected under Tools > Options > File Locations.

Temporary workaround: ensure that a default template is selected.

This has been corrected in version 5.02.2.2

5.3.20.30 User Password Change

Changing a password for a user without editing the user name does not enable the OK button.

Temporary workaround: change the name when you need to change the password, then change the
name back.

This has been corrected in version 5.02.2.2

5.3.20.31 Custom Footer Lines on Statements

Footer lines entered on Batch Statement screen do not appear on the statement, just the default
footer lines are used.

For invoices, this works fine, the issue is just for statements.
Temporary workaround: modify the default footer lines under Tools > Options > Invoices.

This has been corrected in version 5.02.2.2

5.3.20.32 Bank Account Register > Choose Payments

Payments that have no Method selected do not appear in the list of undeposited payments.
Work around: ensure that all payments are given a method.

This has been corrected in version 5.02.2.2
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