Chapter 2:
Getting Started

Overview

This chapter is designed to get a person from not
having TntMPD to having it up and running and

ready for use... the Basics. The following concepts are

covered:

e What you need to do BEFORE downloading
TntMPD

¢ Tinding TntMPD
¢ Downloading it to your computer

e Downloading and/or adding your Ministry
Partners

e Downloading your gifts

e Regular maintenance of your contacts and
donations

BEFORE YOU DOWNLOAD TNTMPD
You can improve your use of TntMPD by doing

some legwork ahead of time. You do not have to do

these things, but if you do, it will save you time
later.

» Get a CD writer. Because your MPD database is so

central to your work as a missionary, it is imperative

that you back up your TntMPD database often. | back

it up every day to a different directory on my hard
drive, with a different file name (like “toontown
backup.mpd”). | also back it up to a CD weekly. |
advise you not to back up to a floppy disk because
your file will very quickly grow to greater than 1.44
Megs. See Chapter 7 for more information on backing
up your TntMPD database.

* Have your contact list ready. You can manually
key all your contacts into TntMPD... if you have just
joined your ministry and are wondering what to do
with all those daytime hours between appointments.
You can also automatically load all your contacts from
your ministry’s donor database (if your ministry
supports that). However, if you already have a big list,
it's best to import your contacts to TntMPD from
another program... even if your entire list is on paper
and you have to type it in Excel first. This is also
covered in Chapter 7.
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Finding & Downloading TntMPD

Go to www.google.com and search for “TntMPD”. The first item should be the official TntMPD web-site; just
click on the link and your browser will be directed to the TntMPD web-site.

TntMPD installs | 1. Click the Install link in the upper [ = = = e e o

[ ot D A Do Gitaates Py [ B - DD ¥
on your left hand corner of the TntMPD e S ey eI 1756 E]inglopes enciey o, @il ] 8] art
computer like website. TntMPD

most other ‘ 8 | Gprede | Sgrip | DbebaBasrd | Seppestions  Rapectog

TRIMPD is 3 program for managing your relationships with your ministry partners. It is written &

except that lt’s e missaanaries who raise their own suppart. My vision far daveloping TntMPD is to give you, a fellow

el . time to reach your workd for Chrst.  TRMPD i watten by Troy Walbong.
QAMPD Add-Cnis Page

free' [Make your organization ready

: MED Phase Flow Chart

Manthly Averags Caloulation . i
InIMED FAQ How much does it cost?

TRIMED BET S Brogram

Search L ite

o] What is TntMPD?

e ally for
ionary, mare

Qriing User Manual TREMAD s yours for freel This means that you can downiogd it and run it for free, Fesl free to share it with your
THIMED Survey friends. 1 hope you find thes softwars useful to you and yaur mnistry,

Screen shots:

e

Features:

+ Ealy CORABST 1o your crganization's onling donatian systam to download donation infarmation drectly nto
your database.
* Keeps your address a

phone numbers up to date by notifying you when they are changed with your

Lol etranat

&
fstare| | 2 @ B 2 () || Folicbe - v | 5ttt in. | @ ennon: th., | @ity v, | Sliiied - pore|[Eimhe e [EENE S 2B e

2 CI' k Installing TntMPD is easy and will only take a few Ready]|
. IC g minutes.
After you click this Install button, you will see

. Click t 3 dialog with the question below. Remember to |
To upgrade an existing installation of TntMPD follow W3Y 10 change the selection to the first option:
the same steps as if installing it for the first time, *Run this program from its current location’
After —up
do
First, make sure you have what yougeed ta run messa .
y ) "
TntMPD. Check this list of basic sys with t What vould pou like to do with this file
curre

@ Bun this program from its current location
System Requirements

" Save this program to disk

Thankd

+ Microsoft Windows 95, 98, ME, NT4, 2000, %P,
+ Microsoft Internet Explorer 4.0 or newer, \

Macintosh Note 1
T Install Now!
you can equip your Macintosh with Yirtual PC,
you should be able to run TntMPD also. (It's FREE)

[What's new?]
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3. Change the radio button from “Save...” to “Run this =]
program from its current location. Y'ou have chozen to download a file from this location,
4. Press !
SetupT ntkpd. exe from home, cocl.org
What would wou like to do with thiz file?
" Bur this program fram its curent location
" S ave thiz program to disk
¥ &lways ask before opening this e of file
Ok I Cancel | Mare Infa |
5. Security Warning dialog box. Answer to Security Warning Ed

indicate you want to install and run TntMPD.

Do you want ta install and run "SetupT ntkpd. exe from
home. coci.ong'?

The publizher cannot be determined due to the problams
belonw:

Authenticode zighature not found.

5]

Ve

Mare Infa |
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6. Select your installation folder, most likely the default
C:\Program Files\TntMPD\

7. Press|[Install].

Note: You can make TntMPD available to all users of the
computer.

— [ [Make program available to all users of this computer E

TntMPD 1.6 r54 Setup

& TntMPD 1.6 r54

Installation Folder: o
IC:'I,F‘ngram Files\ TnkMPDY, Browse, .. |

Counkry:

ILIniteu:I Skates of America

=

Cancel |

= Prewy |

8. TntMPD will install to your computer, then give you
three options before continuing:
a. Create a shortcut on your desktop (check this for
quick access to TntMPD in the future).
b. Allow TntMPD to connect to the Internet (uncheck
this if you are in a place where you do NOT want auto-
connect).
¢. Launch TntMPD. This will launch TntMPD
automatically.

9. Press[Close].

& TntMPD 1.6 r44

Congratulations! TREMPD 1.6 r44 was successfully installed.

3

[¥ Create a shartcut on desktop

v &llow TREMPD ko connect ko the Inkernet,

[ Launch TntMPD

Zance] |

= Prey |
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RUNNING TNTMPD FOR THE FIRST TIME

When you run
TntMPD for the
first time, you
are asked if you
want to create a
new database.
Click [No] if you
have a database
already (for
example, if you
are downloading
TntMPD to a
new computer).

For this manual,
we created a
fictional database
for Mr. Speed
Racer of
Toontown.

1. Click to create a new

database.

2. Click|No]or|[Cancel]to start
TntMPD without an open
database.

If yes, continue reading. If no, then
select File | Open to open an
existing database. You can also
create a new database at any time
by selecting File | New.

TntMPD
File Edit Wiew Tools Help

|z d|E-E-E-

2

Contacts

Tasks

Schedule

To get started wou need ko create a database,

wiould vou like to create a new database now?

3. Create yourself as your first
contact. You do not necessarily
need an Address or Greetings for
yourself unless you will be
mailing things to yourself.

4. Click[OK],

Tip: Having yourself as a
contact allows you to assign
tasks for yourself later.

Tip: You might want to have
multiple TntMPD databases if
you are tracking contacts &
gifts not only for yourself but
also for your local ministry
operations.

Please enter your name.
[~ Organization

hame
Title IMr. j I j
First ISpeed I
Middle IE. I Cancel |
Last R.acer | ¥ Same Last Mame
Suffix I vl
—Addre Greetings, . . |
IH vl ¥ This is the mailing address
= Aiddr Black. ., |

¥ Deliverable
I o Warner Drive

Address

ity IHollywood j
State fea =l
B fse746

Counkry I j

Phane I
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WELCOME TO TNTMPD!

Isn’t it nice to feel welcome?

WEB FEATURE: TntMPD gives you an
opportunity to automatically download addresses
or gifts from your ministry’s web server. If your
ministry is TntMPD-compatible, select one of
those two options, otherwise just press

to start using TntMPD.

Before you press either button, read the rest of this
chapter about the three ways to get contact
information into your TntMPD database.

The instructions on the following pages are for Gift
Input, but the same steps work for Address Input.

Welcome to TntMPD

Welcome!

TntMPD is designed to make wour life as a fund developer more
enjovable. One unique Feakure of TREMPD is "Gift Input Fram the
web", If wour organization is compatible, wou can download

contribution information. Give it a k!

address Input aift Input

Conkinue |

Tip: You can download all your donors’ addresses fro

m your
ministry’s server... without the gifts. Or you can press

and download the gifts and the addresses
simultaneously.
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Getting Contact Info

GETTING YOUR CONTACTS INTO TNTMPD

There are three
ways to get your
contacts into

TntMPD.

W This is the most
thorough method. It
25 worth the effort
and time to do it
corvectly the first
tinse.

¢ Adding them manually.
Covered in Chapter 3.

Primarily useful only if you are just starting out with your
MPD. Very time consuming.

o Download contacts from your
ministry’s database

Covered on the next page.

Advantages:
e Requires little work on your part.

¢ Downloads corrected USPS addresses with complete Zip Codes (if
your organization takes advantage of this service).

e Downloads past partners who are not currently on your list.
Disadvantages:

e Receipt addresses may not match the addresses where you
normally send newsletters.

e Donor names are often formal names because they are taken from
checks and therefore they may not match your list.

¢ Only downloads the names of donors.

¢ Import data from your own
database (e.g., Excel, Access,
Word, Palm, Outlook, etc.)

Covered in Chapter 7.

Advantages:

¢ Your contacts’ names and addresses appear as you normally use
them.

¢ You can load contacts who have never given but receive your
letter.

Disadvantages:

e TntMPD will not always automatically connect your imported
donors with the existing donor info from your TntMPD database
(but you can correct that either at the time of download or later).

Chapter 2: Getting Started 2-7



DOWNLOADING GIFTS AND/OR ADDRESSES DIRECTLY FROM THE WEB

WEB FEATURE

e Pressthe button on

TntMPD will your shortcut bar.

connect with e Select your Organization from

youtr . the drop-down list.

Zg%la ;122;1801; tsem e Enter the Login and Password

£ Y you use to access your donor
your software.

orgamzatlon

o The (Click here if you need a
User Name and Password) link
connects you with your
organization’s donation system.

supports web-
download of
donation data.

1. Setup account information.

Davwnload Grganization List |

Organization  [SEES Crusade For Christ - US4

Login | j

Password I

(Click here if you need a User Name and Password, )

Retmy Last Downlaad

X cancel |

Select a date range (as far back
as your organization has data for
maximum benefit).

e Click M Try to match existing
contacts if you have your
contacts in your database
already. Though TntMPD can't
match perfectly, you can
manually connect contacts later.

* Press|Download]

#‘ﬂ__' Y

Gift Inpuk

Tip: If you click on the year,
you can scroll up/down one
year at a time.

2. Select date range you would like to synchronize to.

Starting Date Ending Date
[ 4 | January, 1996 [ > | [ 4 | april, 2003 [ > |
Sun Mon Tue d Thu Fri Sat Sun Mon Tue ‘Wed Thu Fri o Sat
3 4 5 & 1 2 3 4 5
m 11 12 13 & 7 & 9 10 11 12
17 18 13 20 13 14 15 15 g 18 19
24 25 26 27 20 21 22 23 24 ;S 2
a1 27 2@ 29 30

Today: 4/17,/2003 T Today: 4/17/2003

[~ Try to makch existing contacts:

=< Prev | Dawnload I

Account Balance: 1682.19

Rletry Last Download

X Cancel |

Tip: Most ministries keep only a limited number of years on
their database. Go back as far as you can.
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Downloading
addresses and
gifts from your
ministry’s
donation system
can be a time-
consuming
process. The
speed is
primarily based
on your
donation
system’s
processing
ability, but may
also be affected
by your modem
speed and your
computer’s

speed.

Tip: You can
also assign gifts
to an appeal at
this point.
Double-click on
any gift to bring
up a box that
will allow you to
modify
information
about that
particular gift.
(See Chapter 5.)

You have to wait while TntMPD
downloads the contacts from
your ministry’s donation system.

Whenever TntMPD encounters a
name that it cannot find in your
database, it asks you if you want
to connect that name with
someone who is already in your
database. It provides a list of
your contacts (shown in box at
right).

Click if you have selected a
match.

Click if this contact

is not in your list already.

Hunter, Peter G & JofAnn ;I
Instefjord, Borden and Kelly

Larson, Kevin and Barbara

Larsan, Jean

Lasley, Eileen

Lawson, Dick and Phyllis

3. Please wait while repa |Leitch, Jeff and Gaynell

Leitch, Roxanne

Lighty, Ron and Gayle

Lindsay, Larry and Joan

. Liston, Anne

i Lopez, Oland and Ywonne

4 Ludwig, Jim and Melanie J
Lykens, Mark and Carol

MarLeod, Charles and Kimberly

SCar |macleod, Harold and Dorathy

MacLeod, Dwight and Sharon

MacLeod, John

MacLeod, Ken and Debbie

MacLeod, Marilyn

Maner, Bob and Kathy

Marble, Bob and Kathy

Marty, Greg and Beth

May, Kenneth and Judy ﬂ

=

Mo Match | 0 I

Account Cancel

TntMPD will then provide a list of
all contacts it wants to add, and
you have the option of not adding
them.

You will also see a list of all gifts
to be downloaded.

These gifts will be added to TntMPD.
Mame | Date Amaounkt ||T|
Myseth, Hiro & Elaine 8/1/2003 45 -
Heffington, Annette &/1/2003 B0
Anderson, Goldie E 84/2003 150
Turrill, Ryan and Susan gl4/2003 100
Anderson, Glenn W & Teresa 8/5/2003 15
Iwasaki, Jeanette 1 &5/2005 i0
Adams, Mark & Carmen 852003 20
Sette, David B & Mykrice L 8)5/2003 50
Ballews, Dervwyn L and Jacquelyn 8/5/2003 50
Strunk, Richard J & Karen M &5/2005 75
x Cancel |
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e TntMPD will summarize the This is a summary of what will happen when you sync.
activity it is about to perform. You
have the option to NOT perform
this procedure by pressing

at this point. X cancel|
e Press[Sync]to finish.

Add 490 gifts t0 TntWPD,

Hy |
e 2yne

o Generally, your gift load will be

“SUCCGSSfur’ and TntMPD WI" Congratulations! ¥ou have successfully synchronized gift information with Campus Crusade for Christ,
congratulate you!

+ Sometmes ThPD canno ]

synchronize and you will have to
perform the download and Mat all itemns were synchronized, You may try again later,
synchronization again. Doing so
will not affect those gifts already
downloaded.
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GIFT INPUT MANUALLY (OPTION 1: RIGHT CLICK ON THE CONTACT’S GIFT RECORD)

Sometimes you
will want to
manually input a
gift. For
example, to
record a cash gift
received while
visiting a contact
in person. Or,
you may want to
manually record
a gift written to
the organization;
TntMPD will
later record the
organization
details associated
with the gift you
manually
entered.

A M Personal
gift is a gift of
cash, check, or
some other
tangible item
given to you
personally and
not to your
ministry.

¢ In the Contact View, select the (R adiress A 1PD | 3] Tasks | < ristory |
contact’s MPD tab. Then, I’ight- MPDPhase  [PARTNER-Financial x| Re
click in the Gifts section and Mexthsk | Re
select Add new gift... Pledge Wiz fmonttly 7] U
v Send Newsletter
Gifts I_
Date |Amount |M0tiv | = Lt
4{23/2003 $125.00  CPE314
700
Edit gift...
Add new gift. .. (=ali]
Delete gift
11{22/20024125.00 500000 sHa
I xl
e Enter the date and amount of the O T e e B B
I Date | 5152008 x| mount 75 Date | 5152008 x| mount 75
glﬂ'. . _ L R
o Assign the gift to an appeal, if —— > —

needed. (See Chapter 5 for more
info on Tracking Appeals.)

|dentify whether the gift is a
personal (non-receiptable) gift or
one that will be processed
through your mission agency and
therefore download later via the

button.

¥ Awailable on Web
rg Deta-: 5 :

Donation 10 |{Pending)

[ (ool

Account ID

PERSONAL GIFT

INFO: Personal ifts will not be receipted by your

Account Name graanization. Thete may be annual limits on personal
W  ifts. There may be tax consequences for the
' donor.
Designation
Mathvation

* Personal gifts cannot be receipted; donors cannot claim
those gifts as tax-deductible contributions.

* Your agency may have limits on the dollar amount of
personal gifts you can receive during the year.

If the gift is personal, the letter
“P” will show up next to the gift.

Gifts
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GIFT INPUT MANUALLY (OPTION 2: SELECT TOOLS | MANUAL GIFT INPUT)

The Gift Input
Form came
from the early
days of TntMPD
before web-
download of
gifts was
possible. It is
also very helpful
for those who
serve in
ministries which
do not have
automatic
download. It lists
all of your
partners in
alphabetical
order (if they
have given in the
past 12 months).

o Select Tools | Manual Gift
Input.

¢ In the picture to the right, notice
that in May 2003, Bugs Bunny
has given two gifts ($100 normal
monthly gift + $75 manually
added moments ago).

o To add an additional gift for a
partner on the list, click on the
Day or Amount of the partner
and press [ Another Gift |.
(That's the blank line you see
between the two gifts.)

e Enter the date and amount of the
gift.

o To add a gift for a partner in your
contact list but not appearing on
the manual form, press
and select the
partner from your list of contacts.
(That's the Select a
contact... box shown.)

e Enter the date and amount of the
gift.

o Press[OK]|.

£, Gift Inpuk Form

Day |P.mnunt |Partner

1 100 Bunny, Bugs and Babs

Bunny, Bugs and Babs

15 75 Bunny, Bugs and Babs
Select a contact...

x|

Ababa, Aladdin and Jasmine

Bear, Baloo and Balinda

Beast, Beast and Belle

Bird, Tweety and Tweetiles

Bunny, Bugs and Babs

Charming and Cinderella

Cowboy, Wioody and Bo (Peep)
L Ll

Il E

11

e
|2003 ﬂ,
[May hd

P

Another Gift |

Hink: Lse arraw
keys to navigate
qgrid.

Ok, |
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GIFT INPUT MANUALLY (OPTION 3: UPLOAD A GIFT FILE USING TOOLS | ADDRESS AND GIFT

INPUT FROM FILE...)

o DEVELOPER'S NOTE: “This feature is designed as an
alternative for ministries which want to provide
donation information for their staff, but they don’t
have a web server or the technical know-how to
make the data available on demand. A ministry
could send out monthly emails with this file
attached. The staff member would only need to
double-click on the file attachment and TntMPD
would automatically open it and launch this dialog.”

Because this is a complex procedure, look at

this web link for more information:

o http://home.ccci.org/wolbrink/tntmpd/
HowToCreateDataSyncFile.htm.

% address and Gift Input From File -0 x|

Select File to Synchronize with...

File::

| Browse, ., |

[~ Tey ko match new accounts wikh existing contacks

Zancel | <= Prey | Mk =2 I

Tip: For best results, format your gift file using your
organization’s “people id” (their unique # for that donor), which
is filed in TntMPD as “PEOPLE_ID”.

Compact & Repair Database

This is covered in detail in Chapter 7: Technical Features. In brief, as you work with your database—and download
data from the web—jyour database will naturally balloon in size. To get it down to a manageable size, select
File | Compact & Repair Database. (TntMPD will do this automatically every 30 days.)

Chapter 2: Getting Started 2-13



Tools | Options

The Options
dialog box
offers a number
of settings that
apply to your use
of TntMPD.
Most of these
tabs are covered
later in the book
when the
options apply to
the activity you
are performing.

1.

General tab. Basic settings.

Monthly support goal. Used
for calculating your support
progress on the Analysis tab.
(See page 5-2.)

First day of MPD week.
Used to calculate your task
activity. Has no bearing on
your ‘calendar’ in the
Schedule view. (Also see
page 5-2.)

Organization Abbreviation.
Places the abbreviation
wherever “your organization”
would appear, such as the
Contact | View XYZ
Info.

Organization Name. Defined
when you loaded TntMPD.

Allow TntMPD to connect
to the Internet. Used for
checking for updates as well
as downloading gift
information.

Display extended
information. Um, | don't
know what this does.

General |Giﬂ: Aukamatian | Regions | International |

D I44DD Monthly support goal

ISunday 'l First day of MPD week

CCC ¥ | Organization Abbreviation

Organization Marme

|Campus Crusade for Christ

v &llowe TREMPD ko connect ko the Internet,
I Display extended infFormation (TrtMPD Pro)

Cancel |

o]

4.

Gift Automation. Used for creating auto-tasks. (See page 4-7.)
Regions. Used for geographically organizing your contacts. (See

page 3-10.)

International. TntMPD can automatically include your home
country in the mailing address block for your letters when you are
outside your home country (when the contact's mailing address
country is different from your current location).

oocons

zeneral I Gift Aukomation I Reqgions  International |

Default country for new contacks

IUnited States of America

Current lacation (country wou are mailing From)

ICanada

x|
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