TntMPD Basic Training
Dear TntMPD Trainer,

This training package is a one-day (approximately six hours) “hands-on” training module designed for a new user of TntMPD. For best training results, each participant should have his/her own computer to work on during the training, since people learn more effectively by doing rather than by just watching.  Instructions in the training package in RED are directions for the trainer to do with the participants watching.    Instructions in BLUE are things the trainees will do on their own computers.  
Please do the following before the training:

Using the 7 examples of case studies found on pages 10ff, create your own case studies with address formats, etc. used in your country.  Adjust the information in the training to match your case studies.  

Make a separate page listing all information from your case studies to photocopy for your participants. 

The day before the training, key in data from your case studies, plus yourself and your church to ToonTown.mpddb and re-name to Trainer ToonTown.  This will enable you to have all the case studies already in your database for presentation and discussion purposes. Doing this the day before the training will ensure that the newly entered contacts will appear in the statistics in the windows under Analysis for the current week.
Update the Trainer’s ToonTown database according to the instructions in the “read-me” file in the zipped ToonTown Tools update folder in the folder “Leader-To do”. The update process ensures that the automated task generation will work correctly.  

Arrange for the use of a video projector so that participants can see what you are doing on your computer.

Make a copy of each of the following for each participant:
MPD Phase Flow-Chart & Task Process (if possible in color)

Case Studies 

The next steps following the basic TntMPD training 
Prepare a personal motivational statement about why you use TntMPD (See Page 2, paragraph in italics) 
PowerPoint  Delete slides 3-4 and replace with your own motivational statement 
Be sure all needed files are in one place on the computer you will use during the training. (including Hans Meier.jpg)  Have set-up files from tntware.com on USB stick in case someone comes to the training who was unable to install TntMPD on his/her laptop.
Immediately before the training:
Open TntMPD with ToonTown Database for Trainers TntMPD. Minimize 

Open Power Point with file: TntMPD Basic Training.ppt 
Introduction
PowerPoint Slide 1

What does TntMPD stand for?
TntMPD is software that is designed especially for missionaries who raise their own financial support.  TntMPD won’t raise your support for you, but it will help you to improve your relationships to your ministry partners and keep track of your ministry donations.  

Click MPD stands for Ministry Partner Development  Tnt is of course, the explosive mixture that you all know about, but it also stands for 
Click Tnt  Troy „n“ Tammy—This is Troy Wolbrink, the programmer and developer of the TntMPD software and his wife Tammy.  
PowerPoint Slide 2

Troy has been on the full-time staff of Campus Crusade for Christ in the USA since 1996.  He designed TntMPD as a hobby for himself during his early years on staff in order to keep track of his contacts to his ministry partners and their giving.  Soon, he discovered that other staff were looking for just such a software.  So he continued programming to make it more user-friendly, using Tammy, who is not a computer person, as a way of checking to see if it could easily be understood.  Then he made the software available at no cost to others.  In the meantime, he has developed a second software called DonorWise, a bookkeeping software designed to be used by small ministries needing to track their donations.  His job title is: Computer Programmer in the Global Technology Group.  He and his wife Tammy and their two daughters Lindsey and Rachel live in Orlando, Florida. Thousands of missionaries from over 40 organizations use TntMPD.  

Personal Motivational Statement: 

PowerPoint Slide 3 And one of those using TntMPD is me!  When our daughter Jennifer and our son-in-law Ryan joined the staff of Campus Crusade for Christ in the campus ministry in 2000, they told us about this wonderful software they had heard about during New Staff Training. 
Click  „You need to try out TntMPD!“ said our son-in-law.  That very day, he sat down with Duane at our computer and downloaded the software.   That’s how I got acquainted with TntMPD, and just a very short time later, I was a VERY excited user of TntMPD.  As the day goes on, you will understand why.   
God has given Troy a gift of serving missionaries through his programming abilities.  He could be earning a lot of money if he were working in a secular company (for instance, his code is used by Skype!), but he has chosen to be on the staff of Campus Crusade for Christ, raising his own support, and making his software available free of charge to missionaries, so that those in full-time Christian work can have an effective tool for improving their relationship to their ministry partners. In this way, he is directly involved in helping to build the Kingdom of God all over the world.  During the last years I have had the privilege of working closely with Troy, and I am deeply touched by his servant heart. He is extremely good at what he does, but he is nevertheless able to explain things to me on a level that I can understand, without giving me the feeling that I’m asking dumb questions. AND I have never waited more than one day for an answer to an email! He knows that we are here today. He sends you his greetings and hopes that you’ll have fun learning how to use TntMPD. At the end of our day, we’ll have a time when you can share your thoughts about TntMPD with him.
TntMPD has helped me to:

Klick

Save time

Klick

Have an overview of our financial gifts 
Klick

Build better relationships to my ministry partners
And it’s just simply FUN to use!
About the TntMPD Basic Training:

My desire is that at the end of the training, you will be excited users of TntMPD, who are able to immediately put it into use.  For this reason, the training will incorporate “hands-on” units, during which you will actually use the software.  You will get to know all the basics of TntMPD step by step.  TntMPD is user-friendly, and you will not find it hard to understand.  We will, however, go slowly, so that everyone can keep up.  Let’s be patient with one another.  We all have different levels of experience, but it is our desire that EVERYONE feels confident with the software at the end of the day.  Questions are always welcome. 

PowerPoint 5 MPD Phase Flow-Chart & Task Process 
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MPD Phase Flow-Chart & Task Process
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Never Ask
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what you would check for a 
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Partner Goes Home to the Lord

Contact Received

Entered into Contact List

Call

Call for Decision Ask in Future

This contact has indicated a 

willingness to be asked again.

PARTNER-Financial

This contact has committed to 

recurring financial support.

PARTNER-Special

This contact has committed to 

periodic financial support.

PARTNER-Pray

This contact has committed to 

prayer support.

Decision Line


Pass out copies of flow-chart
Let’s take a look at the MPD Phase Flow-Chart and Task Process.  This flow-chart describes the phases each possible ministry partner will go through.  These phases are called MPD (Ministry Partner Development) Phases.  In the legend, we see the explanation of the various shapes used in the diagram.  The green and orange rectangles are the phases that each contact will go through.  The blue diamond-shaped boxes are the tasks that go along with each of the phases.  The process begins with the yellow rectangle at the top.  A contact is received and entered into the contact list.  This contact will appear as phase “n/a”.  Now that contact will begin to go through the phases, some of which may be skipped. Phase 1 is called: “Never contacted”.   The first task following that phase would be to send a “pre-call letter” explaining a bit about your ministry.  Once the letter has been sent, the next phase is called, “Call for Appointment”.  The next task, of course, is to call to make an appointment to present your ministry.  Phase 3 is “Appointment scheduled”, followed by the task “appointment”.  Phase 4 is “Call for Decision”, the task, of course, is to make that phone call.  
There are also contacts that we would like challenge to become our ministry partners whom we cannot visit.  These people can be contacted by letter (blue diamond on the right side).  The task following such a support letter is to call for a decision.

Then comes the so-called “Decision Line”.  Those contacts in phases above the decision line are those who have not yet given an answer as to whether they want to become your ministry partner or not.  The goal is that each one of the contacts in our list would make a specific decision about becoming a ministry partner.  For this reason, we must, of course, actually challenge each contact, asking each the direct question as to whether they want to join our team or not.  Asking that direct question is for most of us one of the hardest aspects of raising our financial support.  But it is VERY important to ask that direct question.  Otherwise, you will not have a direct answer, and that often turns into a “no” in time.
So, the phases above the Line of Decision point to what the next step should be in connection with a contact who has not yet made a specific decision as to whether he/she wants to be our ministry partner or not.  
The phases below the line of decision are the answers to the direct question:

Yes:  PARTNER-financial  This contact has committed to recurring financial support.

Yes:  PARTNER-special  This contact has committed to periodic financial support. 

Yes:  PARTNER-prayer  This contact has committed to prayer support.

No:   NOT INTERESTED  This contact has indicated they do not want to be asked. 
The phases below the Line of Decision indicate the status of each contact who has made a decision as to whether he/she wants to be our ministry partner or not. 
There might also be people in our contact list whom we do not plan on asking for support.  Their MPD Phase is “Never Ask”.  This is also the phase for a deceased person.  It is better not to delete a deceased person from the database, because you then lose all the financial data from that person. 

Sometimes you have contacts who say, “I am not able to support you at present.  Ask me again in six months” (or whatever).  Their MPD Phase is „Ask in future“.  These contacts should also receive our newsletter.  

Are there any questions?
Now, divide up in pairs.  One explains to the other the phases above the Line of Decision (try to do it without looking!), and the other explains the phases below the Line of Decision. 

[Open TntMPD, Contact View appears]

First Impressions—Overview of the Contact View 
Today we will be using an amusing database with contacts such as Bugs Bunny and Mickey Mouse. You can experiment with this database without fear of making mistakes or of losing important data.   At the top of the screen, you see the name of the database you are using—our database is called ToonTown.  
The list at the left is the contact list.  If this is labeled “Everyone”, it contains all the people in your database, regardless of whether they support you financially or not.  The database always opens with “Everyone” shown, unless you customize it.  You can see how many people you have in your database by looking at the number on the bottom bar.  The address, telephone number, and email address are shown above.  If the address appears in red, it is an indication that the address in your database does not agree with the address in the database at your ministry headquarters.  

Click on Jetson, George 

Next to the address you see the amount of pledged monthly support, where applicable.

On the left side, you see the main buttons which change the view:
Buttonbar:


Contacts
These are all the people in your database, not just supporters 
Click on
Groups
These contacts can be put into groups such as newsletter

 recipients or relatives, or whatever.  The group we see here is 

“Friends with Superpowers”. 
Click on 
Tasks

Some tasks are automatically generated by TntMPD, for

instance thank-you letters for certain gifts, or you can create your own tasks such as „Write next newsletter“.  Here we see the entire list of all outstanding tasks.  
Click on 
History
In the history view, you find all the completed tasks.  This

enables you to have an overview of all the activities connected

with your ministry partner development.  Every letter, every phone call, every appeal can be recorded here. In this way, you will immediately know when you talk to the person again what you talked about the last time.  

You can set the time range for looking at completed tasks: 
Click on 


last 31 days  

Click on 
Calendar
When you schedule an “appointment” task, it shows up here.

Unfortunately the calendar shows only the coming three weeks

at a time.  For this reason, it is not suitable for making 
appointments far into the future, but when you are on a ministry 
partner development trip, this calendar can be used if you have 
many appointments within a few short weeks. 
Click on 
Analysis
Here you can look at charts and diagrams of all your financial
information, plus find the information about how far along you

are in reaching your goal of full financial support.. 
Click on 
Gift-Input
Download addresses and gifts from your headquarters 
Click on Cancel to close the window and go back to the contacts view. 
Explain tabs (without opening them)
Address
private, business, other addresses, telephone, internet (Email, Homepage)

MPD 
Ministry Partner Development—here you have the information about this partner’s financial giving


Tasks

The „To-Do“ List for the highlighted individual contact 

History
Your „diary“, an overview of all your MPD activities in connection with the person highlighted in the contact list
Groups
Indicates group membership in previously-defined groups 
Notes
These are notes you write—it could be directions to their house, prayer requests, etc.  The notes at the top of this list appear above the tab bar.  
Personal
Children, church membership, hobbies, birthdays, anniversaries


profession, etc.—the personal information can be recorded here.  
Photos
You can insert one or more photos, one of which appears next to the notes. 


User

4 fields which are user-defined
Adding new contacts
Now it’s time to learn how to add new contacts to the database..  

Open TntMPD with the ToonTown Database.
(TntMPD always opens the database used the previous time.  If you have more than one TntMPD database, you can close and open databases under:  File | Close and File | Open).  
Click on File | Close |    File | Open |     Search for and open ToonTown.mpddb 

Later on in the day, we will have a time to help you import your Excel files into TntMPD, but now we want to learn how to add individual contacts.  
Click on New Contact
The „New Contact“ window appears and you can add information. 
Check the box by Organization    
The „New Contact“ window changes to a window that is appropriate for information about churches, foundations, businesses, etc.  The fields for private addresses disappear, and the type of address automatically changes to business.  
Remove the check by the organization box—the window for home addresses reappears. 
Enter yourself as a new contact, but don’t click on OK yet.

(Mr./Mrs. Trainer (Schulungsleiter) is already in the Trainer ToonTown database). 
Click on Greetings


TntMPD automatically generates 3 three greetings that can be customized. 



Greeting is the form used in a mail merge letter 


Full Name appears on the envelope or label 
Short Name is the third possibility for a personalized greeting 
Click on Cancel
Click on Addressblock  That’s how your address will look on an envelope.
Click on OK

You have added your first contact! The new name appears highlighted in the contact list on the left and you see the information in the address tab on your screen. Now you can add the rest of the information about this contact. 
Click on Ok to close the window. 
Editing contacts 
Doubleclick on the yellow field “Telephone”.

All sorts of telephone numbers can be entered here.  When you have added all the numbers you want, check one as the preferred number.  This will be the number that appears above the notes. 

Click on Cancel
Doubleclick on the yellow field „Internet“.

Here you can put in the information about email, homepage addresses, etc.  

Click on Cancel
The field „Other“ is for an additional address, such as the home address of college students, or the vacation home in the mountains.  
Add the rest of the information for yourselves in all the applicable fields in the contact view | address tab.

Then add your home church as an organization.  

     A church is already in the Trainer ToonTown 
Questions? 
MPD Tab
Click on the tab: MPD
MPD stands for Ministry Partner Development.  The information found on this tab is the core financial information about your contacts. 
MPDPhase

First, you see the MPD Phase.  These are the phases from the flow-chart we saw earlier. 

When a contact is first entered into the list, he is listed as Phase n/a.  Each contact should be given a phase according to his/her individual situation.  If you have not yet talked to a contact about your ministry, he/she is labeled as “never contacted”.  If, for instance, the contact is your sister, and she has already told you that she wants to support you with $25/month, she is listed as PARTNER-financial, etc. 

Next Ask
This is the place to note the date/time when you would like to next ask this contact concerning financial support. Later you can do a lookup on this field to find out what further steps to take.  However, entering information here does not put an ask/call in your task list or schedule. 
Move the cursor over Next Ask
The cursor turns into a hand, and the color changes..

Click once on Next Ask.

A calendar appears.  You can either write only a date (uncheck the box by the time) or also set a fixed time.    

Click on Cancel 

Pledge 
When a contact decides to become a financial supporter, you record that information here.  This field, along with the MPD Phase field, determines the automated task generation and various analysis reports.  There are actually three fields that belong to “pledge”:  yes/no (box to check), amount, and frequency.  The check box indicates that the first gift has been received. 

Click on the Drop-down Menu for pledge frequency
The pledge frequency can be monthly, or bi-monthly, quarterly, annually, etc.  When a gift is received, TntMPD automatically compares the amount given with the pledged amount and the frequency, and in some cases, automatically generates a task as a result.  For instance, if a contact has pledged $30 per month, is current in his pledge, and then gives $40 in a particular month, TntMPD will generate a task: “Send thank-you for extra gift of $40”.  Reports can be generated which indicate late donors.  
Click to make the Drop-down Menu go away
Note:  When a new contact makes a financial pledge, don’t check the pledge box on the MPD tab yourself. TntMPD will automatically check the box as soon as the first gift is received.  For contacts who have already been regularly giving to your ministry, you can check the box yourself so that TntMPD will recognize the fact that this is not a new financial partner.  If a contact increases his/her pledge, remove the check. TntMPD will then check the box once the new pledged amount is given and will generate a task to thank the contact for the first gift in the increased amount. 

In the right-hand upper corner of the screen, you see a colored dot.  The color of this dot changes depending on the status of their pledge. 

Click up and down in the contact list to see the various colors and their meanings. 

Send newsletter
All those contacts who should receive a newsletter should have this box checked.  When it’s time to send out a newsletter, you can do a lookup on this field and make a current group of all newsletter recipients from which you can do a mail merge letter or generate envelopes or labels.
Region

This field is user-defined and allows you to group contacts in any geographical manner you choose.    For instance, if you have a number of contacts in a large city with different zip codes, you can put these into one region.  You can then do a lookup on this field and sort out all contacts in the surrounding area of that large city.  This is helpful when you are planning a trip to that area and want to know which of your contacts are in the vicinity.    

Referred by


Who referred you to this contact?  You can have multiple entries in this field, in which case “Referred By” will appear in bold letters. 

Likely to Give


This is helpful if you are looking for a group of contacts to send an appeal to, or if someone has told you, „Let me know if you have special requests.“   


Deceased



You should not simply erase a deceased contact from the contact list, because you will lose all the financial information for that contact.  When this box is checked, the address will be crossed out and DECEASED appears next to the name in the contact list.  If just one of the partners of a married couple passes away, you should change the name accordingly, also changing the greeting, so that the name appears correctly on an envelope and in the mail merge greeting.  The name of the deceased person and the date of death can be entered into the „Notes“ field. 


Direct Deposit


This is an informational field only, as is the field for deceased, and the next field, magazine. A check in any of these boxes will not change anything in your headquarters’ database. This is just for your own information, if you want to know whether your contact is giving by direct deposit.

Magazine



Overview of the bottom half of the screen
Click on the contact list and start typing the name „Pan“.    
TntMPD jumps to the name Peter Pan.

This is what it looks like for a contact who gives regularly on a monthly basis.  You see a bar chart of the financial gifts and on the left, a list of each gift with its date and amount. The buttons above the bar chart allow you to set the time frame that you want to look at.  In addition, you can determine if you want to see the information for just the individual highlighted contact or for all contacts in the current (selected) group. If you right-click on a gift, you can edit the gift, or add gifts that have not come in through the accounting department of your organization.  Click to close the window.
Case Studies
Case Study 1 Do this step by step together.  The data except for the photo is in the leaders’s ToonTown database.  
1. I met Hans Meier at the summer party of my home church last summer. He’s been a Christian for two years, and has been coming to the church for the last 3 months.  He works as a programmer at TUUN. I need to call him to make an appointment to share about my ministry. He builds model airplanes with his sons Alex and Christopher. His wife’s name is Claudia. 
2356 Middle Ave. 

Cayuga, IN 47928  

Home: (317) 492-3018
I have a picture of him.
(The following field names in RED are the fields in which to enter the information.)

HANS MEIER

To open the new contact window (the fields are already filled out in the Leader’s ToonTown) double-click on Greetings on the contact view with the address tab open.

Mr. Title 
Hans First/Given 

Meier Last/Family
Met at the summer party of my home church last summer Notes – add date!

Has been a Christian for two years  Notes – with date:  „2 years ago“ is not specific enough!

Has been coming to the church for three months Personal | Notes – with date!

Programmer Personal | Profession 

at TUUN Personal | Company

I am supposed to call to make an appointment to share about my ministry  MPD | MPD Phase Call: Appt 


Builds remote-controlled model airplanes  Personal | Hobby   


With his sons Alex and Christopher   Personal | Children

His wife’s name is Claudia Address | Greetings 

2356 Middle Ave. Home Street
Cayuga Home City
IN Home State

47928  Home Zipcode
(317) 492-3018 Home phone
NOTE:  The picture is not yet in the database.  Add while participants are watching and doing it themselves on their computers.
Pictures | Rightclick | Add from file  Hans Meier.jpg
Church:  (Your own home church)
MPD | Send newsletter

Now it’s your turn.  Key in the information from Case Study 2.  (The data is already in the Trainer ToonTown database).

2. Mr. & Mrs. Harald Hinze 

Her last name = Eva Adams-Hinze 

135 Colonial Way 

Gardner, MA  01440-3204

Harald mobile:  0172-556344


Eva mobile:  0172-9675254
Anniversary  Jan. 1, 2001 
Children: 

Mark    March 1, 2003 
Caroline  August 8, 2004

Greg    May 22, 2006 

Their dog’s name is Hasko. They made a pledge for $30/month. Eva is my cousin. She mentioned my article in Worldwide Challenge. They belong to First Church of God. 
DISCUSSION ABOUT MR. & MRS. HINZE (Underlined text indicates portions to mention specifically.  They are the portions new users might not be sure of.) 
Mr. Title

Harald First/Given

Hinze Last/Family

Mrs. Spouse Title

Eva Spouse First/Given

Adams-Hinze Spouse Lastname (uncheck the box) 
1.1. 2001 Personal | Wedding Anniversary HH H
135 Colonial Way Home Street
Gardner Home City
MA Home State
01440-3204 Home Zip/Postal code
Mark  * 3/1/2003 Personal | Children
There is no separate field for children’s birthdays.  Use the field “children”.
Caroline Hinze* 8/8/.04

Greg Hinze * 5/22/06

Dog’s name is Hasko Notes
Pledged $30/month MPD | MPD Phase PARTNER-financial, don’t check the box 

Don’t check the pledge box yourself for new pledges.  As soon as the first gift is received, TntMPD will check the box and generate a task to send a thank-you letter for the first gift. (Note:  Check the box if this contact has already been giving regularly, since there is no need for a thank-you for first gift) 

Amount $ 30 monthly
Eva is my cousin Personal | Family Side  
She mentioned my article in the ministry’s magazine MPD | Magazine
0172-556344 Mobile  Write “Harald mobile” in the Comments field  

0172-9675254 Eva Mobile
Here you must decide where to put the second mobile phone number –under pager, or car, home 2? 
Church First Church of God Personal | church 


MPD | Send newsletter
Case Study 3  Do this step by step together.  Data is already in the Leader ToonTown.
3. Dr. Arnold Decker, Chairman of Board of MIX Corporation. He wants to give a donation through his company, but he can’t say how much it will be. He wants to give .05% of the profits from his company to my ministry. I met him at the Church Growth Conference in Dallas in 2006. His wife’s name is Monika von Sulze-Decker
Home: 

2003 Decker Street

Orlando, FL  32806

Home: (407) 522-7468
Office:

Mix Corporation

Mix Boulevard 13

Orlando, FL  32828 

(407) 859-3881 Reception

(407) 859-1234 Secretary (Ms. Mayer) 

Email: A.decker@mix.org
Business Homepage:  www.mix.org
His wife is not too excited about his Christian activities, so he asked me to send my newsletter to his business address.

ARNOLD DECKER

Dr. Title
Arnold First/Given
Decker Last/Family
Chairman of Board Personal | Profession
MIX Corporation Personal | Company 
Wants to give through his company annually MPD | MPD Phase PARTNER-Special

Even though he has agreed to give annually, he has not named a fixed amount. For this reason, his MPD Phase is PARTNER-Special

I met him at the Church Growth Conference in Dallas 2006 Notes
      Frau Monika von Sulze Spouse Last/Family name is different
2003 Decker Street Home Street

Orlando Home City


FL Home State     
32806 Home Zip/Postal code
      (407) 522-7468 Home Phone

Mix Corporation

Mix Boulevard 13 Business Street
Orlando Business City

32828 Business Zip/Postal code
(407) 859-3881 Reception

(407) 859-1234 Secretary (Ms. Mayer) 
Adjust Business Address   Double-click on Business (Address) | Customize Block 
Change to:  

Dr. A. Decker

Mix Corporation AG

Mix Boulevard 13 
(407) 859-3881 Reception Business 

(407) 859-1234 Secretary (Ms. Mayer) Business Assistant, Add name by Comments  
A.decker@mix.org Email 1

www.mixag.de Business Home Page   

His wife is not too excited about his Christian activities, so he asked me to send my newsletter to his business address.

MPD | Send newsletter
Check which is the preferred mailing address.

Adjust Greeting  Double-click on Greetings | Greetings…| Change to Dr.  (NO MRS!)

Now key in the information from case studies 4-7. (This information is already in the trainer ToonTown Database). Afterwards, we will discuss the results. 

DISCUSSION OF CASE STUDIES 4-7 

FIRST CHURCH OF CHRIST
First Church of Christ Name | Organization

Pastor Michael Schowbridge
4110 38th St. NW Business Street
Canton, OH  44718 Business City, State, Zip
FirstChurch@sbcglobal.net Email 1

www.firstchurchcanton.org Business Home Page
      MPD | Send newsletter
Will take a collection twice a year and will give $ 300 bi-annually MPD | MPD Phase PARTNER-Financial Pledge 300, bi-annually 

They would like to pray regularly for me. Send prayer requests monthly per email 
What should we do with the information about the prayer request email? 
Click on  the contact in the contact list 
Tab: Tasks

Schedule: Email 
Description: send current prayer requests

How often | edit   monthly on 28th day of month
The task appears in the list and will re-occur every month until you delete recurring task.

MPD | Send newsletter
TERESA MARTIN

Ms. Title 

Teresa First/Given
Martin Last/Family
1606 Shallow Creek Ct. Home Street
Green Bay Home City
WI Home State
54313-3963 Home Zip
Likes to read, go jogging, and travel  Personal | Hobby

She wants to pray for me MPD | MPD Phase PARTNER-prayer.  

She just lost her job. Notes 

And is moving back into her parent’s home in 8 weeks Notes
12238 Germany Rd.

Fenton, MI 48430-9429

Address | Other.   

I am supposed to ask again about support in 6 months MPD | Next Ask.  

Note:  This information is not in Trainer ToonTown.  Key in while participants watch.  MPD | Next Ask | Hover cursor over Next Ask | click | Select date in 6 months | Remove time if desired | OK 

Birthday 12.13.1971 Personal | Birthday
      MPD | Send newsletter

Marko & gerlinde Weser


Herr Title

Marko First/Given

Frau Partner Title

Gerlinde Partner First/Given

Weser Last/Family

Stuttgarter Platz 8 Home Street

10627 Home Zip/Postal Code

Berlin Home City
They are in my church in Berlin Personal | church
I haven’t talked to them yet about becoming ministry partners. MPD | MPD Phase: Never contacted
      TntMPD automatically adds the country code for dialing!!

Gift Automation
Now you may sit back and watch for a while. 

TntMPD compares gifts with the corresponding pledges and automatically generates certain tasks as a result.    
Today, we have entered seven new contacts from our case studies into our database.  Let’s say we are a new staff person raising support.  Let’s see what has happened with our new contacts.  
Click on Tab: MPD 
Begin typing Hinze  
Mr. & Mrs. Hinze want to give $ 30/month.  Let’s assume they actually give $30 this month and that this gift is entered into your account by the accounting department.  For the sake of demonstration, I will enter it here manually.  
In the Window:  Gifts | Rightclick | Add new gift…   Add gift of $30 on today’s date.
OK

Click on Tab: Tasks 

TntMPD has generated a task:  Send thank-you for FIRST gift of $30. 
Click on Tab: MPD
Here you see that TntMPD has checked the box by pledge, indicating that the first gift has been received.
Click on the contact list and start typing „Martin“.  Go to the contact Teresa Martin.

Verena is the one who just lost her job.  She wants to pray for you.  But she also had some extra money this month, and sent in $15.  This gift is entered into your account at headquarters.  (I will do it manually here). 
In the window: Gifts | Right click | Add new gifts…   Enter gift of $15 on today’s date. 

OK

Click on Tab: Tasks
TntMPD created a task:  Send thank-you for SPECIAL gift of $15. 
Click on the contact list, start typing Church of Christ  
Click on Tab: MPD
The Church of Christ wants to give $300 twice a year.  Let’s assume they gave $300 six months ago, and now, six months later, they send in another $300.  

In the window: Gifts | Rightclick | Add new gifts….  Add gift of $300 pre-dated six months ago, and another $300 on today’s date. 
OK
Click on the tab: Tasks
TntMPD generated a task:  Send thank-you for gift of $300 every six months.   

Click on the contact list and start typing Decker
Click on Tab: MPD
Dr. Decker wants to give from the profits of his company.  Because he cannot say exactly how much that will be, his MPD Phase is PARTNER-special. Let’s say he gives $ 495.
In the window: Gifts | Rightclick | Add new gifts…   Add gift of  $ 495 on today’s date. 
OK
Click on Tab: Tasks
TntMPD created a task:  Send thank-you for SPECIAL gift of $495.
In the case of financial partners who normally give regularly, but for some reason get behind, and then once again begin giving, TntMPD also generates a task.  
Click on the contact list, and begin typing Flintstone 

Click on the Tab: MPD
Fred Flintstone had been regularly giving $145 monthly, however, no gifts have been received since February.  Then he gives $145 once again this month.  
In the window: Gifts| Rightclick | Add new gifts…   Add $145 on today’s date.
OK

Click on Tab: Tasks
TntMPD generated a task: Send thank-you for RECONTINUING support with a gift of $145.  

Clearing tasks
Once you have done the task, click on the box in front of the task.    
Check the box 

You now have the opportunity to clear this task and mark it as done.  TntMPD automatically fills in the type, the name and the description.   When you then click on OK, 
Click on OK

the task disappears from the task list 
Click on Tab: History
And TntMPD logs a history item about the finished task.  If for some reason, you don’t want to log a history, you can uncheck the box, but normally you will want to log all finished tasks on the History tab. 
Click on Tab: MPD

Right click on the gift in the “gifts” list that you just entered manually and delete the gift.  Then re-enter the gift.  (in the window with the list of gifts, right-click | Add new gift | Manually enter the $ 145 again.
Click on Tab: Tasks

There is a second option on the window for clearing tasks.  If you want to add some notes about the completed task, you can check the second box. “edit the log history item after you click OK”.  

Check the box beside the task | Click both the log history item box and the edit the log history item after you click OK.

This opens the log history window, and you can add a note.

 In the window, write “Also wished him happy birthday” (keeping the description, date, type, etc.) 

The description of the completed thank-you letter for re-continuing support appears.  Plus, there is a small green notebook in front of the description.  This is the symbol that you have added a note to the log history item.  

Hold the cursor over the notebook.
If you hold the cursor over the notebook, it changes to a hand, and you can see the note you wrote.  Or you can double-click the logged history item and the edit window appears in which you wrote your note.
There is a difference between the button bar on the left and the tabs going across the middle of the screen.  
Click on Tasks on the button bar.   

Using the button bar on the left allows you to see ALL the tasks for all contacts.   This is your complete “to-do” list for all your contacts.
Click on Contacts | George Jetson | Tab: Tasks
When you use the tab: tasks, you see the tasks that pertain only to the contact which is highlighted in the contact list.
History items function the same way:   

Click on History on the Button Bar
Here you have the logged history items for ALL the contacts in your contact list. 
Click on Contacts | Tab: History
On the history tab, you see the logged history items for the individual contact highlighted on the button bar. 
How can TntMPD help me do MPD?

1. TntMPD helps me get my newsletter ready for mailing.
Let’s assume you want to send a newsletter. How can you get a list of all the contacts who should receive your newsletter? How can you print envelopes or labels from this list?
a. Lookup

Click on Lookup at the top of your screen 
Click on Newsletter Recipients | All 

We have 67 contacts in our contact list (the number is at the bottom of the screen).  Above the contact list, we now see our current group based on our lookup of all newsletter recipients.  We now have a current group which contains 48 contacts, our newsletter recipients. 
The lookup function can be used to create selected groups.  Some of these selected groups are pre-defined, 
Click on Lookup 

for instance, church, MPD phase, city, etc.  
Point these out at the bottom of the list with the cursor. 
You can do other lookups  too:  
Click on [Lookup] | By field | Click on the down arrow for the drop-down menu by field
Here you find all the field names on which you can do a lookup.  
Click the drop-down menu away. 
Click on Cancel 
b. Mail merge
We wanted to send a newsletter to all our newsletter recipients.  We did a lookup to create a group of those who receive our newsletter.  The next step is to print envelopes or labels.  For those who use Microsoft Word, this is a very simple process. .

Click on the arrow next to the Microsoft Word symbol on the bar at the top of the screen | create mail merge 

The window „Mail Merge to Word“ appears. 
Mark „New document“
Open the drop-down menu next to document type and click on mailing labels or envelopes.
Word users can continue to finish their mail-merge document.  Those who use Open Office or some other word processor must first export their data to their word processor (this is done by file | export current group or by importing them while using your word processor).    
Click the drop-down menu away.  

Click on cancel
Click on File | Export Current Group 
Click on Cancel (Close window for mailmerge)
Most often you will use the field: Mailing Address Block for your envelopes, but you can also choose other fields.
In the same way, you can create a mail merge letter.

c. Log history for the current group
Once you have sent your newsletter, you will want to log a history item to record having sent a newsletter.  Of course, you could log a history item individually for each of your newsletter recipients, but there is a much easier way:
Do you still have the current group of newsletter recipients selected? (If not, Lookup | Newsletter recipients)

Click on Group on the bar at the top of the screen | Log History (for all contacts in the current group) 
Write in the description „Newsletter“ and click OK.   
TntMPD asks if you want to log that history item for all contacts in the current group.  .  

Click on Yes.
All contacts in the current group „Newsletter recipients“ will now have the logged history item.   

Click up and down in the current group with history tab open.
2. TntMPD helps me to decide what I should do next with each contact (lookup by phase)

Change back to the PowerPoint slide with the flow-chart. 
Let’s assume you have a contact list with some people whose MPD phase is „never contacted“.  What would be the next step you want to take with these people?  
Let participants answer. 
Go back to TntMPD

a. Lookup
Most normally, you would send them a pre-call letter introducing yourself and your ministry.  How can I do that using TntMPD?  Let’s assume you have written a letter and have a brochure about your ministry you want to send.  The first step would be to select those contacts who should receive the letter. Those would be all the contacts whose MPD phase is “never contacted”. 
Click on the filter icon on the top bar to get back to “everyone”.

Lookup | MPD Phase (replacing the current group). 

Is exactly
Never contacted   
Click OK. 
On the left, the new contact list will appear with all the contacts that should get the letter and brochure.  

Make envelopes or labels for this current group. 

b. Mail merge letter

From this current group, make envelopes or labels.

Word symbol or File | Export current group


c. Log history for current group
When the letter has been sent, log the history item for the entire current group.  
Click on the button „Group“ at the top of the screen | Log History (for all contacts in the current group)
The window: Log History appears  

Open the drop-down menu beside type and mark pre-call letter. 
Click on OK.

TntMPD asks if you want to log this history item for all contacts in the current group.  

Click on yes.

TntMPD now asks if the MPD Phase for these contacts should be changed to the next phase since they have now been contacted.   TntMPD jumps to the next phase: Call for appt.  

Click on yes.

Everyone in the group now has the history item “pre-call letter sent” and their MPD phases have been changed to “call for appt”.

Click on the tab: MPD Phase
Click on the button History on the button bar 

It creates a rather long list when you have logged history items for an entire group.  If you want to see older items, you have to scroll down using the arrow button.  Troy came up with another great idea to give you a better overview:  
Click on the button „Combine Group History Items“.  

All entries for an entire group are now combined into one entry that no longer has a name, but rather the number of the items pertaining to a group log history. 

By the way, the colors of the logged history items have a meaning.  They can help you find certain items more quickly.  Calls are purple.  Thank-you letters are green.  Other kinds of letters and emails are black.  Appointments are blue.  
It is also helpful that you can sort the columns by clicking on the column heading.  For instance, you can sort alphabetically or by date or type. 

Click on various column headings.
You can also filter using the options for date range, description or history type.

3. TntMPD helps me to remember what I have done

Our goal is to log all MPD activities in the history so that we will know what that contact has received, when the last phone call was made, etc.

a. Select contact

Let’s assume we call Teresa Martin.

Click on Contacts.

Click on the filter icon to return to “everyone”.

Select any contact in the list and begin to type Martin.

Select Teresa Martin.

Click on the history tab.

Click on Log History…

A variety of activities appears.  

We call Teresa, but the first time we try, she is not at home.

b. Log History item

Click on call

Then on the drop-down menu under Result “Attempted”.

OK

You can now see the logged history item.

An hour later, we try to call her again.  This time she is at home.

Click on Log History | Call | Result | Done

Write a short note about your conversation in the window –for instance, personal chit-chat.

OK

You can now see the logged history item with the description about the phone call.

Extra:  If you want to make notes about the conversation, you can do that also.

Click on Log History | Call | Result | Done | Description = personal chit-chat

Notes:  Moving date set: March 8, 2008
OK

In the logged history item, the notebook appears, indicating that you have written notes about the item.

You can use this same method for all kinds of activities that you want to record in your history.  If I happen to run into someone at church, I can enter this as “appointment | done” with a description “ran into Joe after church”.  If I receive an email from one of my contacts, I can do the same.  If I do this consistently, I will have complete information about my contact to this person and I will know immediately the next time I call them what we talked about the last time.

4.  TntMPD helps me to remember what I have to do.

a. Left Button “Tasks”

This list is the complete “to-do” list in connection with all my contacts.  The tasks that TntMPD automatically generates appear here, as well as any tasks I generate myself. 

b. Create task

Let’s assume I meet Mickey Mouse at the store.  He tells me that he has a casting for a movie next week.  I want to call him next week to ask how it went.  How can I tell TntMPD to remind me to call him?

Select Mickey Mouse in the contact list. (click anywhere on the list and start typing Mouse)

First, I want to log a history item that I met him at the store.

Tab: History

Appointment: Description:  Met at the store  Notes: has a casting for a movie next week

I want to call him next week to ask how it went.

Tab: Tasks

Schedule

Call

Pick a day next week (also time, if desired)

Description: Ask about casting

OK

Click on left button “Tasks”

Set date range to all

My task appears in the list.

It is now a week later.  I have called Mickey.

c. Clear task

Click on the Tasks tab (with Mickey Mouse selected in the contact list)

Check the box

A window appears “clear task”

Here you can clear the task through checking the log history box, and you can also decide to write a note about the logged history item.

Check the second box “Edit the logged history item after you click OK”.

OK

Write a description

Write a note “Got a part!”

OK

Click on history tab

The cleared task appears as a logged history item, and the green notebook indicates you have written a note.

Hold the cursor over the notebook.

By hovering the cursor over the notebook, you can read your note.

5. I want to send a group of prayer partners a monthly email with current prayer requests.

There are two types of groups in TntMPD: the current group, which results from a lookup, and saved groups, which have been put together for some special reason. The members of a current group change all the time according to the filter for the lookup. The saved group stays the same until I add or subtract members. There is always only one current group, but you can have as many saved groups as you want. So let’s make a saved group of prayer partners who should be getting my monthly email with prayer requests.


a. Lookup and make a new saved group

Button Groups | New Group | give the group a name “Monthly Prayer Partners”

The contact list appears at the right, and I can click on various people (with Strg or Crtl). Click on various contacts 

When the list is complete, click on “Add selected”.

Click on “Add selected”

The contacts move to the center column.

Click on “Lookup this group”

Click on “Lookup this group”

The saved group now is the current group


b. Send the entire group an email

Group | Send email 


c. Log history for the entire group

Group | Log history | Email done | Description  sent email requests (you might want to copy them in the extra field “notes” so that next month you can remember what you wrote and write answers to prayer | Ok

I can switch back and forth between a saved group and the contact view, and my group stays the same. If I want to see what saved groups an individual contact belongs to, I can click on the tab: groups.

This group is supposed to get prayer requests every month. How can I assign myself this task?


d. Assign recurring task  

Click on myself

Task tab | Schedule | email

Description: Monthly prayer requests

How often set parameters--when

Set parameters (end after…..)
6. I want to send my ministry partners who gave over $250 in the last 12 months a present.  TntMPD helps me to find out who gave that amount.

How can I find out who gave more than $250 in the last 12 months?
a. Lookup

Contact view  

Lookup | By field | Twelve Month total | is at least | 250
This becomes the current selected group.

b. Write a card

If you want to have a printed list, you can do this:  File | export current group | check field names you want to appear on your list 

c. Send gifts

d. Log history

Group | Log history (for all contacts in the current group) | letter | done | description of gift

Analysis
Click on contacts.

Click on the filter icon to return to “everyone”.

We are nearly done.  Let’s take a look at the button “analysis”.

Click on Analysis 
The analysis view contains the statistics about your financial support. At the bottom of the screen, there are various charts and ways of looking at your financial support base.  You can sort by region or by church, and look at the results using various types of charts.  You can look at the gifts from last year or the average gift amount per month.    
In the upper half, you see the statistics in numbers. You set your monthly goal.  In the left window, you can see your support progress.  The bar over the window shows you how far you are.  In the window, you see the following numbers:  monthly goal, total pledges, average monthly giving, and the amount you yet have to raise.
Click on the Plussymbol in front of total pledges
In our database, our monthly goal is set at $3000.  Attention:  Use current numbers from the analysis view!
Total pledges are $........ ,  which is …….% of our goal.  However, up until now, we have received only $....... coming in regularly.  

Further $........... were pledged, but haven’t been received yet, so the bar above the window is not yet completely filled out.   

Click on the Plussymbol in front of avg. monthly
On the average, $............ came into our account.  That is ………% of our goal.  $ …… was pledged, $........ came from special gifts.  
By looking at the third plus symbol, we discover that we have $........ /month yet to raise in order to reach our goal.  When you click on the plus symbol
Click on the plus symbol by “yet to raise”
You see that we have $......... in outstanding pledges.  If these partners fulfill their pledges, you will have reached your goal.  You actually would have $72/month more coming in than your goal, and therefore the statistics show MINUS $72/month yet to raise.
In the middle window you see “on hand today”, which is the number of contacts who are above the decision line.  These are your priority people for ministry partner development.  The number “gained this week” are those who were added to your database this week who are yet above the line of decision. 

In the third window, you see the activities you have done this week that have been logged as history items.
We have made …….. phone calls, sent ……. letters (our newsletter), sent …… thank-you letter, sent ……… pre-call letters, and had ……. appointment.
The information from these three windows is the ministry partner development update which should be sent to your MPD coach weekly or bi-weekly.  This is very easy to do: 
Click on the button: Send weekly MPD Update to Excel

TntMPD automatically generates an Excel file with the information from these three windows which can easily be sent as an attachment to an email to your MPD coach.  
Close Excel  Don’t save
Gift-Input

If your organization has chosen to link financial giving information via Tnt DataServer, users can download their financial giving information over the internet. Troy programmed a special virtual gift-input for demonstration purposes.  Your databases do not have this function, so just watch.

Click on Gift-Input 

When you want to download your donation information from the internet, you must select your organisation from the list, and use email address as a login that you gave when you registered on the GCX site, and also the same password. 
Type in fictional email and password. | Next | Download

(For those using GCX sign-in)
Gift-Input

Organisation = Your organisation
Login = Your email address that you used when signing up for GCX site 

Password = Password you entered on the GCX site 

The profile will appear automatically (following registration from your headquarters giving you access to your staff support account)

next
Pick option 

All addresses or

Match existing addresses
Download

Sync

Gift-Input

Download

Next
Sync

Compare Addresses with Organisation
You should regularly check your addresses and telephone numbers with the database at your headquarters to ensure that both have the most current address and phone number. 

Tools | Address Input from Web 

Then

Lookup | Address/Phone sync | Replace the current group

Click on red address in addressblock above (or on the Donor ID)

A window opens in which you can see the address your organisation has, including the date of the last update. Now you must decide who has the more recent address/phone. If your address is the more recent, click on keep TntMPD and inform your headquarters of the new address. If your headquarters has the more recent address, click on “keep organisationname”.

Click on SampleOrg button

The address turns black.

Reports and other information


F1 Context-sensitive help


F7 large window for easier dialing


Tools



Pledge Fulfillment Report



Contribution Report



Birthday and Anniversary Report


File – export current group


Tools 



TntSync

Contact View Details
Updates and Back-ups
Troy continues to work on the software, and occasionally he releases an update.  A notice that an update is available will appear on the bottom bar after a gift-input.  

Click on Help | Check for updates on the web.
TntMPD automatically makes a back-up of your database when you close the program.  If you are working extensively on your database during one sitting, you can manually make a back-up by clicking on  File | Save.  
We recommend that you regularly make a back-up copy of your database onto an external hard drive, a USB stick, or burn it onto a CD.  If you are not sure where your current database is located, you can find out by clicking on

Help | About 

There you see the path and the name of your current database.
The next steps—homework 
Pass out the “homework” papers and mention main points. 
TntMPD has many other functions which we’ve not looked at today.  If you feel that there is something you wish TntMPD could do, or if you find your method of doing thing with TntMPD a bit awkward, chances are there is an „advanced“ function that will help you do that, so we recommend taking part in further training at a later date.  If you have specific questions about TntMPD usage, you may contact ……………….








































































� EMBED Excel.Sheet.8  ���








PAGE  
28
​​​​​​​​​​​​​​​____________________________________________________________
TntMPD Basic Training for Berlin © Campus für Christus Personal & Training 2006 


[image: image2.emf]

 No Decision Made



 Decision Made

MPD Phase Flow-Chart & Task Process

Not Interested

This contact has indicated they 

do not want to be asked.

Never Ask

You do not plan on asking this 

person for support. This is 

what you would check for a 

deceased person.

Pre-Call Ltr

Call

Never Contacted

Call for Appt

Appt

Appt Scheduled

Support Ltr

Call

Support Ltr

Legend

Task

MPD Phase

Partner Goes Home to the Lord

Contact Received

Entered into Contact List

Call

Call for Decision Ask in Future

This contact has indicated a 

willingness to be asked again.

PARTNER-Financial

This contact has committed to 

recurring financial support.

PARTNER-Special

This contact has committed to 

periodic financial support.

PARTNER-Pray

This contact has committed to 

prayer support.

Decision Line

_1269664025.xls
Sheet1

		MPD Phase Flow-Chart & Task Process

		� No Decision Made

		‚ Decision Made



Not Interested
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Never Ask
You do not plan on asking this person for support. This is what you would check for a deceased person.
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Ask in Future
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PARTNER-Financial
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