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What products do you
use to keep track of your
daily tasks?
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What products do you use to
track and document your client
interactions and follow-up’s?
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How about using
DDI-Connect for Contac
Management?

& DDI Demo for Church Extension Funds

File Dashboard Window Admin Help Portfolio | Loan Data | Investment Data | Donor/Gift Data | Investment/Loan Comparizon 5
4 Main Menu

[0 Mamejaddress System portfolios
(21 Extract Module 410,000,000 M .
(1 Project Management H
(21 Process Management $8,000,000 g 1
(1 Financial Services $6.000,000 | & [ =
& n E
(21 Merge Forms System 44,000,000 8 L
1 Checkuiter -
(1 Fixed Assets v %
]
(0 Fundwriter ]
>
21 Accounts Payable
(1 Connect-FR
1 RS Reporting System
(1 vearbook System
21 Accounts Receivable O
(0 user Utilites
(23 Pracessing Monitoring i Partfolio Type
(1 web Farms
(1 Supervisor Menu O
€0's - Non-cash $2,053.52 IntRate 7| Type description |
CD's - Non-cash Restricted $438.72 1 Carmimem Sodk =
Cartificates of Deposit $308.97 0,06/ Maney Mkt Cash Mt Fds
ﬁfq Cornrn, Paper - Non-cash 0 0.07| Money Mkt Cash Mgt Fds
o Comman Stack, $448.36 0.09] Money Mkt Cash Mgt Fds
p.{ Gorparate Bonds $58,676.76 0.1 Money Mkt Cash Mgt Fds
Governmant Agency Hotes $7,461.53 0.12/ Maney Mkt Cash Mgt Fds
Inusstmant Securities - Othar 0 0.15) CD's - Mon-cash
Money Mkt Cash Mat Fds $1,846.2 0.17| Money Mkt Cash Mgt Fds
Manay Mkt Cash Mgt Fds - HORE 50 0.2/ CD's - Mon-cash
Morey Mkt Gash Mgt Fds - Third $0 0.23| CD's - Non-cash
Monsy Mkt Cash Mat Fds- Site 0 03] Certificates of Deposit
0.32) CD's - Mon-cash
> . — o -
DDIMAIN | Org: 901 DEMOCE |Entity: DCEF |Business de: 03(31/2014 Fv: 2014 CaPs
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Benefits of Using DDI-Connect

= All Constituent Information in One System
= Alert Features for Other Users

= Better Client Relationships

= Save Time

Client Relations
= Cost Savings
= Less Training for New Employees m 4

cQ, =

ﬁ

Conslidate.
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How Does It Work?

THINK

OUTSIDE
THE BOX
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Setup

= Go to Name/Address System = Setup - Memo Category. Setup the following

categories:
"IN PrOgresS B
= Completed File Dashboard Window Admin Help B 2 % 0 ‘ H - | A
L. 5 Main Meru N Mew Edit Delete | Edit History | Save LUndo Exit
= Waltlng 5] Mamejaddress System N
O\ Mameaddress Inguiry
%, Mame/address Entry Cakeqgary Descripkion Security
%, Account Entry In Process In Process
Completed Caompleted _

é rﬂ:m:;i?ir:zigi-;:t:vnter Waiting Waiting on Someone Else
%, OFficer Mail Recipients

%, OFficer Mailing Labels

%, Generate Labels fram File
O\ Mermo Search

QL ZIP+4 Finder

] Reports
3 Utilities
5 Setup
? Memo Cateqgory Setup
SR mmmb ek TeFe Toime Tk I
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Setup

= Go to Name/Address System = Setup = Codes Maintenance - 0017.
Update/Add codes that you will need and want to track by. Then put a “D” in the
Type field so you can track the code by date.

("G Racky Mountain United Methodint Foundationner 1 —

File Dashboard Window Admin Help g #F = | 4= By ‘ - |
%, Mame/dddress Entry n New Edit  Delete Master list Export | Exit
%, Mailing List Recipients | Memo codes
%, Officer Mail Recipients M
K Officer Maling Labels . Code / Description Record code: 17 Memo codes
Sz izenerate Labels from Filz Ay [ ——— YO
Memo Search EBD Birthday [INACTIVE] Code: PHOME [] Bctive
Q ZIP+4 Finder CHLMA Children's names [INACT n
m Reports COMMT Comments Description: Phone
I:I it COMTACT Contact Person [IMACTI Security:
Utilities DEATH Date of death [INACTIVE
'a Setup EMAIL Ermail Murmneric value 1; 0
'?‘ Mema Cakegory Setup LETTER Letter Murneric value 2: 0
'?‘ Contact Info Type Setup = EEEEIRNG gtE:tlnI;I I i
] = er Twpe (T/DfA): D
i, .ﬁ..IC Gru:!up Codes Mainkenance PHOME Phane
%, City Mainkenance WILL-& Amount of will [IMACTIVE
%, Codes Maintenance
%, Region Maintenance Text valus 2:
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Add Contact Memo To The Constituent Record

8 F ¥ B < | ¥V | 8 ¥ & ‘ | |
1 MNew Edit Delete | Zave Undo | Spell | View Filter Report Exit
| Mame/Address Status Relationships Memos

Memos for PIN: 1001515 Mame: Manning Peyton R

- Attachments |

Entered on™  Category Code Memo
Fallaw-up with
renewal with the Broncos,

sbon Manning on or after 60121015 to see if he wants bo reinvest after his contrack

04/07/2015  |InProcess  |PHOME

Follow-up with Pevton Manning on or after 6/01/21015 to see if he wanks ko reinvest after his contrack

Pop-up from;
renewal with the Broncos,

thru;
Memo code: PHOME
Yalue: 06/01/2015

Category: |In Process - |
Created by prichiugh on 04072015 at 14:35 EDT Modified by: prchugh on 04072015 at 1433 EDT
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Memo Search

|
/’%
I
)
1T
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File  Wfindow Help

2 9

i' View Exit
Memo Search
| Entry dt: B ko # Memo codes: E
Origination: MAMA E amt wvalue: ko
| Categary: 3 E Date value: o i
? Entered by E Memo bexk:
| Include deleted memos File name:
] | Search | | Clear File description:
Record Descripkion Entry Dk Memo Code  Category # Aktach Enkered By

PIM: 1001515 Mame: Manning Peyton R 04/07/2015 [Phone [InProcess | Olpmchugh

PIM: 930057064 Mame: Luck Andrew 04/07/2015  Phone In Process 0 prchugh

1 | L |

Follovw-up with Peyton Manning on or after 60121015 ta see if he wants to reinvest after his contract renewal
with the Broncos,




File  Window Help
B Z X H = | v B v & A
MNew Edit Delete | Save Undo | Spell | View Filter Report Exit

Memos for PIN: 1001515 Mame: Manning Peyton R

- Atkachrments |

Entered on®™  Cakegory Code Mem
Follow-up with Pevton Manning on or after 6/01)21015 ko see if he
040772015  |Completed PHOME wanks ko reinvest after his conkract renewal with the Broncos.
+
Pop-up From: Follow-up with Peyton Manning on or after 60121015 ko see if he -~
wanks ko reinvest after his contrack renewal with the Broncos,
Ehiu;
61312015 - Called Pevton, he is sending us $500,000 to open a 5 Year
Memo code: PHOME Mote,
Yalue: 06012015
iZakeqory: |C|:|m|:|lel:ed T| -

iCreated by: pmchugh on 04072015 at 14:358 EDT

Modified by: prnchugh on 04072015 at 14:49 EDT

File Mame File Descripkion

attached By Added On

Priw

SizelfkB]




File  Window Help

2 A

View Exit
Memo Search
Entey dt: B ko ## Memo codes: E
Origination: MAMNA E amk value: ko:
Categary: 3 1E Date value: B ko g
Entered by E Memo bexk:
Include deleted memos File name:
| Search | | Clear File description:
Fecord Descripkion Entry Dk Memo Code  Category # akkbach Entered By

PIN: 990057064 Mame: Luck Andrew 04/07)2015  [Phore  [InProcess [ Olpmchugh

1 1)

Zall Andrew Luck, in May ko see if he wants to Donate ko our Scholorship For Inner Ciky Kids Program,

|I"-.I.':'.?III"-.IQ |Dr|;|: 901 DEMCCE | Enkity: DCEF | Business dt: 03312014 |F"|": 2014




Memo Report

You can have a report email you all your outstanding , “In Progress”, items via
your Job Processing.

"§# NAGO - Memo Report (=] =]
ate ranges:

Starting display date: ] B thru: ] @
Ending display date: B tew B
Entry date: B twe 0 BB

PIN: ]

Master ID [

Memo code: 1E

Available Fields Sort Fields

Category * || Add Ascend -= =
Constituent ID

Entry date

Memo code

<-Remove

-

Create data file

Csm ] (o] [ ]

|NAGY | Business dt: 03/31/2014 MER GROUP MEETING




04/14/2015 2:08 PM EDT DDI Demo for Church Extensicon Funds Page 1
HNAGS Memo Report
Categories: In Process; Fllename: No eXport

Name Pin Master ID Name / Address

990057064 Andrew Luck
123 Colts Way
Noblesville, IN 460682

04,/07/2015 Call Andrew Luck in May to see if he wants to Donate to our Scholorship for Inner City Kids Program.

Memo category: In Process

Memo code val: 05/15/2015
Created by pmchugh on 04/07/2015 at 14:43 EDT

Last modified by pmchugh on 04/07/2015 at 14:43 EDT
PIN: 990057064 Name: Luck Andrew

© DISCIPLEDATA, INC. 2015 USER GROUP MEETING




Set Memo Search as your Startup Program

mao Tor ension
File Dashboard Window Admin Help

5

3] Main Menu

3] Mame/address System
Q MamefAaddress Inguiry
%, MamefAddress Entry
%, Account Entry
%, MamefAddress Email Writer
%, Mailing List Redpients
%, Officer Mail Redpients
%, Officer Mailing Labels
%, Generate Labels from File

D REDOrtE About...
O utilities Find...
(0 setup Refresh Menu
[ Extract Mo
1 Project Mal Edit...
[ Process Mz
1 Finandial 5 S
[ Merge Forr Paste
L chedkwrite
[ Fixed Asse New program...
[ Fundwriter ) P T s
1 Accounts P
(] Connect-F Set as Startup Program

E IIP+4F

1 IRS Repor

g ST

1 Yearbook System

© DISCIPLEDATA, INC.
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PORTFOLIO/

£8.00

£4.00

Value

CD's - Mo
CD's - Mo

Certificate

Corporatsg
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Saving Email Correspondence Inside DDI-
Connect
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Setup

» Setup a New Folder on your network.
G| [ = pmchugh (\ddifs2\ddi\ddi_users) (M:) = =

Home Share View ~ @
'% # cut ] I x @ m ) Mew item ~ Q = Open - HH select al
[ Copy path = [ Edit 25

:]Easy access v oo Select none

Copy Paste _ Move Copy Delete Rename Properties

[2] Paste shorteut to- tow - fmder - 40 History EE Invert selection

Clipboard Crganize New Open Select
T 52 » ThisPC » pmchugh (\ddifs2\ddiddi_users) (M:) v O Search pmchugh (\\ddifs2\dd... @
-
~ ~
‘i} Favorites Name
[l Downloads I | Emails from Investors l
TR AT Emails from Investors = =

Home Share View ~ 0
"% & cut ] i x @ m New item ~ Q [ Open - FH selectan
[ Copy path = [2 Edit o

aEasy access oo Select none

Co Paste _ Move Co Delete Rename Properties
By [2] Paste shortcut tow topvy - f0|der pv ¥0 History EE Invert selection
Clipboard Organize MNew Cpen Select
A + This » pmchu ihddi_users) (M:) » Emails from Investors W earch Emails from Investors
+ This PC » pmchugh (\ddifs2\dditddi ) (M) Emails fi | [V} Search Emails fi | P
- -
,_H Desktop ~ Mame Date modified Type
“| Documents
f Download L. PIN Emails 4/14/2015 3:01 PM File fold
ownloads
,_ﬁ Musi | Investment Emails 4/14/2015 3:02 PM  File fold
usic
_EI P |\ Loan Emails 4/14/2015 302 PM File fold
ictures
B via |, Donor Emails 4/14/2015 3:02 PM File fold
| ideos
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Emails

Hids ™ a v RE: Investment # 1234 - Courtenay Brown - Message (HTML) = - “

E@S Message Add-Ins &5 9
@ 1gnore x @ @ @ B (23 GBIF To DO IEI - ¥ Mark Unread a%) A O
]

Q To Manager @ E Categorize ~ %' A

4

« Delete Reply Reply Forward - ) - Move . Translate Zoom
& lunk Al % &4 Team E-mail - . = | ¥ Follow Up = ls -
Delete ‘ Respond ‘ Quick 5teps [F] Move ‘ Tags [F] Editing Zoom
From: Courtenay Brown Sent: Tue 4/14/2015 3:06 FM
Toe Patrick McHugh
Lo
Subject: RE: Investment # 1234 - Courtenay Brown
Ea
Dear DDI, E

Can you send me a statement for PIN 567837

Thanks,
Courtenay Brown
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Save The Email In The Folder

* Choose Save As the file rename the file to PIN #_file name. Example: PIN
#56789, you will want to save the file as 56789 Investment # 1234 - Courtenay
Brown.msg (*.msg extension is available as of 5/17/2015)

* Save it in the network location you created.

=] Save As
®© = 1 L ThisPC || pmchugh (\ddifs2\ddiddi_users) (M:) » Emails from Investors + PIN Emails v (& Search PIN Emails »
Organize « New folder = o
& Pictures A Name - Date modified Type Size
H Videos
& 0s(c) No items match your search.

5 pmchugh (\\ddifs2\ddi\ddi_users) (H:)
G ddi (\\ddifs2) (1)

9 gui (\\ddifs2\ ddi-connect-dev-source) (K:)
2 develop (\ddifs2\dditdldi) (L)

5 pmchugh (\\ddifs2\ddi\ddi_users) (M:)

. FFSLFMailMerge (W celofs2) (%)

5 RoundTable (\\Connect-Dev-DB1} (R)

2 util (\\ddifs2\dditddi) (U:)

G5 web (\ddifs2\ddi-connect-dev-source) (W:)

€ Network
1% DDIAD
1% DDIALLEN2
1% DDIAMBLER2
1% DDIBLACKWELDER
% DDIBOSTICT
1% DDIBROWN
% DDICARLISLE2
1% DDICHALLIS
% DDICONFROOM2
1% DDIDROEGER
1% DDIEVANS2
1% DDIEVERAGES
% DDIFREY
% DDIGAWARECKI
% DDIGOMEZ2
1% DDIKCAREW
% DDIMCHUGHS
1% DDIMCLAUGHLINT
% DDI-WELSH
1% TEST-PROXY1
1% TEST-VCENTER
1% TESTVEEAM
1% WINSTEST

FIRENSRR56780 Investment # 1234 - Courtenay Brown.msg




Auto Attachment Import

* Save emails throughout the week in the network folder.

*  Then once a week or how often you choose, perform the Auto Attachment Import.
* Once Imported, clear the folder on your network folder.
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Auto Attachment Setup

Setup the Auto Attachment Setup. Go to Name/Address System = Setup =2

System Settings. Click the Attachments tab and update the memo information.

-

& DDI Demo for Church Extension Funds
File Window Help

(=& =]

4
Edit

Save

e/ |

v | i3y
Undo | History Exit

Base Settings | Address Types | Salutations | Attachments I Yearbook Setup |

The following settings are used for the automatic attachment of documents:

Base directory: M:\

Memo code: E-MAIL E Category: | Completed

Memo text:  Email Correspondence

-

Mumber of errors allowed before automatic attachment process is terminated: |10

MADD1SET | Org: 901 DEMOCE | Entity: DCEF | Business dt: 03/31/2014 |Fy: 2014

-
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Process Management

&7
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Is Anyone Currently Using Process Management
Inside DDI-Connect?
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Process Examples:

New Loan Procedures
New Investor Setup
Donor Development
Loan Development
Church Consulting
Internal Procedures

* Month End

* Year End

And More...
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Process Management Setup

File Dashboard Window B B F ¥ H « L[ |
£ Main Menu New Copy Edit Delete | Save Undo Exit
MName fAddress System Process Setup Steps
L] et T P TR Y
a Process Management Filter: ['ﬂ v]
Y Process'_l’e_rpplate Maintenance Process Title / Created Use With Class Cateqgory Opp Amt
. User Activities Other Secured Loan 11/15/2013 Loan Other Secure... Mew Loan Ap... £0.00
O\ Where Used Inquiry Secured Loan 11/14/2013 Loan Secured Loan  Mew Loan Ap... &0.00
B Unsecured Loan 11/15/2013 Loan Unsecured Loan Mew Loan Ap... £0.00

1 Merge System
Cl Event Registration
1 chedewriter

1 Fixed Assets

1 General Ledger
] Accounts Payable
] cConnectFR Category: |New Loan Application - | Use with: |Loar1 -

Title: Other Secured Loan

1 Daily Cash Processing

(3 Purchase Order Class: |Oﬂ1er Secured Loan hd | [ ] Allow users to reorder steps
(3 vearbook System Process active from: 11/14/2013 thru: Gl SR LTI B RS LTS
] Accounts Receivable ]
1 IRS Reporting System Expected results: Complete the following steps to complete the loan process.
g User Utilities Description: | yew Loan Application for 3 Other Secured Loan i
Web Forms
El Processing
1 User Documentation A
Cl Supervisor Menu . .
Opportunity amt: £0.00
] oDIstaff B
Attachment: =] H ~
4 I | » Created By: pmchugh on 11/15/2013 Modified By: pmchugh on 11/15/2013
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Process Management Setup

Title: Other Secured Loan

Category: | New Loan Application - Lse with: [Lnan v]

Class: | Other Secured Loan - allow users to reorder steps
Auto assign steps to process owner

Process active from: 11/14/2013 &  thru:

Name/Address
System - Setup 2

Expected results: Complete the following steps to complete the lo OCESS,

Description! new Loan Application for a Other Secured Loan

Code Maintenance

Opportunity amt: $0.00

Attachment:
Created By: pmchugh on 11/15/2013 Modified By: pmchugh on 11/15/2013

B £ X% - | e |
Mew Edit Delete Codes Export Exit
* Define the Process

* Assign a Category & Class
* Expected Results

* Process Description

Description
IUser-defined process category type codes
Iser-defined process dass codes

User-defined process status codes

° Use Wlth o094 Tables where User-defined processes can be attached
0035 IUser-defined process step status codes
* Reorder Steps/Auto Assign Flags oo%e ser defined B e e ype codes

| 093 Process Event Codes

*  Opportunity Amount
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Process Management Setup

g F XQWE < | A9

Mew  Edit Undo Exit

Other Secured Loan
Step# ¢ Step Tite Duration  Class Cateqgory Action -
i Enter Church/Constituents i... 1 Mandatary Pre-Approval Email A
2 Mail Application to the Borro... 1 Mandatory Pre-Approval Emiil =
3 Setup Folders for Loan Doc... O Mandatory Pre-Approval Setup
4 Add Loan to Board Report 5... 0 Mandatory Pre-Approval Setup
g Follow-up on Application g Mandatory Pre-Approval Follow-Up
& Scan Completed Application ... 5 Mandatory Pre-Approval Scan & Upload
7 Determine Collateral ] Mandatary Pre-Approval Setup
g8 Provide Documents to Assig... 1 Mandatary Pre-Approval Deliver
g Prepare Risk Rating 2 Mandatory Pre-Approval Setup
110 Afvisor Provides Terms of | 3 Mandatory Pre-Annroval Neliver i

Title: Enter Church/Constituents into DDI-Connect & Setup a Loan Process

Category: |Pre-ApprnvaI 1Ir| Probability: 0.00%
Class: |I'~"Ianu:|atn:ur1_.f 1Ir| Expected duration: 1 days
Action: |Emai| - | [ ] optional
[ ]removable

Role assignment:
Expected results: Enter preliminary data into DDI-Connect for tradking

Description: | 1 Enter Church &/or Constituents into DDI-Connect.
2. Add a Account for the Borrower
3. Add a Loan to the Account of Barrower
4, Add Process to the Loan Record

Created By: pmchugh on 11/14/2013 Madified By: pmchugh on 11/15/2013



Process Management Setup

Title: Enter Church/Constituents into DDI-Connect & Setup a Loan Process

Cateqgory: | Pre-Approval -

Probability: 0.00%

Class: [Ma':datwv Expected duration: 1 days
Optional
Role assignment: E Removable
Expected results: Enter preliminary data into DDI-Connect for tracking
Descriplion: 1, Enter Church &jor Constituents into DDI-Connect. -

2. Add a Account for the Borrower
3. Add a Loan to the Account of Borrower
4, Add Process to the Loan Record

Attachment:

Created By: pmchugh on 11/14/2013 Modified By: pmchugh on 11/15/2013

* Define the Step

¢ Assign Duration

* Enter Category, Class, Action

* Assign the Task to a User

* Enter Expected Results

* Enter Additional Directions

* Add Attachments/Support Documents

© DISCIPLEDATA, INC.

Name/Address
System > Setup 2>

Code Maintenance

B F ¥

_ = | | |
Mew Edit Delete Codes Export Exit

Master Code List

Code ¢ Description
IUser-defined process category type codes

2015 USER GROUP MEETING




Add a New Process

@ F X | H »
Mew Edit Delete |
Name/Address
PIM: 001001515

=
Save |
2dve U

Status

® B & B B

Processes Accounts View Actions Options Exit
W Relationships
Mr. Peyton R. Manning

Memos

Prefix First name
Mr Peyton
Al codes: IM,XMMP

Mame 2:

Created 04/29/1982 Updated 03/31/2014

Name | Personal | Professional | Clergy | Educaton | A | DBA |

Middle name Last name Suffix Sex
Manning M
Tax ID: Source:
Salutation: Dear Mr. Manning:

Contact |

Address: 123 Denver 5t

Country: United States
ZIP: 43235

City: Denver
County: GARF: Garfield

Region: 06: Central Rodsy Mountain
Area:

Phone: (614) 268-7985

IUpdated by pmchugh on 03/31/2014 at 10:46 EOT

: CO

Constituent Window ~ [Menuv

MName Rel.
Manning Peyton R
Atonement Full Gospel Church MEME

Primary address

Residency: [F’:r:i'.|'.|..zlr',|r resident

Comrment:

Dates: 03/31/2014




Add a New Process

L |

Exit

2 3

Vi, New

~rocess History Completed Step History

Linked to Constituent 1001515

Peyton R. Manning I
Process Title Status Class Category Start Date End Date
Seq#/ Step Title Status Start Date End Date Finished By

© DISCIPLEDATA, INC. 2015 USER GROUP MEETING




Add a New Process

||

Select a process @
Select a template o start with to create the new process:
Process#  Process Title £ Created Class Category # Steps
12 Mew Constituent Process 03312014 MEW Mew Constituent 7
I ] I ’ Cancel
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Add a New Process

S VA x
MNew Edit [Celete | Delete Process

Process tile: Mew Constituent Process Linked to Constituent 1001515
Filter: [” v] Peyton R. Manning

Step# / Step Title Assign To  Start End Status Action -
1 Enter Information into DDI-... pmchugh Deliver

2 Enter Tax ID pmchugh Deliver A
3 Enter Relationships pmchugh Deliver 3
4 Enter Al Code Classification  pmchugh Deliver

5 Tell Qur Stary pmchugh Meeting

f Provide them their Investm... pmchugh Meeting

i Fnter Memn nrnrhinnh [ielivver o

StepInfo | ProcessInfo | Step Attachments |

Step title: Enter Information into DDI-Connect

Expected resultz: Enter Constituent [nformation inta DDI-Connect

Espected action: Deliver

Diescriplion: E pter Constiuent Infarmation inta DDI-Cannect -
Start date: Finish date: By
Frojected stark; 0343142014 Frojected finizh: 04/01/2014

Hotes:

Azzigned too pmchugh Azzigned to role:

Created by: prchugh on 03431/2014 b odified by
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User Activities

File Dashboard Window i ‘ H ‘ @ fl
£ Main Menu Search | View Process | Actions Exit
Cmcpensnen | [
[ Extract Module _
i See activit igned to:
[ Project Management [V]see mylist OR e
£ Process Management Source: [AH v] Category: E Include completed steps
%, Process Event Maintenance — o
% Process Template Maintenance Action: IE Class: IE
%, User Activities
REr= USE IRaUiry Filter the results further after searching:
Reports ) EE—— EEEE—

] Financial Services Projected date: | Al i Start from: Bt B PRy
[ Merge Forms System
(] ChedkWriter Source Type  Source ID Source Mame Process Title Step Tite Status Assigned Action Step X
(] Fixed Assets Constituent 1001515 Peyton R, Manning  Mew ConstituentPr... Enter Tax ID Started  pmchugh Deliver 2

i Constituent 1001515 Peyton R. Manning  Mew Constituent Pr... Enter Relationships pmchugh Deliver 3
1 Fundwiriter

Constituent 1001515 Peyton R, Manning  Mew ConstituentPr... Enter AI Code Class... pmchugh Deliver 4

(1 Accounts Payable Constituent 1001515 Peyton R. Manning  Mew Constituent Pr... Tell Qur Story pmchugh Meeting 5
1 ConmectFR Constituent 1001515 Peyton R, Manning  Mew ConstituentPr... Provide them their L., pmichugh Meeting &
(7] IRS Reporting System Constituent 1001515 Peyton R, Manning  Mew Constituent Pr... Enter Memo pmchugh Deliver 7
[ Daily Cash Processing
[ Daily Cash Processing - FR
[ Yearbook System
T B cmc el Fic emi e

© DISCIPLEDATA, INC.
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Where Used Inquiry

File Dashboard Window i i oF E ‘ !l
3 Main Menu Search Clear | View Process | Exit

1 Extract Module
] Project Management Select process(es): E] OR Search by process name: ** Processes selected from pop-up =* |

{2 Process Management Indude completed processes Processes started from: il thru: ]
%, Process Event Maintenance

%, Process Template Maintenance Source: [AI - Class: IE Category: IE

%, User Activities
O\ Where Used Inguiry ) Last Step La]
] Reports Process Title Source Type  Source ID Source Mame Status  Class Category Finished On Completed  Col

1 Finandial Services Mew Constituent Pr... Constituent 1001515 Peyton R, Manning Started  MEW Mew Cons... 1of 7 o3
I:l Merge Forms System
[ chedeanriter

[ Fixed Assets

1 Fundwiriter

1 Accounts Payable
[
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Process Report

# NA78 - Process Management Report (o ® =]
Assigned to: E
Source: |All -
Action: E
Category: E
Class: E
Start date: B thru: i
Indude completed steps
’ Start ] [ Print Options ] ’ Cancel ]
|NA78 |Business dt: 03/17/2014 CAPS
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Relationship Management

o~

O
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Relationship Setup

* Go to Name/Address System = Setup = Codes Maintenance = 0012 Relationship
Codes. Create relationship codes your organization wants to track.

8 F X | « B | |
Mew  Edit Delete Master list Export Exit
Relationship codes
Code £ Description
CE Chairperson - Elders
CED President
CHLD Child {of guardian)
CHT Chureh Trustes
[ale} Church Officer {unknown position))
Cous Cousin
T Chairperson - Trustes
ZusT Custodian for benefit of another
DALl Daughter
DEA Deacan
DEAC Deaconess
DMMD Disciple Minister Serving Mon Disciple
P Dromestic Partner
ELD Elder
EM Chairperson - Evangelism and Membership
EMPR. Employer
EST Investment Estate Matters
EXCR. Executive Directar
FATH Father
FZM Finance Commitkes Mamber
FM Chairperson - Finance
F3 Financial Secretary
GODD Goddaughter
GO0F Godfather
GO0M Godmother
G005 Godsan
GR General Ministry in Regions
GROA Granddaughter
GRFA Grandfather
GRMO Grandmother
GRID Grandson
GLAR Guardian {other)
ausT General Unit Skaff
ILER Brokher in law
ILDA Daughter in law
TILEA Eathar in lzima
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Relationship Setup

* Automatic Mirrored Relationships

“CodeListProperties ==

Record code: 12 Relationship codes

Code: Ackive

Description: Daughter

Security:

Mumetric value 1: 0

Humeric value 21 O (CodelistProperis ==

Recip, code (M): FATH
Code: | JlEily) [V] Active

Diescription: Mother

Record code; 12 Relationship codes

Recip. code (F): MOTH

Security:
Murneric value 1: 0

Murneric value z; 0

Recip. code (M) 50N

Recip, code (F):  Dal

T 0T AL T ¢ OO T e e O T e
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Relationships in Name/Address

& DDIDema for Church Extension Funds &=

File Dashboard Window Admin Help B o & L & 23 b/ |
3 Main Menu New Edit Delete “ave Undo | Processes Accounts View Actions Options = Exit
3 Hame/Address System Name,

ddress\W Status W Relationships W Memos
 Naejatres ey P ssovsmes | 1| Andrew tuck N

S\ Namefiddress Entry
*, deccourt Entry Neme | Personal | Professionsl | Clergy | Education | AEID | DBA
S\ Namejisddress Emall Wrker Prefix First name: Middle name Last name.
% Mailing List Recipients Andrew flaels
s, Officer Mail Recipients
%, Officer Mailing Labels Al codes: IN El
\ Generate Labels from Fi Mame i Tax ID: 123456789 Source:
4 Memo Search
Q| z1P+4 Finder Created 09/22/2014 Salutation: Dsar Andrev Luck:
] Reports
3 Utiltiss
Automated Attachment Import
Caleulate Name and Address Counters
33 Update Zip Codes from File
37 Load Name and Address Information
39 NCOA Update
Email Generation Processing
46 Name and Address Zip+4 Updates
73 News Bytes Emai Extraction
(3 setup
] Extract Module
23 Project Management
22 Process Management Contat | Home |
2] Financial Services
20 Merge Farms System [ContactInformation L renstituent Window ey
[0 Checkuwriter
Fixed Assets
E Funbnter Acdresses fleng 2
21 Accounts Payable Home: 123 Colts Way, Noblesville, IN 46062
2] Comnect-FR
) RS Reparting System
2] vearbook System
1 Accounts Receivable
] User Utiities
23 Processing Mantaring
] web Forms
2] Supervisor Menu

Suffic Sex

Edit constituent:
Add new constituent

Delete constituent...

Suitch to this constituent
Merge...
Check for duplieates...
Split constituent. ..
Change accounttype..

New relationship..

Conskibuent:

Cancel I

Relationship:

af: andrew Luck (PIM 990057064)
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Load Name
and
Address Information
(Import)
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NA37 - Load Name and Address Information

Update Existing Records from a Database File or add a New PIN

If Church PIN is supplied, it will automatically Build a MEMB relationship
Auto Al Code Update

Auto Memo Build
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NA37 - Why it is Used?

* Many use it to upload church membership data to their DDI-Connect system.
* Upload Church Records to the DDI-Connect System
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NA37 File Format ™ ‘"=

1 Unique Identifier Number
2 First Name or First Initial
) 3 Middle Initial or Middle Name
* The file you use can be text, csy, 4 Last Name

5 Prefix

or excel, but MUST be properly B Suffix

formatted in order for the system 7 Gender, M or m or F or f

. 8 Social Security Number
to update records. The file format 9 Address 1
is: 10 Address 2
. 11 City

12 State
13 Zip Code
14 Country
15 Phone#
16 Alternate ID
17 Account Type (I, F, O, or C — blank assumes Individual)
18 Name 2
19 Address Type (if blank, assume Home)
20 Clergy Status
21 Clergy Type
22 Ethnicity
23 Home Email
24 Work Email
25 Church PIN
26 Individual Al Codes (combined with Al Codes criteria)
27 Nickname
28 Date of Birth
29 Phone 2

Fax

Position

Memo line 1
Memo line 2
Memo line 3
Salutation number
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NA37 Import

* This is located in Name/Address
System > Utilities.

File name: M:\DDI Email Dist List.xlsx Ca

ChurchfCrg PIM: 24

Relation code:
Prink reporky
Update MA7

Convert lowercase?

A1 codes:

Source:

IJse unique identifier as PIN?

’ Skart ] ’ Print Opkions ] ’ Cancel ]

\MA37 |Business dt: 03/31/2014 CAPS
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Discussion, Questions, Comments

© DISCIPLEDATA, INC.

Patrick McHugh
pmchugh@ddi.org
support@ddi.org
317.713.2480
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