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Chapter 1:

Quick Start Guide

Welcome!
This TntMPD manual is designed to do two things:

1 Get you up and running in TntMPD quickly and easily.
2. Help you make the most of TntMPD by walking you through practically every feature of TntMPD.
Most pages in this manual are divided into three columns, like this:

This column
contains
explanatory
notes or
additional
information.

o This column highlights specific

features or tasks of a page
displayed at right, or

Walks you through a set of steps
to complete some operation.

When you are instructed to press
a button, it looks like this:

“Press to add an

appointment.”

When you are instructed to
access something from the menu
bar, the menu path looks like
this:

“‘Select Tools | Options to
view your personal options.”

General |GiFt Autarnation I Reqgions I International I

ISUDU Manthly suppaort goal
ISunda':.-' "I First day af MPD week

This column usually contains a screen shot to help you
see the topic at hand, and often a bold-faced “Tip:” to help
you understand TntMPD a little bit better.

% TnEMPD - Toontown - [Contacts] Menu Bar | =101 x|
File Edit Wiew Contact Group Lookup  Tools “Help
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TntMPD 1-2-3

If you are brand new to TntMPD, here are the steps
you need to take:

1. Go to the TntMPD web and install the software on your
computer (Chapter 2: Getting Started)

2. Load your contacts into TntMPD (Two different ways:
Chapter 3: Managing Contacts and Chapter 7: Technical
Features-Importing Contacts). You can stop there if you are
just using TntMPD as a contact manager. If you want to go
deeper with TntMPD, you will want to:

3. Track relationship activity with your contacts (Chapter 4:
Tracking Features).

4. Analyze your financial support so you can do better
(Chapter 5: Analysis Features).

5. The next step you advance to is using your data outside
TntMPD, using mail merges or exporting data to Excel
(Chapter 6: Getting Data Out of TntMPD).

6. Finally, when you are very comfortable with TntMPD, you
may want to take advantage of some of the technical
features (Chapter 7: Technical Features).

ABOUT CONNECTING TO THE WEB

This software was designed initially for use by staff
members with Campus Crusade for Christ. They can
take advantage of Campus Crusade for Christ’s
donation system which allows staff members to view
donation activity via the web. CCC and many other
organizations have systems compatible with TntMPD
which allow web download of donor and donation
information. (To find out more about connecting

yourorganization to TntMPD, please contact Troy
Wolbrink via the TntMPD web site.)

TntMPD—and this manual—can be used by anyone,
whether they link TntMPD to the web or not. Most of
the features in this manual are web independent, but
where they are not, I put “Web Feature”.

TntMPD also has a web connect feature for updates
and bulletin boards, and any TntMPD user can use
those features.

TNTMPD WORDS TO KNOW — “GLOSSARY”

e Contact. A contact is any person in your
TntMPD database, not just “donors.” Contacts
may be: Current or former donors/pray-ets (even
former, deceased donors); a company, church or
other organization; someone you are cultivating to
be a partner in your ministry, etc.

e History. This is a task that has passed, such as a
call made, a letter sent, etc.

e MPD. “Ministry Partner Development”. Every
Ministry uses a different term to describe the
relationship development with the donors and
pray-ers God uses to supply the financial and
spiritual support to the Ministry. In Campus
Crusade for Christ we call it MPD; since TntMPD
uses this term in its panels, this documentation
uses it as well.
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e MPD Phase. The status of a contact ranging
from 9ust entered into TntMPD’ (“n/a”) to
committed partner (“PARTNER-Financial”). See
inside front cover for a diagram of TntMPD’s MPD
Phases.

e Tab. There are several places in TntMPD where
you have different options available to you, just
like you might see file tabs in a filing cabinet.

e View. One of four primary screens in TntMPD,
described on the following pages. You can access

each view directly using the Shortcut Bar shown at
left.

NAVIGATING IN TNTMPD

There are three ways to navigate in TntMPD:
(1) using various buttons,

(2) selecting menu commands, and

(3) by using shortcut keys.

4% TntMPD - Toontown - [Contacts] 10| x|
File Edit Wiew Contact Group Lookup  Tools “Help

& W E-B-0-|E « <« 2e${Toolbar]-
A

Everyone
I - |
’_‘?b_'i

%Addressl& 4|
KT of

[ [Everyone [Total : 42

L<]

white, Snow

BUTTONS

Again, there is the shortcut bar down the left for the
five primary functions of TntMPD.

There are also vatious buttons on the toolbar such as
open, save, etc. (Toggle the toolbar on/off by
selecting View | Toolbars.)

[cn®-B-6-m <«

32 of 42 [

SHORTCUT KEYS
Ctrl-A Select All

Ctrl-Z Undo (most things cannot be undone)
Ctrl-X Cut

Ctrl-C Copy

Ctrl-v Paste

Ctrl-0O Open (another TntMPD database)
Ctrl-R Add Referrals (in Contact View)

Ctrl-S Save

F1 About TntMPD

F2 Turn on/off Shortcut bar

F3 Turn on/off Contact list (in Contact View)

F5 Refresh

F8 See your System Information

F12 See address block enlarged (in Contact View)
Alt-F4 Exit

Shift-Ctrl-Delete

Delete Contact (see Chapter 3 for why you don’t
want to do this)

Ctrl-L Log History (in Contact View)
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TntMPD Views

CONTACT VIEW (CHAPTER 3)
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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).
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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.)
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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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Chapter 3

Managing Contacts

“Soon afterwards, He (Jesus) began going around from one city

and village to another, proclaiming and preaching the kingdom

of God. The twelve were with Him, and also some women ...

and many others who were contributing to their support ont of
their private means.” L.UKE 8:1-3

“You yourselves also know, Philippians, that at the first
preaching of the gospel, after I left Macedonia, no church shared
with me in the matter of giving and receiving but you alone; for
even in Thessalonica you sent a gift more than once
Jfor my need.” PAUL, IN PHILIPPLANS 4:15-16

God’s work is accomplished by people, and the normal
method of God’s provision for those in His service is

through the generous contributions of individuals and
churches.

(020 01 = 1o AV AT = ¥ 3-2
Adding a new contact .........c..ccooiiiii 3-3
Personal Information Tabs.......c..ccccccviiieenciiieeniinenes 3-4
Address tab.......ccooooviiiiii 34

1Y/ d I 1= o N 3-6
OVEIVIEBW ..o 3-6

MPD Phase.....cccooovviiiiiieieeeeeeeeee e 3-7

NEXE ASK ... 3-8
Pledge......ccveeiiiieee e 3-9

REGION ..., 3-10

Referred by ......occvveviiiiie 3-12

Likely t0 GiVe ....oevveeeeiiiieieeee e, 3-12

MPD Tab Check Boxes ........cccccccuveeeennnen. 3-12

Bottom section - GiftS........ccccceviieeiiiiiee e, 3-13

Giving history .......cccoovviii i 3-13

Editing gifts ....c.eveeiii 3-13
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Notes tab ... 3-15
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Photostab ...................c 3-17

Usertab................c 3-18
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Contact / Field Change........ccccccceeevvciiiieenneennn. 3-20
Lookups 3-21

Contact Lookup Dialog BoX..........cccccvvveeereennn. 3-24

Contact Lookup Tabs .........ccccceiiieiiiniiinneeee 3-25

By Field.....c.oooeiiiie e, 3-25

BY LiSt.eeeeiiiiie et 3-26

Custom ..o 3-26

Favorites ........ccooeeeei 3-28

Call for Appointments ..........c.c.cceeeeunvnneenn. 3-29

Financial ..o, 3-30

Other e, 3-30

Other Contact Menu ltems ...........cccoovcvrrvrrrriccnnns 3-31

Add Referrals ........occocviviiiiiiiie e 3-32

View Organization Info..........cccccceeeeiiiiicnnnnee. 3-33

Combining multiple accounts into one ............. 3-34

View DetailS.......coooeciiiiiiieee e 3-35
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Contact View

The Contact
view is the place
where you will
spend most of
your time. Even
though you may
access your tasks
and schedule
from their views,
you still apply
tasks and
scheduled
activities to
individual
contacts... in
the Contact
View.

Attributes of the Contact View | E e aeCIiH ETEEC M =121
1. Shortcut Bar (toggle on/off by A 11 IE' 00 e b e kS

pressing F2). o P Y 3 ) T Y [w q
2. Group of contacts (at the top of [ =

. . e M Motes
the column is the lookup value, in B o o o) e
. Coyote, Wile
this case, Everyone). e .b.‘ R acess | & v | 5 osts| | B et | @ porona| 120
vy Devil, Cruella

3. Selected contact (when you open ||| e oo iz TS T

TntMPD, that is you). The e s

. . Flintstone, Fred and Wima

address will be bold and red if it @f::iut Pl Eephant Duro - o

does not agree with your e, Taanan e

organization’s address for this S

contact (Web feature), or s o st

e Mouse, Mickey and Minnie = L L_'“gs—

crossed out if it is incomplete (to Py Peter and ierdy i e sede R

USPS standards). Click on the S

name to edit name & address. et Roger and Ants [ T | l
4. Summary data (see explanation frome i —

at right).
5. Notes you have written about this $E0 mankhly MPD Phase OR Pledge Amt (if PARTNER-Financial)

contact (on the Notes tab). (O current Status of their pledge (colored dot; see list below)

. . Ave: $bb;/mo .

6. The personal information tabs: 4180 ngus ; Average giving (see page 5-3)

e Address Their donor # from your donation system

e MPD Purple = Recently gave a gift (last 30 days)

e Tasks (see Chapter 4) Green = current on their pledge (monthly, annually, etc.)

Yellow = 30-60 days late

* History (see Chapter 4) Red = More than 60 days late

* Notes Gray = No recent gifts

e Personal Tip: Click on one of the top three lines (giving status) to go t

e Photos Organization Info (see p. 3-32 for more info.)

o User
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ADDING A NEW CONTACT

While most, if
not all, of your
donors will
already be in
your list because
of the steps
taken to set up
your TntMPD
database, we’ll
start with the
New Contact
screen so you
can see the
whole process.

Go 1o the next page
if the new contact is
an organiation—
a business, church,
foundation, ete.

e The Menu item Contact | New Contact brings up
this dialog box.

o As you enter data, grayed out buttons such as
become available.

¢ You can enter as much or little about a contact here.
Once a contact is added, though, you can only edit their
personal information on the Address tab or by clicking
on their name at the top in the Address Window.

If the wife has a different last name than the husband,
uncheck | @ Same Last Name |and enter the wife’s last
name. In the contact list they will appear as:
“Hislastname, Hisfirst and Herfirst (Herlastname)”, e.g.,
“Cowboy, Woody and Bo (Peep)”.

o When you enter their names, TntMPD automatically
creates Greeting data about them (see note below).

o |t creates a name to appear in the contact list, which is
“Lastname, Husband and Wife Lastname” (e.g., “Duck,
Donald and Daisy”).

o Then it creates the three types of greetings (see
page 3-5).
You can scroll through your contacts by pressing the
| Prev (<<)|and|Next (>>) | buttons. You can also add

another new contact by pressing [ New (+)]

Note: If you do not enter a Title for a contact, TntMPD will
automatically create the greetings as “HusbandFirst
HusbandMiddle and WifeFirst WifeMiddle Lastname”.

MNew Contact

™ Prosrization

[Mame
Spouse {Wife)

Title:

[

|
First I
Middle I I

Last ~| ¥ same Last Mame
Suffis =

[Addre:

Home vl [V This is the malling address

[~ Deliverable

Address

City

Zip

Country

I
State | -
|
I
I

Phone

=]

Aply.

Cancel

Greetings, ..

Addr Block, ..

Mew (+)

Prev (=<}

Mext (=)

MNew Contact

[~ Organization

[Mame
Spouse {Wife)

Tie  [Capt.

= s =]

First  [1ohn [Pocahiontas

Middle I I

Last Smith | [¥ Same Last Mame
-

Suffix

[Addre:

Home vl [V This is the malling address

[V Deliverable
|5099 Mew World Drive

Address

ik IOr\ando j

State e =l

7 [aegaz
IUnited States of America j
Phane fe07-855-9658

Country

=

Apply

Cancel

Greetings.. .

Addr Block...

Mew (+)

Prev (<)

o G 3,

Mext (==}
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ADDING AN ORGANIZATION

If your new contact is an organization, check the
M Organization box. TntMPD will
automatically remove all of the “name”
information and replace it with one box for the
Company Name.

The Greetings for the company will all be the
same, but you may want to change them. For
example, if the organization is a church you may
want to make the Greeting to the “Missions
Committee” or to “Our friends at (church)”.

New Contack

¥ ©roanization

TMame

Campany IFirst Pedestrian Church

—Addres

IBusiness vl ¥ This is the mailing address

Address

Ciky
State
Zip
Counkry

Phaone

AEply

Cancel

Il

Addr Block.. .

x|

e

First Pedestrian Church
Greeting IMissinns Cammittes
Full Mame IFirst Pedestrian Church

Short Mame IFirst Pedestrian Church

EE

Restore Defaults | Cancel | Ok I 2<)

MKk (=)

!
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Personal Information Tabs

ADDRESS TAB

There are four ways to edit information about your
contacts. You can either:

1.
2.

Double-click in the individual field you want to edit. ~~<

Put your put your cursor in any of the six yellow boxes

and press the button that appears to the right =1

of that box.
Click | Edit Contact... | This will bring up the contact's

papunst
name and address box (the same one used when you ™|

added a new contact on the previous page).

Click on their name in the Address Window at top (not
shown).

Address Tips

The “Full Name” in the Greetings is the name that is
posted at the top of the contact page.

If you run your cursor over the phone number, it will turn
blue and a hand will appear. Pressing this link will
automatically dial the number using your phone (if you
have your phone connected to your computer) or
attempt to do so if you do not. This feature cannot be
turned off.

You can have up to 19 different phone numbers
for each contact, and you can choose which one is the
“main” phone number shown at the top in the main
address window.

You can have up to three different addresses for a
single contact, and you can choose which one is the
“mailing address”.

BR Address | & mPD I Tasks I &7 History I MNotes I E Personal I 209 Phatos I Lser I

Home
Mickey & Minnie Mouse
1 Walt Disney Way
, FL 32899

Telephone
* Home: (7631 261-5733
Mabile: (407) 279-0022

Edit.. |
Mew Contact. ..

Edit Contact...

i

Business Internet

Other Greetings

Greeting:
Full Mame:
Shork Marme:

Mickey & Minnie
Mickey & Minnie Mause
Mickey & Minnie Mouse

Calvin and Susie Knox x|

Greeting

ICaIvin and Susie

Full Name |Mr % Mrs Calvin Kniox

Short Name |Ca|vin and Susie Knox

MOTE: Some greetings are customized.

Cancel | (a4 I
The Greetings box.

These are the default Greetings, but you can modify them.
The “Full Name” appears in the “Address Window” box at
top, and is often the one you will use as the name on the
outside of the envelope. The “Greeting” is the one you
would use for mail merging the letter itself. (TntMPD
indicates when a contact has a customized greeting.)

Tip: When a contact’s address/phone in TntMPD does not
match your organization’s address/phone, their
address/phone will be bold and red. See page 3-32 for
more info.

Restore Defaults |
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MPD TAB

The MPD tab in the Contacts area is the core financial information area about your contacts. This page tells you
the MPD phase of the contact—from stranger to committed financial giver or prayer—as well as who referred this
contact, all of their gifts to date, whether they get your newsletter or not, etc. Here’s what the MPD tab looks like:

OVERVIEW
ToP SECTION. (Explained on following pages. 6R address b PD | (5] Tasis | & Histery | ) notes | @ personst | B Photos | user |
. WPDPhase  [PARTNER-Financial ~| Region [or =] I Deceased
MPD Phase—Where this contact falls from stranger to D i e v
committed giver Pedge Wl [mowty =] Uebtoave oy =] [ Msasne
. . [V Send Newsletter g
Next Ask— When you would like to next ask this contact Gifts A [ oo e [ 2 rorez] o
for financial support (offers date or time). e ek opeal 2 ——— :
352003 $35.00 g . H .
Pledge—Yes/No, amount, and frequency (check box azca 100 wy |
indicates the first gift has been received) 12i3j2002 450,00 =
11fzz/z002 100,00 MSI 100
Send Newsletter—Yes/No I7i20e 00 sl
. . . 9112002 |$35.00 -
Region—Allows you to group contacts in any geographical sza: 5o s
manner you choose sjepeoe 43500 o}
s{af2002  $35.00
Referred by—Who referred you to this contact (may be 7 ' o U W mm Se OX Na e m e e v My dn

one or many)
Likely to Give—Handy if you are looking for a group of

contacts to send an appeal to
Deceased—Informational only
Direct Deposit—Informational only
Magazine—Informational only

BOTTOM SECTION.

The lower half of the page is the giving history of this
contact. The column on the left lists the date of each gift,
followed by the amount, and any appeal with which this gift
is associated.

The box on the right is a graphic history of this contact’s giving. You
can choose how many periods to view, as well as whether you want to
view just this contact (| Individual | button) or the current group of
contacts (| Group | button). The “current group” is the list of contacts
to the left (not shown in the above picture).

Tip: You can change the columns shown by dragging the
column headings to the left or right (there may not always
be additional columns). —
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MPD PHASE

See inside the front # Phase Description |
cover fforha %[%jgcal The default MPD phase for a new contact. However, you should move
view ot the 0 /a your contacts into another phase as quickly as possible. If this contact
Phases. The # of the is a person you do not intend to ask to join your team, you should move
phase is FeleVaﬂt them to #100, “Never Ask”
when doing lookups The typical starting place f tact. Ideally, most il
on your contacts. 10 Never Contacted e typical starting place for a _neV\ll contact. Ideally, most contacts wi
move through phases 0-50 rapidly!
As a contact moves through the phases, you will typically start them
20 Ask in Future with Ask in Future. Also, a contact may have requested that you
contact them again “at a later date”.
You have initiated some form of ‘contact’ with your ‘contact’ and now
30 Call for Appt need to follow up on it. For example, you may have sent a letter and
now need to follow it up with a phone call.
40 Appt Scheduled Obvious.
- The appointment or phone call has occurred, and now you need to
50 Call for Decision follow it up (soon) for a decision.
. o~ g This contact is a regular giver; their giving will be automatically
T/?” “ the “Decision _ 60 | PARTNER-Financial | checked against their pledge, and you will be alerted when they give an
Line”. All contacts with amount greater than their pledge.
an MPD phase of 50 or — - :
below have not decided 70 PARTNER-Special This giver does not have a regular pledge. When they give, you will be
- . alerted to send a thank you.
their level of commitment
(if any) to your ministry. 80 PARTNER-Pray A contact who has committed to praying regularly for your ministry.
This person has been contacted and has indicated a desire not to be a
90 Not Interested -
part of your ministry.
You do not intend to ask this person to join your team. They may be a
100 Never Ask family member who gets your newsletter but is not interested in your

ministry per se. Or, they may be deceased.
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NEXT ASK

The O Next Ask
box is for
assigning a
future ask date
to a contact. If
you move your
cursor over the
words Next
Ask, you will see
the letters
change color
and the cursor
becomes a hand.

Click once and a calendar will
appear, enabling you to select a
date, and even a time. Doing so
allows you to utilize your “Next
Ask” lookup. However, it does
not put an ask/call in your task
list or schedule. (This is a handy
feature if you are making a lot of
calls and continually refreshing
your Call for Appts lookup.)

Other options on the Next Ask
screen include the ability to
check on or off a specific time.

MPD Phase INever sk j MPD Fhase INever Ask j
Meset Ask o I Mext Ask :

Pledge |_| |<none> j Pledge <none: ﬂ
Mext Ask | | Referred by |

[« | May, 2003 o

Sun Mon Tue Wed Thu Fri Sat |7I Fromsrm

1 2z 3
4 5 6 7 @ 9 10
1 1z 13 14 15 16 17 - s
18 19 20 21 2z 23 24 in 12 hour
25 26 27 2 29 3 A ———

in 15 min

in an hour

— Today: 5/8,/2003

For example, if you are X conce | o]
scheduling an ask for 6 months

from now, it may not need to be

done at exactly 11:18Am.

You can also select ¥INever ask x|

for a contact, either from here or
from the MPD tab. An example
of this may be a monthly partner
who has indicated they do not
want to be asked for special
gifts. Or it may be a person who
gets your letter but does not
want to give financially. If you
check the Never box here, the
calendar will disappear.

x Cancel | o Ok I
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PLEDGE

MPD Phase  [PARTNER-Financial |

Mext Ask [ I

[ [$65.00  [monthly x|
v Send Mewsletter

Pledge

This box allows you define the amount and frequency
of a contact’s gifts. TntMPD uses this data to generate
automatic alerts to you when a contact’s giving is
outside the parameters you have assigned to them.
The check box allows you to confirm that the contact
is actually giving the pledge. As a matter of process,
when a contact pledges to give a certain amount /
frequency, you can enter that amount, but do not
check the box. You can check this box if they have
already started giving their pledge. If you have a
current contact who has pledged to increase, change
the pledge amount and uncheck the box.

Web Feature: TntMPD will automatically check the
box for you when the next gift comes in (whether
keyed manually or downloaded via the web). TntMPD
will also auto-schedule a Thank for their “FIRST” gift.

Frequencies you can assign

to contacts:

monthly.......c.cccveenen. gives pledge amount every month
bi-monthly........c..c....... gives pledge amount every other month
quarterly .......ccoceeene. gives pledge amount every three months
quad-monthly ............ gives pledge amount every four months
semi-annual............... gives pledge amount every six months
annual ......ccovveeennnn. gives pledge amount every 12 months
biannual..........cc.c....... gives pledge amount every 24 months

TntMPD offers an alert system based upon some
parameters you typed in the Tools | Options box.
Examples of when a contact’s gifts would alert you.

For this example, you have
pledge.

Gives $50 this month ..........c.cccvevrnne.
Missed this month ..........ccocoevevevinenee
Missed three months in a row...............
Gives $50 on the 1stand 20th.............

Gives $75 this month and $50 next .....
Gives $50 and $75......o.ovveerveeererrnnnn.
Gives $60 this month and ongoing ......

Gives $600 and nothing for 12 mos. ....

recorded a $50 monthly

Appears on Late Donor Report.
Appears on Late Donor Report.

No alert. TntMPD assumes they are
ahead.

Automatic Thank You for extra gift of
$75 (nothing next month).

Automatic Thank You for extra gift of
$75.

Automatic Thank You for extra gift of
$60; change their pledge amount.

You will be auto-scheduled to Thank
them for their “EXTRA” gift, but it will
also recognize that they have given 12
full months (that is, they will not
appear on the Late Donor Report).

Chapter 3: Managing Contacts
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REGION

Reqgion IUT

=~

The Region field is intended to help you group

multiple contacts from one city—or even one section

of a city—to facilitate visits to those contacts. For
example, if you have a number of contacts in New

York City, you can’t realistically visit two of them in
the same evening if one is in Manhattan and another

in Staten Island. You can use the Region field to

manage this. You could, for example, set up a region

for each of the Boroughs in New York City.

There are two
ways to define
regions; you can
define them “on
the fly” as you
work with
individual
contacts. Or you
define regions in
the Tools |
Options area.

Another option—and this is how I personally handled
regions long before I started using TntMPD—is to
break them down by useful geographic areas that are
relevant to you. Our contacts are grouped in four key
states, with the rest sprinkled all over the U.S. So 1
have my regions as UT, MN, NC, OH, and “East”
and “West”. There is no city where I have enough
contacts to make a city/postal code arrangement
useful to me.

Region quick notes:

If you use zip codes to define
regions, you can choose how
many digits to broaden that
lookup.

A city/zip code combination can
only be in one region. If you are
working with a contact and
change that contact’s region, all
other contacts who live in that
city will automatically be
reassigned to the new region.

If you try to add a city to a region
and that city is already assigned
to a different region, TntMPD will
ask you if you want to change
the region.

See nexct page to mannally edit Regions.

options x|
zeneral I Gift Aukomation  Regions |Intemational I
Add Region | Add Ciky/State)Zip | Edit | Celete |
ot |

West

[ Youngstown
Canfield, OH 44406
Cortland, OH (default)
Huran, OH (default)
Lestonia, OH {default)
IMars, PA (default)
Marth Lima, OH {default)
Paland, OH {default)
Salem, OH (default)
‘foungstown, OH 44514 -

I'ﬁ 3. Digits in zip code to use when looking up reqgions

o]

Cancel |
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Manually Editing Regions

Press | Add City/State/Zip |.
Key in the city and state

You can also specify a postal code (if you do not specify
a specific postal code, all contacts in that city will be in
the same region).

Dividing One City into Multiple Regions

A city/postal code combination can only be in one
region. However, the same city and different postal
code could be in a different region. In New York City, for
example, you could have a region for Brooklyn,
Queens, Manhattan, etc., all of are addressed to “New
York, NY”, but have different postal codes.

Note in the picture at right that the new city, Boardman,
has the same zip code as the existing Youngstown
entry in that region. Again, it is the combination of a
city & postal code that makes it unique.

zeneral I Gift Automation  Regions |Internati0na||

Add Region || Add CityfState/Zip I Edit | Delete |

T
Wesk
[=1 %¥oungskaown

Regional Location

x|
=
..55 il
City IBDardman (required)
State ar Prowvince |OH (required)
X cancel |

Postal Code |44514| {optional)

Youngskown, OH 44514 ﬂ

|5 3., Digits in zip code ko use when looking up regions

Cancel K |
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MPD Phase

Mext fsk ] I

Pledge [+ IE-S.IZIEI rncnikhly
[+ Send Mewsletber

|PaRTHER-Financial ~| Region
Referred by
j Likely to Give

j [ Deceased

[+ Direct Depaosit

j [+ Magazine

IH:::IIyw::u-:u:I

IMickﬁy & Minnie Mouse

fMost Likely

REFERRED BY

The Referred By field offers a lookup when you fly
your cursor over it. If a contact has multiple referrers,

the words “Referred by” will be bold-faced, and the
primary referrer will appear in this box.

LIKELY TO GIVE

This box helps you make a simple financial assessment
for each of your contacts. There are four levels of
likelihood to give:

Unassigned * Least likely « Likely « Most likely
This field can be helpful in determining to whom to
send an appeal.

MPD TAB CHECK BOXES
O Send Newsletter

This handy check box helps you define which contacts
get your newsletter.

Tip: If you have contacts who want an email-only
newsletter, use one of your custom fields on the User
tab for that purpose.

O Deceased

It is unwise to delete any contact from your database
who has given in the past, because doing so would
eliminate their financial history as well. However, for
the purpose of advanced lookups, it may also be
helpful to exclude any contact who is deceased.

Tip: To prevent accidental mailing, delete their
address and phone number.

Note: TutMPD does not have a method for tracking a
widow/ widower. Y ou may want to keep both names in the
address box, but change the Greeting and Full Name to reflect
only the living spouse.

O Direct Deposit

This field is helpful for future lookups. Ort, there may
be times when you want to send a letter solely to those
who are on direct deposit, for example when you want
to encourage them as a group to increase their
monthly amount. (You have to check this box
yourself. TntMPD will not automatically detect a
direct deposit giver.)

O Magazine
If you give your ministry’s magazine to this contact,
you can track that here.
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BOTTOM SECTION

GIVING HISTORY

o The bottom section is divided into two parts. The
column on the left is the giving history for the selected
contact.

EDITING GIFTS

¢ You can split gifts and/or assign appeals by double- Gifts
clicking on the gift OR by right-clicking and selecting
Edit gift... 4

Edit gift...

Add new gift, ..
o The date of the original gift is already pre-loaded; Crzletee ol
however, both the date and the amount can be %]
changed. Also, a portion of the gift can be assignedtoa | ... [bonad and Doy Duck
particular appeal. (See Tools | Appeals Tracking in - : Y o0 : 0 = o |
Chapter 5 for more information.) N — (3 Cancel |
[ Personal gift
e The technical information about a gift is included in the 5 Ma“ablein ek selp Agpeds..
boxes at the bottom titled “Org Details”. This information _
cannot be modified by you. In some cases, the words [[Ora Petai =
“Org Details” may be replaced by your organization’s penaien o - o vt
abbreviation, such as “CCC Details” or “CCCC Details” pecount 0|
(CCC Canada), etc. Accoun: Nsme |
Designation I
Motivation I
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ADDING NEW GIFTS

If you cannot link TntMPD with your organization’s

donation system, all of your gifts would be added

manually. If you can input gifts via the web, there
are three reasons why you might want to manually
add gifts:

1. A contact gives you a personal gift that is not
processed through your organization’s
contribution system. (Note that a donor cannot
receive a tax-deductible receipt for gifts given to
you personally, and your organization may have
limits on how many personal gifts a missionary
may receive.)

2. You receive checks written to your organization
that you will later submit, but want to enter them
in advance for analysis purposes.

3. Youreceive a gift from another member of your
organization via an internal transfer that does not
appear in your organization’s donation system.

Adding a gift is very similar to Editing an existing gift.
On the MPD tab, in the gift section, right click and
select Add new gift....

Note: TntMPD allows you to enter a gift that you then
mail to your organization for processing. If that gift
does not download within 30 days, TntMPD will ask
you if you want to delete it so that your gift record on
TntMPD is in sync with your organization. See the
FAQ page on the TntMPD web-site for more
information on this.

DELETING GIFTS

Times when you might want to manually delete a gift
(among others):

1. It was a personal gift that you decided you did not
want to include with the contact’s other gifts

2. You manually entered a gift that was later processed
through your organization’s donation system but then
posted to your TntMPD as another gift (a duplicate

gift).
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NOTES TAB

We’ll come back to
the MPD tab later.
(The Tasks and
History tabs are
covered in Chapter
4.) The Notes tab is
a simple note pad
where you can take
notes about your
contact. What you
key here will be
shown in the Notes
box of each contact,
directly below their
name. If you
synchronize your
TntMPD database
with your Outlook
and/or Palm Pilot,
these notes will go to
the notes section of
each contact on both
of those systems.

The Notes box has a couple of
limitations you should know
about.

¢ You can only see the first
few lines of your notes from
the contact view (without
selecting the Notes tab), so
if you have very critical
information you want to
view, be sure it is in the first
two or three lines of the
note.

e The Palm Pilot allows only
4,023 characters per note,
so if you sync your TntMPD
with Outlook and then
Outlook with your Palm
Pilot, you'll want to be
judicious about what you
write here. If you exceed
the limit, you will receive a
warning every time you
sync your Palm Pilot.

e You can record notes on all
your phone calls and letters
on the History tab—but
those past activities have to
be opened one-at-a-time to
be viewed.

Donald and Daisy Duck ma
2 Walk Disney Way ’
Orlando, FL 32899 @ Na recent gifts

Home: 4078953157

dduck@disney.org Mo Org Account

Motes

Tip: | have found it easier to simply have only three lines of
notes for each contact so | never have to scroll and |
always see the most pertinent notes.
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PERSONAL TAB

The Personal
tab allows you
to add some
handy, touchy-
feely type
information
about your
contacts. You
can enter the
following types
of information:

Family Side - can be used for
actual relations or for
combining support teams after
a marriage (see Tip below,
right).

Family Level - for relatives

Birthday — allows you to use the
Birthday and Anniversary
Report (see Chapter 5:
Analysis Tools). Format is
mm/dd/yyyy. TntMPD is not
picky about the year: You can
put 75, 1975, or leave it blank.

Children — Allows you to enter
names and ages (or birth
dates).

Church - Allows you to create a
Lookup of all supporters at the
same church. Also helpful in
the Analysis view.

Family Side  |His - Fanmily Level ICousin vl Birthiday

%! Address | A&, WPD I Tasksl o Historvl Motes & Personal |@ Photos I User I

Month Day  Year

[10 ] 27 yf 1933

Late Donor Repart., .
\ Zontribution Report, .,

Appeal Tracking. ..

Birthday & Aniversary Report, ..

Al Pickures. .,

Children |Baby Bugs Spouse Bday 1z J'ITJ'W
Church IFirst Pedestrian Church j AMNivVErsary |—4 I|'|—B "II—

Him

Company |Warner Eros, Profession W
Hobbies ISquishingJ bombing, splatting Tick Mame IBugs—

Her

Company |Warner Eros, Profession W
Hobbies Igardening {esp. carrots) Tick Mame IBabs—
Tools  Help

Tip: My wife and | were both missionaries with Campus
Crusade for Christ as individuals before we were married.

Because we each brought a significant number of

contacts to

our now-combined team, | use the Family Side field to identify
who (His / Hers) had the relationship with this contact. | can
then use the Analysis Tools (Chapter 5) to see charts based on

that field.
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PHOTOS TAB

e The Photos tab presents you with a single empty box.
By right-clicking in that box, you are given an option to
Add From File.... Selecting this will open a box
from which you can find your pictures.

e TntMPD will allow you to load any Bitmap (.bmp) or
JPEG (.jpg) photo. However, Bitmap photos are not
compressed and it is not recommended that you load
them into your TntMPD database. Also, large JPEG
photos will substantially enlarge your database and
should be avoided. For best results use your photo
software to get each of your photos down to 25kb or
less.

¢ You can view a contact’s photo from this tab, or you can
view all your photos from the Tools | All Pictures
menu. This menu will also tell you the size of each
photo.

See Chapter 5: Analysis Tools for an
explanation of Tools | All Pictures.

[',:,! P.ddressl &, MPDl Tasks I Zp Historyl Mates | € Personal B Photos |User I
f

&dd From File. ..
Delete

Tip: You can have multiple photos for a single contact.

Chapter 3: Managing Contacts 3-17



USER TAB
The User tab

offers you one
place where you
can create
custom fields.
Let’s say, for
example, that
you love movies,
and you always
use movies to
open up
discussions with
your contacts as
a way of
building
relationships.
Since there are
no “favorite
movies” fields,
you can use
them here.
“User 17 could
be “Favorite
Movies” and
“User 2” could
be “Favorite
Actors” etc.

Categories are used by Outlook

and Palm Pilot to classify
contacts. For example, in my
Palm and my Outlook, | have my
“ministry partner” contacts
separated into three fields: MPD
(meaning they get my monthly
newsletter), Christmas (meaning
they only get our Christmas
letter), and Family. | have other
Outlook fields that | use in my
ministry, but none of those
contacts are in TntMPD. You can
assign multiple categories by
separating them with a comma
(for example, my sister is both a
monthly newsletter recipient and
Family).

User Status. This box allows you to

enter some specific information
about your contact, information
that might apply to multiple
contacts. Any item you type here
will also be available in the drop
down list of all your other
contacts.

%! nddressl &, MPDl Tasksl 7] Historyl Notesl € Personal | % Photos ~ User

User 1

User 2

User 3

User 4

Cateqories

User Status =]
=er 1 II_
ser 2 MST
ser 3 I_
Lser 4 I_
Categaries I_
Iser Skatus I_

Tip: One way | use the “User” fields is to put “I” or “We”.
This is helpful for when | make response devices: “We
would like to be a part...” or “l would like to be a part...”.
Also, | use another field for time zone so that | can use
Lookups and make calls at the appropriate time of
day/evening. Another use is to define people who may get
a letter separate from your regular Newsletter; for
example, a Christmas letter may go to a broader audience.
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Groups

Another helpful feature of TntMPD is the Groups
feature that allows you to assign the same
task/event/appeal to an entire group of contacts
simultaneously rather than one-at-a-time.

A Group is simply the list of all contacts in the list on
the left side of the Contact View. It could be
Everyone—the list of all your contacts in TntMPD. Or,
it could be your Send Newsletter list or all of the new
contacts from one Referrer, etc. There are two things
you can do with a Group:

1. You can view the giving history of the entire group. If
you are looking at a contact, you see the graph in the
lower right showing their giving history. If you press
the “Group” button in that screen, TntMPD will compile
the giving history for ALL contacts in the Group list.

2. You can assign something to all of them
simultaneously. Example: You send an appeal to all of
your Newsletter recipients. You generate the group by
using a lookup (see the following section on Lookups
for how to create a Send Newsletter lookup).

e From the menu bar, select Group | Log History. The
standard Log History box comes up, just like it would for an
individual contact. You enter the appropriate information
about the “Appeal’”, then click OK.

o TntMPD then asks if you want this Log History to apply to
the entire group.

Frankly, working with groups is a wonderful feature
because of the incredible time savings it offers you.
However, there are also a couple of warnings about
using groups:

1. The biggest danger of Groups is that the last item on
the Group menu item is Delete Group. If you select
this, thinking that you are “ungrouping” them but
keeping the contacts, you will lose ALL of these
contacts. Poof. That's it. That is one BIG reason why it
is critical that you back up your TntMPD file very often.
Fortunately, TntMPD requires you to actually type
DELETE to proceed.

2. Ifyou inadvertently assign an event to a group, then
realize that you assigned the wrong event or
something else was wrong, you have to either (a) go
to each contact individually to manually resolve your
error, or (b) go to the History tab, select the Group
button, then select all of the history events for those
contacts and delete them.

Finally, you may be asking why you would ever want
to delete a group. There are rare instances, but one of
them is when you want to split your database into two
groups. For example, let’s say you are leaving the
mission field and sharing half of your contact list with
one missionary and half with another. You could
create two backup copies of your database, naming
them differently for your two friends. Then open the
files, delete the groups of names you didn’t want and
save it, then do the same for the other friend.
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CONTACT | FIELD CHANGE

Field Change
allows you to
apply a word or
code to an entire
list of contacts
simultaneously.
For example,
you could
change an entire
group’s User
Status to
“Cartoon
Character”. 1
also used this to
modify certain
members of my
list of contacts
since I did not
load church
name or referrer
when I first
created my list.

o Select Group | Field
Change

o Select the field you want to
modify from the drop-down list

e Type in the text you want to
apply to everyone in the
displayed group OR choose
from the drop-down list of all
the text already in that field.

Group Field Change... x|

Select Field: Set Field bo;
ILIser Skatus j ICartu:u:un Characterl j
Cancel | (o] 4

Tip: The “Set field to:” drop-down box will list everything
already in that field for some of the users. When you select
, your new text will overwrite what was in that field
before.

TntMPD will confirm that you want
to make this change, since you
cannot Undo the change.

x

@ Are wou sure you wank bo edit the User Status field on all 41 records in this group?

[1[a] | Cancel |

Remember: Field Change replaces all existing text, if any, in
the chosen field, for the currently displayed Group.

Tip: Contact | Field Change is very similar to Group | Log History
where you can you apply an action (such as sending an
appeal) to everyone in the displayed group.
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Lookups

The Lookup function allows you to query your
database and choose a group of contacts based on
common characteristics. This can be helpful for
many reasons, including choosing contacts to call
for appointments, to send newsletters or support

letters, or to see in a particular region as you travel.

To use the Lookup function you must be in the
Contact View.

Choose Lookup from the menu options.

nt™MPD - Toontown - [Contacts]
File Edit Wiew Contack Group | Lookup Tools  Help

Add Current Lookup to Favorites
Edit Lookup Favarites. ..

By Field...
By List...
Custorm. ..

Financial...
Call For Appts. ..
Cther. .,

Me
This Cantact

Everyone

Last Mame. ..
First Mame. ..
File &s

MPD Phase, ..

User Status. ..

ik,
State. ..
Church..,

Referrer...
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When you select
any of the
Lookup menu
items (except
Favorites), you
will be taken to
the Contact
Lookup dialog
box. For your
reference, 15 of
the 18 different
menu items
simply pre-
populate the
fields on the
Lookup dialog
box.

Menu Item

\ Description

The first seven menu items are the seven tabs of the Contact Lookup dialog box.

Favorites Create, save, and edit custom lookups.
Bv Fi Select contacts based on one particular field or characteristic, such as zip code
y Field... :
or whether they receive your newsletter.
By List... Select individual contacts by name to create a group.
Custom... Create more complex queries, such as those based in two or more fields.
Financial... Find contacts based on the timing of their most recent gift.

Call for Appts...

Find your contacts on hand (including all whose MPD phase is Call for Appt, Ask
in Future, Never Contacted, or n/a), based on region and appropriate time for
next contact with that person.

Other...

Find all contacts whose phone or address is out of sync with your organization’s
recorded information.

These three items

don’t take you to the Contact Lookup dialog box, but to specific contact(s).

Me

Your own information is listed here.

This Contact

Choose one particular contact. This removes all the other names from the
group, leaving only the highlighted name.

Everyone

Return to the full list of contacts

These five help you find contact(s) you might be looking for from a small pool.

Last Name... Find all contacts with the same last name or part of a name.
i Find all contacts with the same first name or part of a name, which is helpful
irst Name... ;
when you cannot remember someone’s last name.
File As Look up contacts by name from a list or by partial name.
MPD Phase... Look up all contacts with the same MPD phase.
User Status... Look up contacts by user status.
The last four look up based upon certain commonalities.
City... Find all contacts from the same town.
State... Find all contacts from the same state.
Church... Find all contacts from the same church.
Referrer... Look up all contacts referred by one person.
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Favorites sub-menu:

Menu item Description
Save frequently-used, custom lookups for quick access, or track particular

groups.
Some examples include newsletter recipients, Christmas card lists, those who
responded to a particular request, or key contacts with whom you maintain more
frequent contact.

Tip: | create and delete favorites frequently. Some of my favorites are
Add Current Lookup to Favorites permanent, like my “Send Newsletter” favorite. But others are temporary.
For example, while writing this, | am following up on a number of new
contacts across the country. | have created several lookups based on
these new contacts time zone and decision status. This enables me to
focus on calling small groups of contacts different hours each evening.
When | am finished with this follow-up process, | will delete the lookups
from my favorites list.

Edit Lookup Favorites Modify your saved favorites or delete them.
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CONTACT LOOKUP DIALOG BOX

When you select | pasmmmm Lookig x|
any lookup
General

(except the three - f+ Replace the current group

Sy
speciﬁc contact - By List " Lookup within the current group
ones—Me, This - Cuskom ™ Add to the current group - |
Contact, Sl ~ Take away from the current group
E MPD

Yeryone)a you - Call For Appks

will be presented . Finanial
with the - Other
Contact Field Comparison Yalue
Lookup dialog ILast Mamne | Ihegins with | I |
box. Note that
all of these Lookups appearing in a tree in the left box. You will see the shaded one representing the
lookups are lookup you have selected.

custom lookups
in that you have
to select certain
criteria.

Group Activity: Option Description

Before selecting | Replace the current group Queries the entire database and displays a new group.

the criteria for Lookup within the current Queries the currently viewed group and displays only

your lookup, you | group those contacts that meet the criteria from the current

have to define group.

the contact Add to the current group Queries the entire database, but maintains the currently

activity. Your viewed group and combines the two lists.

opuons ate to: | Take away from the current Queries the current group and removes those contacts
group that meet the criteria chosen.
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CONTACT LOOKUP TABS

BY FIELD
Field Comparison Yalue
ISenu:I Mewsletker j Iis encackh

Box Description

Field Drop-down box offers you over 150 different TntMPD fields from which
to choose.
Comparison | Varies depending on the Field chosen above, but basic options are:

e s exactly

e isnot

e begins with

e contains

e s greater than

e isless than

e isat]east

® s at most

Value The specific value to search for. In some cases, TntMPD only accepts
certain values. In those cases, a drop-down box is provided (as in this

example: Send Newsletter is TRUE or FALSE for every contact). In other
cases, you enter a number, dollar amount or letters (like a name).
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BY LIST

To query your database by list, you must choose to
see all the contacts in your database, by choosing
Show ot, if you have previously selected a

group of contacts, by choosing Show to

start from this smaller number of contacts.

The list to choose from will appear in the middle
box, and you will click in each box that you want to
select.

I used this when 1 sent ount an appeal to a select group that
had no common features. I conld not create a Group using

Ababa, Aladdin and Jasmine (Pring -

b Bear, Baloo and Balinda Clear al |
al Beast, Beast and Belle
[ Bird, Tweety and Tweetilze Reverse Al |
Group vl

eer, Barmbi
eil, Cruella
evil, Tazmanian

uck, Daffy and Daphney

uck, Donald and Daisy ;I

will change all checked boxes to unchecked

and all unchecked boxes to checked.

Reverse Selected | will reverse the check on all the selected

any custon lookup. boxes.
CUSTOM
This option will allow you to combine two or more
S : ContactlD - - (Fi ike T = "Walbrink’
lookups by ﬁeld querles into one query’ thus savlng L«:;:Eadcit example: (Firsthame Like 'T%") and (LastMame = "Wolbrink’)
. CreatedDate = il AT .
time. e { SendMewsletter = TRIJE) AMD { MailingState LIKE "CA") _I
FullMarne
Greeting
ShortMame

Fields can be dragged from the list at left to insure
accurate spelling.

This type of Lookup is very advanced and requires
knowledge of Access Query syntax. On the next page are
some Developer’s notes regarding how custom lookups can be
written.

MailingAddressElacl
MailingAddressIsDe
Phone
Phonelsoperations
Ernail LI
EmaillsOperational _I
-

Ternanizakinn
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From the Developer:
There are two different ways to write “not”. You
could either write:

Region <>'UT', or

NOT (Region ="UT").

Once you understand how the custom lookup works,
you’ll find plenty of documentation on the web.
Given the custom lookup, I construct a SQL
statement like this: SELECT ContactID FROM
Contact WHERE <custom lookup here> ORDER
BY FileAs . Now if you know SQL this all makes
sense. But even if you don't know SQL, you can use
Access 2000/XP to help construct the SQL using its
visual query designer. This designer will let you
switch into SQL mode so you can find the WHERE
clause. There are many operators you can use with
SQL: BETWEEN, IN, LIKE, =, <, >, <>, IS NULL,
ANY, SOME, ALL, etc.

Here are several examples:

o Contacts who have ever given a gift between 25 and 50:

Contact.ContactID IN (SELECT ContactlD FROM Gift
WHERE (Amount BETWEEN 25 and 50))

¢ All contacts who have an average monthly gift more than
20% of their pledge (and their pledge is greater than zero):
(AveMonthlyGift > MonthlyPledge * 1.2) AND
(MonthlyPledge > 0)

o All partners who do not receive a newsletter:

(MPDPhaselD BETWEEN 60 AND 80) AND
(SendNewsletter = FALSE)

¢ Allfinancial partners for whom we don't have their birthday:

(MPDPhaselD = 60) AND ((BirthdayDay IS NULL) OR
((Spouse <> ") AND (SpouseBirthdayDay IS NULL)))

o Contacts who have given their first gift ever in the last 180
days:
(FirstGiftDate > Date() - 180)

o Contacts who have a last name starting with "W", followed
by any single character, followed by "I". Firstname starting
with "a" through "j", or starting with "t", followed by "r".
FileAs LIKE 'W_1%, [a-},t]r%'

( This matches:
Walker, Brian
Williams, Brent
Wolbrink, Arnie

Wolbrink, Troy)

Two good starting points on the Web to learning more:

o http://msdn.microsoft.com/library/default.asp?url=/library/
en-us/dnacc2k/html/acfundsgl.asp

o http://msdn.microsoft.com/library/default.asp?url=/library/
en-us/dnacc2k/html/acintsql.asp
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FAVORITES

You cannot add to your Favorite lookups from
this location, but it is possible to edit favorites or
delete them.

Choose the Favorite query that you wish to
or Delete from the list, and click either edit or

delete. If you choose to delete, TntMPD will ask
you to confirm. If you choose to edit, you will
have more options.

Here queries are defined mathematically (e.g.,
SendNewsletter = TRUE or Pledge > 60).

Again, editing this type of lookup can be complex and
requires knowledge of query syntax.

Contact Lookup x|
{* Replace the current group

{~ Take away from the current group

By Field | By List | Custom Favorites |Ca|| for appts | Financial | other |

Edit... | Delete |

= Lookup within the current group
x Cancel |
= Add to the current group

Edit Lookup Favorite

Marme ::'rayer Letter

Filker Sendiewsletter = TRUE

Crder ISEnu:Ir'-.IEWSInaI:I:ErJ FileAs

Test | X Cancel |

o OF
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CALL FOR APPOINTMENTS

This specialized query will bring up all contacts ]

WhOSC MPD phase iS % Replace the current group
" Lockup within the current group

[ ] n/a € Add to the current group ﬂl
™ Take away from the current group

e Never Contacted
e Ask in Future

B Field | By List | Custom | Favorites  Call for Appts |F\nanc\a\ | Other |

W Es
e (Call for Appt IEgm—LI [ Respect Next fisk

[ i B e e W Include contacts with unknown phone

In addltlon, y'OU. can hmlt your query by Reglon by l15— Iminutes 52 ™ Include Crganizations
checking the box and choosing from the list.

M Minimum time since last call allows you to
exclude those that you have a call logged in history
within a certain time frame; click the box and
select the amount of time that you want to have
passed since your last attempt.

M Respect next ask will remove anyone for
whom a next ask date has been set which has not
yet arrived.

Uncheck O Include contacts with unknown
phone if you are making calls for appointments,
since you cannot call the contact without a phone
number.

O Include Organizations. You might want to
uncheck this box if you are making calls at night
when organizations on your list are normally
closed.

Chapter 3: Managing Contacts 3-29



FINANCIAL

This specialized query will bring up all regular
financial partners (those who give on a regular
basis) based on the length of time since their last
gift. This information is also available by running
the Tools | Late Donor Report. The categories
available are:

e Outstanding pledges

e Not more than 30 days behind
e Between 30 and 60 days behind
e  More than 60 days behind
OTHER

Contact Lookup

{* Replacs the current group

£~ Lookup within the current group
= Add to the current group

(= Take away from the current group

By Field | By Lisk | Cuskom | Favorites | Call for Appts  Financial |Other |

™ Mot more than 30 days behind
" Between 30 and &0 days behind

" Mare than 60 days behind

x|
X cancel |

You can use this lookup to find any addresses or
phone numbers which you have entered that do
not correspond to the address or phone number
on record with your organization. You may choose
to find both addresses and phone numbers at the
same time or to query them separately.

Tip: When you download donor information from
your organization, TntMPD will not overwrite a
contact’s existing address or phone number.
Instead, it will indicate there is a discrepancy by
making the contact’s address and/or phone bold
and red. This lookup saves you from having to go
through all your contacts looking for red data.

Contact Lookup

f* Replace the current group

= Lookup within Ehe current group
" fdd ta the current group

{~ Take away From the current group

By Field | By List I Custom I Favarites | Call for Appts | Financial ~ Other |

{* #ddresses or phone number out of sync with Org:

= Addresses out of sync with Org

= Phone number out of sync with Crg

x|
x Cancel |
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Other Contact Menu Items

The Contact Menu offers a number of helpful
tools for working with your contacts, some
of which are available elsewhere (such as
the Schedule Task and Log History
commands).

o Send Email. Opens Outlook and addresses a
blank email message to the selected contact.
(You must have Outlook configured in your
Windows setup for this to work.)

o Call. Allows you to use your dial your phone
through your computer (if you have it hooked up
that way), or log a Call you made.

e Schedule Task. The same as the Schedule
button on the Task tab.

o Add Referrals. See following pages.

o Log History. The same as Log History found in
several other locations.

¢ Send Contact to Outlook. Sends this contact’s
Address information to Outlook.

¢ View Magnified Address Window. Shows the contact’s .

name and address in a larger, separate box.

o View CCC Info. (Actually, this is “View [Your Organization]

Info”.) See following pages.
o View Details. See following pages.

| Contact Group Lookup  Tooks  Help Home: (339) 545-3924

; :‘T Email... Hfa Log Call...

Schedule Task b Edit Phone Numbers. .,
fdd Referrals.. CErl+R Appainkment

@ Log Hiskary *'9 o Call
Send Conkact to Ouklook =1 Email
Yiew Magnified Address Window — F12 = Letter

Wigw CCC Info

Wiew Details

=3 Pre Call Letker
=3 Reminder Letker
=1 Support Lekker

X Cancel Changes

=3 Thank
* Mew Contack. .. Tﬁf“a To Do
Delete Contact Shift+Cerl+Del
Mavigation P'é I First  Chrl+-Pglp
4 Prior PaUp
* [ext FaCn
M Last  Chkrl+PgDn

New Contact. Add a new contact.

o Delete Contact. As a general rule, you never want to delete
a contact if you have any history, referred by, or giving
information on them.

o Navigation. You can move up and down your list of

Cancel Changes. Usually, TntMPD saves changes as you
make them, but in those instances when it does not, you
can press the cancel button (big red “ X ), or select this
menu item.

contacts, but using the keyboard is faster. Ctrl+PgUp (or
Ctrl+Home) takes you to the top, Ctrl+PgDn (or Ctrl+End)
takes you to the bottom. PgUp and PgDn take you up and
down one screen at a time.
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ADD REFERRALS

I have found in
my own personal
MPD that a few
of my contacts
have given me
most of my
referrals, and
often several at
once. TntMPD’s
Add Referrals
feature is
designed for just
this event,
allowing you to
key in many
referrals at one
time.

o The Add Referrals box (titled
“Those referred by ...") allows
you to add only basic name and
address information about
referrals (all 8 fields shown in the
picture at right).

You then have three options for a
Lookup when you press the

button.

o Don’t do lookup: returns you to
the Contact View.

o Lookup these contacts:
Creates a new group in the
Contact View composed only of
these referrals. This is the default
option, and is helpful because it
allows you to immediately edit or
take action on this group.

e Lookup all contacts referred
by...: Creates a new group in the
Contact View composed of both
the new and previous referrals
from this contact.

Those referred by Clark and Lois Kent ;

Firsk Spouse Lask Address Ciky |Stat*2ip

Phone

X
-

James Qlson
Chief

Mr Mrs Kent

hen Firished
" Don't do lookup
i+ Lookup these contacts

10 Broadway #404 Metropolis NY 10010
MY 10024

KS 73060

Metropalis

212 Highway &7 Smallvillz

212-464-0400
212-272-6369
570-992-3920

X Cancel | v Finishedl

i Lookup all contacts referred by Clark and Lois Kent

|

hen Finished
" Don't do lookup
¥ Lookup these contacts
" Lookup all contacts referred by Clark and Lois Kent

Tip: Use File | Import Contacts (see Chapter 7) if you want to
import more detail than the Add Referrals box offers, such
as Region, custom Greetings, etc.
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VIEW ORGANIZATION INFO (Web Feature)

If your
organization can
link with
TntMPD, then
your
organization’s
information on
this contact will
be stored in
TntMPD.

It is not
uncommon for
your address
information to
be out of sync
with your
organization’s.

Tip: You can
combine
multiple
accounts for one
contact (see
next page).

e Account List. Most contacts will
have only one “account” with
your organization. However,
there may be times when a
single contact has multiple
accounts but you want to view
them as one (see next page for
more information).

In the example shown at right,
Clark and Lois were both givers
to the ministry on behalf of Mr.
Speed Racer, and their accounts
were merged after they married.
Now all of their gifts—both prior
fo and since their marriage—
appear in one list.

¢ [Your Organization] Name.
Displays the name of this contact
as your donor system sees it
(may often differ from the name
you use in your contact list).

¢ [Your Organization] Account.

This number is the same as the
one selected in the Account List.

Tip: When a contact’s address/
phone in TntMPD does not
match your organization’s
address/phone, their address/
phone will be bold and red.

Account List

Campus Crusade for Christ Info B £

CCC Name
Jient, Clark & Lais

CLCC Account
I44483439

H Staff\)(/eb

CCC Address

FRER -
and

[T g

S oo keep TntMPDl Accepk COC |

Laoon ol

Last Updated: 11/9/1994

CCC Phone
| Kesp TntMPDl ficcept GO0 |
Last Updated:

[Your Organization] Address. Again, may differ from the one you
actually send mail to, for several reasons:

They have moved and notified the organization but have not
notified you (press the button to update TntMPD).

They have moved and notified you but not the organization. EFT
givers, for example, may often go many months between received
communications from your organization’s contributions dept.

You send mail to their home, but their receipts are mailed to a

post office box or company address. (Press | Keep TntMPD | for

these two cases.)

[Your Organization] Phone. Many donors do not give a phone
number to the organization, so this may often be blank. It is also
more likely to be incorrect than any other personal information item
as area codes are constantly changing.
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COMBINING MULTIPLE ACCOUNTS FOR ONE CONTACT (Web Feature)

Again, this
feature only
applies to
contacts whose
gifts are
downloaded via
the web.
Reasons why
you might
combine
accounts:

e Two single
contacts have
married and
combined their
accounts.

e Your
organization
has
inadvertently
given this
contact a new
account #.

¢ Your contact
gives both
personally and
through his
business but
you want to
view the gifts
together.

e Select the contact whose
account you want link

e Select Contact | View
[Your Org.] Info.

¢ Right-click on their account #.
The menu item that appears is
Link Account to Different
Contact....

e TntMPD provides a list of your
contacts for you to select from.

o Select the contact and press
[oK]

The original contact will remain in

your contact list, but all gifts

associated with their account # will

be shown in the new contact.

You can see which Account # they

used for each gift by right-clicking on

each gift and selecting Edit Gift...

Tip: This feature is also useful
when an account is associated
with the wrong contact.

Tip: You can undo a link by re-
linking the account to the
original contact.

AN
AN

Campus Crusade for Christ Info

Account List CCC Name

o Link Account ko Different Contack...

CCC Account

'i% Sy

|41 43795600

|

CCC Address

855 Brookfisld Ave
Youngstown, OH 44512

Last Updated: 1/31/z001

Keep TntMPDl Accept CEE |

CCC Phone

Last Updated:

Keep TntMPDl Accept COC |

Select a contack... f

Ababa, Aladdin and Jasmine (Princess)
Bear, Baloo and Balinda

Beast, Beast and Belle

Bird, Tweety and Tweetiee

Lightyear, Buzz

Cancel |

Ik
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VIEwW DETAILS

This menu item offers summary data for the selected contact in three different categories, General, History
Summary (that is, “last” history event for several items), and a financial summary of their giving.

General

Contact Details E |

{ iskory Surnmary I Gift Surnary I

Last Edit |6,I'19|I'20|33 G:14:42 PM
Created Date I?,I'25||'20I2I2
Outlook

Depk I

Office Loc, I—
Manager I—
Assistant I—
Job Title I—

History Summary
Contact Details ]
General | Gift Surmmiary I
Last Activity [6i1sizos
Lask Appt I—
Last Call IW
Lask Thank I—

Lask Letter

|5,|'6,|'2003

Lask PrecCal

Gift Summa
Contact Details ____ 5
General | Hiskary Surnmary

Firsk Gift Date
Last Gift Dake

Last cift Ak

Last 12 Ma, I$36D.DD
This Year |$16EI.EID
Prew Year I$44EI.EID
Largest Gift I$4D.DD
Lifetime Tl |$1,asu.un

TR
Fledge Start I?‘,I'SEI,I'T

—_————————————————— @ |

Average | Mo,
Current Unkil

Recalc Gifts

o This box shows you the last time some
activity (either a history event, or
whether you made a change to their
address or MPD data, or a gift was
received, etc.).

o Created Date represents the date this
contact was added to your TntMPD
database.

o This box shows the last time you
completed a task involving this contact
in each of the 5 types of activity.

o This informative box summarizes all
the giving of this contact (as it appears
in TntMPD).

At some point | intend to load giving data
for the five years between the time | joined
Campus Crusade for Christ and TntMPD
can provide histor, so that | can have
complete gift information on each of my
contacts.

Note: The View Details box will remain on TOP until you close it, so you can move from contact to
contact to see their details quickly. If you close TntMPD without closing the View Details box, it will still
be there the next time you open TntMPD.
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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]

Tl MPD - Toonown

[Tarsks [AN]]

Eile [k Yew Lochp ook ek

ol =l

= W& - [E-E - Lovkup Al Corkacts | Lookup Sebected Contacts | [Pt At Excel | (] Put Sebected ko Excel
Q|- o witee S Gmetstr | Treeoets
Jetson, Geoege Jane SiTfan0a R Lietter Thene b % Labe Ghing
Seoracts | © PRI P ey sf7i2003 Remincler Lintter st Ging
Fel WL Dieric covl fuied 57j2008 Thark Fatra Gt
P L O Fing Bectiart, Durbo. 5{7/2003 Thark Exbra it
o DoteRangs | [ L, Sesba ad Nl 5{712003 Thark Exlra Git
By &l Dit=arcbn, Christopher P Thark Ltra Gt
schedul Clamrrny, ugs snd Dabs sl cal
Ogwsherg, CoptanandMulan 511072003 cal vl they hast Smal Group derer?
® D vz, vk sjiafznni cal ] b st Sl Geaap D
Anabysts Di3ran, Peter and Wendy Sj105003 Reminder Letter ‘Thens Montts Labe Ghing
IR charmivng and kvl 51072003 ToDu Gl castin-wrinn it

2
g

Tasks: 21

O fR Dbnation, Porrgo ared Perdita 5/10/2003
Dl ababa, Alsddn snd Jesmne
Olgmresr, tuoo srd Bebnda
Dl covote, wi

D=0ev, cruela

Do, Tasmarian
O=Res, T

OIr=Fikstorne, Fred amd Wina
Oretesue, Fepe

Dnessss, veast and ele

szt
ST
Sl14/2003
sj14{2003
1452003
§{14/2003
5{15/2003
2/

[SalE L

ToDu

Sered 101 doggie reals

Fapdy Annéversary snd Happy Dethday
Folow up to Fre-cal letter

Follow up to Pre-call lether

Send Brachure.

Send Brochuee.

Serad Brochure

Hapry Aniversary

Happy Bathday

DOy Arniversary

» |  Past
>

present

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

4-2
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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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Chapter 5:

Analysis Features

“Know well the condition of your flocks, and pay attention to
your herds; for riches are not forever, nor does a crown endure to
all generations. When the grass disappears, the new growth is
seen, and the herbs of the mountains are gathered in, the lambs
will be for your clothing, and the goats will bring the price of a
feld, and there will be goats’ milk enough for your food, for the
Jfood of your household, and sustenance for your maidens.”
PROVERBS 27:23-27

Effective analysis helps ensure that your
“flocks” — the sources of your financial
support — are in good condition.

TntMPD offers a number of nifty analysis
features to help you make the most of your
MPD data. These analysis tools are found in
the Analysis View and in the Tools menu.

This chapter covers:
1. The Analysis View.

2. Tools | Late Donor Report — to help you be
aware of donors who are behind on their
pledges.

3. Tools | Contribution Report — to give you a
table-based view of your contributions for one
or more months.

4. Tools | Appeal Tracking — to help you create
appeals and track the results.

5. Tools | Birthdays and Anniversaries — to take
your relationship building to a very high level.

6. Tools | All Pictures — where you can store small
photos of your contacts.
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Analysis View

The Analysis 1.
View offers a

Support Progress.
o Monthly Goal is defined in your

wealth of Tools | Options.
fascinating « Total Pledges is the monthly sum
information of all pledges for contacts whose
about your MPD Phase is “PARTNER-
contacts and Financial".

their giving. e Avg. Monthly is TntMPD'’s

The more computed current monthly

average for Financial and Special
PARTNERS. This is not simply
“All gifts divided by 12”. See next
page.

o Amt. to Raise = Monthly Goal
minus Total Pledges.

information you
have about your
contacts—both
in quantity and
quality—the

4% TntMPD - MacLeod - [MPD Analysis]

Eie Edt Wiew Took Hep BAR CHART OF SUFPORT PROGRESS

= -
[V Show Last 'Week [wesks start on Sunday)
Eocls Support Progress Contacts & Referral Pool Weekly Activities
Monthlp Goal: $500 37 - on hand today =157 - Call E
+- Total Pledges: $352 2 - gained this week 42 - Attempted
Tasks - g, Manthly: $63 13 - mare than 1 month old 15 - Done
+- At to Raise: $748 +- 2 - Letter
+- 3 - Pre Call Letter,
Schedule #I- 1 - Support Lett
+-1 - Thank |
Analysiz Analyze
Vit o Firanial Paim | (B
T | (m2t o
P o I O10me
G rt# J1° = - W7o
ift Input 0 4 wa
Analyze B
e s | B33 Misc
State -
Chart Type
Bar Chart with Values 2
Misc

better you’ll be | Allthree of these have a plus button (+) 4, Analyze your support in the lower section. The very cool
served by the that will show you more detall graphical views of your support offer 3D views of gifts, pledges,
Analysis View. |2. Contacts & Referral Pool tells contacts and more: 10 different reports you can view 14 different
you how many contacts you ways. The best way to learn about the graphical views is to just
have whose MPD Phase is start clicking and see what you learn.
below the Decision Line. (See
_the_ Life Cycle of a Contact Seeing these charts helped me make wiser decisions in
inside the front cover.) regard to which states I directed future development
3. Weekly Activities summarizes  ;sivjty. Until I started using TntMPD, I did not realize
all items in the History Tab forall 4., significant one particular state was both in the
?;Zl:rv\(/:gen;a((;tysozozjg]f:igv;s:ror number of contacts and amount of annual giving, and
weeK's start day in have more actively sought new contacts in that state.
Tools | Options.)
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How TNTMPD COMPUTES MONTHLY
GIVING

TntMPD

Install Upgrade Sign-up Bulletin Board

Suggestons Report Bug

Search this site
r

Whatis T

TntMPD is a prg
Harme relat|_|:|r15h|p5 W|th
specifically for mis

TntMPD Add-Cns Page suppart. My wision
Make your arganization ready you, a fellow missi

yorld for Christ, 7]

Note: This text is copied verbatim from the TntMPD
web site. Go to the web site and select the above link
to see this text as well as several tables of examples
of donors who give consistently—but not monthly—
and how that impacts the Monthly Average
Calculation.

Contacts in TntMPD have an AveMonthlyGift field that can
be used to determine past giving performance and can also be
used to estimate future expectations. This field is not
necessarily a simple average. If you want a simple average,
you can just divide the TwelveMonthTotal field by 12.

Special Partners

When a contact does not have a financial pledge, they are
treated as a special partner and the AveMonthlyGift field does
represent the simple average. This is the TwelveMonthTotal
field divided by 12.

Financial Partners

When a contact has a financial pledge, their MonthlyPledge
(PledgeAmount / PledgeFrequency) is taken into consideration.
First of all, the average is based upon (12 + PledgeFrequency)
months. This means that a monthly giver has the average
based on (12 + 1) 13 months. A quarterly giver is based on (12
+ 3) 15 months, and an annual (12 + 12) 24 months. If no gifts
have been received within this time frame, the average is zero.
If there are no gifts before this range, the number of months is
shortened to just include the first gift.

Once this range is established, the first month with gifts
prior to the range and the last month with gifts within the range
are treated uniquely. The first month with gifts prior to the range
is spread out evenly to fill in all months without gifts up until
right before the first month with gifts within the range. This is
done because the donor probably intended for that gift to cover
those months. The last month with gifts is spread out into the
future based upon the MonthlyPledge. This is done because
the donor probably intends for the gifts that month to count for
future months if it is larger than the MonthlyPledge.
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Tools | Late Donor Report

While TntMPD
can create auto
tasks for donors
who DO give
(either resuming
their pledge or
giving an
amount
different from
their pledge), it
will not flag you
when a donor is
behind on their
pledge. You
have to run the
Tools | Late
Donor Report
yourself.

Select Tools | Late Donor
Report.

TntMPD spends a moment
analyzing all of your contacts and
compares them to (a) their
pledge and (b) their most
frequent gift.

No Gifts Recorded are contacts
who have a pledge recorded but
have yet to give their first gift.

Not more than 30 days late are
all contacts whose most recent
gift has fallen within their pledge
frequency. TntMPD also lists the
date their next gift is due. An
annual donor could be as much
as 365 days away. (Notice
Simba & Nala Lion’s next gift is
due eight months after Road
Runner’s next gift.)

30 to 60 days late and More
than 60 days late alerts you to
donors for whom you should take
action. You can press

| Lookup Contacts | to look
them up as a Group, then
schedule a task to call or write to
them.

Late Donor Repork
Mo Gifts Recorded

Flintstone, Fred and Wilma: MO GIFTS RECORDED.,

Lookup Conkacts

Mak more than 30 days late

Bunny, Bugs and Babs; GOOD, (69/2003)

Duck, Donald and Daisy: GOOD, (7Fi4)2003)

Lightyear, Buzz: @200, (4/13/2003)

Lion, Simba and Mala: GOOD, (2fz9/za04) <+ |
Mouse, Mickey and Minnie: GOOD, (6)11/2003)
Runner, Road: GO0, (4/24/2003)

F—trokup Contacks

30 ko 60 davs late

Fudd, Elmer: {51 davs late)
Rubble, Barnie and Betty: (35 davys late)

Lookup Contacks

Mare than 60 davs late

Pan, Peter and \Wendy: (61 davs lake)

Lookup Contacts

5.4
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Tools | Contribution Report

This report is a
table of your
gifts and offers
a number of
different options
for types of gifts
shown and time
period
displayed.

The

button allows
you to select
non-displayed
fields to include
in your export.

% Contribution Report

o The default display is 13
months.

e Select which gifts to include in___,
the report.

¢ You can Export this report.
Before you Export, you can also
add fields not shown on the
report.

Notice that John & Pocahontas
Smith-$45 monthly donors—missed
in February but doubled in March.
They actually sent two gifts, but they
were posted on the web on March 1
and March 31.

—p 3 [northiss ¥ Update | [

¥ Include gifts From ‘Web

¥ Include non-web gifts

¥ Include personal gifts

|Apr IMay
50 100
a 100
o 75
o 250
45 45
95 70

Expark | EXtraFlelds

Excel |

IMalI\ngnddrassB Phone

—

Feb [mar |ParTrER MarE Fulllzrme |aresting

Bird, Tweety and Tweetilee | Twesty and Twe Twesty & Tweet Tweety and Twe
Duck, Daffy and Daphney Daffy and Daphr Daffy & Daphne: Daffy and Daphr

Eric and Ariel Etic and Ariel | Eric & Ariel Eric and ArielIC

Jungle, Tarzan and Jane Tarzan and Jane Tarzan & Jane  Tarzan and Jane
Smith, John and Pocahontas | John and Pocahe John & Pocahonl John and Pocahg

TOTALS

Tip from the Developer:

The ways I use the report is to check on my total “personal gifts” to see how close to the
annual limit I am. I also check on all my non-web gifts to see if there are any gifts |
manually entered that haven't been processed by CCCI. ['ve had a few times where after a
month, it became obvious that the gift I mailed in was credited to the wrong account, and
I’ve been able to correct this. “Non-web gifts” includes any gift not actually found on the
web yet.
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Tools | Appeal Tracking

SETTING UP NEW APPEALS

The report itself
is called Tools |
Appeal
Tracking. This
section also
covers

1. Setting up new
appeals

2. Assigning
activity to an
appeal, such as
the sending out
of an appeal to
41 contacts.

3. Assigning gifts
received to an
appeal.

4. Viewing the
results of the
appeal.

Appeals can be set up from
several different places.

Appeal Tracking

o Fromthe Tools | Appeals ”E*F'F'E'ﬂ'sl
Tracking dialog box. ==
Lpped > Setup...
M| 20030 —
k451 Ewxport...
Ewizel
=] Lookup
¢ |nthe Gift Details box. Gifts
Double click on a contact’s gift Date [amount [Motiv  [12]
(or right click and select Edit e e 2;%15 Edit gift...
Gift.. ) 4B $SD: Add new aift...
3nz/m3  |g7sfh_ Deletedit
12002 49 an CECN

e (Not shown.) In the Log
History box when logging
history for an individual contact
or a group.

Cortact @o0 om0 0 oo

Date

Appesl

CCC Details

Don.

ation D [T

otivation 500000

514403 ~| Amourt

2003-05 CSU Ask =| [100

-
=
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Creating an
Appeal.

Press to create an Appeal. Edit Appeal List
naie
x Cancel
Add
Type in the name of your appeal. Add an item.

Click[OK].

Enter the new item:

[2003-05 Summer Ask

Ok | Cancel |

Tip: | personally recommend
using a date code (YYYY-MM)
prior to the actual appeal
name, so that as you have
more and more appeals, you

will be able to easily find them.

This will be particularly helpful
if you send an appeal at the
same time each year.

Edit Appeal List

20071-05 Surmmer Azk
2001-12 Y ear-End Agk
2002-05 Summer Aszk
2002-03 New Baby Ask
2002412 Year-End sk
2003-05 Surmmer Asgk.

tx
|

x Cancel

Add
bd adify

Delete

i

Chapter 5: Analysis Features

5-7



ASSIGNING ACTIVITY TO AN APPEAL

Note: Use the
“Appeal” on a
history event
only when
sending out the
appeals. For
example, if you
make a call to
follow-up on an
appeal, do not

e You can assign an appeal to an
individual contact by logging a
history item on the History tab.

e Choose the Type (typically a
“Support Letter”). Write a
Description, then select the
Appeal from the drop-down list.

e Click[OK].

Log History
Tupe Support Letter  =| For |
Resut  [Done =] when [ 5/22/03 -] [1247.264M  How
Drezcription |Sent Summer dppeal Select...
Motes =l
=
Appeal | <noner j
<nanes
Setup Appeals... | Cangel| 200303 Summer Ask

select the
appeal when e You can also assign an appeal to
logging the an entire group. Select Group Lookup Tools Help
event. If you do, Group | Log History. & chedul New Tack
TntMPD will @ Log Histary. .. Chrl+L
register an
additional
appeal to that Field Change...
PP e Same as above, except that
contact. ) o Delete Group
when you click [OK |, this item
will apply a history eventto each | BT
one of the contacts in the group. Tupe Support Letter  =| For |a|| 323 contactz in current group
e Press[OK] Riesul Done +| When | 5/22/03 -] [1253084M  Mow
Dezcription |Sent Summer Appeal Select...
Remember: A Group History Mates | =
item cannot be undone, so be -
certain you want to log this Appeal |2003-05 Summer Ak -l
event for the whole group
before you click ! See Sefup Appedls... Caricel ‘ oK |
Groups in Chapter 3 for how to
undo an error like this.
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ASSIGNING GIFTS TO AN APPEAL

Once you start | When using Gift Input from the
receiving gifts | Web:

in response to 1. Select the Gift to edit. These gifts [SHIVEEIG n x|
an appeal, you After downloading gifts from the Mame  Contact [r andirs R Ro2ore;
can assign those web, double-click on the name of g Ot EEE o |
glfts to the the donor. Th|S OpenS the Glft ¢ Appeal 2003-05 Summer Ask.
appeal so that Details dialog box. T —
yﬂﬂr analysis of (After the gift is posted, you can At L oot |
the aopeal will edit the gift in the contact's MPD e ol
b PP , tab.) Double-click on the gift or L \

¢ complete. right-click and select

Accaunt 1D |=i.'_'

L1 i
Edit gift.... X Cancel | Account Name |2 ri=gs, bt ol F o d Ak *j S w’leb
2. Select the Appeal they are T = ‘
\

responding to. Motivation  [201000

3. If their gift includes their regular
pledge amount + an extra gift for

the appeal, you can assign justa  |\gitts Gif[l;st : yt __

i i i i - ake o 23 -

pomon Of thelr glft to the appeal' pate |.‘3.m0u?t WHDEISM |'_| 14 5122/2003 |$100.00 = :
Click[OK]. g :;ggl Edit gift... 4f24{2003 $50,00
4. You can also gsn0|  oddAek git. 3(19/2003 §50.00
' g75n_ Deletegit 2i20/2003 $50.00
| Setup Appeals... | here if you i Le1onon Teneonn - 1f22/2003 $50.00

had not done so previously.
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TRACKING THE RESULTS OF AN APPEAL: TOOLS | APPEAL TRACKING

The bottom line Select Tools | Appeal Appeal Tracking x|
of Appeal Tracking. sopas
Tracking. In this 1. View the list of appea|s’ how , ppeal [Pacrber in Histor{umber of Gifts [Total Gifts
example, we many ‘history’ events are e ; ’
sent 41 appeals associated with that appeal, the o ,
and have number of gifts received in o Coe )
received 3 gifts response and the total $$
in response (so amount of the gifts. Hory G| 9
far). 2. Double-click on the appeal T e e p——" ! -

name to view the details in the 2003-05 Summer Ak Eric and Ariel 5/28/2003 75

200305 Summer Ask | Jungle, Tarzan and Jar 5/31/2003 250
lower box. You can toggle
between the history (the 41 Z|

appeals sent) and the gifts
received (3) in response to the
appeal.

3. Press to show all the

contacts listed in the box (either
the 41 in the History tab or the 3
in the Gifts tab).

4. [Export]the displayed group to
Excel or a .csv file. You might
want to do this to print out a list
of names for thank yous, etc.
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Tools | Birthdays & Anniversaries

Tools | All Pictures

e Select Tools | Birthday & X
Anniversary RepOI"t. _\’(\;J-hzioerl;:;l:e [ Birthdays Euild Report | Export | Excel |
I urrent Grou ¥ Anniversaries
e Identify who and what, ="\ ;'r Corenden) 7°
° Press Build Re ort i _|Firsthlame: IType IMnnth |Day I\"Ear Inddrass |
i
° See the report Sorted by month’ Birthdays and Anniversaries x|
then day, then year. Note that ot ¥ Bithdays Bt | x|
TntMPD is not overly particular € CurentGrowp | 7 Anriversares
?bO”Ut the“ year'” |t WI” accept bOth LastName |F|rstName |Type |M0nth |Day |Year |Address B
52 and 1952 orno Value at a” L Maouse Mickey and Minnie Anniversary 1 1 52 1 \Walk Disney W
| |'azoveski Mike Anniversary 1 1 1954
[} You can then the table | |Duck Donald and Daisy Anniversary 1 19 1965 2 Walt Disney W
. Kent Liis Birthda 1 20 -
to a .csv file or to[ Excel | ol : B

Selecting this link shows you:

o All the pictures you have loaded
in your TntMPD database.

The first and last name of the
contact (but not the spouse’s
name).

The file format used.
The size of the file.
The original filename.

IWinn\e

|jpg HES [15-20 Pach.ipa
IMouse IMickey
|1'pg |ake [15-20 Mickey.ipg
IPan IPetar

R EE

|19—20 Peter Pan.jpg

=

Tip: From this screen you can see the file-size of all your

pictures. Try to keep your pictures 25 KB or less.
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Chapter 6:

Getting Data out

Overview

One of the many great features of TntMPD
is the ability to use your data in other
programs. There are five primary ways of
using your TntMPD database outside of
TntMPD itself:

1. Create a Mail Merge in Microsoft Word
using a group of Contacts.

2. Create an Email Merge in Microsoft Word
using a group of Contacts.

of ThtMPD

3. Export to Excel (or text) a group of
contacts, a set of tasks or some other subset
of data.

4. View your entire database to Access (that
is, Link with Access). This is not
“exporting” as the data is permanently linked
with your TntMPD database.

5. Synchronize your database with Outlook.
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Mail Merge

You can merge a
letter to your
ministry
partners, or you
can mail merge a
thank you to a
group of people
from your task
list.

Select Tools | Mail Merge

with Word | Create Mail
Merge...

Mail Merge with \Waord

Create Mail Merge. ..

Edit Mail Merge Favorites. ..

Access k
Sync with Outlook, 3
o TnkSync. ..

Tip: The menu option “Edit Mail Merge Favorites...” brings

up the same dialog box as the |M

erge Favorites | button in

the “Mail Merge To Word” dialog

box (below). If you had

Favorites, they would appear in a list below “Edit Mail

Merge Favorites...”.

Using Mail Merge
in TntMPD will be
much easier if you | 9
are already familiar
with using Mail
Merge in Microsoft
Word. Trial and 3
error is the best way
t learn this process,
50 be patient the
farst time you
attempt this, and
don’t be afraid to
try it a few times 4,
Just to become
Sfamiliar with the

. Merge to a New Document and

TntMPD will automatically open
Word and give you field options.

. Merge to an Existing Document

if you have already prepared
your document and just want to
add the merge data.

. Contact Data. If you want to

save the contact list (a .csv file)
for later use, enter a filename
here. Otherwise, TntMPD will
create a temporary file and
automatically delete it when you
exit TntMPD.

Mail Merge Options. Choose

what you want to create from the
drop-down list.

Mail Merge To Word

Document

% New document

v Use localized Field names

1)

™ Existing document

| QO s

Contack Data

[~ Permanent

| 3

(= Browse... |

Mail Merge Options

o + Ciocurient bype:
IF Letkers
Merge Favnre

Ervelopes
Catalog

o OK I

process. 5. Merge Favorites. Favorites are  (« ocalized field names” means that Word puts an
covered shortly. underscore between words in a field name.)
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MAIL MERGE TO A NEW DOCUMENT

If you selected “Form Letters”, you will
automatically get a blank document. If you
selected “Envelopes” or “Mailing Labels”, you
will be taken to Word’s Mail Merge Helper.

The Mail Merge Helper in Word helps you set up
your envelopes or labels. Press to specify

your envelope or label size.

Mail Merge Helper 4 ﬂﬂ

The main document and data source are now available, Choose the Setup
button to lay out vour main docunment.,

=
1 Main document:

Create ™

Merge tvpe: Envelopes
Main docurnent: Docurment2

(R
2 Daka source

Gek Daka ™ Edit =
Data: .. A Templtmp-2247 . doc

3
Merge the data with the docurnent

Merge... Cuery Opkions. ., |

Cpkions in effeck:
Suppress Blank Lines in Addresses
Merge to new documenkt

Cancel |
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MAIL MERGE TO AN EXISTING DOCUMENT

If you have o Position your cursor at the place

already created in your document where you J Eile Edit Yiew Insert Format Tools Tabls

your letter or want the TntMPD field to go. For

envelope in example, ifitis aletier, putthe || ) & Il =) | @ R ¥ | & E 3

Word, you can cursor right after “Dear ”, then J| Insert Merge Field - | Insert Word Fisld ~

select to Mail press | Insert Merge Field| = —

Merge to an and select “Greeting’. [ F"i g

Existing o Ifit's an envelope, the il

Document..., “MailingAddressBlock” is the e

browse for the quick and easy way. S EalETE

file, and press MailingaddressBlock

OK. Word will L

then open the Phone

file and make it

into a merge Tip: Remember that for envelopes, TntMPD will ignore the

document. recipient’s Country if it is the same as the country you are
mailing from. This is defined in the Tools | Options box.

Note: If you are using Windows XP, the Mail Merge feature works a bit differently. Visit this link to see how the
Mail Merge works with XP:

http://home.ccci.org/wolbrink/tntmpd/merge_with_word_xp.htm
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MAIL MERGE FAVORITES

Merge Favorites
are a handy way to
save documents
you use repeatedly.
A helptul feature
with merge
favorites is that
when you select
them, the Word
document will
show you the
merged data for
the last contact you
were on in
TntMPD. This way
you can just hit
“Print” to print the
document for just
the last contact you
were on in

TntMPD.”

To create a merged
document (e.g., a
monthly
newsletter) for the
entire group, you
can then just press
the Word button
for “Merge to New
Document” or
“Merge to Printer”

SE 35

o After you add some favorites to
the list of Merge Favorites,
they will show up right on your
Mail Merge with Word
menu.

e Example: You want to send a
letter to thank them.

1. Select the contact.

2. Select Mail Merge with Word and
then Thank You Letter.

3. TntMPD will open that document
in Word, showing you the merged
data for the last contact you were on
in TntMPD.

4. To print the envelope, do the
steps again but select the envelope
file.

Merge Favorites 1'

[MPD] = IC:'I,Documents and SettingsiMacLeod\My Documents\Tok Docume . Browse, . |

[ 2

ID-:u:ument

|_|Business Ervelope  [MPDTWChristmas Lekter.doc
|_|Manthly Newsletter [MPD]Manthly Mewsletter. doc
Thank vou Letter  [MPC]iThank You Letter, doc

lick in the blank box to get the Browse button to appear — 3| J
T Bow |

Mail Merge with Ward

Descripkion

[EA|

-

Merge |

Create Mail Merge. .

fArcess 4 Edit Mail Marge Favarites...
{5 Sync with Outlook,
i Business Envelope
TrkSwnc. ..
¥ Monthly Nevsletter
Cpkions, .. Thank ¥ou Letter

Tip: Selecting a favorite automatically opens the favorite
document (“Business Envelope” shown above) and
supplies the contacts as the data source. If you use a
document frequently—like a thank you or an envelope—the
Mail Merge Favorites can be a real time-saver.

Note from the Developer: Let me share how I use merge favorites, and why I love this feature. As you may
know, Merge Favorites show up in my drop down list and simply refer to saved Word documents. (These
documents are already set up to merge with TntMPD.) I have a Merge Favorite called “#10 Envelopes”.
Whenever I want to create an envelope for someone, I just select “#10 Envelopes” from the drop down list, then
in Word I just hit Print. A single envelope prints out to this person. If I want to print envelopes for the current
group, I click on “Merge to Printer” in Word. So the merge favorites can be used to very quickly print a word
document for either just the current contact, or for each contact in the current group. Some other favorites I have
are “Reminder Lettet”, “Precall Letter”, and “Meeting Directions”. (The “Meeting Directions” has the contact’s
name/address/phone, notes, and many other fields. I print this before going on an appointment to have a hard
copy of all the contact data for the appointment I’'m going on.) This feature allows me to very quickly match a
contact or group to a commonly used Word document.
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Mail Merge to Email

TntMPD uses
Microsoft
Word’s mail
merge features
to create a
merged email to
your contacts.

Word 2000 uses
Outlook 2000
and Word XP
uses Outlook
XP to send
email. You
cannot use this
feature with
Outlook
Express.

Steps to creating an email merge.

1. Create and save your email
message text in a Word
document (or you can create the
document as you go).

2. In TntMPD, write a By Field
lookup where the “Email ‘is not’
(blank)”. See example at right.
This will create a group of all the
contacts who have an email
address.

3. Select New document or
Existing document.

4. Select Form Letters for the type
of merge in the Mail Merge
Options box.

5. Click[OK].

Microsoft Word will open the
document and connect your data
to the document.

By Field |By List I Custom I Favarites I Call For fppts | Financial I Cther I

Field e Comparison Yalue

IErnaiI j Iis nat j I

Lookup A Result v

Email is nok "

Duck, Donald and Daisy
Flintstone, Fred and Wilma
Mause, Mickey and Minnie

Mail Merge To Word x|

Document

" Mew docurment e
Fxi ent:

< and Settings'l,MacLead'lj = Browse. ., |

IC:'I,Dacument

Contact Data

[~ Petmanent

I ﬁr Browse, .. |

Mail Merge Options
o , Docurment bype:
,. IFDrm Letters j

Merge Favarites... | x Cancel | o O
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6. Place your cursor where you
want the greeting to be placed.

7. Press|Insert Merge Field v |

8. Select “Greeting”.

9. Press the |Mail Merge Helper]
button.

i3l Email MNewsletter - Microsoft Word

JEiIe Edit Wiew Insert Format Tools Table ‘Window Help

=== A AL

[ FileAs
Fulltarne
Greeting 8
Shartiame
MailingAddressElock
MailingAddressIsDeliverable
Phare

PhonelsOperational

Ernail

EmaillsCperational

J Insert Merge Field = | Word Field ~

M
REC

I 4‘1

Mail Merge
Helper

Hey ,0

Tjust got-back-from-Metropolis

10. Press | Merge |. (Don't worry,

this won't actually run the
merge!) This will take

you to the Merge dialog

box where you will select
electronic mail as the merge
type and write the subject.

(continued on next page)

Mail Merge Helper

2lx|

button to complete the merge.

The main document and data source are ready to merge. Choose the Merge

=1
1 B Main document

Create ™ Edit =

Merge type: Form Letters
Main document: C:h...\Email Kewsletter .doc

ES
2 Data source

et Data ™ Edit ~

Drata: i\ Templimp-CES4, doo

3
£l Merge the data with the document

= (1= o Query Options. ..
Options in effect:

Suppress Blank Lines in Addresses
Merge to Microsoft Mail System

Close:
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11. Select “Electronic mail” from the
Merge to: drop-down box.

12. Press [ Setup... .

13. Select “Email” (the TntMPD
email address field) from the
Data field with Mail/Fax
address: drop-down box.

14. Write a subject line for your email
message.

15. Click[OK . This returns you to
the Merge box.

16. Press and off it goes!
(Or, you can press and
return to your document; then
press the button on the
Mail Merge toolbar when you are
ready.)

Merge to:

@ Merge |

Clnse

Check Errors. ., |

Cuery Options.. |

IEIectrnnic mail

rRecards ko be merged

@ al  C From: I T

~when merging records T

LRSI A Merge To Setup x|

" Print blank lines 1
L= Daka field with MailjFax address:

IEmaiI j

Mo guery of

Mail message subject line:

IBack fFrarm Metropalis!
™ send document as an atkachment

oK Cancel |

Tip: Do not check “Send document as an attachment”
unless you want your Word document to be sent as a file
rather than as the message text.

— \l

||3/-'“i|§| B Merge... |% .
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Export to Excel or Text

EXPORTING CONTACT INFORMATION

You can only
export the entire
group that is
showing. If you
want to export
some of the
contacts in the
group, create a
new lookup that
will identify just
those you want
to export.

o Select File | Export
Current Group.

o Select the fields you want to
export. TntMPD defaults an
assortment of common name &
address fields. You can change
those selections and press
| Save Default Fields |to

Choose Fields to Export...

[iConkactID P
[] Last Edit

[[] Created Date

[ File &=

Full Mame:

iareeting
[shaort Me  Choose all |
E
8}@‘% address
| Mailing ity

[1 Mailing State
[ Mailing Zip
L R O - '

W OF
X cancel

Save Defaulk Figlds

[

personalize your list of contact
fields to export.
Tip: Right-click to

“Choose all”

Tip: For the data obsessive, select a ton of fields and run the
export. Then you can see what your data really looks like to
TntMPD!
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e TntMPD will create a table of the
data which you then choose to
export.

e Click to create a .csv
text file. Comma-delimited (.csv)
is the same format you use when
importing contacts into TntMPD.

e Click to send this table

directly to Excel.

Tip: You can
sort and/or filter
this list by right-
clicking in any
column and
selecting from
the sort or filter
options.

Sort Ascending
Sort Descending

Filter By Seleckion

Filker Excluding Selectian
Filker By Yalue. ..
Remove FilkerSort

Customize Filker., ..

EXPORTING TASKS

You can select
individual tasks
by using the
Shift and/or
Control keys.

Export Current Group

Total records: 41

Baloo and Balinda Bear

|_|Beast and Belle Beast

| |Tweety and Tweetiles Bird
|_|Bugs and Babs Bunny

| harming and Cinderella
|_|Woody and Bo Pesp

| |wile E. Cayote

|_|Panga and Perdita Dalmation
Bambi Deer

| |<ruella Devil
|_|Tazmanian Devil

| Daffy and Daphney Duck.
| Donald and Daisy Duck
|_|Eric and Ariel

Fred and Wilma Flintstons

ki

Greeting

|Mailing Address Block |«

Aladdin & Jasmine
Baloo & Balinda
Beast & Belle
Tweety & Tweeties
Bugs & Babs
Charming & Cinderella
Woody & Ba

Wile

Pongo & Perdita
Bambi

Cruella

Taz

Daffy & Daphney
Donald & Daisy

Eric & Ariel

Fred & Wilma

Bugs and Babs Bunny 1 £

Donald and Daisy Duck §)

Fred and ‘Wilma Flinkstar
-
_>l_I

=lolx|

ngose |
Export |
_Hee |

Excel

1. Press|Put All Into Excel | to
get all the tasks into Excel.

2. Press
| Put Selected into Excel |to
get one or more selected
transactions into Excel.

Lookup All Contacts

| Lookup Selected Contacts | Put All inta Excel | Put Selected inta Excel |

MNarne

| Date

D@Calabria, Eugene and Caral
I:lgold Morth Baptist Church
7, vanderwil, Chas
D@Watson, Robert

10j2z{2002
4{1/2003

To Do
Call

| Timel Recur: | Appeal scripkion
10/18/2002 ial Cant.
10/2zf2002 itial Cont

Initial Cont
Brochure F

Tip: You can Export your contacts from the Task View

Press | Lookup all contacts | (from the tasks view). This will

bring you to the contacts view. Then, select File | Export
Current Group. (The group should be obvious since you are
in the contacts view.)
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Linking your database with Access

For maximum data manipulation, you can link your
database to Access. This section is not designed to be
a thorough treatise on using Access.

WHAT YOU CAN DO IN ACCESS

e View all your completed tasks in one place instead of
having to look them up contact-by-contact.

e Tell your MPD coach how many phone calls or other tasks
you have attempted and/or completed over a certain time
frame beyond this week or last week (that information is
available in the Analysis View).

e Make significant changes to your database more quickly
than you can contact-by-contact in TntMPD. There are risks
with modifying your data; see the warning below. Also, if
you make changes to your database using Access, you
should go to the File | Maintenance menu and press

each of the buttons to ensure the quality of

your database.

o Get a list of all gifts on which you can do further analysis in
Excel, such as # of gifts between certain dollar amounts,
etc.

Warning: You can cause significant damage to your

TntMPD database by manipulating it in Access. Be

sure to create a backup copy of your TntMPD

database before attempting to work with it in Access.
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. o Pressthe buttonon || Tacls Help

your button bar or select Tools Late Danor Report...
The Access button l Access I Link Access Cantribution Repart
on the TntMPD Database... to begin the foooal Tracking,
toolbar. process. o e

Birthday & Aniversary Repott, ..

all Pictures. ..

#‘ﬂ__, Address Input from 'Web, .,
#‘ﬂ__, Gift Input From Web. ..
Manual Gift Input. ..
Address and Gift Input From File, ..

Mail Merge with Word »
Lirk. & Database. ..
Sync with Outlack * Edit Queries. ..
o TnkSvnc. ..
Cpkions. ..

o Choose an existing Access Set Access Database x|

database for linking or

if you have one | Browse. .
already. If this is your first time,

. resets the filename box —
to blank. -

x Cancel |

6-12 Chapter 6: Exporting Data



o Name your Access database. 2|
° Cllck Save Save in: IaTntDocumentation j - |‘=_“F '
|_ 1 archive
DGraphics
[:I Master Docurment
D Mew Seckions
Filz name; IToontown.mdb j Save I
Save as lype: IAccess Dratabasze [*mdb) j Cancel /l
o
e The filename is created and Set Access Database x|
posted in the name box.
Z:\Documents and JettingsiMacLeod| My Documentsi Tok |
e Press . I | 05| iy | Erowse, , |
¢ You won't see anything really
happen at this point, but TntMPD
has created a link with Access so
that you can work with the
underlying data in Access.
X Cancel | o OK
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«  Open Microsoft Access EET

e Find your new Access database el mann 8 i ae e
either by USing File I open or " Blank Access database
the Access “Startup Dialog Box” —
shown at right. ~ : _
g Access database wizards, pages, and projects

e

Tnk Docurnentation) Toontown

« You can select any table and JRT=]
open and edit the data on that G open B pesign “gew | ® | -
table. The changes are -

. . . Ohiects [#] Createtable in Design view  +E  HistoryTvpe
Immedlately app“ed to your ; Create kable by using wizard  #E  LikelyToGive
TntMPD database beca.use Create table by entering data  #[E  LoginProfile
accessmg y0U|' tables via Access | Appeal +E LoginProfileDesignation
is like peeking directly into your +B LookupFavortte
TntMPD database. #E| Country +E  MergeFavorite

#EE  Designation +E] MPDPhase

=]  Donordccount # Organization

i FamilvLevel +E] Picture

B FamilySide +E Property

*E Gt *E Region

Wi History # RegionLocation

wEE  HistoryResult oE] Task

4] | |
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Sync with Outlook

If you use Outlook as | 4
your personal
information manager
and/or email agent,

From the Tools | Sync
with Outlook menu
you can choose which
TntMPD activity to

Sync with Dutlook Contacts., ..
Sync with Cutlook Tasks., .
Sync with Cutlook Appointments. .

then you want to avoid
maintaining two sets

synchronize (contacts,
tasks, or appointments).

Send Contact ko Outlook
Send Group ko Outlook, ..

of contact .
information. This is

You can also send one
individual contact to

Setkings For Swnc with Cuklook. ..

particularly true if you Outlook or an entire

sync your handheld group.

device With Outlook. | e You can also define the
Sync with Outlook settings for your Outlook
allows you to export synchronization.

contacts, tasks, and
schedule data to
Outlook.

. Sync with Outlook Settings x|
Profile b, Macleod j
¥ Use MAPI Enhancements
Contacts IMaiIbu:ux - Bob Macleod| Contacts |
Tasks |Mailbu:u>< - Bob MacLeod| Tasks |
Calendar IMaiIbu:ux - Bob Macleod| Calendar |

CAUTIONS ABOUT SYNCHRONIZATION WITH OUTLOOK

Be cautious about synchronizing your TntMPD
database with Outlook, particularly if the data in the
two databases are different. For example, if you
created your TntMPD contact database by
downloading it from your ministry’s website, there
may be many differences between the contact

information in your Outlook and your TntMPD
contact list.

When you Sync with Outlook, the TntMPD
database will overwrite any information found in the
Outlook for the same contact (if it can identify the
contact).
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Chapter 7:
Technical Features

TntMPD has a number of technical features
for the advanced user. These features allow
you to lookup and/or manipulate data in
advanced ways.

This chapter covers:

1. How to prepare an existing list of contacts
for importing into TntMPD.

2. How to protect your data through regular
backups.

3. File | Maintenance features.

4. Data management tools on the Tools
menu.

5. Tools on the Help menu.
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Import Contacts

Before you can import your contacts, you need a TntMPD database set up (see Chapter 2). You can even have
existing contacts in that database, as long as they are not in the list of contacts you wish to import. However,
you cannot upload additional information about existing contacts.

STEP 1: PREPARE YOUR OUTSIDE DATABASE

Importing your contacts is the fastest way to hit the
ground running with TntMPD. This is especially
true if you are already maintaining your data in
another data source such as Outlook, Excel, Access,
or even Word. However, even if you just keep your
list on paper, or are just starting out with a handful
of names on paper, you can put it into Excel and
load it into TntMPD much faster than by hand-
keying all your data directly into TntMPD.

This chapter covers the importing of a “comma
separated value” file (.csv) from Excel. A .csv file
can be prepared from most programs.

It is easier to import from a file simply because
there are 150 different fields you can import for
every single contact. The more thorough your
existing database, the more time you will save by
importing your data. Those 150 fields are broken
down into 10 basic areas:

e Name
e Address
e Phone

o Internet

o Notes

o Greetings

e MPD

o Personal / Professional Information
o Anniversary / Birthday Information
o User-defined Information

Starting on the next page is a list of all the fields for
which you can import data. You will likely only
have partial information on most of your contacts;
in some cases, just a name and a phone number; in
others, you may have quite a bit more. That’s okay.

I have helped many people convert their databases,
and one thing I have noticed is that many databases
have fields combined that are separated in
TntMPD. For example, it is very common for a
person to have a “Mr. & Mrs.” field in their current
database while TntMPD has a separate field for the
husband and the wife.
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Grouping Field Name Value Comments

Name IsOrganization ................. TRUE ......... churches, companies, organizations
FALSE ......... individuals
Name Title
(if Organization FirstName
is “False”) MiddleName
LastName
SUFFIX. e e, ex. Jr., Sr., Il Il
SpouseTitle
SPOUSE ..ottt ann spouse first name
SpouseMiddleName
SpouselLastName.............ccccccees oo only if different than LastName
Name CompanyName
If IsOrganization = "False" then “CompanyName” refers to where the individual works.
Address SelectedMailingAddress.......... 1o Home
2. Business
3 Other
Home Address HomeAddress
HomeCity
HomeState
HomeZip
HomeCountry
Business Address BusinessAddress

BusinessCity
BusinessState
BusinessZip
BusinessCountry

Other Address OtherAddress
OtherCity
OtherState
OtherZip
OtherCountry
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Grouping

Field Name Value

Comments

Phone

AssistantPhone
BusinessPhone
BusinessPhone?2
BusinessFax
CallbackPhone
CarPhone
CompanyMainPhone
HomePhone
HomePhone2
HomeFax
ISDNPhone
MobilePhone
OtherPhone
OtherFax
PagerNumber
PrimaryPhone
RadioPhone
TelexPhone
TTYTDDPhone

Internet

Email1

Email2

Email3

UserCertificate
PersonalHomePage
BusinessHomePage
NetMeetingAlias
NetMeetingServer
ComputerNetworkName
FTPSite
InternetFreeBusyAddress

Notes

Notes

Greetings

FullName ........ooeeeiiiiiiiei,
Greeting......coovvviiieiiiie,
ShortName .............. Formatted:

......... Formal greeting used to address envelopes
......... Greeting used inside letters

........ FirstName and Spouse LastName
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Grouping Field Name Value Comments
MPD CreatedDate .......cceevvvviieieiiiies v, When the contact was first added to the database
OrgAccountIDS .....oooeeeiiiiiiiiiiiees e, Account ids associated with this contact by the
organization. Multiple IDs can be separated by a comma.
......... Example: 12345678, 87654321, 1827364
Deceased ........... TRUE/FALSE
DirectDeposit...... TRUE/FALSE ......... (This box will not check automatically from your org.)
MPDPhaselD.......ccccccceeeuinnee. (0 I n/a
10 ......... Never Contacted
20......... Ask in Future
30......... Call for Appt
40 ......... Appt Scheduled
50......... Call for Decision
60 ......... PARTNER-Financial
70 ......... PARTNER-Special
80......... PARTNER-Pray
90......... Not Interested
100......... Never Ask
NeverAsK........cccccvvveeeeees TRUE ......... Never ask this contact for support
FALSE ......... Allow asking this contact for support
NextAsk.........ccoeeeiii Date ......... When you should ask this contact for support
PledgeAmount..........ooocoieeeiees v If amount is greater than zero, PledgeFrequency must be
greater than zero.
PledgeFrequency .................... 0......... <none>
T monthly
2. bi-monthly
3 quarterly
4. quad-monthly
6........ semi-annual
12 ... annual
24 ... biannual
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Grouping Field Name Value Comments
MPD PledgeReceived .............. TRUE ......... First check has been received for this pledge
(continued) FALSE ......... First check has not been received for this pledge
PledgeStartDate ................ Date ......... when the pledge started
ReferredBy .......ccoccooviiiiiiiiie e, Primary referrer
ReferredByList.........cccooiiiviiiin e All those who have referred you to this contact. Each
referrer should be on their own line (separated by a
carriage return).
Region
SendNewsletter ............... TRUE ......... Send this contact a prayer letter
FALSE ......... Don't send this contact a prayer letter
Magazine................. True/False
LikelyToGive......ccccocvveeeiinnennn. 0. Unassigned
T Least Likely
2 Likely
3 Most Likely
Personal / AssistantName
Professional Children
ChurchName
Department
FamilyLevel .........cccccoviinens 0. <None>
10 ..o Very Extended
20 ......... Cousin
30 ......... Uncle/Aunt
40 ......... Grandparent
50......... Nephew/Niece
60 ......... Sibling
70 ......... Parent
80 ......... Grandchild
90 ......... Son/Daughter
100 ......... Immediate
FamilySide.........cococeiiiiennnnnn 0. <none>
T His
2 s Hers
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Grouping

Field Name Value

Comments

Personal /
Professional
(continued)

Hobby

JobTitle

ManagerName
NickName
OfficeLocation
Profession
SpouseCompanyName
SpouseHobby
SpouseNickName
SpouseProfession

Anniversary /
Birthday

AnniversaryDay
AnniversaryMonth

AnniversaryYear........cccccceeeeiiin e

BirthdayDay
BirthdayMonth

BirthdayYear...........cccccvevivininenen o

SpouseBirthdayDay
SpouseBirthdayMonth

SpouseBirthdayYear .........cccc... ...

(can be 2 digits or 4 digits)

(can be 2 digits or 4 digits)

(can be 2 digits or 4 digits)

User

User1
User2
User3
User4
Categories
UserStatus
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When we created the Toontown database for this manual, we imported approximately 50 contacts, and about
31 fields (mostly name, address, phone, and personal information fields). Here’s an example of what our Excel
file looked like before we imported it:

E3 Microsoft Excel - Toontown
J File Edit View Insert Format Tools Data Window Help
JDI“.‘"H|§@.§"& 3’*3«:1—+¢|E,&|1Un%.@_“mial -8 = B1g|$%,f0-g+-°_g'
D11 | = Beast
& | B | C [ [i] | E | F [ G [ H I [ J [ K
1 |Title  First Name  Middle Name Last Mame Suffix Spouse Title  Spouse First Mame  Spouse Middle Mame | Spouse Last Mame |Full Mame Greeting
2 (M, Mickey Wiater Mouse Mz, Mininie Mouse Mickey & Minnie Mouse Mickey & Minnie
3 (hr. Bugs Bunry hirs. Babs Bunny Bugs and Babsz Bunny Bugs & Babs
4 |hr. Donald &} Cuick Mrs. Daisy Cuck Donald and Daisy Duck Donald & Daisy
3 |Mr. Fred Flirtstone hrz. ilma Flintstane Fred and Wilma Flintstone Fred & Wilma
B |hr. Tewveety Bird hirs. Tweetilee Bird Tweety and Tweetilee Bird | Tweety & Tweetilee
7M. Peter Pan Mrs. vendy Pan Peter and Wendy Pan Peter & Wvendy

This is a list of each column and the TntMPD field name.

Note that the field names are not EXACTLY as shown in the table on the previous pages. In the table below, for
example, “First Name” has a space. The table on the previous pages shows the data field names as they
appear to the TntMPD database. The field names shown below reflect how they appear in the TntMPD import
feature... they are slightly different. BUT ... either one will work!

A Title l:  Spouse Last Name P:  Home City Y: Anniversary Year

B: FirstName J: FullName Q: Home State/Province Z: Birthday Month

C:  Middle Name K:  Greeting R: Home ZIP/Postal Code AA: Birthday Day

D: LastName L:  Short Name U:  Mobile Phone AB: Birthday Year

E:  Suffix M:  Home Phone V. Referred By AC: Spouse Birthday Month
F.  Spouse Title N:  Email1 W:  Anniversary Month AD: Spouse Birthday Day
G:  Spouse First Name O: Home Street Address X:  Anniversary Day AE: Spouse Birthday Year
H:  Spouse Middle Name

Note: TntMPD automatically customizes the Full Name, Short Name, and Greeting based upon the first and last
names you keyed. (This is covered more fully in Chapter 3: Managing Contacts.) You can load your own
Greetings only if you do not want them to appear in the default TntMPD format.
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STEP 2: PREPARE YOUR FILE

Again, because
of the variety of
database files out
there, this
chapter only
covers files
prepared in
Excel.

e Save your file as a CSV (Comma
Delimited) file.

A B i© D E F G H |
1 [Title First Mame Middle Name |Last Mame  |Sutfix [Spouse Title | Spouse First Name |Spouse Middle Name |Spouse Last Name |F)
2 [Mr. Mickey WWalter Mouze Mrs. Minnie Mouse
3 Mr. Bugs Bunny Mrs. Babs Bunny = |
4 |hdr. O gy = _— . - o N
e el 2lx
6 |ndr. T Savein: I[:l Tnk Documentation ﬂ = @ X ﬁf ~ Tools «
7M. Pe
8 |hr. Si = |1 archive
CHE] & |1 raphics
N [t A |_dMaster Document
%E |_dMew Sections
12 B
13 M\, |G b
14 [Mr. N[
15 [Mr. |
A6 [Mr.
A7 |misz |51
15 [hdr. h
19 [ =]
20 (e W
21 jwr. [T
22 [Mr. cl *
23 |Prince |Cl
24 |Prince |Et
25 |Capt. | Jo {‘
gs z:;e :Z name: ITDontown j EH save I
28 Misz | SaveNg tvpe! [Microsoft Excel Workbook |z| Cancel I
2 Ll il Text {Tab delimited) -
30 |Mr Pongo Da\m% Unicode Text Dalmation P|
31 |Mr Roger Racli Microsoft Excel 5.0/95 Warkhook. Racciitf i
32 |Miss  |Cruella Dl Microsoft: Excel 97-2000 & 5,0/95 Warkbook,
33 |Mr. James F. Sullivan 4
4 (nde Dol Dirt |Microsoft Fxcel 4,0 Workshest b of
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STEP 3: IMPORT YOUR FILE INTO TNTMPD.

e Open TntMPD.

o Select File | Import | Import
Contacts from Text.

TntMPD - Toontown - [Contacts]

File Edit Wiew Contact Group Lookup Tools Help
D Mew...
= Cpen... el
Close
. Siave Chrl+HS

Expoart Current Group...

Maintenance, ..

Import Contacks From Text. ..
Import Contacts from Outlook. ..
1’?__!, Address Input From ‘Web, ..

Compact and Repair Database. ..

Exit AltHF4

o Select your .csv file

e Click[Open]

Import Text File 1'5'
Look in: I {23 Tnt Documentation j - ok BB~
Archive
Graphics
Master Document
Mew Sections
Toonbown
File namne: I j Open I
Files of type: IComma Drelimiterd Text [*.cav] j Cancel |
F
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TntMPD
attempts to

e TntMPD will show you a sample
of what it is attempting to import

Fraom

% C:\Documents and SettingsMacLeodMy Documents',Taol
Ta

Target Fields

=10l x|

Phone ‘Home Phone | |Gresting ;I
match the field and the number of total records. il e F Hotby
3 . . . First Mame First Mame Home Phone 2
names in your o Ifafield in the To column is Muddle Name e el Cancel |
.csv file with the blank. that means TntMPD was Last Name Last Mams e
fficial TntMPD ! . X . Suffix Suffix Job Tie J
orticia nt nOt able tO |dent|fy What fleld y0U Spouse Title Spouse Tiktle HI;ZIEZTHDEGNB
ﬁeld names. Wanted In thIS example I Spouse First Mame Spouse First Mame Mfanager Mame
(This is Why 1 m|Styped “M|dd|e Name:' as Spouse Middle Mame Spouse Middle Mame mf&:: 2':;“:8
Spouse Lask Name Spouse Lask Name Mek Meeting Alias
mentloned on “Muddle Name” The Solutlon |S Mailing Address Haorne Street Address LI et Meeting Server LI
age 7-8 that it is to scroll down the list of Target Data Being Importdg] (43 records)
p g . . . g Phone D 1ol |First Mame [Muddle Hame |Last Hame |ﬁl
okay if your .csv Fields, then click and dragthe [ ™ adi Ababa
field names to intended field to the blank field. | . Ealoo Bear
i | Mr. Beast Beast
not ﬁeed to ° C||Ck _ | Mr. Twesty Bird
match the ! v

TntMPD field
names exactly.)

Author’s Note about Importing:

In addition to assorted biographical information, you can also import
your contacts’ giving information such as pledge amount, pledge
frequency, and MPD Phase (among many others). However, TntMPD
is pretty particular about how that information must appear. For
example, if you choose MPD phase as an import column, you must
put an MPD phase for ALL contacts you are importing. You can't just
put some and leave the others blank. | am not familiar enough with
every import issue to list them here, so | encourage trial and error.

When you load your .csv file, TntMPD will automatically count the
records. This will help you ensure that you loaded the correct number
of contacts.

If a record has an error, TntMPD will display an error message with

the offending field (but not tell you which contact). | recommend you

“Cancel”, return to your list and fix the problem rather than continue. If
ou 5:ontinue, TurJ'tMPD will only import accurate contacts.

User Status
Pledge Recei:
Pledge Amou
Pledge Frequ
MPD Phase
Church Name

Daka Being Imp

[Birthday Day

0 Field ‘Fledge Frequency’ must have a valus

Do you wank o continus?
If you choose to continue, this record will be saved For future attempts.

Cancel

x|

Phone

[Tt [Pt Name Tl fame

Lask M}

Prince Charming

M. Woody
L

Cowbi
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Backing Up Your Data

* BACK UP YOUR DATA. BACK UP YOUR DATA. BACK UP YOUR DATA. *

There is nothing I stress more strongly in this manual
than the importance of backing up your TntMPD
database. Because my MPD work is so central to my
work as a missionary, my TntMPD database is my
core volume of data. I want to protect it to the best of
my ability.

I backup my data in two different ways, for two
different reasons (these are explained in detail on the
following pages):

1. Off-computer backup. I regularly create a CD
with my TntMPD database on it, in case of a
catastrophic failure to my computer. I was already
doing this for my personal finance files, so it was easy
for me just to add my TntMPD file to the CD.
Because I also use my TntMPD in my office location, I know
there is always a backup copy on my office network as well.

Some people prefer to keep a few historical backup
copies, which they keep with separate dates.

2. On-computer backup. I often will work on MPD
for 1-2 hours in a single evening, which could mean a
lot of phone calls. I live in a rural area where brief
power outages are common (multiple times a day
during the rainy season). And my computer is five
years old and periodically just locks up for no
apparent reason. These three factors have compelled
me to develop a process for backing up my TntMPD
during the evening while I am working on it. I simply

close the file every 30 minutes or so, copy the
database to another folder on my hard drive, then
reopen the database and keep calling.

I developed this method from experience: One night
after making calls for 90 minutes, my computer locked
up. When I rebooted, my TntMPD file was corrupt
and unusable-even though I had “saved” many times.
I had to load my backup copy from the night before,
but I lost all the phone call and task data from my 90
minutes of work. Some I could remember, but others
I actually had to call back, apologize, and re-create the
conversation.

Tip: Get a CD writer for your computer if you do not
already have one. An empty TntMPD database is
almost as big as a single floppy disk, and a well-used
TntMPD database can be many times that size. There
are software programs that will backup a file to many
floppies, but if you are planning on backing up your
TntMPD database regularly, a CD writer will make
that process quick and easy.
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OFF-COMPUTER BACKUP.
Your TntMPD database is a single file. \

Backing it up is as simple as copying that single file
onto a CD or a network.

If you have a CD writer with your computer, follow the
instructions that came with the CD writer’s software.

Another alternative is to email the file to yourself, if your
email provider allows you to send large files. Then you have
a ‘backup’ copy in your email box.

If you keep several historical copies, you might
want to include a date in the filename:

e Racers TntMPD backup 2003-08-01
e Racers TntMPD backup 2003-08-15

o Racers TntMPD backup 2003-08-30

File Edit Wew Favorites

EX My Documents

Tools  Help

SBack v = - | @Search |%FOIders @“ﬁ QS Py | -

Address I@ My Documents j @GU
[ -
M X -1 e i | Iame
(] Desktap o —— % L [Emy Pictures
- My Dacuments . Caemp
{29 My Pictures My Docum [Z1TrtMPD Backup Files
{1 Temp Toontown
{1 TrkMPD Backup Files Select an item to view its description,
=
g‘ My Camputer Stores and manages documents
My Metwork, Places
i |£3 Recycle Bin See also:
4B Tnternet Explorer My MNetwork Places
Iy Computer
N 3|
|4 ohject(s) (Disk free space: 14.0 GB) |1 .36 ME |@‘ Iy Computer 4
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ON-COMPUTER BACKUP.
1. Find your database file in your Windows Explorer.
2. Right-click on the file name and select Copy.

3. Go to your backup directory (or make one if you do not
have one already).

4. Right-click in that folder and select Paste.

Notice in this example that my Toontown database is in the
folder My Documents, while the on-computer backup file is
in the folder Tnt Backup.

[+]&

oonbawn

Open

3,812 KB TntMPO

M MetiWare Copy. .,

Scan For Viruses., ..
Open wWith...
BE &dd to Toontown,zip
g3 4dd to Zip ...

Send To

+

Cuk a

Create Sharkouk

Delete

Rename

Properties

EX My Documents

File Edt Miew Favorites Tools Help

~=181]

G Back -~ = - | Qzearch |%Folders @“B 0% x w3 | -

Address I@ My Documents j o
Folders x 1 -1 Mame I Sizal Type
:gj Desktop L@ L [ZMy pictur Explore File: Fold
-4 My Documents (S Cdemp Open File Fald
=] My Pictures My Documents DT search... File Fold
{1 Temp [Z27nt Docw E—— 5 File Fald
{21 Trt Backup Tnt Backup @Tuontowri TnEMPD
-] Trt Documentation LR Cut
= My Computer Modfied: 7/3/2003 6:40 AM Cony

-k My Mebwork Places
[as Recyile Bin

Attributes: {normal)

Inserts the items you have copied or cut inko the selected lacation.

Create Shorkcut
Delste
Rename

Properties

a2
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Using TntMPD with multiple computers

It’s not uncommon for someone to have multiple
copies of their TntMPD database in use at the same
time. For example, you may use TntMPD both at your
office and at home. Or, you may use one file on your
computer at the office while your spouse could be
(simultaneously) using the file at home.

On the TntMPD web site, Troy Wolbrink has written
two thorough descriptions of how to keep two copies
of TntMPD in sync, and I recommend you go there
for more information. But, in brief, there are two

primary ways to manage multiple TntMPD database
files:

1. Copy the file to the remote location. This
process works well if you are the only person
using the file, or you are at least keeping the
master file. For example, if you use the file at your
office and your spouse uses it at home, primarily
for looking up names and addresses.

This is the method that I use. I have a high-speed
internet connection at my house, and each evening
before I begin my MPD work I log in to my office

network and upload the file to my home
computer. At the end of the evening when I am
finished, I transfer the updated file back to my
office folder.
There are two big advantages to this method:
a. Keeping my file on my office network
ensures that it is being backed up
consistently.
b. I always have an almost-current back-up file
on my home computer.

However, there are also disadvantages to this
method, the biggest being that the file size (over
3 meg) would make this impossible without a
high-speed connection.

2. Use TntSync.
TntSync is a database feature that allows you to
synchronize two separate copies of your TntMPD
database. This feature is covered in detail on the
TntMPD web-site, on the Frequently Asked
Questions page. (See “How do I keep two copies of my
database in sync with TntSync?”)
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Technical Menu Items

FILE | MAINTENANCE

Developer’s Note: “The Recalculate section (first
four buttons) should (in theory) never need to be
pressed. There are many calculated fields which
TntMPD should normally keep up to date
automatically. Some examples would be:

MailingCity (based on SelectedMailingAddress +
HomeCity, BusinessCity or OtherCity)

LastGiftDate (based on gifts)
LastThank (based on history)
OrgAccountIDs (based on donor accounts).

If one were to alter data in the database directly (via
Access), or if one were to run into any other problems
(e.g., unresolved TntSync conflicts) then it would be
recommended to run these buttons. They will NEVER
do any harm, if anything at all.

Check Duplicates will scan all your contacts and look
for contacts who might be duplicates. In our database,
we have two (unrelated) people whose last names are
the same and first names start with the same letter.
When I pressed Check Duplicates, TntMPD flagged
those two as potential duplicates.

Fix RTF Notes resolves a known bug where a contact’s
notes come over as RTT instead of plain text.”

Database Maintenance il

—Recalculate

Mailing Cata

Morey Daka

Histary Data

Account Daka

Check Duplicates

Fiz RTF Mokes

Splik Titles |

Split First Mames

Split Titles and Split First Names can help repair a
contact list where the titles came over as Mr. & Mzts. or the
first names as Mickey & Minnie. This is more likely to
happen if you load your list directly from Outlook.
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FILE | COMPACT & REPAIR DATABASE

Keep your file as | o Select File | Compact and [N E AT r (e
lean as possible Repair Database.... Fle Edit Wiew Contact Group Look]
bydcompf“?“ng o TntMPD will close your file, O hew...
and repaifing perform some maintenance onit, | gpen, .. ChrHO
zouf dat‘i‘base then reopen it. lnse

requently, ¢ If you do not perform this step
especially if you | o ally, TntMPD wil = Cirlt3
download . automatically perform it every 30 Import g
?ddfess ?nd gift days (that is, when you use it Export Current Group. ..
information and it has been 30 days since it Mainkenance. .

fr(}ﬁ} your was last repaired). Compact and Repair Database. .
ministry’s web

site. Exit flk+F
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Tools on the Help Menu

HELP | VisIT TNTMPD BULLETIN BOARD

The TntMPD
Bulletin Board is
a place where
you can go to
find out more
about specific
topics, or post
questions for

othets to answet.

This manual does
not cover all the
steps involved in
using the Bulletin
Board.

o Select Help | Visit TntMPD
Bulletin Board.
ThntMPD will automatically
open your Internet
browser. If you are not
connected to the Internet, it
will open your dial-up/login
box.

e Press|New User |or| Guest
to enter the site.

J Login - Microsoft Internet Explorer M=k
fle Edit Yiew Favortes Tools Help |

dmack - = - (@ [0 A | Qisearch GuFavoites Piveda (B[ Ey- S B - H @

Adress [€] http:jjwebboard.cecl ora:B080j~trt -] pw ‘Lm >
Google - x| Bpsearth web  @yssarchite | ghNews | B

;
welcome! Name
Password

To participate in a web Log in

conference, log in as
an Existing User, a

New Use'_'cra Guest ™ Rermember ry password

Forgot your password?

\ Guest Guests entering conferences are
limited to read-only access

New User| Mewusers click here to create a
personalized profile.

& Done [ B Localintranet 7

1. You can see threads of
discussions for various topics

2. You can see all the messages

posted since you last logged in

3. You can sign up to receive

announcements by email.

/3 WebBoard - Bob Macleod - Microsoft Internet Explorer

-0/ x]

Fle Edit %ew Favorites Tools Help

PBack - = - @ a3 | @Saarch [l Favarites @Med\a @ | %- =] -

Address I@ http:ffwebboard, codi orgi G080/ ~tntlogin

x| @ ‘Links »

Google -|

j &Search Web Q_Esaarch Site | @News | OPage Info + Up - &

| e Post ZURefresh @ Search ) Chat WPage fMarkRead JyMore. PHel  @=Logot 3--1WebBe

-

F_' Conferences

1]
Al Messages | 543 Mew | 0 Afin \Welcome to The Tnt Message Board, Bob!

‘Welcorne to The Tnt Messade Bos frame to the left

tntmpd.announcements
ttmpd.help MER  you have 543 new messarels e

Exclude Select
Disappearing tasks
Saving Documents As Fz

-

To view topics within a conference, click a plus symbol (4) nextto a confer

Signup to receive announcements by email!

tlistak the Late Donor Re
Tracking rmanthly comrmitrment r
Exporting tasks for a group of cc
Formatting reports

The fallowing products are represented here...

average donation
Seeing my Account Balance Tor ‘
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HELP | VisiT TNTMPD WEBSITE

This is the site | TntMPD website features (this

=181 x|

from which you | is not an exhaustive list). Ble Edt few Favorkes Tock Heb [ & |

GBack + = - ) tat | Qsearch [GFavorites fMedia 4 | BN S B - LR

downloaded 1. Search the entire site for any

Address IE:' http:ffhome. coci.orgfwalbrinkftntmpdf j @Gn | Links **

TntMPD reference you key in.

initially. 2. Sign-up to message postings
(also accessible through the TntMPD- 2
BU”etin Board). Install Ut.ugrade Sign-up

3. Make a Suggestion to Troy
Wolbrink for a future
enhancement to TntMPD. Horme

4. Report a Bug to Troy to repairin ~ |ZnthEeD Add-0ns Page
Make your organization ready
a fUture release- MPD Phase Flow Chart

Monthly svera Iculation
5. See someofthemost iy Hﬁﬁ;
Frequently Asked Questions. TntMPD BETA Tam

Google - |

j &Search Weh Q_%Saarch Sike: | @News | OPage Info = Up -

3 4

Bulletin Board  Suggestions  Report Bug

The TntMPD Home Page

What is TntMPD?

TntMPD is a program for managing your relationships
with your ministry partners. It is written specifically for
missionaries who raise their own support. My vision for
developing TntMPD is to give you, a fellow missionary,
maore time to reach your world for Christ. TntMPD is
written by Troy Wolbrink.

]

]
[ [T ot

HELP I CHECK WEB FOR UPGRADE

General |GiFt Automation I Reqions I International I

v &llow TREMPD to connect ko the Internet, |

The Tools | Options box.

If you have the above box checked, TntMPD will automatically connect
to the Internet and check for available upgrades and notify you when an
upgrade is available. Alternatively, you can select Help | Check Web for
Upgrade and TntMPD will tell you if an upgrade is available or not (if
not, the box at right will show).

Check for upgrade ﬂ

ou are running the latesk version,

Tip: At the bottom of your Contact
View is the “Status Bar”. If there is
an upgrade available, you will see a
note there too:

Mew version available: 1.6.44 2
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HELP | VIEW SYSTEM INFO

¢ See fascinating information System Info

not only about the software,

but also about your computer. TrkMPD: 1.6 re44

Database: G Training!, Tnt Documentation) Toontown. mpd

05 = NT 5.0 (Build 2195) Setrvice Pack 3

Computer Mame = HART-F5-MACLE-L

Sysbem Locale ID = 1033 English (United Skates)
Sork Order = Defaulk

AMNSI Code Page = 1252, IS0 8359-1, Lakin 1 (AMSD)

Total Physical Memory: 255 MB
Aeail Phvsical Memory: 45 MB
Memary Load: 82%

Tokal HD Space (G:) = 45000 ME
Free HD Space = 4575 ME

Tokal Windows HD Space (C:) = 19077 MB
Free Windows HD Space = 14362 MB

Kl

Copy to Clipboard

04
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HELP | ABOUT

1.

See the version number (in
this example, “Version 1.6,
release #44").

TntMPD been useful to you?
You can make a contribution
to Troy and Tammy Wolbrink’s
ministry with Campus Crusade
for Christ.

This box will also show you
the exact file directory where
your database is stored.

x
TntMPD

Version 1.6 r44
Copyright 2000

Developed by Trow Whalbrink

wolbrinki@ oo, org

httpsffhome, coci, argfwalbrink

To conkribuke ko Troy and
Tarmnrmy Wolbrink's ministrs. ..

Syskem Info

@ Training Tnk Documentation, Toontown, mpd
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