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. Loginto Servant Keeper Contribution Manager.

Servant Keeper Contribution Manager Login 23
r Enter your email and password to log in to the:
Contribution Manager
DONORS 3
Customer ID: 13522
Database: ServantkeeperData.sk8db
Email/User ID: nhoward
Password: ‘.'..'.| Forgot Password?
Remember Login: No
QK Cancel

2. Select the Reports icon from the top menu bar

£ Servant Keeper 8 - Contribution Manager = £
File Contribution Accounts Pledges Payments Reports Tools Go To Help
— G > . .
- GIVE
& & % & & & ot '
Entry  Batches Edit Post Werify Import  Give+ Pledges Payments Account
Batch Batch Batch - e
— -
5,4 Contribution Entry = B8
Batch Date: 05/29/2019 Batch #: 1 Batch Name: Todays Giving @ Close

@ save Entry | | € Clear Entry | op Add Split

@D Loose Plate Offering

Profile Information

© Cash Check

Mame/Env #: |

Amount|Account Name

Credit/Debit

Online Giving Direct Deposit

Check #:

Memaorize this transaction

Tax Deduci Note

Other/ Mon-Cash

No Individual or Organization Selected’

Address:

Relationship:
Home Phone:

Individual Contribution Summary

Individual Pledge Infi

ks 1 Blount, Jodi 325 2019P

4

Entry 4 = |Individual/Organizatic|Env # Account C|Account Name

Database: \\volunteer\Servant Keeper Database\ServantkKeeperData.skadb

$0.00 2019 Pledged (4110) ¥ - + Print | Select Fields || Reset Fields
« |Individual/Organizatic|Env # Account Name Am
$0.00
Total: $0.00 Use memorized transactions o
Entry Log | Account-Level Summary
Q, Find De 2 Print @ Save As| Email List || Select Fields | Reset Fields | Refresh | Total Amount Entered: $65.00

Amount|Pay Typi|Check # |Credit/Di|Tax |Note

2019 Pledged (4110) $65.00 Online Yes

Logged On As: Neil Howard | <& GoTo | Version: 8.0.30

Sending Giving Statements by Email

Revision 1, August 4, 2020




3. Contribution Statement report in the report column

[ Servant Keeper 8 Contribution Report Manager

~
I

Contributors
Envelope Numbers
Pledges

Posted Batches
Statistics
Unposted Batches
User Audit Trail

01/01/2019 - 12/31/2019

Family account summary statement.

Detailed Statement
Detailed Statement without Split Details

Monthly Summary E
4 I | »

Print for
@ ndvidals  §& © Famiies TR
Statements ,éf E; :;"5
Account Summary s e
Canadian Receipt e ime e

Report Sections

! Pledge Summary Transaction Notes

Account Summary

sort By

© Last Name | Carrier Sort
Zip Code Env #

=4

Uppercase the Name and Address Use Alternate Address

Print statements for families or individuals without contributions. Print Env

g

Print the pledge summary based on the date range selected.

Use a reduced size header on secondary pages.

Print only transactions equal or over ($0.00

| |Shuw All Transactions

g

Print Tax / Non-Tax Totals

g

Print Church Information Print the Church Tax ID ¥ Print Church Phone#

¥| Combine contributions to pledge accounts from linked family members.

= = =
/ = — —
5 J @
Preview Browse Reports Rate Report  Fiscal Year Report Key Help
Reports J/ Basic | Contributors. Accounts and Options. Titles and Messages Logo and Signature Email Statements.
-
Accou Date Range Report Description;
— o
Contribution Statements T+ vearly [ -

Database: ServantKeeperData.skBdb

£83 Advanced

Standard &, User @ Downloaded Logged On As: Neil Howard

Version: 8.030 .:

4. On the Basic tab, set the date range to be covered in the giving statement.

[ Servant Keeper & Contribution Report Manager

Statements

Monthly Summary -

Paper Saver
Paper Saver without Split Details
Statement of Contribution (MP1-406)

Total Amaunt Receint E
4 [ | »

Report Sections

¥ Pledge Summary Transaction Notes

V| Account Summary

Sort By
O Last Name Carrier Sort
| Zip Code Env #

o Uppercase the Name and Address Use Alternate Address

Print statements for families or individuals without contributions. Print Env #

q

Print the pledge summary based on the date range selected.

' Use a reduced size header on secondary pages.

Print only transactions equal or over |50.00

‘ ‘Shnw All Transactions

q

Print Tax / Non-Tax Totals

<

Print Church Information Print the Church Tax ID ¥ Print Church Phone#

q

Combine contributions to pledge accounts from linked family members.

q

Print Page Numbers (@) Print Page Numbering as "Page 1,2,3" print Mailing

* Print Page Numbering as "1 of X"

Labels Insert Blank Page for Duplex Printing

Envelopes

= = &
/ = o —
8 i J] @
Preview Browse Reports Rate Report  Fiscal Year Report Key Help
Reports J Basic | Contributors. | Accounts and Options Titles and Messages Logo and Signature Email Statements
Accounts ﬂtg Range Report Description:
Conlr?bulim\ Statements [~ Date Range smm——— s
Contributors
Envelope Numbers From:{o1/01/2019 B~ | Toz/os/z02019 B | J —_— 2 column layout that reduces the number of
Pledges s =2 pages used to produce the statement.
Posted Batches Print for
Statistics @ ndvidials  § © Famiies
Unposted Batches
User Audit Trail

Database: ServantkeeperData.skadb

£33 Advanced standard &, User @ Downloaded

Logged On As: Neil Howard

Version: 8030 :
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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.

[T servant Keeper & Contribution Report Manager

S ¢ @

Fiscal Year ReportKey — Help

R

Preview Browse Reports Ral= e

From:{01/01/2019 @+

Print for

Envelope Numbers

Pledges
Posted Batches

Statistics " . i
Individuals
w

Unposted Batches
User Audit Trail

Statements

Monthly Summary

To: |06/30/2019 [+

ca "
&a © Families

Reports Basic Contributors Accounts and Options | Titles and Messages Logo and Signature Email Statements
Accounts Date Range Report Description;
Contribution Statements - Date Range .
Contributors.

2 column layout that reduces the number of
pages used to produce the statement,

[Elpaper saver |4

Paper Saver without Split Details
Statement of Contribution (MP1-406)

7 pledge Summary ansactio

' Account Summary

Sort By

© Last Name Carrier Sort

Zip Code Env #

¥ Uppercase the Name and Address

Print only transactions equal or over
¥ print Tax / Non-Tax Totals

! print Church Information

Database; ServantKeeperData.skadb

Print the Church Tax ID

¥\ Print Page Numbers (© Print Page Numbering as "Page 1,2,3"

¥/ Use a reduced size header on secondary pages.

Use Alternate Address

Print statements for families or individuals without contributions. Print Env #

¥ print the pledge summary based on the date range selected

Show All Transactians o

W print Church Phone#

¥ combine contributions to pledge accounts from linked family members.

Print Mailing Insert Blank Page for Duplex Printing

Print Page Numbering as "1 of X" Envelope:

ZiAdvanced [l Standard 2, User @ Downloaded Logged ©n As: Neil Howard

Version; 8.0.30

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.

£ Servant Keeper & Contribution Report Manager o =
3 0@
Preview Browse Reparts port Fiscal Year ReportKey | Help
Reports Basic Contributors Accounts and Options | Titles and Messages Logo and Signature Email Statements
Accounts print statements for
Contribution Statements. All Families Selected Families Families by Member Status Families by Transaction Amount
Contributors
Envelope Numbers Exclude Inactive Recards Clear
Pledges
Posted Batches [T Select Fields | | @ Untag All || & TagAll || Reverse Tag | Records: 28 Tagged: 28 Untagged: 0
Zt:::;:d gatches Tag Directory Name Email Email 2 =
User Audit Trail ¥ Bland,Charles & Walter Wison wlucien@idoud.com
¥ Blount, Richard & Jodi Jodi_blount@hotmail.com
Ed Bowker, Bob & Karen bob927bowker@gmail.com
¥ Burr, Cifton & Janice clfton.burris@gmail.com
¥ Castles, Peter & Pam peter@cpfumc.org
& Doak, Dick & JoAnn doakjoann@gmai.com
¥  Feazel, Dean & Lisa fatimaner@gmall.com
¥ Gbbs, David davidrgbbs@gmal.com
¥ Goodman, Martin & Karen mkgoodman@austin.rr.com
% Hohle, Ronnie & Juie thohle58@gmal.com
¥ How, Mark & Bonnie bonhow@gmal.com
¥ Howard, Nei & Jane nhowardox@gmai.com
% Howard, Steve showard746@gmail.com
= King, Ron & Barbara rbking411@att.net
¥ Longori, Sergio & Debra longorial@gmx.com
¥ Martin, Anta & Larry antamartin1705@gmai.com
Ed Maund, Adam & Nicole nicole. maund@gmai.com
v Middleton, Kevin & Joan jmiddleton2@austin.rr.com
¥ Molden, Dick & Shirley dickmolden@gmai.com
& Morrison, Glenda glendalmorrison@gmail.com
v Pattridge, Ann annpattridge@hotmai.com
¥ Pery, Martha marthaperry403@gmal.com
¥ Sidney, Dave & Sue dsidney@aceweb.com
& Slater, Carol c.slater@att.net
¥ Smith, Carolyn carolynsmith2215@gmal.com
¥ Stolfuss, Elaine elaine.stolfuss@me.com L

Database: ServantKeeperData.skadb

{23 Advanced standard & User @ Downloaded Logged On As: Neil Howard

Version: 8.0.30
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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.

£] Servant Keeper 8 Contribution Report Manager

56 W @

Preview Browse Reports Fiscal Year Report Key Help
Reports Basic Contributors
Accounts Accounts Included in Detail Section
CEnT I SR @untag All | @ Tag All || Reverse Tag
Contributors.
Envelope Numbers EAwa2010 pledged @ 110) -

3 AA Friday Group (4302)

3 A4 Tuesday - Steps In Action (4306)
3 Adult Education (4907)

3, Aftar Flowers (4701)

" Apportionments (4410)

3 ASP/UMArmMY/Youth Camp Income (.
3 Brochures (4953)

3 Building Fund

3 Building Repair (4302)

9 Capital Maintenance & Repair Fund
3 Cash Unpledged (4121)

Pledges

Posted Batches
Statistics
Unposted Batches
User Audit Trail

Directory Name
© Mailing Name
Head and Spouse Names on 2 lines

Barcode

Print Barcode

Database; ServantKeeperData.skadb

Accounts and Options | Titles andl Messages Logo and Signature

Accounts Included in Summary Section

@ untag all | & Tag Al

%12019 Pledged (4110) =
AA Friday Group (4302)

AA Tuesday - Steps In Action (4306)
Adult Education (4907)

Altar Flowers (4701)
*Apportionments (4410)
ASP/UMArmY/Youth Camp Income (..
Brachures (4953)

Building Fund

Building Repair (4902)

Capital Maintenance & Repair Fund
Cash Unpledged (4121

Accounts in Pledge and Payment Summary
@untag Al || & Tagall

[A%42019 pledged (4110)
" Appartionments (4410)

%+ parking Lot

Reverse Tag

Include Inactive Al Accounts > Include Inactive All Accounts > Include Inactive All Accounts
Show Accounts with zero totals in the summary.
Family Name Country

Print Country if Not

“3Advanced [E|Standard & User @ Downloaded

Email Statements

Reverse Tag

Logged On As; Neil Howard

Version: 8.0.30

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.

E1{ Servant Keeper 8 Contribution Report Manager = B =
L Y 1 @
Preview Browse Reports Fiscal Year ReportKey = Help
Reports Basic Contributors. Accounts and Options | Titles and Messages Logo and Signature Email Statements
Accounts Statement Section Titles and Text Labels ¢

Contribution Statements
Contributors

Meain Title Paper Saver Giving Statement

Envelope Numbers Account Account

Pledges Pledge & Payment Pledge & Payment
Posted Batches X

Received Received
Statistics

Unposted Batches Statement Serial Number

User Audit Trail .
Serial Number

Statement Message

& calibri

¥ print the statement message.

Tax Deductible Tax
Non-Tax Deductible Non-Tax

Total Total

0 ude Year [0

Note Servant Keeper does not Save the serial number after statements are generated. It is recommended that you click the Print Preview button and use the Save As button to save a
copy of the statement as a PDF file before printing or emailing them.

Your message goes here . .. /

4| print the IRS message. "%

Tear Off Section Note

{print the tear off section message. "%

Database: ServantKeeperDataskadb

#iAdvanced [E Standard 2.User @ Downloaded

Pursuant to Internal Revenue Code requirements for substantiation of charitable contributions, no goods or services were provided in return for the Tax Deductible contributions.

Logged On As: Neil Howard

Version: 8.0.30
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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.

[ servant Keeper & Contribution Report Manager

& 5 9 7@

Preview Browse Reports Rate Report Fiscal Year ReportKey | Help

Reports J Basic | Contributors Aecourts and Options | Titles and Messages Logo and Signature Email Statements.

Accounts

Logo Image signature Block

B ¥ shaw Logo Show Signature

Contributors

Envelope Numbers.

Pledges

Posted Batches

Statistics.

Unposted Batches.

User Audit Trail

Clear Browse Clear Browse...

Signature Footer Lines:
Ron King
Financial Secretary

© Thelogo and signature images should be roughly about 200 200 pixels max.

Database: ServantKeeperData.skadb

¢ Advanced [E standard A User @ Downloaded Lagged On As: Neil Howard Version: 8.030

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

[ Servant Keeper 8 Contribution Report Manager o = =
@ 3 1@
Send Statements  Browse Reports Rate Report  Email Settings  Fiscal Year Report Key | Help
Reports J Basic | Contributors. | Accounts and Options Titles and Messages | Logo and Signature ‘ .Email Statements  : \—
Accounts Email Recipients ‘ Email Options |
Contribution Statements
Contributors @ uUntag All || & Tag All | | Reverse Tag | Records: 28 Tagged: 28 Untagged: 0
Envelope Numbers ‘Tag ‘Directory Name |Emai| ‘Email 2 |
Pledges Vv Bland, Charles & Walter Wilson wilucien@icloud.com
:tu::gciat(hes vl Blount, Richard & Jodi jodi_blount@hotmail.com
oo et 8 D, ion . atonborsagmoicon
User Audit Trail . : AIE LT
¥/ Castles, Peter & Pam peter@cpfumc.org
¥ Doak, Dick & JoAnn doakjoann@gmail.com
v Feazel, Dean & Lisa fatimaner@gmai.com
v Gbbs, David davidrgbbs@gmal.com
4 Goodman, Martin & Karen mkgoodman@austin.rr.com
& Hohle, Ronnie & Julie rhohle58@gmai.com
4 How, Mark & Bonnie bonhow@gmai.com
4 Howard, Nel & Jane nhowardtx@gmail.com
4 Howard, Steve showard746@gmai.com
W King, Ron & Barbara rbking411@att.net
V| Longoria, Sergio & Debra longorial @gmx.com
4 Martin, Anita & Larry anitamartin1705@gmail.com
v Maund, Adam & Nicole nicole.maund@gmail.com
vl Middleton, Kevin & Joan Jjmiddleton2@austin.rr.com
¥/ Molden, Dick & Shirley dickmolden@gmail.com
¥ Morrison, Glenda glendalmorrison@gmai.com
v Pattridge, Ann annpattridge @hotmail.com
v Perry, Martha marthaperry403@gmail.com
v Sidney, Dave & Sue dsidney@aceweb.com
vl Slater, Carol c.slater@att.net
4 Smith, Carolyn carolynsmith2215@gmai.com
4 Stolfuss, Elaine elaine.stollfuss@me.com
4 Theriot, Amanda & Howard amanda.theriot@icloud.com
¥ Wiliams, Grover gow@austin.rr.com
Database: ServantKeeperData.sk8db £83 Advanced Standard M, User & Downloaded Logged On As: Neil Howard Version: 8030 ;
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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.

Send Statements Copy Report  =clit Report Delete Report  Browse Reports  Share Report Rate Report  Email Settings  Fiscal Year  Report Key Help

Am [ Basic I Captobutore Il Accounts and Options Il Titles and Messages |f Logo an )
Accounts ( Email Recipients M
Contribution Statements e
Contributors Choose Recipient Email Address
Envelope Numbers M Email © A copy of the statement will be sent to each email address checked.
Pledges [ Email 2
Posted Batches [1Log Email as Touch Point
Statistics
Statement Email Attachments

Unposted Batches

User Audit Trail

itor

—

Subject [Your 2019 Cedar Park First UMC Giving Statement through June 30, 2019

| calibri
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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.

er & Cogffbution Report Manager

Send Statements  Brpwse Reports

Accounts

Contribution Statements.
Contributors

Envelope Numbers
Pledges

Posted Batches
Statistics

Unposted Batches

User Audit Trail

d 9 1@

Bland, Charles & Walter Wilson
Blount, Richard & Jodi
Bowker, Bob & Karen
Burris, Clifton & Janice
Castles, Peter & Pam
Doak, Dick & JoAnn
Feazel, Dean & Lisa
Gibbs, David

Goodman, Martin & Karen
Hohle, Ronnie & Julie
How, Mark & Bonnie
Howard, Nei & Jane
Howard, Steve

King, Ron & Barbara
Longoria, Sergio & Debra
Martin, Anita & Larry
Maund, Adam & Nicole
Middleton, Kevin & Joan
Molden, Dick & Shirley
Morrison, Glenda
Pattridge, Ann

Perry, Martha

Sidney, Dave & Sue
Slater, Carol

Smith, Carolyn

Stolifuss, Elaine

Theriot, Amanda & Howard
Wiliams, Grover

4 9 ¥ AN ARV AYTYYYYY Y Yy

wiucien@icloud.com
Jjodi_blount@hotmail.com
bob927bowker@gmail.com
clifton. burris@gmail. com
peter@cpfumc.org
doakjoann@gmail.com
fatimaner@gmai.com
davidrgibbs@gmai.com
mkgoodman@austin.rr.com
rhohle58@gmail.com
bonhow@gmail.com
nhowardtx@gmail.com
showard746@gmai.com
rbking411@att.net
longorial@gmx.com
anitamartin1705@gmail.com
nicole.maund@gmail.com
Jmiddleton2@austin.rr.com
dickmolden@gmail.com
glendalmorrison@gmail.com
annpattridge@hotmail.com
marthaperry403@gmai.com
dsidney@aceweb.com
c.slater@att.net
carolynsmth2215@gmail.com
elaine.stollfuss@me.com
amanda.theriot@icloud.com
gow@austin.rr.com

Rate Report  Email Settings  Fiscal Year  Report Key Help
J Basic | Contributors | Accounts and Options Titles and Messages | Logo and Signature | Email Statements
J Email Recipients | Email Statement Options |
& untag Al & Tag All Reverse Tag | Records: 28 Tagged: 28 Untagged: 0
|Tag |Directory Name Email Email 2

Database: ServantkeeperData.sk&db

s Advanced [E|Standard S, User @ Downloaded

Logged On As: Neil Howard

Version: 8.0.30 .

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

Enter Email List Mame

23

Please enter a name for the email
statements campaign.

CPFUMC Quarterly Giving Statement - through |June 20149

Save

Cancel

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 (userlID,
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.

B Inbox

&«

£ Apps

* | G Securit X | G Securitt X | G Crtical X | & Signin

c O

Del

b4 G Llessse X G Goog

X|Q—Cedar X|+

@ myaccount.google.com/lesssecureapps

@ SKHelp Desk (nho...

B 2020 5K Account List

Google Account

¢ Less secure app access

Allow less secure apps: ON

Privacy Policy - Terms of Service - Help
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https://myaccount.google.com/lesssecureapps
mailto:CPFUMCFinSec@gmail.com

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:

§ » |9 1@

“eport Browse Reports  Share Report Rate Report | Fiscal Year | ReportKey — Help

] 8
Basic Il Contributors [ Accounts and Options ] Titles and Messages 1 Logo and Signature W
Accounts | emait recipients | email options |

$)HL 4

Send Statements § Copy Report £t Fepornt

Contribution Statements

Contributors @ Untag AID ( @ Tag All ) (Reverse Tag) Records: 81 Tagged: 1 Untagged: 80
Donor Patterns Tag ] Directory Name. I

Envelope Numbers Figo, Susan

Pledges Gbbs, David

Posted Batches Goodman, Martin & Karen

Statistics Goss. Genda

Unposted Batches Greer, Todd & Angle

User Audit Trail (Gregory, Priscia

Guarnieri, Paul & Katharine
Hamman, Steve & Kathie
Heermans, GG
Higgins, Gerry &Brenda
Hiton, Jane

Hohle, Ronnie & Julie
Holmes, Nancy

How, Mark & Bonnie

Howard, Steve

Inzunza, Richard & Anjanette
Johnson, Bodie & Sally

Kely, Diane

Keys, Parthenia

King, Ron & Barbara
Kinkovsky, III, Frank & Ashley
Lack, Cephus & Wanda
Litaker, Colleen

Lo, Andre & Sharon Wang
Longoria, Sergio & Debra
Lundstrom, Russ & Jill
MacCarroll, Debbie

Martin, Anita &Larry
Matthews, JoAnn

IJDDDDIJDIJ[JDDDDIJDC@JDIJDDDDDDIJI]DD(J

Click Save on the email list name dialog box

Please enter a name for the email
statements campaign.

Detailled Statement 08-04-2020 Email List

) oD
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Click on the Email Account Settings icon

= {a} erva eepe & anage Deta
EMAIL

IO =

¢ i :

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

_—
—

Manage and configure your email accounts.
( Delete ) (Set Default)

Default Name Host Email
Yes CPFUMC Financial Secretary  smtp.gmail.com CPFUMCFinSec@gmail.com
< >
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In the Email Settings dialog box, click on the Send Test Email button.

Edit the information below to send email via your email server,

For information on your email server settings contact your Network
Administrator or your Internet email provider.

* Some email providers like GMail require you to enable less
secure app access or third party app access. Please refer to your
email providers support pages for more information.

Name:

CPFUMC Financial Secretary 8 Default

Email Provider: G .
GMail " M a ' I

Email Address: Email Priority:
CPFUMCFinSec@gmail.com ‘ Normal vi

Outgoing mail server (SMTP): Port: SSL Type
smtp.gmail.com 587 2| "n,s v

Example: smitp.servername.com
Authentication
AutoSelect v

Username:
CPFUMCFinSec

Password:

Ly ™

( Send Test Email

( Save )( Cancel )

T I

T

Sending Giving Statements by Email Revision 1, August 4, 2020
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You should get a Settings Saved informational message indicating that the test message was sent successfully:

Settings Saved X

0 The test message was sent successfully.

Check the inbox for CPFUMCFinSec@gmail.com to confirm
you received the message,

The email settings were saved.

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.

brsermarnmme
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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.
= ) Servant Keeper Email Manager - Paper Saver 06-03-2019 Email List.skBec = B =

EMAIL

= | & — == =
1) 00 @ B CEI EEI:! '18} From | CPFUMCFinSec@gmail.com | -
Send | Paused | Reset List [l Email 2 Show || Email Account
Manager Preview Settings

Start / Pause Lists Recipient Emails Sender Email

Status |Date sent [File Attached | Name [Email 1 |Email2 = @) Zoom In &} Zoom Out @) Zoom ~ 42%
Not Sent Yes Amanda & Howard amanda.theriot@icloud.co
Not Sent Yes Charles Bland & Walter  wiucien@icloud.com
Not Sent. Yes Clfton & Janice Burris dlifton.burris@gmal.com
Not Sent Yes Kevin & Joan Middleton  jmiddleton2@austin.rr.co e e e e e I
Not Sent Yes Martin & Karen Goodman mkgoodman@austin.rr.co {IE E’;‘.‘E?;x"'-"
Not Sent Yes Mr. & Mrs. Adam Maund nicole.maund@gmai.com o Save e St
Not Sent Yes Mr. & Mrs. Dave Sidney  dsidney@aceweb.com s
Not Sent Yes Mr. & Mrs. Dean Feazel fatmaner@gmal.com S s
Not Sent Yes Mr. & Mrs. Dick & Shiley  dickmolden@gmail.com
Not Sent Yes Mr. & Mrs. Dick Doak doakjoann@gmal.com =
Not Sent. Yes Mr. & Mrs. Mark How bonhow@gmai.com
Not Sent. Yes Mr. & Mrs. Nell Howard  nhowardtx@gmal.com
Not Sent Yes Mr. & Mrs. Robert bob927bowker@gmail.co
Not Sent Yes Mr. & Mrs. Sergio longorial@gmx.com
Not Sent Yes Mr. David Gibbs davidrgbbs@gmal.com
Not Sent Yes Mr. Grover Wiliams gow@austin.rr.com
Not Sent Yes Mr. Steve Howard showard746@gmail.com
Not Sent Yes Mrs. Ann Pattridge annpattridge@hotmail.co
Not Sent. Yes Mrs. Carol Slater c.slater@att.net
Not Sent Yes Ms. & Mrs. Anita Martin | anitamartin1705@gmail.c =
Not Sent Yes Ms. Carolyn Smith carolynsmith2215@gmal. " -
Not Sent Yes Ms. Elaine Stolfuss elaine.stolfuss@me.com
Not Sent Yes Ms. Glenda Morrison glendalmorrison@gmail.co
Not Sent Yes Ms. Martha Perry marthaperry403@gmail.c -

4 [ » 4 I
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15. Press the Send button on this screen, you will have launched quite a number of emailed giving

statements!
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Servant Keeper Email Manager - Paper Saver 06-03-2018 Email List-1.sk8ec o B 0=
&
b m L
'E % | From |CPFUMCFm5ec@gman.com H
List E Emnail 2 Show Email Account
Manager Preview Settings ‘
Start / Pause Lists Recipient Emails Sender Email
Status ‘Date Sent |Fi\e Attached |Nama |Emai\ 1 |Email 2 A~ @&, ZoomIn E) Zoom Out @} Zoom~ 42%
Not Sent Yes Amanda & Howard amanda.theriot@icloud.co
Mot Sent Yes Charles Bland & Walter  wiuden@icloud.com
Not Sent Yes Clifton & Janice Burris ciifton.burris@gmail.com
Mot Sent Yes Kevin & Joan Middleton  jmiddleton2@austin.rr.ca e e e e —
Mot Sent Yes Martin & Karen Goodman mkgoodman@austin.rr.co @ SEREEwn
Not Sent Yes Mr. & Mrs. Adam Maund nicole.maund@gmail.com e e v et
Not Sent Yes Mr. & Mrs. Dave Sidney  dsidney@aceweb.com N R
Mot Sent Yes Mr. & Mrs. Dean Feazel fatimaner@gmail.com S s
Not Sent Yes Mr. & Mrs. Dick & Shirley dickmolden@gmai.com
Not Sent Yes Mr. & Mrs. Dick Doak doaljoann@gmail.com E
Not Sent Yes Mr. & Mrs. Mark How benhow@gmail.com
Mot Sent Yes Mr. & Mrs. Neil Howard  nhowardtx@gmail.com
Mot Sent Yes Mr. & Mrs. Robert bob927bowker@gmai.ca = _— i
Not Sent Yes Mr. & Mrs. Sergio longorial@gmx.com B ——
Not Sent Yes Mr. David Gibbs davidrgibbs@gmail.com
Not Sent Yes Mr. Grover Wiliams gow@austin.rr.com
Mot Sent Yes Mr. Steve Howard showard746@gmail.com
Not Sent Yes Mrs. Ann Pattridge annpattridge @hotmail.ca
Not Sent Yes Mrs. Carol Slater c.slater@att.net
Not Sent Yes Ms. & Mrs. Anita Martin ~ anitamartin1705@gmail.c 1 R R —
Not Sent Yes Ms. Carolyn Smith carolynsmith2215@gmail. e -
Mot Sent Yes Ms. Elaine Stolfuss elaine.stolfuss@me.com e
Not Sent Yes Ms. Glenda Morrison glendalmorrison@gmail.co
Not Sent Yes Ms. Martha Perry marthaperry403@gmail.c -
4 [ ] > 4| I | »
Paper Saver 06-03-2019 Email List-1.skBec  Total: 28 Sent: 0 Unsent: 28

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

Servant Keeper Email Manager - Detailed Statement 04-21-2020 Email List-1.sk8ec

.! - From | CPFUMCFinSec@gmail.com =

Email Account
Settings

Status Date Sent File Attached | Name Email 1 Email 2 (4] @, ZoomIn €} Zoom Out @ Zoom~ 4%
Sent 4/21/2020 7:09:C Yes Mr. Graver Williams gowpe@twe.com :
Sent 4/21/2020 7:09:1 Yes Mr. Steve Howard showard746@gmail.com oo st e wavame
Sent 4/21/2020 7:09:1 Yes Mr.Shawn Dubler ougold7x@yahoo.com ‘E e
Sent 4/21/2020 7:09:1 Yes Mrs. Ann Pattridge annpattridge@hotmail.com
Sent 4/21/2020 7:09:2 Yes Mrs. Carol Slater caroloreo@att.net - T
Sent 4/21/2020 7:00:2 Yes Mrs. Clara Crank clara.crank@gmail.com e
Sent 4/21/2020 7:09:2 Yes Mrs. Glenda Goss cggoss33@gmail.com
Sent 4/21/2020 7: Yes Mrs. Hyacinth Fenty hfenty31@gmail.com e et et
Sent 4/21/2020 7:0¢ Yes Mrs. Karen Packard lvpackard@aol.com EEEE E o
Sent 4/21/2020 7: Yes Ms. & Mrs. Anita Martin anitamartin1705@gmail.com s e
Sent 4/21/2020 7:09:4 Yes Ms. Carolyn Smith carolynsmith2215@gmail.co R z’“ =
Sent 4/21/2020 7:09:4 Yes Ms. Debbie MacCarrall debbie.maccarroll@gmail.co - rve—.
Sent 4/21/2020 7:09:4 Yes Ms. Elaine Stollfuss elaine.stollfuss@me.com I o
Sent 4/21/2020 7:09:= Yes Ms. Jane Hilton hiltonjane@att.net v
Sent 4/21/2020 7:09:5 Yes Ms. Martha Perry marthaperry403@gmail.com o Imomem aza
Sent 4/21/2020 7:09:5 Yes Ms. Nancy Holmes holmesn2009@gmail.com p—— o nan
Sent 4/21/2020 7:10:C Yes Ms. Parthenia Keys par.keys@yahoo.com fromnbinr i e etz fan
Sent 4/21/2020 7:10:C Yes Ms. Pauline Eng pauline_eng@yahoo.com e o
Sent 4/21/2020 7:10:1 Yes Ms. Priscilla Gregory cissycilla@gmail.com
Sent 4/21/2020 7:10:1 Yes Rev. & Mrs. Adalid mlindav@gmail.com
Sent 4/21/2020 7:10:2 Yes Richard & Jodi Blount Jjodi_blount@hotmail.com e e bt gt e .
Sent 4/21/2020 7:10:2 Yes Ron & Barbara King rbking411@att.net
Sent 4/21/2020 7:10:2 Yes Ronnie & Julie Hohle rhohle58@gmail.com
Sent 4/21/2020 7:10:3 Yes Steve & Kathie Hamman skhamman@msn.com
v
v | [« — | |
\Detalled Stotement 04-21:2020 Emal Ust 1 skBec  Totali2 setio Wnseot0 4
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