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Program Overview  

 

he Donor Management software was designed to help missionaries who 
raise their own support  keep track of their mailing list and increase their 
ability to respond well to their donors.   Although primarily designed with 
missionaries in mind, it can be successfully used by others who raise their 

own financial support for their work.  

Version 5.0 was released in August 2002 and contains a number of enhancements to 
previous releases of the program. This userõs guide has been updated and expanded 
with the release of version 5.23 in January 2004, and is intended to be a brief 
introduction to the program to help you get started.  

The program is built around a database of names and addresses of donors and 
friends of your ministry. There are a nu mber of other files that attach to each donor 
record that keep track of notes concerning each donor, their donation history, special 
dates and events related to the donor like birthdays and anniversaries, and a record 
of your contacts with the person like telephone calls, visits, and support presentations 
etc.  

In addition, the program is able to generate a number of reports to help you track and 
develop your ministry partner relationships, both while on Home Ministry 
Assignment and while on the field.  

The program can be used to analyze your support base, calculate the support that 
you have raised and track pledges of support.  The program will generate mailing 
labels, address envelopes, generate an e-mail address list for bulk e -mail newsletters, 
and will a lso export its data for use in other software programs and syncing with a 
handheld computer.  

T 
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Distribution  

The Donor Manager, while copyrighted, can be freely copied and distributed within 
the missionary community at no charge.  You can check for program updates at the 
donor manager website: www.donormanager.com .   In addition, there is an option 
on the program main menu to check for program updates as well.  

The entire program can be downloaded from the internet.  The initial download f or a 
new installation  is about 7 mb in size.  Subsequent program updates are much 
smaller ð usually around 5 00 kb. 

If you lack internet access, you can request a copy of the program on CD.    

How to Get Help  

If you need help installing the program, importing data, or using the  program, please 
consult this userõs guide and the additional tips available on the 
www.donormanager.com  website.    If you need additional help, want to report a 
bug, or suggest an enhancement or a new feature, please contact the programmer at 
john@donormanager.com.   New features can be requested and bugs reported from 
the website as well. 

Installation  

The program comes with a standard Windows installation program that (by default) 
installs the Donor Manager into the folder:  c: \ donor5.  You can change this default if 
you would like, but it is recommended to stay with this standard.  

The initial installation will install the donor manager program, the Visual FoxPro 
runtime support library, and some blank data files.  If you are doing a program 
update, only the newest copy of the donor manager is installed.  The runtime files are 
generally not needed, and any data files are maintained. 

Starting the Program  

When the program installs, it adds a program group to your Start menu titled òWGM 
Software.ó  This can be changed by the user at installation time if you prefer to have 
the program installed in another place on the start menu. 

It is recommended that you create an additional shortcut on your desktop for the 
Donor Manager for convenience.   

To start the Donor Manager, simply double click the desktop icon (if you created one) 
or start the program from the start menu (/Start /All Programs /WGM Software 
/Donor Manager).  
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Importing Data from Another Program  

If you have name and address information in another program , please refer to 
chapter 12 of this userõs guide for detailed information on how to import your 
information into the Donor Manager.   

Navigating the Program  

When the program starts, you will be presented with a main menu (or òhomeó page).  
This screen lists the most common functions of the program.  In addition, there are 
standard òpull downó menus at the top of the screen that provide alternative routes 
to the parts of the program, and also contain infrequently used commands. 

You can return to the òhomeó page at any time by clicking the òHomeó button at the 
top of the main screen, or (more easily) by clicking anywhere on the title bar of each 
screen. 

 

 

The most commonly used program options are listed on the Home page.  Often there 
are a number of options that you will have after selecting a home page option, and 
these will be discussed in later parts of this userõs guide. 
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From the òHomeó page, you can quickly find information about a particular partner 
simply by typing a few letters of their last name (or  donor id number if you know 
that) in the òFindó box.    Note: you can quickly return to the Find box on the home 
page from most places in the program by pressing <Control -F>. 

Personalizing the Program for You r Needs  

When you first begin using the program,  you need to do some personalization.  Not 
all of the personalization options need to be set up at the beginning, but at the 
minimum, you will want to set the following options:  

Your name and address 

Your e-mail address 

To begin personalizing the program, choose the òPersonalize this Programó from the 
home page 

When the òPersonalizeó page comes up, click on the tab titled òMy Information.ó  
You will see the screen below: 
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On this page, you will want to set your name and address (this is used for envelop e 
addressing) and your e-mail address (used for bulk e-mailing).   

In addition, if you are currently using AOL for e -mail, put a check mark before òI use 
AOL for my E -Mail.ó  (AOLõs mail software uses a different method of handling 
òblind copyó addresses than most e-mail clients). 

CCCU Options  

In addition, if you are a missionary with the CCCU, the program has a number of 
additional options for CCCU missionaries. These options change how the program 
analyzes support totals to accommodate CCCU methods of support calculation.  

Online Account Login Information  

If you are a missionary with World Gospel Mission, the program also allows you to 
enter your Login Name and your password for the òSnapshot Web View.ó  This will 
allow you quick access to your online financial information from WGMõs accounting 
system.  (Note:  at this writing, the automatic login of the Snapshot Web View is not 
yet fully implemented at the WGM Snapshot web site.)  

Setting up Custom Categories  / Lists  

The Donor Manager allows you to set up to 10 custom òCategoriesó or òListsó to 
enable you to personalize how you track your ministry partners.  The program comes 
with some suggested lists set up for you and you can add to this list or change 
anything on this list.  

To customize your user defined lists, click on the òPersonalizeó Tab. 
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As you use the program more and more, you will get a better feel for how these 
custom lists can be used.   They allow you to profile your ministry partners in ways 
that make sense to you and are usable to you, and then to extract or filter the ministry 
partners that are on particular lists.   

There will be more discussion of this later, but these lists are customized from this 
page.  You can reach this page at any time by choosing òPersonalize this Programó 
from the home page. 

There are a number of other program options that can be set at any time from.  

Letõs take a look at working with the main data file of the program:  your ministry 
partners listing.  
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Working with Partner  

Information  

Partner Listing  

The Partnerõs List gives you a list of all of the names and addresses that are in your 
file. If youõre just getting started with the program, this list will, of course, be empty.  
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Tips on I mporting Names and Addresses from Other Programs  

If you have mailing list inf ormation in another program , the Donor Manager 
program can probably import your information to save you the trouble of 
retyping all of the information.  

Using the pull down menus at the top of the screen, select /Tools /Import.  
The program can import name and address information from Outlook and 
from Excel files.   Most other database programs (including Access) can save 
their tables in Excel format. 

For additional tips and step by step information on importing data from 
various programs, see chapter 12 of this userõs guide.   You can also go to the 
Donor Manager website at www.donormanager.com  and follow the links to 
òHow Do I é ò    

If you need help with this, feel free to contact support at 
support@donormanager.com.  

This screen contains a list of all of the names, cities, and support information about 
each name in your mail in your mailing list. From this screen you can do a number of 
things. Near the top of the screen, you can click one of the letters there to quickly 
jump to the first name in your mail unless that name begins with that letter.  

Another way to quickly find a record is to type the first few letters of the personõs last 
name in the òFindó box.    

You can also choose the order in which the records are presented. You can view them 
in alphabetical order, or in ZIP code order. Using ZIP code orders is useful to see 
clusters of people who live near each other.  
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Filtering the Partners Listing  

In addition, you can apply some òfiltersó to the list.  From the pulldown menu titled 
òFilteró you have a number of ways to limit the names presented to you.  For 
example, if you wanted just to work with those who have made a pledge to 
financially support your ministry, choose òSupporters Onlyó from the pull down list.   

 

 

If you want to clear the filter and  return the listing to showing all names on your list, 
simply click the òShow Alló button and the filter will be cleared. 
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Other Partner List Options  

From the partnerõs list, you can do several things.  At the bottom of the names and 
address list, thereõs a button that is titled òBrowse Full Screenó.   Clicking on this 
button will give you a larger view of your donor list, one that covers your entire 
screen which may be more useful to you if you are working with a large group of 
names at one time. There are several different views on this screen which will enable 
you to view large amounts of information very quickly.  

 

 

You can edit most of the information directly on these screens if you wish.  To close 
this òfull screenó mode, simply click the òCloseó button, or press <Esc>. 

 

Getting a Map to a Partner õs House 

If you are online, or have access to the internet, you can get a map and driving 
directions to a ministry partnerõs house.   Simply find the name of the partner you 
wish to map, and click the òMapó button at the bottom of the screen.   
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If you are online, you will be presented a map to the personõs house with the option 
of getting driving directions.  If you are not online, your computer will attem pt to 
connect to the internet to get this information  

Getting Detailed Partner  Information  

Once you have located the name of the person that you want to work with  on the 
òPartners Listó screen, you can move to the Detailed Information screen by either 
clicking the word òDetailsó on the menu near the top of the screen, or, simply by 
double clicking anywhere on that partnerõs line.  

Partner Detail screen  

The partner detail screen allows you to see specific information about one particular 
contact at a time. Letõs take a look at each of the parts of this screen and give some 
information about the type of information you would keep in each of the fields.  

 

 

Navigating through the partner records  

When the detailed partner information is screen active, you can navigate through the 
partner records by clicking on the bu ttons in the bottom left -hand corner of the screen 
to go to the first record in the file, previous record, next record, and last record in the 
file. There are also buttons to click when you want to add a new partner, when you 
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want to print an envelope for the partner whose record is on the screen, or to delete a 
partner whose information you donõt need in your file any longer.  

If you click the button titled òClipó, a copy of the partnerõs name and address 
information is placed onto the Windows clipboard.  This is useful for pasting into 
other programs (e.g.: Word when writing a letter, pasting into an e -mail when 
someone asks you to send them John Smithõs address, etc.). 

Partner Information  

The first block of information in the upper left -hand side of the screen is basic contact 
information. Here you will enter the name of the contact (you can use up to two lines 
for this), up to two lines of address information, the city and state and zip code for 
this contact as well as the country they live in. You can also enter the contactõs main 
phone number, and their e-mail address if you know it.  

The next block of information contains a bit more information about the donor.  

Sort name . The sort name is the last name of the donor with a few letters of their first 
name. This determines the alphabetical ordering of the file. 

Donor ID.  In this field, put the  partnerõs donor number if you know it. If you donõt 
know it, simply leave this blank.  

Donor type . You can set up a number of òtypesó of donors in a way that is 
meaningful to you. You can then assign each name to a particular category. The 
program, as it comes to you, has a number of pre-defined donor types: regular 
support, cash and gifts, Life Investment, not a donor, etc.  You can add to this list 
additional categories that are meaningful to you.  

Denomination:  specify the denomination this supporter is a part of, if you know it. 
The program is able to use this information to do an analysis of your support based 
on the denomination so that you can tell how much of y our support comes from 
people from each of these church backgrounds.   (Note:  you can easily change the list 
of denominations from the Tools / Codes / Denominations screen.)  

Interest : In this field, indicate the level of interest this donor has in your m inistry. 
You can set their interest level at low, medium, high, or very high. This information is 
often useful as you are planning your deputation 
schedule.  

Potential:  In this field, indicate your assessment of this 
partnerõs potential to support your ministry financially.  

Phase:  In this field, indicate what phase of involvement 
this partner has with yo ur ministry.  There are a number 
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of phases listed.  This field can be useful as you plan for ministry partner 
development. 

Note:  These three fields (Interest, Potential, and Phase) are optional and can be 
turned off by the user.  If you do not wish to use these fields (or if you wish to òhideó 
them, they can be turned off from the /Tools /Personalize screen).  

 

Partner Profile Information  

On the upper right h and side of the detailed donor information screen, is a series of 
check boxes. 10 of these check boxes are user-definable, and you can decide what the 
captions will be for each of these boxes. The program comes with a number of these 
pre-defined; however, you can change these as you see best. Think of the categories 
that are meaningful to you as you analyze your support base. For example, the 
system comes with the following categories pre-defined: prayer team, WGM staff, 
pastor, Life Investment, my family, etc. The other categories can be used as you set 
these up special lists.  

There are six set lists that the program has set up for you. These are: 

¶ Is a donor,  

¶ Is a church,  

¶ Is a Prospect,  

¶ Is OK to solicit ,  

¶ OK to E-Mail, and  

¶ Send Newsletter.  
 

In additio n, for CCCU Staff, a seventh option is presented:  Is a CCCU Supporter. 

Is a Donor :  If you consider this person a donor, be sure to put a check mark in the òis 
a donoró box.  

Is a Church:   Likewise if this contact is a church, indicate that.  If there is a check in 
the òIs a Churchó box, this contact will appear on the òChurchesó page.  

Is a Prospect:  If you consider this contact to be a prospect whom you want to 
approach concerning support for your ministry, put a check in the  òis a prospect 
boxó.  

OK to Solicit :  Most of the names on your list will be nam es that you would be 
willing to solicit funds from. However, you may have a few names on your list that, 
for whatever reason, you do not wish to send fund -raising appeal letters to. If you do 
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not wish to solicit funds from this contact, remove the check mark in the òOK to 
solicitó box.  

OK to E -Mail:    If you have an email address for a person, putting a check mark here 
will include this partner on your bulk e -mailings. 

Send Newsletter:   Putting a check mark here allows you to include this partner when 
preparing mailing labels or envelopes for newsletters.  

 

Additional Partner Information Pages  

On the bottom half of the detailed donor information screen are four tabbed pages 
that contain additional informati on about each contact.  

 

The first page is titled òPartner Information.ó Letõs take a look at each of the fields 
here.  

Dear.  In this field, put the greeting that you would normally use in a letter. In other 
words, what would you put after the word òDearó in a letter?  This information is 
used when creating mail merge letters.  If you donõt intend to mail merge letters from 
the information in the donor manager, feel free to leave this field blank.  
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Church.  In this field you can type the name of the church t hat this person is a part of. 
However, thereõs also a button there titled link. If you click the òLinkó button, the 
program will give you a list of all the churches that it recognizes in your system. You 
can then link that donor directly to a church. This is the preferred method, as it then 
allows the system to track the direct relationship between the donor and his church. 
When you go look at the churches screen in your system, if you have linked donors 
to a church, it will then give you a list of all the names of the people who are in that 
particular church.  You can also get a report of each church and the list of people 
linked to that church.  

Source . In this field, put some information about how this personõs name got on your 
mailing list. Perhaps you met them in the service, perhaps at one of the Celebrations, 
perhaps they came to the field on a work team or signed one of your òIõm praying for 
youó cards. This field is just a reminder of how you came to know this person.  

Alternate contacts.  The next part of the screen allows you to specify up to two 
alternate ways of contacting people. Hereõs the place for you to put in their work 
telephone or their cell telephone numbers or another e-mail address for them. You 
specify the type of contact and the information about the contact that works best for 
you.  

Family information.  The next field gives you an opportunity to put additional 
information about this particular contactõs family. You may want to put a spouse 
name in here, the names of children, and the other family information you may want 
to keep. If thereõs not enough room in the family information area to record the 
details you want, you can put additional information in the Notes section.  

Occupation.  Record here any information you want to about the oc cupation of this 
contact.  

Web Site:  If this partner has a web site (often true for churches, and getting more 
often for individuals), you can indicate the web site address here.  If you would like 
to go to their web site, click on the òGoó button to open the website in your browser 
(assuming that you are online).  

Support.  In the next section you record the amounts of support and the frequency of 
the support that this donor has pledged if they have become a regular supporter of 
your ministry. For example i f a person has pledged $25 per month you would put 
$25 in the first field, and then change the next field to òmonthlyó. The program will 
translate this into a per month amount for donors who give less often than every 
month. For example you may have a donor who has pledged $300 per year, but they 
might not give every month. You would record this pledge as $300 per year. The 
program will convert that into $25 per month.  
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Note for CCCU staff:  If this partner has a pledge in your ministry, and you 
have the partner tagged as a òCCCU Supporteró, the program will calculate 
this partnerõs pledge at 90% when doing total support calculations. 

Next step . In this field, put a word that describes what is going to be the next step, if 
any, in your working with this cont act in developing a relationship with them.  

Notes . The next section of the screen gives you the opportunity to put unlimited 
notes. Put here any information that will be of use to you.  

 

The Giving History tab  

 

 

 

If you wish, the donor management program  can keep detailed records about the 
contributions that people send in for your ministry. The donations are kept month by 
month and this screen enables you to see an unlimited amount of history of the 
donorõs giving to your ministry.  

Note for WGM Staff:  Weõre able to provide you with a data file that contains 
giving history back to 1995 from information  at headquarters if you would 
like this information.  
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In addition,  through the internet, you can get up -to-date donor information 
from the SnapShot Webview.  This information can be saved to your 
computer and automatically imported into the donor manager.  New donors 
are added to your mailing list, and their contributions are automatically 
posted to the appropriate month in their giving history.  

For WGM contributions, this information is accessed through the web. For 
CCCU staff, this information is supplied via e -mail.  More information on the 
processing and recording of contributions is found in Chapter 4 of this Userõs 
Guide. 

As you look at giving history p age, please understand that generally you do not 
make actual entries on this page. This is for your review only.   However, if you want 
to be able to edit the giving information directly in the grid here, you can turn this 
feature on.  Go to the /Tools /Pe rsonalize screen and select the option òAllow me to 
edit giving information directly in the giving history grid.ó 

However, for normal monthly gift processing, there are special routines for entering 
new donations that have been received on the òGiftsó page of the program.  

 

Special Days Tab  
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Many missionaries like to keep track of the special days in the lives of their 
supporters. Birthdays, anniversaries, and other events are useful bits of information 
to keep. If you keep this type of information, you w ould use this page to enter these 
events. The program then allows you to get a list of the events from all of your 
contacts sorted by date to make it easier for you to send birthday cards, anniversary 
cards, e-mail notes, or however you choose to keep in contact with your supporters.  

To record a new event, simply click on the button labeled òadd event.ó This will add 
a blank line to the screen and allow you to enter the month and day and the word 
describing the event (like òbirthdayó or òanniversaryó), and an additional bit of 
description concerning this event, like the name of the specific family member.  

  

The Touches Tab  

 

 
 

 

This screen contains information about the various interactions or òtouchesó that you 
have had with this particular contact. You si mply record the date , the type of contact 
(like òcalló or òletteró or òvisitó, etc.) and any notes or comments about that particular 
touch. This is particularly useful when you are wanting to record the history of phone 
calls or visits that you might make with this particular donor to record what you 


