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1 — 500 pts

m How do I set a default start screen in DDI-
Connect?

m Find the menu idea - right click > Set as
Startup program



1 — 500 pts
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1 — 200 pts

m How can you archive a report?

m Print Options - mark Archive
m After a report is ran mark Archive
m Select Archive in your job queue



1 — 200 pts
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1 — 200 pts

MA19 - Codes Listing

Report Completed

1 Page

| Archive this report
Send report ko a prinker
Ernail this report
Transfer this repaort
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Rec Code: 0101 - Promotion bype codes

Mermo:
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1 — 400 pts

m What is the easiest way to locate a program on
the DDI-Connect Menu?

m Right click on the Menu - Select Find



1 — 400 pts

Portfolio | Loan Data | Im

vestment Data

'.? DOI Dera for Church Extension Funds
File Dashboard Window

.F I hd.. “

Refresh henu

a0

$4

' #

Supervisar Menu




Form code:

Correspondence method:




1 — 300 pts

m What is the best way to reset your menu?

m Right click on menu = Refresh
m Double-click on Main Menu
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1 — 100 pts

m How can you output a display grid, like
Name/address Inquiry grid, in a spreadsheet?

m Right Click on the grid header and select Display
in spreadsheet.



1 — 100 pts

= = 5 A

Addl  Labels Print | Exit
NamefAddress Inquiry
PIM: Tax I Mame: smith
Acck bype: |H||—T| Zip code:
Al codes: | it State; IM

Reqion:

A = — Countey: | Al
|5earch | | Cptions. .. | | Clear | |_| SR

Fhone

v) 9540

b E
i

* i

i

i

* [t
i

i

* i

i

nith Gail L
nith Herrman
Smith Hubert J (b
nith lrma

nith J.




2 — 100 pts

m How can I save a file to my Desktop from Citrix?

m L ocal Disk (C:) > Users - your username ->
Desktop
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2 — 200 pts

m How do you open a system generated .csv file
as an .xIsx?

m Open the File > Save As - Select “Save as”
type of .xlsx
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2 — 400 pts

m \What type of investment or loan financial
adjustment require a corresponding journal
entry?

m Financial Adjustments that effect the principal
balance of an investment or loan



2 — 400 pts

Investment Financial Adjustment

[ 1mch

Current Difference®

Principal balance:

Accrued inte




2 — 300 pts

m \What happens when a financial adjustment is
done to effect the Prepaid/PastDue amount on a
Loan?

m No general ledger entry occurs. An adjustment
of the Prepaid/PastDue amount only effects the
Payment History records the system creates.



2 — 300 pts

Loan #: 9571 EFf. date: O 5 Account: 0005

Loan Financial Adjustment

General | Fees

Interest due: 0,00 o0 o
rincipal paid ¥ i
Principal paid ¥T Loan Pa}rment Histo

Principal paid:

Interest paid ¥TO:

De Paid o, _
Arnounk Arnounk fizs

06222015 14,215.27]  0.00|Adjustment
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2 — 500 pts

m \What the best tool in the system to get specific
data you want from the Name/Address,
Fundraising, Loans, Investments, GL, etc out to
spreadsheet?

m Query / Reporting Tool
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5 — 300 pts

m What causes my Active Directory (DDI-Connect
User Account) get locked out?

m Typed in your password incorrectly too many
times

® Have a device with an old password saved and it
IS trying to connect. PC, laptops, cellphones,
tablets all need to be updated.

Once locked out, you will automatically be
unlocked in 30 minutes.



5 — 300 pts

y i » Control Panel » All Control Panel ltems » Credential Manager

Control Panel Home .
Manage your credentials

View and delete your saved logen information for websites, connected applications and networks,

Web Credentials ¥ Windows Credentials

Back up Credentials Restore Credentials

Windows Credentials Add a Windows credential

Mo Windows credentials,

Certificate-Based Credentials Add a certificate-based credential

Mo certificates,

Generic Credentials Add a generic credential

virtualapp/didlogical Meodified: 4/27/2016




5 — 300 pts
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5 — 500 pts

m [ype question to appear here

m Type answer to appear with a mouse-click here



5 — 200 pts

m Every month you have a long/similar journal
entry to do, how can you do this entry without
manually doing it from scratch? (4 possible
answers)

m Import from a spreadsheet

m Copy from a journal template
m Copy from an existing journal
m Setup a recurring journal entry




3 - 100

m The system keeps changing "Rev.” to “Pastor”,
what causes this?

m Prefix File Maintenance



3 - 100

m Name/Address System - Setup - Prefix File
Maintenance

Prefix File Maintenance

Address: The Reverend 1
Cuar Caartermmasker 1
Fabh Fabhbi 1
Rabhi Rabhi 1 e
Rep The Honorable 1
The Honorable 1

Salutation: Dear Pastar &

The Reverend 1
W Pastor and Pastor 1
end op 1 Priority: 3

end Canon 1
erend Dockar 1
end Father 1
end Monsignor 1
everend Rabbi 1
Th ends 3
RE. Rew, 1

Seaman 1




5 — 400 pts

® Problems normally occur when directions are not
followed or checklists are not defined &
managed. What program in DDI-Connect is
designed to help with checklists and
management of tasks?

m Process Management



4 — 400 pts

m If you have drilled into a loet of screens inside
DDI-Connect, what is the easiest way to exit out
of all of them at once without leaving DDI-
Connect?

m Windows > Close All



4 — 400 pts

E DDI Derno for Church Extension Funds

File Dashboard | Window ] 3 | |

‘2 Main Menu %] Refresh 10C slete | Bait

Mameladdre I .
_ul 'jnrllz:lr:-:u-r'.d-:l . =y File Maintenance

S
%, Mame/address Enkry Prafis address
%y ACccount Enbey
Mailing List Recipients
Cifficer Mail Recipients
Cfficer Mailing Labels

%, (enerate Labels From File

Mavwar His Honor, The Mayor
Mir The Honorable 1

Mir The Honorable 1

Miss Miss 1

Memo Search Mo The Right Fev. Monsignor 3




4 — 500 pts

m Social Media is here and it looks like it will be
sticking around for awhile. How can setup the
system So you can store social media Sites for
your constituents?

m [0 do this, go to Name/Address - Setup -
Contact Info Type Setup. Click New, choose
Category = Web, then Enter the
name/description of the social media site your
wanting to track.




Contact Information Type Setup

Filter by category: ’F\II ']

PIM: 001001515 f | Mr. Peyton R. Manning

Category Screen Label /
Cther Address
Phane Aleernate
Phane Church
Ernail Contact
Phaone Contact
Person Conkact Contack person
|Faceboak, |Facebook,
Phane Fax Fax
Ermnail Hame Hore email
Phone Home Home phaone
Weh Home page Home page
Person Leader Church leader
Phone Mobile Mobile phone
Phaone Vacation Yacation phone
Email Work Work email
Phone Work. Work phone

Description
Mailing address
Alternate phane
Church phone
Caonkack email
Conkact phone

Prompt? Ackive?
o ¥Es
o ¥Es
yl] YEs
o yEs
no ¥es

o ies
yes
yes
yes
yes
ves
ves
ves
yES
yES

Marne I Personal | Professional | Clergy | Education |

Prefix First name Middle narne

Mr » Peykton F.
Al codes: IMYP,IM, DM, XMMNP
Mame 2:

Created 04/29/1982  Updated 06/02/2014

Tax ID: 123-45-6759

] acive|
&t | pea |

Last namne Suffix Sex
Manning M

0]

Source:

Salutation: Dear Mr. Manning: E]

Conkact | Harme | Hare (2 | e |

Category: |web

Screen label: Facebook

Description: Facebook

Code: W

Prompt For this info For new constituents?

Ackive?

Can be delsted

Contact Information

Mew contact: [ I_g g B rEl=| _
|5l mddresses
‘Home: 123 Denver 5k, Denver, CO 43235
Home: 123 Broncos Coles \Way, Denwer, CO 80123
B E-Mail
L-Haomne: prchugh@ddi,org
= Phone
Home: {614) 268-T985
Home: (317) 713-2480
= web
i Facebook: Http:/ fwww.facebook.com/PeytonMan...

Constituent Window

Mame: Rel.

Atonement Full Gospel Church MEME
Smith &, W AM

Contact Details {(New contact)

v] Preferred

Type: lFacebook

URL

Hekp: v Facebook, comPeytonManning




4 — 100 pts

B [S there a place to see all Memos associated to a
PIN #?

m Yes! Go to that PIN record in the Name/Address
System. Then click on the Memos Tab - View -
360 View. This will pull in-memos from the
other areas like LLoans, Investments, Portfolio, &
Accounts.



— 100 pts

dowe  Help

¥ ¥
Mew Edit Delete 0

W Name,/Address W Status 4

Memos for PIN: 1001515 Mame: Manning Pe

Mermos I all Attachments |

Crigination

Follow-up with Peyvton Manning on or after 6/01/21015 to see if
0407 (2015 |Mames Follow Up PHOME hie wants ko reinvest after his contrack renewal with the Broncos,
+
SEMT

WaEMT Th

Pop-up From: ko Date occurred: Type: (MNone)
Memo code: PHOME Person responsi
Yalue: 06/ C Primary contack: (Mone)
PIM: 1001515 Mame: Manning Peykon R

Topics:

w-LIp Wik on Manning on or after 6/01/21015 to see if he wanks to reinvest after his contract renewal with the Broncos,

5 - Called Peyton, he is sending us 1,000 ko open a 5 Year Maoke,

ed by prchiugh on 04 5 ak 14 ) Modified by: prmchugh on O




4 — 3500 pts

® How can you customize Relationship: Types for
your organization?

m Name/Address System - Setup - Codes
Maintenance - 0012 Relationship Codes. From
here you can add the different relationship types
that your organization wants to track.
Relationships like Church Treasury, Senior Pastor,
Board Membetr, etc.



Codes Maintenance
Relationship codes

Descripkion

Code List Properties

Record code: 12 Relationship codes
Code:
Description: Area Minisker
Securiby:

Building Co e Murneric value 1; 0
Board Member

Murmeric walue 2: 0

Recip, cade (M)

Recip, code (F:

As you are maintaining codes, you may find that you want to
remove a relationship code you no longer use. It is important to NOT
delete the code, instead deselect the Active flag on the code.



4 — 200 pts

m DDI's CSS Team went to the “Escape Room™ in
March. Do you think we escaped the room?

m Nope. Only 5% escape this particular room.



4 — 200 pts
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m If you collect unique constituent data that DDI-
Connect does not have a standard field for,
where is the best place to store it?

m Custom Fields Tab



5 — 200 pts

A\ F Relationships W Memos ¥

PIN: 001503136 4 | Mrs. Rachel F. Ambler

Mame Personal Professional Clergy Education alt 1D DEA DDI Extra Field Example
DO Exkr: DOI Extr:
DDT Exkr:

DDI Extr: DOI Exkr: 0.0000

Conkack | Home Wiork

Contact Information Constituent Window

Marme

[E addresses
-H: 101 W Ohio St, Indianapolis, IN 46204 Ambler Thomas E
Lt 708 Boulder Way, Indianapolis, TN 46217 Faith Church of Christ
& E-Mail ellow River AMEZ Church
iwH: tambler@ddi.org Demo Syskem Church
‘s tambler@ddi.org Arnbler Grace O
[E] Phone
f-Hi (317) T13-2476
AW (3170 212-5524
fenM: (317) 5025745
Ly (317) 212-5824 Contact Details

Type: Preferred
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m Besides DDI-Connect, what other services does
DDI offer?

m File Server Hosting

m Web Server Hosting

m Remote Desktop Services

m Outlook

m Client Consulting and Training




m [om
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5 — 300 pts

m Per DDI's SLA (Service Level Agreement) a
support request is considered “High Priority”
when...

quest Priority Levels
Urgent Client 1s unable to perform work because existing DDI products or services cannot be
accessed or used.
High Client is able to perform work but is experiencing problems with existing DDI products or

services that interrupt normal work activity.

Moderate Client experiences occasional problems with existing DDI products or services with minimal
disruption to normal work activity.

Low Client suspects or has identified an 1ssue that DDI should address when time permuts.




5 — 500 pts

m What cities is your DDI-Connect data stored in?

m Indianapolis, IN
m Columbus, OH

m Physical backup send to a facility called Iron
Mountain



m [ype question to appear here

m Type answer to appear with a mouse-click here



