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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 t hasbgenupdptedam ex@ntled s user 6s
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 number 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-enail address list for bulk e -mail newsletters,
and will also export its data for use in other software programs and syncing with a
handheld computer.

{®)



Distribution
The Donor Manager, while copyrighted, can be freely copied and distributed within
the missionary community at no charge. You can check for program up dates 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 ¢ 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 user ds gui de and t he
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

addi ti o

When the program installs, it adds a program gr

Soft war e. O6e chafghd by thecusenat itstallation 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).




Importing Data from Another Program

If you have name and address information in another program , please refer to
chapter 12 of this wuserds guide for detail ed
information into the Donor Manager.

Navigating the Program

When the program starts, you will be presented
This screen ligs the most common functions of the program. In addition, there are

standard opull downdé menus at the top of the s

to the parts of the program, and also contain infrequently used commands.

You can returmpage Bheaoalfomédme by clicking the ¢
top of the main screen, or (more easily) by clicking anywhere on the title bar of each

screen.

+ Address Service Requested

Home Pariners Detaills Churches Reports Gifts

ini isti Fndpartner: [ |
Ministry Partners Listing n Fartner ‘
Browse a listing of all ministry partners k
Partner Details :
View detailed information about one partner Special Days Prospeits
Churches B
Churches and people associated with that church Follow Up Reminders  Support Goals
Print & View Reports Personalize My Information
General ministry partner reports
- . Backup Export
Giving Analysis Reports
Analyze giving patterns and trends Custom Reports Update Codes
Envelopes Mailing Labels
Record Contributions Check Online for Program Updates
Enter the details of contributions received Send Bulk E-Mail
Monthly Giving Reports
Print list of partners who gave in a month Snapshot Web View
6 Year Giving Summary Top Donors Report
LYBUNTY Report
londay, December 28, 2003 Quit

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 | ater parts of this




From the O0Homed page, you can quickly
simply by typing a few letters of their last name (or donor id number if you know
that) in the O0Finddéd box. Note: you

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, c hoose the oOPersonali
home page

When the oOPersonalizedé page comes up,
You will seethe screen below:

+ Address Service Requested

Details Churches Reports

Home  Partners

Gifts E-Mail Support Development

Backup & Restore | Personalize | Envelope Setup l Codes l Table Statistics l Custom Terms

My Name and Address Other Information

User Mame | John and Beth Muehleisen I am with WGM - use WGM Snapshot Tools
World Gospel Mission 1 am with CCCU - use CCCU Tracking

Address 1620 Martha Drive

Marion, IN 46952

My E-Mail Information

Your E-Mail |john @donormanager.com

1 use AL for my E-Mail %

can

ze thi

i nf c
qui c
i's Pr
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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 AOLfore -mai | , put a check mark bef
AOL formy E-Mai | . 6 (AOLG6s mai l software uses a dif
Obl i nd copy éannwost dmacliests.s t h

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
allow you quick access to your online financi a | information from WGM3s &
system. (Note: at this writing, the automatic login of the Snapshot Web View is not

yet fully implemented at the WGM Snapshot web site.)

Setingup  Custom Categories [ Lists

The Donor Manager allows youto setupto 10 custom o0Categoriesd or
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 definedlist s, click on the OPersonalized T




Home Partners Details Churches Reports Gifts E-Mail Support Development

Backup & Restore  Personalize ]Envelope Setup l My Information ] Codes l Table Statistics l Custom Terms l

User Definable Lists Define Late Donors
A late donor is one who has not given in -
UserList1  |Prayer Team Clear Al Check All how many months? 2
UserList2  |WGM 5taff Clear All Check All
UserList3  |Pastor Clear Al Check All Editing Options
UserList4 | Hotiist Clear Al Check Al Allow me to edit the giving history information
UserList5 |Life Share Clear Al Check Al directly in the partner detail info grid
User List6  |Former Supports Clear All_| Check Al Partner Potential, Interest, and Phase Fields
Userlist? | Our Family Clear Al Check All Show fields for partner interest, potential, and
UserList8  |Indian Springs Clear Al Check All phase on the partner master screen
UserList3  [Nov Thank ¥ : 3
; ov Thank Yous Clear Al Check All Automatic Backup on Exit
User List 10 |Need Info Clear All Check All
Do a Quick Backup of my data automatically when
exiting the program
Other User Definable Fields Folder Name |D0nor Manager Data Backup |
. ; Flace a copy of my mailing list data in Excel format in
User F!eld 1 |Family Info the "My Documents" folder when exiting the
User Field 2 | Occupation program.

Excel File Nam | PartnerMames |

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 tken to extract or filter the ministry
partners that are on patrticular lists.

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

There are a number of other program options that can besetat any time from.

Letds take a | ook at working with the
partners listing.

ma i

t i me

n

by
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Working with Partner
Information

Partner Listing

The P a Lidt givesyousa list of all of the names and addresses that are in your
file. 1 f youdedwiththapsgramgtieislist wilha cowse,de empty.

\| John and Beth Muehleisen & =E3
Home  Partners Detaills Churches Reports Gifts E-Mail Support Development Tools Quuit
[alblc]de[fTah[i[i[k[TIm[n]e r a]r [s [tulvw]x]v]z] Findl:ll AMpha _Zip Code | Filter |All Names [ ShowAIIl
Last Name Donor Name City and State Support|Frequency |Type [Church -
BATES Hazel Bates Jemison, AL FR |ECNA
BEALL Mr and Mrs F Dan Beall Dublin, GA Dublin, GA First IMC
BEAM SAM Mr and Mrs Sam S Bean Greenwood, IN 50 |Month SU  |Southport Presbyterian Church —I
BEAVE RALP Mr and Mrs Ralph Beaver Tavares, FL
BEDSCLE Mr. & Mrs, Melvin D. Bedsole Moundville, AL FR. |Moundville UMC
BEEVERS Mr. & Mrs, Kelly Beevers, Ir. Cleveland, M5 OL |First Ind, Meth, Ch,
BELL Mrs, Delores Bell Follett, TX FR  |Follett UMC
BELOTTI David Balotti New Smyrna Beach, FL First Presbyterian Church, New Smyrna Bea
BENDIMGER. Rev. &Mrs, Bruce Bendinger Indianapalis, I FR  |Church of the Lakes
BENMETT Mr. & Mrs. Darius V. Bennett Vienna, WV FR
BENMETT T1 Tim and Diane Bennett .
ENSON RON | Ron and Thelma Benson Pearl, M5 Victory CMC ?
BENTOMN Mr. and Mrs, H.W. Benton St. Simons Island, GA FR
BEREM TREA  |Miss Treasure Berens Pharr, TX 10 |Month SU
BERENS Mr. Lorne Berens Dorr, MI
BETHAMY EC  |Bethany Evangelical Congregationa Emlenton, PA 130 [Month Bethany Evangelical Congregational Churc
BETZ KYRI Mr and Mrs Kyril C Betz Avon Park, FL SU
BISHOP Mrs. C.]. Bishop Columbus, GA 10 |Monthly SU  |Sanctified
BLACKBURN Rev. and Mrs, Dave Blackburn Irondale, AL FR
BLAKEMEY Rick and Leslie Blakeney Raymond, M5 SU | Asbury Congregational Methodist Church,
BOBOT Mr. and Mrs, Steve Bobot Powhatan Point, OH FR  |Powhatan Point UMC
BOHME Mr. and Mrs. Brent Bohne Fulles, VA 40 |Month 5 |Good Shepherd
BOHS HELE Helen K Bohs MNew Smyrna Beach, FL Coronado Methodist -
Map Address | | Clip | Delete this Partner | | Browse Full Screen




Tipson| 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 chapter12ot hi s user ds g udothée You can
Donor Manager website at www.donormanager.com and follow the links to
OHow Do | é 0o

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

This screen contains a list of all ofthe 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.

ickly find a record is to type

Anot her way to qu
ndd box.

name in the OFi

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.




Filtening the Partners Listing

I n addition, you c arhelstpfrdmthe puldoven mént fitlkdt er s 6 t o t
0 Fi | yoe made 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 0Supp

i John and Beth Muehleisen
Home | Partners Detalls Churches Reports Gifts E-Mail Support Development

EII[AEFlalR [ G Tm[n[olplal [s([MVWX[[z] Fnd| | ["Apha  _ZpCode| Fiter [Pledged Supportel~ | Show Al |

Last Name [Doner Name [City and State [Bupport[Frequency [Type [Church [«

A AA Dummy Record for Testing Cleveland, NE 15 |Quarter Alapaha United Methodist Church, Alapaha,

A &R MACH A & R Machine Co Inc East Sparta, OH 120 |Annual LI  |Christ's Community Church, Navarre, OH

ADKIN DOUG  |Mr and Mrs Doug Adkins Mairobi, 10 |Month su

ASBURY UMC | Asbury United Methodist Church  |Ozark, AL 1000 | Annual Asbury United Methodist Church, Ozark, A

AVON PARK Avon Park Lifeliners Avon Park, FL 100 |Annual

BANTE KEN Mr and Mrs Ken Banter Fort Valley, GA 10 |Month

BEAM SAM Mr and Mrs Sam 5 Bean Greenwood, IN 50 (Month SU  |Southport Presbyterian Church

BEREN TREA  |Miss Treasure Berens Pharr, TX 10|Month sU

BETHAMY EC |Bethany Evangelical Congrega Emlenton, PA 190 Hontﬂ J_ Bethany Evangelical Congregational C

BISHOP Mrs, C.J. Bishop Columbus, GA 10 |Manithly SU | Sanctified

BOHMNE Mr. and Mrs. Brent Eohne Fulles, VA 40 |Month SU | Good Shepherd

BOYETTE GI Mr. and Mrs. G.I. Boyette Jackson, MS 10 |Monthly SU  |Asbury Congregational Methodist Church,

BRIARY UNI Briary Union Church Eubank, KY 10 |Month

BRITE Mr, and Mrs, Miles Brite Elizabeth City, NC 10 |Monthly SU  |Elizabeth City EMC, Elizabeth City, NC

BROWN LARR.  |Mr and Mrs Larry Brown Winfield, IL 40 |Month =]

BYRD KEITH Drs. Keith and Diane Byrd Auburn, AL 25 [Month

CARROLOUI  |Rev Louis R Carroll Mattawan, MI 120 |Annual

CARTER SUS  [Miss Susan Carter Bristol, TM 30 |Quarter

CHRIST OUR.  |Christ Our Anchor Presbyterian Chl Annapolis, MD 100 |Annual SU  |Christ Our Ancher Presbyterian Church, A

COKER Rev. &Mrs. Bill Coker, Jr. Olive Branch, M5 50| Month SU  |Nazarene

CROUC PHIL  |Mr and Mrs Phillip H Crouch St Clairsville, OH 50 |Month SU | Theburn United Methedist Church, St. Cla

DARRE EDWA |Mr and Mrs Edward Darrenkamp  |Goshen, IN 25 Month

DAVIS.RON Mr. and Mrs. Ronald Davis Elizabeth City, NC i0|Monthly  |LI  |Elizabeth City Evangelical Methodist Chu -
Map Address | | Clip | Delete this Partner | | Browse Full Screen

If you want to clear the filter and return the listing to showing all names on your list,
simply click the o0Show All 6 button and the filt




Other Partner List Options

From the partner ds | i s tAttheypaitam ottkemameésoands ev er al t h
addr ess | alwiton that ik wledeoBrewse F u | | Screenbo. Clicking
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 areseveral different views on this screen which will enable

you to view large amounts of information very quickly.

Povaven wnd Updote e Db 1 ke

You can edit most of the information directly on these screens if you wish. To close

this o0full screend modeanomspiesapglsgs. cl i ck t he o0CI os
Getting a Map to a Partner 0s House

If you are online, or have access to the internet, you can get a map and driving
directions to a ministry partnerds house. Si

wi sh to map, an dttoeadtthechétton ditke scrella p 6 b u

10



I f you are online, you wil!/l be presented a map

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
oOPartner s ,lydu<dndnovs o the Patailed Information screen by either
clicking the word o0Det ail s ésceean, ot singplylogenu near
doubleclickingany wher e on linhat partnerds

Partner Detail screen

The partner detail screen allows you to see specific information about one particular
contact at a ti me. Letds take a dvesoke at each
information about the type of information you would keep in each of the fields.

+ John and Beth Muehleisen
Home Partners | Details Churches Reports Gifts E-Mail Support Development

Name Mr and Mrs Sam S Bean SortName  |BEAN SAM Prayer Team [] Former Supporte []
Name 2 Donor ID 0085276 wGM staff [ our Family [
Address  |734 Sable Ridge Dr Partner Type |Regular Support |~ Pastor []  Indian Springs []
Address 2 Denomination | Presbyterian = ‘ Hotlist Nov Thank Yous D
City Greenwood State [IN | Zip [46142-9763| Interest High = Life Share [] Need Info []
Country  |USA Phone| (317) 888-026 Potential | Medium ~|  IsaDonor OK to Solicit
E-Mail sbean@beangraphics.com | Send | Phase Partner - Financia| v | [s@Church O OK to E-Mail

Is a Prospect Send Newsletter

Partner Information | Giving History | Special Days I Touches l

Dear Sam and Marilyn Notes
Church Southport Presbyterian Church | Link Asbury alum

= Marilyn's email: mbean@southportpc.org
St asbury Admin Assistant at Southport Presbyterian
Alt Phone 2 | Work Phone| v 317.882.7222 www.beangraphics.com
Alt Phone 3 v

Family Info | wife Marilyn
Occupation |Bean Graphics / Marilyn Southport Presby Church

Web Site | www.beangraphics.com | Go

Support l 50 I [Month ¥ l [ 50 l/month

Next Step | visit Select Photo File | Clear I
|N | 4 I > | Nl I Find ] I Clip | I Map I l Add New Partner | I Print an Envelope I l Send E-Mail | l Delete this Partner ]

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

11
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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 dondét need in you

| f you <c¢lick the button titled o0CIlipo, a copy
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 Smithoés addr

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. Youcanals o enter the contact 0s
phone number, and their e-mail address if you know it.

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

Sortname . 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, putthe par t mem®s number i f you know it.
know it, simply leave this blank.

Donor type . You can set up a number of oOotypeso6 of
meaningful to you. You can then assign each name to a particular category. The

program, as it comes to you, has a number of predefined 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.

UEnomINaTon | Presbyterian i
i| Interest High Tl =

Phase
Appt Scheduled | &
(Call for Dedision
Partner - Finandal |
Partner - Prayer
Notes Partner - Special

Mot Interested —
Asbury alum  |yeyer sk -
Marilyn's emair—moeamesoompor e, or
Admin Assistant at Southport Presbyteri
| | www.beanaraphics.com

Potential:  In this field, indicate your assessment of this j

partnerds pot ent i iatlyfinanoiallys u p

Phase: In this field, indicate what phase of involvement
this partner has with yo ur ministry. There are a number

12



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. I f you do not wi
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 usdefinable, 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 aresix setlists that the program has set up for you. These are:

1 Isadonor,

1 Isachurch,

9 Is aProspect,

1 Is OKto solicit,

1 OKto E-Mail, and

1 Send Newsletter.
In additio n, for CCCU Staff, a seventh option is presented: Is a CCCU Supporter.
sabonor : 1 f you consider this person a donor,

a donordé box.

Is a Church:  Likewise if this contact is a church, indicate that. If there is a checkin
the o0ls a Churchoé box, this contact wil

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 0is a prospect
boxa.

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

13
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notwishto sol i ci t funds from this contact, remove
solicitd box.
OKto 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.
+ John and Beth Muehleisen
Home Partners | Details Churches Reports Gifts E-Mail Support Development
Name Mr and Mrs Sam S Bean SortName  |BEAN SAM Prayer Team [J Former Supporte [J
Name 2 Donor ID 0085276 WGM staff [ Our Family [J
Address | 784 Sable Ridge Dr Partner Type |Regular Support | ¥ Past?orD Indian Springs []
Address 2 Denomination | Presbyterian 2 = Hotist [F] - Nov Thank Yous [
City Greenwood State |IN ] Zip |46142-9763 Interest High fudl Ear e
Country |USA Phone|(317) 888-026 Potential Medium - Is 3 Donor [4] OK to Solicit []
E-Mail sbean@beangraphics.com ‘ Send | Phase Partner - Finanda v | 5@ Church | OK to E-Mail
Is a Prospect Send Newsletter
Partner Information | Giving History | Special Days I Touches I
Dear Sam and Marilyn Notes
Church Southport Presbyterian Church | Link AsbLllrv alumI . "
Marilyn' il: @s 8
SoiveE—|ahury A Aot at SoPeeetFoa i
Alt Phone 2 |Work Phone| v || |317.882.7222 www.beangraphics.com
Alt Phone 3 -
Family Info | wife Marilyn
Occupation |Bean Graphics / Marilyn Southport Presby Church
Web Site www,beangraphics.com | Go
swport [ 50| [wonth  [*] [ 50]/month
Next Step Select Photo File | Clear |
IN]{I)I}” | Find ] I Clip | I Map I IAddNewParmer | IPrintanEnveIope l ISendE-MaiI| |DeletethisPartner!
The first page is titl ed adoBkearenoh efrthe fieldsf or mat i on.
here.
Dear. In this field, put the greeting that you would normally use in a letter. In other
words, what woul y ou piud letter Thesiinforindtian iswor d o Dear
used when creating mail merge |l etters. I f you

the information in the donor manager, feel free to leave this field blank.

14
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church. In this field you can type the name of the church that this person is a part of.

However, thereds also a button there titled I
program will give you alist 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.

Souce . In this field, put some information about
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 o
youd cards. Thi s f ihavlyalcams toknowsthis pasom. e mi nder of

Alternate contacts. The next part of the screen allows you to specify up to two

alternate ways of contacti ndopgéedhpidwk Hereds th
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 <contactos f a
name in here, the names of children, and the other family information you may want

to keep. | f thereds not enough room in the f a
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, clickonthe 6 Go 6 b ut t dhe website inoypue bmowser
(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 ne.
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

havethepa t ner tagged as a 0CCCU Supporterad,

this partnerds pledge at 90% when

Nextstep . 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

i John and Beth Muehleisen
Details | Churches

Home Partners Reports Gifts E-Mail Support Development

Name Mr and Mrs Sam 5 Bean Sort Name BEAM SAM Prayer Team [] Former Supporte [
MName 2 Donor 1D Q085276 weM staff O] Our Family J
Address | 784 Sable Ridge Dr Partner Type |Regular Suppart |~ pastor []  Indian Springs ]
Address 2 Denomination |presbyterian = _ Hotlist Mov Thank Yous ]
City Greenwaod state [IN [ Zp 461429763 Interest  [righ g—=ll Need Info (]
Country  |USA Phone|(317) 838-026 Potential Medium hd Is @ Donor OK to Solict
E-Mail sbean@beangraphics.com | Send | Phase Partner - Finandal = || 152 Church O OK to E-Mail

Is a Prospect Send Newsletter

Partner Information ~ Giving History |Specia| Days l Touches l

Support Year | Jan | Feb | Mar | Apr [ May [ Jun | Jul [ Aug | Sep | Oct | Nov [ Dec [ Total [«
50 50 50 50 50 50 50 350
2002 s  sof so] sof sof  s0]  sof 100 as0]_|
Begins Ends 2001 s s so| sof sol so| so|  s0l  s0|  s0 50| sof  sO0
2000 s/ s S0/ so/ S0 50/ so| 50/ 50/ 500 50/ S0 s00
First Gift Latest Gift 1999 s so| s0| s0/ s0f 50/ so| 50/ 50/ 500 50/ S0 s00
1998 25| 25| 25| 25/ 25/ 25/ 25 25| 25/ 25 25 25 300
Mov 91 Mov 03
1997 25| 25 25| 25 25/ 25/ 25 25| 25 %s 25| 25 300
Largest Gift  LargestAmount  |yg0¢ 25| 25| 25] 25| 25| 25| 25 25 o5 s| 25 2s] 30
Aug 02 1935 25 25 25 25 25 25 25 25 25 25 25 25 300
Total Giving % of Gifts 1994 25| 25| 25| 25| 25/ 25| 25| 25] 25| 25 25| 25 300| *
4535 136
|—| |—| Edit Giving | Add Year | Delete Year |
||{ | 4 | » | Nl | Find | | Clip | | Map | | Add Mew Partner | | Print an Envelope | | Send E-Mail | | Delete this Partner |

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
donords giving to your ministry.

Note for WGM Staff: We dr e abl e to provide you

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 contri
Guide.

butions i

As you look at giving history p age, please understand thatgenerally 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. Gotothe /Tools/Per sonal i ze screen and sel
edit giving information directly in the

he
ng

ect t
gi vi

However, for normal monthly gift processing, there are special routines for entering
new donations that have beenreceivedo n t h e 0 Qi tiietpregiamp a g e

Tab

Special Days

: John and Beth Muehleisen
Home Pariners | Detalls Churches Reporis Gifts

Prayer Team D Former Supporte D

MName Mr and Mrs Sam S Bean Sort Mame BEAM SAM

Name 2 Dionor ID 0085276 waM staff [ our Family
Address | 734 Sable Ridge Dr Partner Type |Regular Support = pastor [] Indian Springs ]
Address 7 Denomination | presbyterian - _ Hotlist Mov Thank Yous [J
City Greenwood State [IN | Zp [461429763| Interest | High === Need Info [
Country  |USA Phone| (317) 838-026 Patential Medium = | IsaDonor OK to Solicit
E-Mail sbean@beangraphics.com | Send | Phase Partner - Finandal = || 15 @ Church O OF to E-Mail

Is & Prospect Send Newsletter

Partner Information l Giving History ~ 5pedal Days |Touches l
Month |Da\-I |Event |Descri|:|ﬁon | =
11 25 |Birthday Sam
7 12 |Birthday Marilyn
3 6| Anniversary Sam and Marilyn
]
| Add Event ’\g | Delete Event |
]
||{ | 4 | 3 | Nl | Find | | Clip | | Map | | Add Mew Partner | | Print an Envelope | | Send E-Mail | |De|ete this Partner
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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, email notes, or however you choose to keep in contact with your supporters.

To record a new event, simply click on the butt
a blank line to the screen and allow you to enter the month and day and the word

describing the event (1'i ke @nbadditiandl dieof 6 or oOoanni
description concerning this event, like the name of the specific family member.

The Touches Tab

This screen contains information about the vari
have had with this particular contact. You si mply record the date, the type of contact
(l'ike ocall 6 or olettero6 or ovisitoéo, etc.) and

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

18



