Chapter 4:
Tracking Features

4. The Schedule View—using TntMPD to

“The plans of the diligent lead surely to advantage, but everyone manage your personal MPD schedule.

who is hasty comes surely to poverty.” PROVERBS 21:5

For your reference, these are the assorted tasks

Having significant personal information about .
you can track with your contacts:

your contacts is the first step in building deeper

relationships with your contacts. Maintaining & Histary |

that relationship is the second step, and TntMPD

offers a number of task tracking and scheduling %7 Log Histary. .. |

features to help you be pro-active in your Appointment

ministry partner development work. Again, am Cal

these features are similar to those found in other =9 Email

personal information managers that Troy 7 Letter

Wolbrink used when first seeking to build better =3 Pre Call Letter

relationships with Ais ministry partners. =3 Reminder Letter
=3 Support Letter

This chapter covers: = T

1. The Task View—and how to manage your H: ToDo

tasks.

2. The Task tab in the Contact View.

3. The History tab in the Contact View—and
how to know about your past interaction with
your contacts.
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Tasks

TASK VIEW
When you press

the

button on your
button bar, you
are taken to the
second primary
view of
TntMPD.

Tip: Right click

on a call task to
Log an Attempt
without clearing
the task.

When you
Log an Attempt,
any notes you
wrote in the
Details tab of
the scheduled
task (see page
4-4) becomes
the details of
the completed
task.

The “default” view in the window is
all the tasks up to and including
today. You can change the date
range to include any of the following:

Past—tasks that are overdue
Past & Today—all task prior to
and including today
Today—only what | must do today
Tomorrow—only what's up
tomorrow

Date Range—tasks scheduled
between a specific pair of dates
All—all scheduled tasks, past and]
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You can change what types of tasks
are shown by unchecking the types.
As you uncheck boxes, those types
of tasks will disappear from the task
window.

The Filter box will filter based on the
Descriptions in your list of tasks. For
example, if you type ‘Extra’, four
tasks in the list will remain showing.
(It would capture any description
with “extra” in it, not just those that
start with “extra”. And it is not case-
sensitive.)

" Past & Today
" Today

£~ Tomorrow
" Date Range

a date range in a single month.
press the shift key and select tiie end date.

Reminder Letter
Support Letter

Note: On “Date Rapge”, you can only select

elect the start date, the
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WRITING DESCRIPTIONS

You can save
time when
creating tasks or
scheduling
appointments by
creating some
frequently used
“descriptions”.
In addition to
saving you
typing time,
favorite
descriptions can
help with
Lookups and
Filters.

o Wherever a Description box

appears, a button

will appear to the right. This
button brings up the list of your
favorite descriptions (see
samples at right). You can add,
modify, and delete all of your
descriptions.

Tip: If you write comments on
a phone call or other History
item, you have to double-click
on the specific event in order
to see the notes you wrote. To
help me know which events
have comments, | put an
asterisk* in the description
field. | have also found it
helpful to indicate which

Schedule Task x|
Type fcall x| For [winnie the Pah

Descripkion ||

Select. .. |

Choose one... &

Follow-up call

Initial Contack
Seeking referrals
apecial Ask follow-up

x|

W CK

x Zancel
&dd
Flodify

Delete

| Date | Time | Type | Result| Appeal | Descripkion |
spouse | talked to when | 9 5/22{2003 11:08:30 AM Supportl.. Done  2003-05 Summ...  Sent Summer Ask
Ca"ed e 204/2003  2:49:51PM Cal Done Chit chat {George)
' g 10727200 T — g Cccking referrals* {Jane)
CHANGING THE MPD PHASE OF A CONTACT
When you complete a task on a contact whose MPD phase | X x|

is below the “decision line” (that is, less than PARTNER),
TntMPD will automatically ask if you want to change the
MPD Phase. The suggested new phase varies depending
on what their current Phase is.

‘Would you like to change the MPD Phase for this contact?

MPD Phase

Appt Scheduled

x Cancel |

S | e |
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CONTACT VIEW: TASK TAB

From the Task
view you can only
see existing tasks.
You create new
tasks in the
Contact View. To
see tasks for an
individual
contact, go to
your Task view,
then select the
contact’s task
and press the
Lookup Selected|
Contact| button.
The contacts are
in order of tasks
due, with the
highlighted task
as the displayed
contact. Viewing
or acting on a
task for a contact
has the same
effect as if you
were in the Task
view.

Scheduling a new Task

Bl Addressl A& mpD Tasks |@ Historvl

Press the button. —m Schedule. . |

Select what type of task you are

I | Date| Time| Recursl Type| Appeal| Description

scheduling.

Type in a Description or select
one from your list of saved
descriptions.

Select a date and time (if

desired) for this task. You can
pick a date from the calendar or
just type it in the date box. The
default occurrence is once, but
you can schedule a recurring
task. For example, you have a
contact you write a letter to each
month; you could schedule a
letter task for once a month for

x|
Type ICa" x| Faor IWinnie the Paah
Diescription || e |
ES
[Recurrence patkern
Sun Mon Tue Wed Thu Fri Sat « Daily, 1= Eyery Il— day(s)
4 5 6 7 é 5 130 O Weekly | Eyery weskiday

" Regenerate new kask |1 dayis) after each task is completed

o1z 13 14 18 16 17 € Menthly

18 13 20 @ @z @3 w4

25 75 ?F PR 79 a0 Al " Yearly

T Today: 5/8/2003 "—Range of recurrence

Date IS;’EJ'ZDDS

Time:

Start: | s/ Bfz003 -1

i+ Maend date
" End after: |10 OCCURFENCES

the following year by pressing
the bution, ————"
The Schedule Task dialog box

also has a tab where —_|
you can track your progress on a
particular task and syncs with
Outlook task progress features.:

Click [OK].

" End by | 5i17/2003 -
Haow often every day
Bt [ & Remove Recurrence | XK cancel | W oK I
=
] For [wie the Pooh
[ 4 | May, 2003 [ + |
= wed_ThaFii_sat
I
+ 67 910
T TR T L
IEIRUIE == B
RN
T Tl 578/ 00
Dare ferrenes
T )
— || o cften [ -
nggmd [ereems %] g =
Setup AppRsk... | Corvel | I o I
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History

CONTACT VIEW: HISTORY TAB

The History tab
in the Contact
view allows you
to see all of the
history you have
recorded with
each contact.
The History tab
shows you the
tasks you have
completed.

At the left is an icon representing
a Call, a To Do, an Appointment,

or a Letter of some kind.
The date and time the task was (

B address | A, MpPD I Tasks 7 History | Nokes | € Personal I 04 Phatos | User I

@ Log Hiskary, . |

I Individual Graoup |

Appeals Since Lask Gift EI

—Nate | Time

| T pe| Result| Appea|| Description

IE)?J’ZDDS 34418 PM  Emal Done

happy anniversary

posted.

Whether it was “Attempted”,
“Done” or “Received”.

If the task was associated with a
particular appeal, that will appear
in the fifth column. (For example,
if you sent a special ask to all of
your Send Newsletter contacts,
then recorded that appeal for the
group, each member of the
group would have a Letter task
completed in their history.)

Description.

x|
Type IEmai\ j Far ITarzan and Jane Jungle
Result [pone x| when |5 7pz003 x| [meii8Pm Pow
Description  (gEas r Select. .. |
Motes ;I
[ -]
Appeal |<nnne> j

Setup Appeals... Cancel |

o]
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VIEWING HISTORY FOR A GROUP

By pressing the button, all of the History for all

contacts in the group appear. Note, however, that you

cannot press the | Log History... | button here to log an
event for the whole group. That can only be done from the

Group | Log History menu.

If you press | Log History... |while the Group’s tasks are
showing, TntMPD will create a history event only for the

contact currently selected in the Contact list.

SPORADIC GIVERS

39 nddressl b, MPDI Tasks % History | Notesl e Personall 09 Photos I User I

Individual I Group &% Log History. .. |

Appeals Since Last Gift El

Mame | Date | Time | Type | Result | Appeal | Description

[=APig, Porky 5/5/2003 4:44:17PM  Reminder ... Done Three Months Late Giving
[FJetson, George and Jane  5/5/2003  4:44:14PM  Reminder ... Done Three Months Late Giving
E=AFlying-Elephant, Dumbo  5/8/2003  4:44:04 PM Thank Done Extra Gift

[=ARobin, Christopher 5/5/2003 4:43:57PM  Thank Done Extra Gift

[=AEric and Ariel 5/8/2003 4:43:33PM  Thank Done Extra Gift

[Flungle, Tarzan and Jane  5/7/2003 3:44:13PM  Email Done happy anniversary

A sporadic giver is a person who pledges a certain amount at a certain frequency, but is not faithful either in the
amount or the frequency. Because of this, you may enter a pledge for them, but TntMPD will be continually
reminding you that they are behind on their giving. Conversely, if you do 7o put a pledge amount, you will be
alerted to send a thank you each time they give because TntMPD will regard their gift as a special gift. Frankly,

there is no way around this.
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AUTO-TASKS (WEB FEATURE)

One delightful feature of TntMPD is how it

Gift Automation is found in the Tools | Options box.

automatically creates tasks for you. (This was optiors . =]
covered briefly in the Pledge area of the MPD tab.)
Gifts are credited to your account, then General  Gift Automation |Regiu:un5 | nternational |
downloaded by you into TntMPD. TntMPD then
analyzes each of the gifts and compares them to [ Enable gift autamation in response ko new gifts,
what you have identified as normal for each
contact. If the gift equals the pledge amount and [ Thank delinquent contact for RECONTINUING.
they are current on their pledge, no auto task is
CreZted. plecs I2 vl maonths of delinquency required
¢ Enable gift automation... turns on the auto-task [ Thark conkact Far giving MORE than their pledged amaunt,
feature. [ Thank contact who pledges bo give on a LARGE TIME FRAME,
o RECONTINUING. If a pledged giver misses the number : _
of months you specify, then gives again, TntMPD alerts |semi-annual v | most frequent time frame
you to send a thank you. v Thank contact For SPECIAL gift,
e MORE. TntMPD signals you when a financial partner _
gives more than their normal pledge. [ Thank contact for FIRST gift,
o LARGE TIME FRAME. When a financial partner gives [ Mark contact as "RECEIVED" when FIRST gift is received.
their pledge several months apart, TntMPD can alert
you to send a Thank You simply for giving their normal
pledge amount. Cancel |
e SPECIAL. TntMPD can alert you when a contact gives
a gift separate from their normal pledge (they have to
be current on their pledge for the alert to appear). T IF‘P.RTNER — J
358 o w7
e FIRST. This is the first gift for a financial partner... that —_—
is, someone who has pledged but never given that Nest Ask |
pledge amount. This is related to the RECEIVED check | pladge ¥ [$65.00 monthly
box below; TntMPD will automatically check the pIedge// v |S 2 =]
bOX =] eWsleCler
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Schedule

Schedule

SCHEDULE VIEW
The Schedule button brings up your TntMPD calendar. The primary value of the Schedule View is your ability to

view your schedule while setting up with other appointments. The Schedule View is fairly limited in that it cannot
show individual days or whole months, etc.

TntMPD - Toontown - [Schedule] TntMPD - Toontown - [Schedule]

File Edit WYiew Toaols Help File Edit Wew Tools Help
|eu|@E-B-8- S @B
Sun 29 Sun 29
[l 1l [ 1l
Conkacks 8 AamM Conkacks 8aM
9 A 9 A
10 &AM 10 &AM
11 AM 11 AM
12 PM 12 PM
1 FM 1 PM
2 P 2 PM
Schedule 3 PM Schedule 3 PM
4 P 4 P
3 PM ﬁ a3 PM
: 6 P | s 6 PM
Analysis 7 P Sislypsls 7 Pr | Duck, Daffy and Daphney
8 PM g Pp | Starts ak 6:00:00 PM
e I =~ I Ends at 7:30:00 PM

Tip: To view the scheduled appointment (left), move your cursor over the appointment and wait a moment.
Simple details about the appointment will appear (right).
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