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Process Management 
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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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Look  

Familiar? 



 

 

How about using  

DDI-Connect for Contact  

Management? 
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Benefits of Using DDI-Connect 
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 All Constituent Information in One System 

 Alert Features for Other Users 

 Better Client Relationships 

 Save Time 

 Cost Savings 

 Less Training for New Employees 

  



How Does It Work? 
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Setup 

 Go to Name/Address System  Setup  Memo Category.  Setup the following 

categories: 

 In Progress 

 Completed 

 Waiting 
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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. 
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Add Contact Memo To The Constituent Record 
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Memo Search 
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Memo Report 

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

your Job Processing. 
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Set Memo Search as your Startup Program 
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Saving Email Correspondence Inside DDI-

Connect 

©  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  



Setup 

• Setup a New Folder on your network. 
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Emails 
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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.   
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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  

System Settings.  Click the Attachments tab and update the memo information. 
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Process Management 
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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 
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Process Management Setup 
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• Define the Process 

• Assign a Category & Class 

• Expected Results 

• Process Description 

• Use With 

• Reorder Steps/Auto Assign Flags 

• Opportunity Amount 

 

Name/Address 

System  Setup  

Code Maintenance 



Process Management Setup 
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Process Management Setup 
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• 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 

 

Name/Address 

System  Setup  

Code Maintenance 



Add a New Process 
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Add a New Process 
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Add a New Process 
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Add a New Process 
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User Activities 
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Where Used Inquiry 
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Process Report 
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Relationship Management 

©  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  



Relationship Setup 
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• Go to Name/Address System  Setup  Codes Maintenance  0012 Relationship 

Codes.  Create relationship codes your organization wants to track. 



Relationship Setup 
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• Automatic Mirrored Relationships 



Relationships in Name/Address 
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Load Name  

and  

Address Information  

(Import) 
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NA37 – Load Name and Address Information 
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• 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 AI Code Update 

• Auto Memo Build 

 

 

 



NA37 – Why it is Used? 
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• Many use it to upload church membership data to their DDI-Connect system. 

• Upload Church Records to the DDI-Connect System 

 

 

 

 



NA37 File Format 

• The file you use can be text, csv, 

or excel, but MUST be properly 

formatted in order for the system 

to update records. The file format 

is:  
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NA37 Import 

• This is located in Name/Address 

System  Utilities. 
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Discussion, Questions, Comments 
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Patrick McHugh 

pmchugh@ddi.org 

support@ddi.org 

317.713.2480 


