Adding A Member to the “Giving Statement by Email” List

When a person elects to have their quarterly giving statement emailed to them, this selection must be
checked in their Servant Keeper record. Once this is done, they will appear in the “Email Statement = YES”
group which is used by Servant Keeper to provide names and email addresses of recipients to which quarterly
giving statements will be emailed. Below are the steps in Servant Keeper Membership Manager to check a
member’s selection.

1. Loginto Servant Keeper Membership Manager.
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2. Select the “All Families included in the directory” from the pull-down Select Group list
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3. Find the member record to be updated by browsing or typing the family name into the Find Household

field
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4. Double-click on the line with the member’s name to open their family profile
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5. Put a check in the box that says “Email Statement.”
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Click on Save and Close to save the data.
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The person’s name will now be picked up in the group to which quarterly giving statements will be emailed.

You can now exit Membership Manager.




