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Name/Address (CRM) Settings 
 

Location: Name/Address System  Setup 
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Contact Information Type Setup 

• Customize based on your 

organizational needs 

• Add Screen Label 

• Idea: Add Social Media as a contact 

type 
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AI Code Setup 
AI Codes are used by the system to categorize your constituents in ways that are 

meaningful to you and your organization.   

 

• Adding a New AI Code Group: 

 

• Radio Button Groups only allows users to  

   select one option from within the group. 

 

• Checkbox Groups allow for multiple choices 

   within the group. 
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AI Code Setup 

AI Code:  Constituent vs Account level 

• Constituent AI codes are your primary list of codes 

• Applies to constituent (individual, church, organization) 

• Most commonly used 

 

 

• Account level AI codes are specific to the account 

• Applies only to the account selected 

• Used by a few organizations 
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AI Codes Assigned By The System 

Code Description 

DN Donor 

INVA Active Investor 

INVD Dormant Investor 

INVI Extended Investor 

INVR Former Investor 

LOAN Active Borrower 

LCMT Pending Borrower 

LNPD Former Borrower 

PORT Active Portfolio 

PTNP Tentative Portfolio 

PTPD Former Portfolio 

©  D I S C I P L E D A T A ,  I N C .           2 0 1 5  U S E R  G R O U P  M E E T I N G  



Tax Exempt AI Code 

• Update your churches and organizations with the Tax Exempt AI Code 

 

 

 

• Update via the Extract Module 
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Code Description 

TAXN Tax Exempt 



Address Option – Country Format Maintenance 
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Address Options – Region Maintenance 
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Address Options – Postal Code Maintenance 

• Automatically Assign Regions & Area’s by Postal Codes 
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System Settings - Base Settings tab 

• Assign deceased AI code & deletion code 

• Assign AI logic for deceased date 

• Customize your region and community label  
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System Settings – Salutations Settings 

• Setup default salutations  
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Email Correspondence 
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Email Correspondence (continued) 
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• Once your email correspondence is setup, attach that correspondence to a 

particular merge form that gets generated out of the system.   

• Location: Merge Forms System  Setup  Merge Form Maintenance 



Cash Receipt Settings 
 

Location: Financial Services  Data Processing  Financial 

Services Administration 
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Financial System Settings 

• GL Posting Method 

• Effective Dating 

• Transaction Bank Defaults 
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Cash Receipts Setup 

• Remote Capture Options: X9 Files, CSV Files 
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Investment Settings 

 
Location: Financial Services   

Investments  Setup 
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Investment System Settings 

• General Ledger Tab 

• GL Hierarchy 

• Investment Categories first   System Setting defaults 

 

 

 

 

 

 

 

 

• Penalty/Withhold 
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State Sales Maintenance 

• Tracks Sales Limits 

• Tracks Registration Dates (should be setup every year) 

• Facilitates Information Gathering for Registering in Each State 

• Reporting on Registrations: 

• IL224, IL226, IL241, IL243 are some of the reports that will pull State Sales 

information  

• Online Offering Circular 

©  D I S C I P L E D A T A ,  I N C .           2 0 1 5  U S E R  G R O U P  M E E T I N G  



Loans Settings 

 
Location: Financial Services  Loans  Setup 
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Loan System Settings 

 

• Balance payoff/refund of overpayment 

• Late Fees – setup and for many, this is a “new” concept 

• Flat amount 

• Percent of Regular Payment Amount 

• IL639 – Loans w/o Payment in Desired Month 
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Loan Type Maintenance 

 Set up loan types and G/L 

accounts here 

• G/L settings override Loan 

System Settings selections 

 

• 30/360 Loan calculation 

• Collect 30 days checkbox 

forces 30 days of interest 

at the time of payment 

• Does not reflect accruals 
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Loan Documentation Tracking 

• Track the key documents needed for 

loan processing! 

• Setup forms based on your needs 

• Automatically apply needed forms to 

new loans using IL405 report 
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Name/Address 

System  Setup  

Codes Maintenance 

– Code 0600 



Amortized Loan Fee Type Maintenance 

• Render method (display on transaction 

screen):   

• Inactive 

• Active 

• Active with default fees (applies if not 

already on loan) 

 

• Default fee method:   

• Amount 

• Percentage 

 

• Fees applied thru loan transaction 

IL467 
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Financial Setups 

 
Location: CheckWriter  Setup  Checking Account Setup 
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Checking Account Setup 

• Checking Account Setup 

 

• New Bank Info 

 

• Never delete a checking 

   account, mark Inactive 

 

• Never reuse a checking 

    account number, always 

    make a new one  
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Checking Account Setup 

Special Note:   

 If you get a new checking account, other system settings will need to be updated 

to get transactions to post to that new account.  Mainly, the settings located 

under Financial Services  Data Processing  Financial Services Administration 

 Financial System Settings 
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Accounts Payable Setup 

• AP Setup 

 

• Memo Type: 

 

• This information is seen on the G/L 

Activity Spreadsheet depending on 

which selection from the drop down 

is chosen  

 

• Voucher approval determined at 

organization level 

 

• Email ACH payment notices 
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Connect-FR Setup 

 

Location: Connect-FR  Setup 
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Connect-FR Setup 

 

• Customizable field labels 

• Gift purpose, source & 

designations 

• Can be changed at any time 

 

• Automatic generation of 

designation descriptions in letters 
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CONNECT-FR 

General System Setup – Financial 

• GL Tran Memo Formats (3 formats to help Accounting staff) 
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Promotion Cross-Reference Maintenance 

Promotion Cross-Reference Maintenance 

 

• Automatically determine default G/L 

account to post gift line item 

 

• Allows for unlimited selections based on 

gift purpose & designations 

 

• Able to be overridden at the gift entry 

screen 
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CONNECT-FR 

Send specialized letters based on each gift! 

• Allows for custom selection of letters based 

on gift line items 

• Runs with standard gift letter processing 

(FR018) 
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Donor Segment Setup 

 

• Configure to meet your 

organization’s needs 

 

• Set custom values for each 

portion of the segment code 

 

• Utilize in generating your mass 

mailings and appeals 

 

• Automatically updates the 

segment code on the donor 

record with each gift! 
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System Administration 
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System Administration 

DDI-Connect allows for many customizable settings in the 

background that you may not even be able to see.   

 

Error messages, wording on forms, online system settings, email 

processing, etc. have background settings that can be maintained by 

the qualified staff at DDI. 

 

Ask a support representative if specific wording can be changed. 
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Discussion, Questions, Comments 
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Courtenay Brown 

support@ddi.org 

317.713.2480 


