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Sending Giving Statements by Email 
When a person elects to have their quarterly giving statement emailed to them, the 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. This procedure assumes that the person’s record has already been updated in 

Servant Keeper Membership Manager to reflect their preference for receiving a statement by email. 

Below are the steps in Servant Keeper Contribution Manager to Send a giving statement by email. 

1. Log in to Servant Keeper Contribution Manager. 

 

2. Select the Reports icon from the top menu bar 
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3. Contribution Statement report in the report column 

 

4. On the Basic tab, set the date range to be covered in the giving statement.  
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5. Select the Statement type. There are 9 options for this. A good one is “Paper Saver,” but any one of these 

report styles can be selected. All recipients will receive the same type as the one you select. Check the 

Pledge Summary and Account Summary boxes to include pledging and giving data by account name. Leave 

all the other checkboxes at their default selections unless you want to change them. 

 

6. Click on the Contributors Tab and select the Group radio button. Use the Group pull-down menu to select 

the “Email Statement = YES” group and click on the Find button.  

This will generate the list of all families who have selected to have their giving statement to be delivered as a 

PDF file email attachment. 
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7. Click on the Accounts and Options tab. All of the giving accounts in Servant Keeper are selected by 

default. These accounts will be considered when generating the giving statements for the persons.  

You should probably uncheck the Parking Lot pledge account in the third column since that pledge 

campaign ended in 2017 and is no longer active. Any contributions to the parking lot account since 2017 

are used to pay down our TMF mortgage. 

 

8. Click on the Titles and Messages tab. If you have a special Statement Message to be sent as part of the 

giving statement, add it in the Statement Message box. 
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9. Click on the Logo and Signature tab. The CPFUMC logo has already been added. The signature of the 

Financial Secretaries can also be added, if desired. 

 

10. Click on the Email Statements tab, check the boxes for all the persons for whom you wish to generate and 

send giving statements. 
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You can use the Email Statement Options sub-tab to add additional file attachments to the email (in addition 

to the giving statement itself) and you can compose a cover letter or memo. The Subject field can be filled in. 

This will be the Subject field of the emails you send out. 
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11. To generate and send the selected giving statement to the group of persons selected, click on the Send 

Statements menu icon in the upper LH corner of the screen. 

 

A screen will pop up allowing you to identify the group of statements being sent. 

 

Click Save. The list and a preview of the set of giving statements to be emailed will be generated and shown. 
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12. Open up a web browser, log in with the CPFUMCFinSec Google account using the credentials (userID, 

password) that you have. Then go to  

https://myaccount.google.com/lesssecureapps 

and make sure that the Allow Less Secure Apps switch is turned ON in the security settings. Google turns this 

switch OFF automatically if the account is not routinely used, so you will likely have to do this EVERY TIME.  

This switch disables a security feature that Google has implemented which keeps third-part applications, like 

Servant Keeper, from using Gmail to send email messages. You have to make sure that the 

CPFUMCFinSec@gmail.com email account is set up to allow SK to send email, otherwise the quarterly 

statements will never get sent by Servant Keeper. 

 

  

https://myaccount.google.com/lesssecureapps
mailto:CPFUMCFinSec@gmail.com
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13. You can test email sending is turned on by sending a test email in SK. If that goes, then you can 

subsequently send the whole batch. Here’s how to send a test email in SK: Select at least one name on the 

email recipients list (like your own name). Then click on Send Statements to get into the email section of 

SK: 

 

Click Save on the email list name dialog box 
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Click on the Email Account Settings icon 

 

Highlight the CPFUMC Financial Secretary line and click on Edit. (You can also just double-click on the 

highlighted line.) 
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In the Email Settings dialog box, click on the Send Test Email button. 
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You should get a Settings Saved informational message indicating that the test message was sent successfully: 

 

This is your indication that the CPFUMCFinSec@gmail.com email account is ready and properly set up to send 

emails from Servant Keeper. If you don’t get this successful test email, go back to Step 12 and check that the 

Allow less secure apps switch is set ON. 

 

 

 

 

 

 

  

mailto:CPFUMCFinSec@gmail.com
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14. Now go back to SK Email Manager and check everything out and look at the preview of the giving 

statement. Did you select the correct format for the statement? Are the names in the list the correct ones 

to receive email statements? If you find any problems, you can X-out of this screen and no emails will be 

sent.  

 

15. Press the Send button on this screen, you will have launched quite a number of emailed giving 

statements! 
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See the screen capture below. It shows what it looks like after all the emails have been sent. 

 

 

 

 


