Tasks & History

Task View & The Task View

. View all pending tasks by clicking the Tasks button on the button bar. View tasks for an
H |St0ry Ta bS individual contact by clicking on the contact’s Tasks tab. You can Lookup the contacts.

A History event is simply a

& TntMPD - Toontown - [Tasks [Past & Today]]

Task that has been com- Fils Edt vew Lookin Toos Heln °

pleted. For that reason, they = H - [# - & - J Laokup All Contacts Lookup Selected Cantacts | €] put allinto Excel | (8] put Selected inta Excel
are best addressed together. - £ Past Marne: Date Time Recurs  Type Appeal  Description
Contacts

. O =3eird, Tweety and Twestiles Sf2zj2003 Thank. Send thank-you for EXTRA gift of 100,
@ Past & Tod h
Tasks are often viewed as a SRS | M 96id, Teesty and Tweetles 5/22j2003 Thank Send thank-you For SPECIAL gt of 50,

group for a” contacts While  Taday [=30uck, Daffy and Daphney 5/22/2003 Thank Send thank-you for SPECIAL gift of 100,
. . . € Tomorrow =3 Human, Eric and Ariel (Mermaid) 5/22j2003 Thank Send thank-you for SPECIAL qift of 75.
HIStO[’y IS typlcally managed LES " Date Rang E=30ungle, Tarzan and Jane sfz2{2003 Thank Send thank-yau For SPECIAL gift of 250,
or viewed for individual con- Al Eﬁm?th, John and Parahankas (220003 Thank send thank-you for FIRST gift of 45,
. . Schedule D E=35mith, John an ZI d thank-you for SPECTAL gift of 45,
tacts. Task/History tips:

Fiter by description } [ | Cuck, Daffy an Type IThank Far IMr. and Mrs, George Jetson
[m] g Dalmation, Pon lovs-Lp on initial contact

i i [ E=tion, Simba s Description ISEnd thank-wou For EXTRA gift of $500.00. e
0 Filter tasks to focus on Appointment
Call

[m] & Devil, Tazmaniz lovs-up an Clympic whirlwind competition

one thing at a time; for | R — oot ot
example, uncheck all - sinbofich, sk you For FIRST gt of §100.10,
iaift Input 9

[ =3rabbit, Roger . d thank-you for SPECIAL gift of $500.00,
but Thank to show you [ =3Pash, Winrie d thank-you for SFECIAL gift of $250.00,
a list of all pending

K 3 Wﬂuﬁlw'th aaft...
b d thank-you for EXTRA gift of $500.00.
| ' ok
Thank Yous. 5 ﬂl

[Tasks: 17

When you M a task,

TntMPD asks if you | |Eskabiiiss
want to log a history [WIJB
event. You may not
always want to log an
event. Description  |Challenge for summer outreach: pledged $500 Select...

Call j] Far IGeorge and Jane Jetson Chooseone

Result Done x| when | g zizoos x| Jeiamisz am Mo

Motes Types of Results: "Done" "Attempted” "Received” Sesking referrals Cancel

Save history Descrip-
tions for commonly— If vou are doing routine tasks, such as making an initial contack with a

large group of referrals, you can save descriptions and just select them
repeated tasks. From a list by clicking the Select. .. button. Add

Special Ask Follow-up

Export tasks to Excel
to print them and take

with you. Setup Appeals... Cancel | oK I

Appeal |2l305—05 Summer Ask Modify

Delete

Gift Automation
TntMPD automatically creates tasks based on a contact’s giving activity General  Gift Automation | Regions | Internationa |
compared to their Pledge. You “enable” or disable Gift Automation in the
Tools | Options box on the Gift Automation tab. Gift Automation works

whether you enter the gifts manually or they are downloaded from your e -
organization. [v Thank delinquent contact For RECOMNTIMUING,

|2 vI months of delinguency required

¥ Thank contact Far giving MORE than their pledged armount,

[+ Enable qgift autormation in response bo new gifks,

Gift type When TntMPD creates this task

Gift is received from a financial partner (‘PARTNER-Financial”) who v Thark contact who pledges to give on a LARGE TIME FRAME.
RECONTINUING | gives e: gift(cejq;.lalltozt;eir pledge after missing the number of months |semi_annua| .l rost Frequent time Frame
you select (default: 2).

¥ Thank contact For SPECIAL qift.
SPECIAL Gift of any amount is received from a non- financial partner. % Thank cantact Far FIRST gif.
Gift is received from a financial partner who is current on their pledge ¥ Mark contact as "RECEIVED" when FIRST gift is received.
and gives a gift greater than their normal pledge. A gift of the same
or lower amount will simply be viewed as all or part of the next
scheduled gift.

Cancel |

If a financial partner’s pledge is infrequent, you may want to send a
LARGE TIME . - . 4
FRAME special thank you each time they give. You can define how frequent

B 4755 i UBIEIL R (D, Note: Gift Automation is driven by
When a contact pledges to become a regular giver OR changes their each partner ’s pledge. Without a
pledge amount, uncheck the “Pledge” box on their MPD tab. : : :

TntMPD will then alert you when their first pledged gift arrives and p Iedg e every g ift will create a S,D ecial
automatically check the Pledge box. thank—you. A/SO, the pledge amount
e Q__) S1b0.00 — determines whether TntMPD views a

gift as First, Extra, Recontinuing, etc.
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Writing Meaningful

BB Address I &, MPDI Tasks G History I Notesl € Personal I £ Photosl User I

Descriptions

Over the years, you could easily complete
hundreds, even thousands, of tasks related to
your ministry partner development. Don’t rely
on your memory to keep track of what you
have done and conversations you have had—
let the power of TntMPD work for you.

Writing meaningful descriptions will help you
quickly and easily review the history of your
relationship-building activities with each
partner so you can spend more time building
that relationship and less time wondering what
you have done.

I Individual Group | % Log Histary... | Appeals Since Last Gift EI
Date Time Type Result Appeal Description
5f1/z005 Support L., Done 2005-05 Summ... 2005 Summer Ask
12/31/2004 &:35:32 AM  Thank Done 2004-12 Send thank-you for EXTRA giftof $100,00
= 1z/1f2004 §:29:05AM  Supportl... Done 2004-12 n 2004 Year-end Ask
8/10/2004 2:45:51PM  Thank Dane 2004-05 o gnd thank-yaou Far EXTRA gift of $500.00.
o 7lZ2jz004 Li4Li0aPM o Call Done Iled abiout upcoming visit(George)
g 7i20/2004  1:40:33PM Call Attempted set up upcoming visit
& 7/2002004  10:01:09 AM Call Attempted ({busy) sef up upcoming visit
= 1/afz004 DEG:07 AM Letter Done 4 Bent bones to celebrate new puppy
12)8/2003  2:35:06 PM  Thank Done Speedette] Send thank-you For EXTRA gift of $50.00
12/1/2003  8:25:24 AM  SupportL...  Done Z003-1Z Year-E... 2003 Year-end Ask
= &/21f2003  8:37:04 AM  Supportl...  Done 2003 Pledge Ch... $25 Increase: $75 ko $100
6/19/2003  3:00:30PM  Appointment  Done
& 6/18/2003  300:06PM  Call Done Upcoming visit with the Jetsons (George)
& 61802003 25G18FPM  Cal Done alked about visit b Spacely (Jane)
& 6/17/2003  2:33:07PM Call Atternpted Upcoriing Wisit
= §/22/2003  11:05:30 M Support L.  Done 2003-05 Summ..,  Sent Summer Ask,
g 2/4/2003 24351 PM Call Done Chit chat {George)
& 10/2/2002  2:50:19PM Call Done *Seeking referrals {Jane)
& 10/2/2002  2:45:20PM Call Attempted {wrong #) (321) 231-4321, Correct #: (321) 231-1234 I

History Tip

Sample description

Put an asterisk (*) in front of a description if you have written a note. This will
save time in the future when reviewing history for a contact as you will always
know exactly which history events have an extra “note”. Also, if they made
some commitment (to join team, give a gift, increase support), note in descr.

*Initial phone call—wants to meet!
*Challenged to join monthly
*Challenged for summer outreach request: pledged $500

If your contact is married, put the name of the spouse you talked to on a call.

Called to touch base (George)
Called about upcoming visit (Jane)

both the wrong # and the new # you look up or locate.

If your call attempt is unsuccessful, you may want to indicate why, especially if
you have frequent unsuccessful attempts. If the attempt was a wrong #, record

busy) Called to set up initial appt
left msg) Called to set up initial appt

wrong #: 951-555-8734) Correct #: 951-555-8374

If you send a gift of some kind to a ministry partner, indicate that (using Letter/
Sent). If you receive a non-financial gift, indicate that (using Letter/Received).

(
(
(left msg w/daughter) Called to set up initial appt
(
(

GIFT) Sent Christmas CD
(REC’D GIFT) Baby outfit

When a ministry partner changes their pledge amount, use your Pledge Change
appeal and record the amount in the description. This will help you review their
ongoing pledge changes over the years. See Appeals Ref. Guide for more info.

$25 Increase: $75 to $100
$50 Decrease: $50 to $0 (lost job)

beginning.

Q@ 000 Q@

If your spouse periodically works on MPD, it may be helpful to record who
performs the task by putting her/his name or initials in brackets at the

If one of you does most of the MPD work, you may want to assume that no
name means the primary person did the task. »

[MIKE] Called to set up appt
[MARCY] Send thank-you for EXTRA gift of $x.
[MIKE] Lunch with George

Called to set up appt
[MARCY] Send thank-you for EXTRA gift of $x.
Lunch with George

When the Tasks tab is highlighted BLUE, that indicates

you have a pending task for this contact.

A good way to track your MPD activity as it
relates to all your partners is to record tasks

E,g P.du:lressl &, g

I Individual Graup |

E [ Histary I Mokes I ﬂ Personal l % Photos ! Lser |

Schedule. .. |

and history on your own contact. (From the
menu: Lookup | Me.)

Date
O k.| 11172005

Toco

Tirﬁcurs

Appeal  Descripkion

Skart Year-end Ask

Tvpe
Ta Do

Need to remind yourself to do
something in the future, such as
start a brochure or write a special

o

%! Address I & vPD

B < History I Motes l & Personal I ) Photosl User i

ask letter? Create a task for
yourself—and forget about it!

Record the date and topic for
each newsletter and appeal you
send.

Record the dates of MPD trips or

I Individual Group | @ Log Histary. .. | Appeals Since Last Gift
Date Time Tvpe Result  Appeal Description -
=1 2f14/2005 10:09:25PM  Letter Done 2005-02 Mewsletter-Dorm Yalentine outreach
1/15/2005  10:08:50FM  Letter Done 2005-01 Mewsletter-Mew Year's Eve Bash Outreach
12{20{2004 10:08:30 PM  Letter Dione Christmas Card
% 12{1f2004  FH100SPM ToDo Done 200 ... 2004 Year-end appeal
=1 11/30{2004 10:08:00PM  SupporkL... Done  2004- -E... 2004-12 Ask Year-end
=1 11/9/2004  10:07:40PM  Letter Done 2004-11 Mewsletter-Thanksgiving
=1 10f15/2004 10:07:03PM  Letter Done Q 2004-10 Mewsletter-Fall in Love with Jesus {postcard)
10/8/2004  6:59:12 AM Appointment  Done Attended Missions Weekend-Metropalis Pedestrian Church
=3 af 72004 1mna4? PM | etter Minne 2MN4-N9 Mewsletter-Tannkown Hinh "Homerominn” ;]

Q when you attend special events at
your sending church(es).

Recording Your Own Activities
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