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Blackbaud: All Donations, Contacts, & Account Activity

Partner Essentials uses the SKY API to query configured lists for relevant data. The SKY API is an interface tool that allows Blackbaud clients to connect and integrate Blackbaud solutions with other applications and
services.

Steps to Complete in Blackbaud:

e Visit https://developer.blackbaud.com/skyapi/ and create an account by following the Getting Started option. This gives you access to the APIs you will need.


https://developer.blackbaud.com/skyapi/

SKY API

Connect your app to the Ecosystem of Good™

SKY API provides developers with access to open, industry-standard REST APIs for Blackbaud solutions.
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This application can perform operations within all current and future Blackbaud solutions. subject to the consenting user's
access and permissions.
on to Solertiae for implementation. In our implementation, we will use Grant Type of Authorization Code, Auth URL of

. These will all be sent as Basic Auth Header per Sky API documentation.

« Please deliver the following connection informati
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« Username (please limit scope of privileges to READ only)
« Password

« Client ID

« Client Key

Solertiae recommends BitWarden as a service to securely deliver this connection information. Please do not share them via email.

Salesforce: All Donations & Contacts

Partner Essentials uses the Salesforce REST API to run SOQL queries against your instances for relevant GAU Allocations (within a certain time range), General Accounting Units (for activated users based on a
WorkerID), and Opportunities (to identify Primary Contacts/donors). This is based on the standard Salesforce data model. Adaptations can be made to consider any distinct implementations.

Steps to Complete in Salesforce:

o Create a Connected App
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Create a Connected App

To use OAuth 2.0, create an external client app. As the next generation of connected apps, external
client apps provide increased security and a better user experience. Learn more about connected

apps and external client apps in Salesforce Help.

Create a Connected App

Connected Apps support plugins other than OAuth 2.0.

Create an External Client App

External Client Apps support only OAuth 2.0 plugins.

¢ Enter App Name, API Name, Contact Email, and enable OAuth Settings. With OAuth Settings enabled, add the Callback URL and OAuth Scopes of Full access (full). Remaining settings can be left as default.
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o After you save the app, look for it in your list and select Manage. Then select Edit Policies and set All users may self-authorize.
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 Please deliver the following connection information to Solertiae for implementation:
o Salesforce domain
o Username (please limit scope of privileges to READ only)
o Password
o Client ID
o Client Key
o Security Token

Solertiae recommends BitWarden as a service to securely deliver this connection information. Please do not share them via email.



https://bitwarden.com/

Start Here: Connect Services

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up as ded to it provides assistance for you and your Partner

Essentials account. *

Connect Services facilitates how you connect to MPDX and connect other external services to MPDX. This integration allows you to manage multiple applications in one place to simplify your MPD process.

Connect Services

To locate or modify any of your Connect Services:

¢ Click on the gear icon (Settings) button (top right) and select Connect Services.
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The primary organization for your MPDX account was selected during setup. However, if you need to add a new or remove an existing organization, this option is located as shown below.
o Click the Dropdown Arrow to the right of Organization.

¢ Click Refresh, if needed, to sync MPDX with your ministry services.
e Click on the Trash icon to remove any unwanted organization.

Connect Services

The Key / Relay

org Add or change the organizations that sync donation inforr
organization will not remove past information, but will pre

East-West Ministries International

Add Account

Add Organization

o Scroll down and click on the Add Account button.



Connect Services

The Key / Relay

Organization

Org Add or change the organizations that sync donation infori
organization will not remove past information, but will pr:

CRU - United States of America

Add Account

o Click on the Drop-down on the right.
* Type the first few letters of the organization.
o Then select the correct Organization.

Org Add or change the organizations that sync donation information with this MPDX
account. Removing an organization will not remove past information, but will
prevent future donations and contacts from syncing.

Add Account

Organization

campud _ qQ

Arizona Campus Mission Foundation

‘ BC Campus Ministries ‘

\ Campus Christian Fellowship

o The Name of the Organization you've selected will be displayed.
¢ Click on Save.

Add or change the organizations that sync donation information with this MPDX
account. Removing an organization will not remove past information, but will
prevent future donations and contacts from syncing.

Add Account

Organization

Campus Christian Fellowship _ v

el

External Services
There are 4 external applications you can connect to MPDX: Google, MailChimp, prayerletters.com, and ChalkLine. Integrating one or more of these applications allows you to keep up with MPDX on the go.
Google

If you have a Gmail account and would like to connect MPDX to your Google Calendar:

o Click on the drop-down arrow to the right.
® The click on Add Account.



External Services

Google

Google

* Sign in to your Google account with the email of your choice.

Signin

1o continue to MPDX

Email or phone

first.las§@gmail.com

Forgot email?

After you login, click on Allow to grant MPDX to access your Google Account.

G Sign in with Google

MPDX wants to access your
Google Account

@ FKeelysawyer@cru.org
This will allow MPDX to:

B see, edit, download, and permanently delete your (i)
contacts

[E5  View and edit events on all your calendars ®

[ see and download any calendar you can access (7)
using your Google Calendar

Make sure you trust MPDX

YYou may be sharing sensitive info with this site or app. You
can always see or remove access in your Google Account.

Learn how Google helps you share data safely.

See MPDX's Privacy Policy and Terms of Service.

Cancel Allow

Your Google email address will be displayed in MPDX, External Services - Google.

¢ The Green Dot on the right indicates a proper connection.

¢ The Import Contacts button allows you to import your Gmail account address book.

o First, Create Groups in Google Contacts to import ministry partners only.
¢ The Add Account button allows you to add any additional Google email addresses.
e Click the Edit button to make changes to the email address listed.
e Click the Trash icon to delete the email address listed.

Google Integration Overview

Google’s suite of tools are great at connectingyoutoy

By synchronizing your Google services with MPDX, you
e See MPDX tasks in your Google Calendar
e Import Google Contacts into MPDX
e Keep your MPDX Contacts in sync with your Goo

Connect your Google account to begin, and then setug
and Contacts. MPDX leaves you in control of how each

Add Account


https://mpdx.helpscoutdocs.com/article/157-create-groups-in-google-contacts

External Services

Google - e -
Google

jendomesticdiva@gmail.com

- N

Google Calendar Integration
Once you grant MPDX access to your Google Account:
¢ You will see your Gmail Address listed.

* An Account Sync Dot will appear in green at the top right.
* To integrate your calendar select the Edit button.

External Services

Google

Google

¢ Click on Enable Calendar Integration.

EDIT GOOGLE INTEGRATION

You are currently editing settings for robin.kirchhof@cru.org
Calendar O Setup

MPDX can automatically update your google calendar with your tasks. Once you
enable this feature, you'll be able to choose which types of tasks you want to sync. By
default MPDX will add 'Appointment' tasks to your calendar.

Close Enable Calendar Integration

o The Calendar tab will have a green dot to indicate the sync was successful.
o Select the Tasks you want to allow MPDX to display on your Google Calendar.
¢ Click the Sync Calendar button.

EDIT GOOGLE INTEGRATION

You are currently editing settings for robin.kirchhof@cru.org
Calendar @ ; Setup

Choose a calendar for MPDX to push tasks to:

robin.kirchhof@cru.org v
Choose which of tasks below ¥ou' like MPDX to But Qnyour calendar:
o Call @ Appointment
© Email O Text Message
) Facebook Message O Letter
() Newsletter - Physical ) Newsletter - Email
) Pre Call Letter ) Reminder Letter
() Support Letter ) Thank
O ToDo © Talk to In Person

O Prayer Request

isable Calendar Integration Close

MailChimp

You can sync MailChimp with MPDX by using your existing email list or by creating a new list.

¢ Click on the drop-down arrow to the right then click Connect MailChimp.

MailChimp 0}

MailChimp Overview

ch\m)&) MailChimp makes keeping in touch with your ministry partners easy and

streamlined. Here's how it works:

1. If you have an existing MailChimp list you'd like to use, Great! Or, create a new
one for your MPDX cannection.
2. Select your MPDX MailChimp list to stream your MPDX contacts into.

That's it! Set it and leave it! Now your MailChimp list is continuously up to date
with your MPDX Contacts. That's just the surface. Click over to the MPDX Help site
for more in-depth details.

 Type in your Username and Password, then click the Log In button.

robin.kirchhof@cru.org

Add Account

Import Contacts



Connect MPDX to your account

MPDX is a free, secure app that helps you grow and maintain
your financial partnerships in a quick and easy way.

¢ Click on the Drop-down Arrow on the right.
e Select either MPDX Email Supporters to Create a New List.
¢ Or select an Existing List to sync with MPDX.

W( :e . Please choose a list to sync with MailChimp.

Pick a list to use for your newsletter

i- lect an Optio -.

MPDX Email Supporters  Create New List

BritWordaDay Newsletter Use Existing List
Before you sync, you have the option to:

* Automatically log sent MailChimp campaigns in contact task history.
o Then click Save.

Please choose a list to sync with MailChimp.

Pick a list to use for your newsletter

MPDX Email Supporters v

[ ¥l Automatically log sent MailChimp campaigns in contact task history ]

Save Cancel

¢ The Green Dot indicates a proper connection between MailChimp and MPDX.
* You can either Sync Now to update your MailChimp list,
o This is not necessary the first time you connect.
e Click Modify Settings to make any changes to the connection,
e Or click Disconnect to remove the connection from MPDX.

MailChimp e
W( :g . Your contacts are now automatically syncing with MailChimp

MailChimp list to use for your newsletter: MPDX Email Supporters
Automatic logging of campaigns: Off

Sync Now fodify Settings nnect

prayerletters.com

For those who prefer physical newsletters, prayerletters.com is an application that syncs with MPDX.

e Click on the drop-down arrow to the right.
¢ Click on Connect prayerletters.com Account.



prayerletters.com O

1- PrayerLetters.com Overview
B prayerletters

prayerletters.com is a significant way to save valuable ministry time
while more effectively connecting with your partners. Keep your
physical newsletter list up to date in MPDX and then sync it to your
prayerletters.com account with this integration.

By clicking "Connect prayerletters.com Account" you will replace
your entire prayerletters.com list with what is in MPDX. Any
contacts or information that are in your current prayerletters.con
list that are not in MPDX will be deleted.

We strongly recommend only making changes in MPDX.

Connect prayerletters.com Account

 Sign in to your existing prayerletters.com account by using the correct Email and Password.
 Or you can Sign in with Google to connect your account.

prrayerlettgﬁ
E-Mail:
(=]
Password: 4
&
OR
| G Sign in with Google |

Note: Connecting your account will replace your current prayerletters.com list.
Chalk Line

Another physical prayer letter tool that syncs with MPDX is Chalk Line.

o Click on the drop-down arrow to the right.
e Then click on Send my current Contacts to Chalkline.

Chalk Line

:E’ Chalk Line Chalkline Overview
e 450 YourCommenicatons

P Send physical

current list halkline with a simple click. Chalkii
anew newsletter out.

Send my current Contacts to Chalkiine

¢ Confirm sending your MPDX newsletter contacts to your Chalkline account by clicking Yes.

CONFIRM

Would you like MPDX to email Chalkline your newsletter list and open their order
form in a new tab?

No Yes

e After you confirm, click on in the Chalk Line site to create your order or sign in to your Chalkline account.
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Your MPDX database has been received.

You are about to use our new Chalk Line Store. You now will be able to setup your own
account, see past orders, have a communication portal to Chalk Line, access to new
templates, simplified ordering and more.

™ Check out the New Chalk Line Store

DonorHub: All Donations & Contacts

If you are looking for an integration with your accounting or contribution software not directly supported by Partner Essentials, you will probably find it is supported by DonorHub® by TntWare -

DonorHub® is a cloud service, fully managed by TntWare, that delivers information from your church's or mission organization's donation and accounting systems to your staff. This way your staff can
take full advantage of great support raising tools like TntConnect and Partner Essentials without having to manually enter donations. The data flows from your organization's systems automatically so
for all this benefit, you add zero work to your office staff.

AND DonorHub® by TntWare also integrations with MANY accounting systems! If you prefer to start with just a contributions integration, you can always update account balances in bulk as needed.
Please see : i .

Steps to Complete in DonorHub® by TntWare:

o Establish service via https://www.tntware.com/donorhub/.
Steps to Launch:

o Signup for a Partner Essentials integration service and select DonorHub® by TntWare.
Considerations:

It is possible to share accounts with other Partner Essentials users.
o How to manage this as an Org Admin via DonorHub® by TntWare:

= Option 1: I want to setup a field worker to be able to see more than 1 designation on the PE Dashboard. In DonorHub® by TntWare, please create and link the desired designations against a single
profile. This profile will appear as an account in Partner Essentials. BUT warning, IF the same designation set appears on any other DonorHub® by TntWare profile - regardless of the profile’s name,
they will automatically behave per Option 3 below.

= Option 2: I want to setup a field worker to be able to see designations on separate PE Dashboards. In DonorHub® by TntWare please create Option 1 for as many profile/account sets as you desire. BUT
warning, IF the same designation set appears on any other DonorHub® by TntWare profile - regardless of the profile’s name, they will automatically behave per Option 3 below.

= Option 3: I want a team of field workers to be able to collaborate and manage notes and tasks for a common shared PE account. This will automatically happen for any DonorHub® by TntWare profiles
that have a common set of designations selected.

o How to empower your users to manage this via Partner Essentials:
= Option 1: User can share a Partner Essentials account with another Partner Essentials user - and revoke at anytime. Please see Setup: Manage Accounts.
= Option 2: User can provide limited coaching access to any Partner Essentials user - and revoke at anytime. Please see For MPD Coaches, Team Leads and Supervisors. THIS IS THE
RECOMMENDED APPROACH FOR SHARING.

Google: Create Groups in Contacts

* We would like to thank Cru for providing this article from their help library. This article has been revi d and uy as ded to it provides assistance for you and your Partner
Essentials account. *

Creating Groups (Labels) in Google Contacts
e Log into your Gmail Account.
¢ Click on the Google Apps icon

 Click on the Contacts icon.
¢ Your Google Contacts should open in a separate window or tab.

10


https://www.tntware.com/donorhub/
https://gethelp.solertiaelabs.com/hc/en-us/articles/25609921765389
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https://gethelp.solertiaelabs.com/hc/en-us/articles/21114081714189
https://gethelp.solertiaelabs.com/hc/en-us/articles/21113762584205
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* On the left, locate the Labels section and click on Create Label.

Google Contacts

Contacts (182)

D Frequently contacted

0 puplicates

A Labels
Cru staff (3)

Imported Yahoo Mail 8/31/1...

l +  Create label l

¢ Type in the Label Name, i.e., MPDX and click OK.

Create label

MPD| 4mmm

CANCEL

The MPDX label will displayed in the Labels List.

-~ Labels

B Cru Staff (3)

B Imported Yahoo Mail 8/31/1...

B MPDX Van | ]

+  Create label

o Select the Contacts you want to add to the label, i.e., MPDX.
¢ Click on the Manage Labels menu.
 Select the New Label.



= e Contacts Q  Search /

B- L1 OB

I— Create contact

Do

Aladdin

©

Aladdin Frimvess

&«

Merge & fix 22

~  Labels Anita Radcliff

MPDX 125 o Anita Radcliff

U

+  Create label

Anna Princess

=3

Import

Annual Donor
&> Export

= Print o Aragorn Arathornson

Note: Once you've added the selected Google Contacts to that new group, you are ready to Import Google Contacts into MPDX.

Manage labels

CONTACTS (125)
[  MPDX v
Contacts 125

ncessJasming(

Frequently contacted -+ Create label

roger.musician@t:

sweeta.anita@too

anna(@cru.org

Arwen@gmail.con

Google: Sync Calendar

* We would like to thank Cru for providing this article from their help library. This article has been r dated as ded to

Essentials account. *

and uy

To sync MPDX with your Google calendar:

¢ Click the gear icon (Settings) button and select Connect Services.

<+ [

lon & Preferences 3USD (59

{® Notifications
¥ Connect Services
= Manage Accounts

— 2 Manage Coaches

¢ Scroll down to External Services.
¢ Click on Google and then Add Account.

it provides assistance for you and your Partner

12
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mpcl,'/ Dashboard Contacts Tasks Reports v Tools ¥  Coaching

L Settings Connect Services

Preferences
The Key / Relay

Notifications

Organization
Connect Services

External Services
Manage Accounts

Manage Coaches Google

G O g I e keely.saw

Manage Organizations

Admin Console

MailChimp

prayerletters.com

Chalk Line

« Sign into your Google Account using your Gmail address.
e Click on Next.

G Sign in with Google

Signin

to continue to MPDX

Email or phone
’( first.last@cru.org ‘

Forgot email?

¢ Click Allow to grant MPDX access to your Google Account.

13



G Sign in with Google

MPDX wants to access your
Google Account

@ Keely.sawyer@cru.org
This will allow MPDX to:

B see, edit, download, and permanently delete your (7)
contacts

[ View and edit events on all your calendars ®

E See and download any calendar you can access @
using your Google Calendar

Make sure you trust MPDX

You may be sharing sensitive info with this site or app. You
can always see or remove access in your Google Account.

Learn how Google helps you share data safely.

See MPDX's Privacy Policy and Terms of Service.

Cancel

Google Calendar Integration

Once you grant MPDX access to your Google Account:
* You will see your Gmail Address listed.

¢ An Account Sync Dot will appear in green at the top right.
¢ To integrate your calendar, click the Edit button.

External Services

Google

G o g I e robin.kirchhof@cru.org

Add Account Import Contacts

¢ Click on Enable Calendar Integration.

EDIT GOOGLE INTEGRATION

You are currently editing settings for robin.kirchhof@cru.org
Calendar O Setup

MPDX can automatically update your google calendar with your tasks. Once you
enable this feature, you'll be able to choose which types of tasks you want to sync. By
default MPDX will add 'Appointment' tasks to your calendar.

Close Enable Calendar Integration

¢ The Calendar tab will have a green dot to indicate the sync was successful.
o Select the Tasks you want to allow MPDX to display on your Google Calendar.
¢ Click the Sync Calendar button.

EDIT GOOGLE INTEGRATION

You are currently editing settings for robin.kirchhof@cru.org
Calendar @ ; Setup

Choose a calendar for MPDX to push tasks to:

robin.kirchhof@cru.org v
Choose which of tasks below ¥ou'd like MPDX to But Qnyour calendar:
o Call @ Appointment
© Email O Text Message
) Facebook Message O Letter
() Newsletter - Physical ) Newsletter - Email
() Pre Call Letter ) Reminder Letter
() Support Letter ) Thank
O ToDo © Talk to In Person

O Prayer Request

isable Calendar Integration Close




MailChimp: Preparing Your List

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner

Essentials account. *

Before you connect your MPDX email list with your MailChimp account, here are a few steps that will save you time later on.

Step 1: Make sure all of your Ministry Partners are set up to receive a Newsletter.

Go to Contacts in MPDX, and Filter your Contacts by Status Partner-Financial, Status Special, and Status Partner-Pray as seen in the screenshot below.
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e E ancouer, SCYSW 242

TIM PeerParker | Stff Account

Step 2: Review these Contacts and verify that they are all on your Newsletter List in MPDX. Contacts who are set to receive “Newsletter - Email” or “Newsletter - Both” will be placed on the MailChimp list when MPDX
is synced with MailChimp. Changing the email preferences will update or remove a contact from the MailChimp list if the sync is turned on. If your MPDX account is not connected to your MailChimp account, your list

will not sync and you will need to manually update your list in MailChimp.

Step 3: To update the newsletter preferences for any contact click in the Newsletter field and select the appropriate newsletter format.

mpdi\’ Dashboard Contacts Tasks Reports » Tools v Q + A &
1 filter applied Mouse, Mickey and Minnie Y7 | AddReferrals
38 Contacts Y Filters Primary Person Name Primary Persan Phone Number Primary Person Email Address
Mickey Mouse (220) 217-8028 mousketeer@toontown-canada.net
| a ‘ Status Newsletter Likely to Give
Partner - Special w fl Physical X -} Select an Option
(Bennet) Bingley, Jane and Charles
. Commitment L] Physical Currency
Ababa, Aladdin and Jasmine (Pr... GBP (g)
Allen, Barry and Iris _
Details Donations Addresses Both
Charming, Prince and Cinderella ' onatio M
one

Contact, Test

Coyate, Wile and

o If you have a contact that has multiple people listed and each have a valid email address marked as primary, then both of them will get synced over to MailChimp

Monthly Average: 0.00 GBP | Giving Average: 0.00 GBP

TTM | Peter Parker | Staff Account ~

AddTask = LogTask  Hide Contact

Primary Address
505 46th Ave E
Vancouver BCV5W 2A2
Q View @ Google Maps

Assignee

~ Select an Option -

¢ When individuals within the same contact have different newsletter preferences, you will need to edit each person's preferences. To specify the newsletter preferences for an individual within a contact go to the

People tab within that contact and select "edit."

* You can only have one person marked primary in a contact, but each person can have a Primary email selected.

Parr, Bob and Helen fr | Addndorats | AdaTusk | LogTask | e conac

Bobar reneie bob par@toonmowncansds.orp 200260 AveE
Vancouwver BCYSV2HS.
Qview @ GoogleMaps
Paroer-specil s xv .

°

= == =

°
o) v v

Bob Parr

sracsory E] < Cick o expandicolapse
Otver
erw

Helen Parr

Email Addresses Primary  Invalid
bob.parr@toontowncanada. @ . L
bob.parr@cru.org Other v | |

© Add Email

Remove

Dcpt-nut of Email Newsletter

Cancel

Step 4: Once you have confirmed your list, you are ready to connect your MPDX account with your MailChimp account.

Important MPDX Notification Settings

In MPDX, you will want to set up the "Partner is on the email newsletter but has no people with a valid email address" Notification. To do so, visit Settings, Notifications. When you select and Save your
preferences for this notification, MPDX will notify you when you have a partner on your email newsletter list, but they do not have a valid email saved.
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https://gethelp.solertiaelabs.com/hc/en-us/articles/21114005520653
https://help.mpdx.org/article/449-connect-services

mpl:?! Dashboard

L Settings

Preferences
Notifications

Connect Services
Manage Accounts
Manage Coaches
Manage Organizations

Admin Console

Important MailChimp Notification Settings

Contacts Tasks Reporits~ Tools v Coaching

Notifications

Based on an analysis of a partner's giving history, MPDX can notify you of ey
but you will still want to verify an event manually before contacting the par

For each event MPDX can notify you via email and also create a task entry r«

Select the types of notifications you'd like to receive

Partner gave a Special Gift

Partner missed a gift

Partner started giving

Partner is on your physical newsletter list but has no mailing address.
Partner gave less than commitment

Partner gave with commitment of semi-annual or more

Partner gave a larger gift than commitment

Partner is on the email newsletter but has no people with a valid email a

Partner have not had an attempted call logged in the past year

In MailChimp, whether you have set up a new account or have an existing account, you will want to set up MailChimp notifications. MailChimp will notify you if anyone subscribes or unsubscribes from your list.

@ Greste v Campaigns Automate v Bond v Rep
AN

1

Audience
Cru

This audience has 1 contacts. 1 of them are subscribers.
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Audience
Cru

Your audience has 14 contacts. 14 of these are subscribers.

Stats v Manage contacts v Addcontacts v  Signupforms  Settings v Conversations  Surveys Q

Settings

Audience name and defaults &

Change the name of your audience, and where to send subscribe and unsubscribe
notifications.

Publicity settings

Tell Mailchimp how "discoverable” you'd like campaigns to be.
Audience fields and *|MERGE|* tags

Scroll down to the “New subscriber notifications” section. Enter your email address to receive the notifications you would like, and save.

New subscriber notifications

One by one Summary

Get quick emailalerts when subscribers join or leave this audience (not Get an end-of-the-day summary of subscribe and unsubscribe activity.

recommended for farge audiences). See an example. Emal daily digest to: a4 charactersremaining

Email subscribe notifications to:
yournameg@cru.org

yourname@cru.org Additional emall addresses must be separated by a comma

Email unsubscribe notification to: 84 characters remaining

yourname@cru.org

‘Save Audience And Campagn Defaults

‘When you receive a notification from MailChimp, you should confirm that your information in MPDX is up to date.

Now you are ready to connect your MPDX list to your MailChimp account!

MailChimp: Start Sync

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

MailChimp is a great way to send regular email updates to your contacts. MPDX syncs to MailChimp so that you only have to keep your list up-to-date in one place.
Setting up the MailChimp sync:
Step 1: If you haven't set up MailChimp, you need to go to mailchimp.com, create your account, then create a blank list. (Click on Lists, then the Create List button.) Name the list whatever you choose.

Step 2: Go to the gear icon (Settings) and click on 'Connect Services.' Click the arrow on the right to expand the MailChimp section and click Connect MailChimp.

Tasks Reports+ Tools € ¥ Q+ a8 M | Peter Parker | Staff Account v
) 2 preferences \
Connect Services 1. Settings
48 Notifications
The Key / Relay ¥ Connect Services ~
Organization 2 = Manage Accounts ~
External Services & Manage Coaches
o B vanage organizations PN
MailChimp ov

MailChimp Overview

1.1Fyou have an existing MailChimp lst you'd ke to use, Great! Or, create a new one for your MPDX connection,
MailChimp

‘That's it Set it and leave it! Now your MailChimp lst s continuously up to date with your MPDX Contacts. That's
just the surface. Click over to the MPDX Help site for more in-depth defails.

Connect MailChimp.

Step 3: You will then be asked to log into MailChimp. Use your MailChimp username and password to log in here:

Log in and authorize

Log in to authorize your Mailchimp account to MPDX.

Username

Password @ Show

Forgot username? - Forgot password?

Click Allow.


https://gethelp.solertiaelabs.com/hc/en-us/articles/21114005520653
http://mailchimp.com/

Authorize MPDX

Q Connecting MPDX will allow access to your account.

o MPDX by Cru
¥ MPDX is a free, secure app that helps you grow and maintain your financial partnerships in a

quick and easy way.
App created on May 3, 2017

Ensure you trust this app with these tips:

« Learn about authorized apps.

« Be sure you want to share data from your Mailchimp account with this app. This app
will be able to read and change your account data.

« Keep in mind you can disable this app in your account.

« Understand Mailchimp is not responsible for the privacy and security of any third-
party app.

« Contact the app for any questions.

- canee

Step 4 : If you don't have an Audience list in MailChimp yet, click on the 'Go to MailChimp to create a list' link to set up your Audience.

MailChimp

W( : e . Please choose a list to sync with MailChimp.

You need to create a list on MailChimp that MPDX can u:
Go to MailChimp to create a list.

If you already have an Audience list in Mailchimp, pick the list from the dropdown menu. If you have MailChimp set up, understand that you can only sync one list to MPDX. (If you are tracking separate ministry
accounts, you can sync to MailChimp with those MPDX accounts as well.)

MailChimp L7

W( 'g . Please choose a list to sync with MailChimp.

Pick a list to use for your newsletter

cru

Automatically log sent MailChimp campaigns in contact task history

Cencel

You also have the option to Automatically log sent MailChimp campaigns in contact task history. Check this option if
you would like, and click Save.

MailChimp [ %

’VM( ’g . Please choose a list to sync with MailChimp.

Picka list to use for your newsletter

cru

19 ically log sent MailChi igns in contact task history f|

concel

¢ The Green Dot indicates a proper connection between Mailchimp and MPDX.
* You can click Sync Now to update your MailChimp list. (This is not necessary the first time you connect.)
¢ Click Modify Settings to make any changes to the connection or click Disconnect to remove the connection from MPDX.

MailChimp

W( :e . Your contacts are now automatically syncing with Mai

MailChimp list to use for your newsletter: Cru
Automatic logging of campaigns: On

Modify Settings Disconnect

A few points of note with MailChimp
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¢ MPDX will send to MailChimp all your contacts who have the Newsletter type set to "Email" or "Both" and have the email selected as 'Primary'. MailChimp will then turn the primary email address of each
individual in those contacts into a contact in your MailChimp list.

o The 'Primary' email and the Preferred Contact Method are different. The MailChimp sync uses the contact's email that is set 'Primary' for each person within a contact not marked "Opt Out of
Newsletter." The Preferred Contact Method has no impact on the MailChimp sync. A ministry partner's 'Preferred Contact Method' is simply how they like to be regularly contacted (i.e. text message,
email, or phone call).

* MPDX counts multiple people in a household as one contact, but MailChimp counts each email address as a contact. This means your contact numbers may not match.

¢ The MPDX fields sent to Mailchimp are: [Email Address], [First Name], [Last Name], [Partner Status], [Tags (max of 46)], [Greeting]

* MailChimp does not sync to MPDX, so if you already have a Prayer Letter list in MailChimp, anyone on that list who is not in MPDX will need to be manually added to MPDX. You may also export your list as a
CSV and import them into MPDX. You can find more articles on how to use the CSV Contact import tool ite.

e If an individual doesn't want to get your email updates, be sure to check the box that says, "Opt out of Email Newsletter" in his/her information card.

o Ifa contact is in a 'Hidden' status the "Opt-out of Email Newsletter" must be checked if you do not want the contact to be included in your MailChimp list.

EDIT PERSON

Title First Name * LastName * suffix
Mo X v | Aladdin Abab e
Contactinfo  Details  Social Connections  Relationships & Work

Phone Numbers pinary il
~41642762000 Mobile R L]

©ndd Phone

Email Addresses Py il

aliababaggmailcom personal 2
©nddemail @ Opt-out of Email Newsletter

Keeping MPDX and MailChimp in Sync:

 If an email bounces, MailChimp will tell MPDX. MPDX will mark the Contact's email 'Invalid' and send you an email notification. Follow the link in the email to the Contact in MPDX and verify the Primary email
address or make the necessary changes.

 If someone unsubscribes from MailChimp, MailChimp will let MPDX know, and if you are set to receive notifications, MPDX will let you know as well. MPDX will mark the individual with the email address as
"Opt Out of Email Newsletter."

MailChimp: Maintaining Your List

* We would like to thank Cru for providing this article from their help library. This article has been r

and updated as ded to it provides assistance for you and your Partner
Essentials account. *

Because the sync of information between MailChimp and MPDX is only one-way, from MPDX to MailChimp, you need to update MPDX with changes. Here are some routine things you can do to keep your email list to
ministry partners current.

Check Tools for “Fix Email Addresses” Notifications

Look at the MPDX top Navigation bar under Tools for any "Fix Email Addresses" Notifications. Select and 'Confirm' which email address is correct (MPDX vs. Donation Services or DonorHub).
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s,
mpc’[i’ Dashboard Contacts Tasks Reports ¥ Tools

Hey iss

v

Coaching

= ‘!’ Appeals

| Here's what's happeni

G Import from Google

* BB Import from CSV | GBP | Mont

&» 'mport from TntConnect

$ Fix Commitment Info

Fix Email Addresses

l.l Fix Mailing Addresses

Fix Phone Numbers

3,000

£ 2,000
m
9]
€
>3
o

£ 1,000

o |
Apr 19
v Connect

4 Tasks overdue or due
2 Prayer Request

Tasks Reports Tooks € Couchig

Fix Email Addresses

Vou have 6 email addresses o confirm.

[ .

May 19

today

Q+ae

Default i

Wile Coyote

Source
DonorHb (09/20/2019)
MPDX(03/27/2018)
wpDx

Bob Parr

Source
DonorHb (09/20/2019)
MPDX(03/27/2018)
wpDx

Update Your Contact in MPDX

+@e

+@e

Jun 19 . Fix Send Newsletter Nov 19
ﬁ Merge Contacts
Add a New Task

vaa» Merge People

7 partners with commitments unfulfilled

4 firct oift nnt raraivad

I eter Ptk S st~

If you need to update a Contact’s email address, make sure to do it in MPDX. If you update a Contact in MailChimp, that information will NOT sync back to MPDX. Additionally, if you add people in MailChimp, MPDX
will NOT automatically create a new contact in MPDX. You will need to also create them manually in MPDX.

You can ‘Edit’ a Contact’s email address and mark an email address ‘Primary’ under the People tab.

EDIT PERSON

Title First Name * Last Name * Suffix

Husband1 | | Husband First Husband Last ‘The Third

Contactinfo  Details  Social Connections Relationships & Work

Phone Numbers primary  Invalid

+3401111111111 v
4340333333333
3402222222222

3404444444444

© Add Phone

Email Addresses

husbandemail2@cru.org

husbandemail3@cru.org

husbandemail@cru.org

© Add Email

Opt-out of Email Newsletter

cancel SN
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If your MPDX contact has multiple people, each can be independently subscribed to receive MailChimp updates when an email address is entered and marked Primary.

Gamgee, Samwise and Rosie % | AddReferrals = AddTask = LogTask Hide Contact
Vancouver BCVSL 3v3
Status Newsietter kel to Give QView 9 Google Maps
Partner - Special v Both X v MostLikely xv
Commitment Frequency Currency Assignee
100 Annual x v GBP(e) v Selectan Option v

People  Donations  Details  Notes  Addresses  Tasks  Referrals

Merge People | S2Email All [ TRETETIETS

Samwise Gamgee

sam.gamgee@toontown.org v

42202247468 - Mobile

+2206776413

(220) 224-7468 - Mobile

(220) 677-6413 [ Edit Y Primary

Rosie Gamgee

rosie.cotton@toontown.org - Other v/

opted out of newsletter

+2202247467 - Mobile v/

(220) 224-7467 - Mobile [ Edit Yy Primary

If one person within a contact does not wish to be included in the email list they can be marked “Opt Out of Newsletter.”

EDIT PERSON
Title First Name * Last Name * Suffix
Contactinfo  Details  Social Connections  Relationships & Work
Phone Numbers Primary  Invalid.
©add Phone
Email Addresses Primary  Invalid
© add Fmail [ opt-out of Email Newsletter

This is what happens in MailChimp when you make changes to a Contact within MPDX and have the sync with MailChimp turned on:

mpe  astboard Contacts Tasks Reports - Tools €23~ Q + & TTM Peter Parker| Staff Account
1fterappled Mouse, Mickey and Minnie v | AddReferals | AddTask | LogTask  Hide Contact
Lo Yriters

[ J

(Bennet)Bingley, Jane and Charies

Mickey Mouse 20)217:8028 mousketeer@toontown-canada.net S0546th AveE.
Vancouver BCVSW2A2
QView @ Google Maps
Partner-Special v

ST— . .
Alen Baryanis

Charming, Prince and Cinderela Lo el | (150

Contact Test:

| cojote, wieand

* Contacts who are set to receive “Newsletter - Email” or “Newsletter - Both” in MPDX will be placed on the MailChimp list. Changing the Newsletter preferences within a Contact in MPDX will update or remove a
contact from the MailChimp list.

¢ Deleting a Contact in MPDX who was marked “Newsletter-Email” or “Newsletter-Both” (and therefore subscribed to your MailChimp list) will automatically unsubscribe this contact from MailChimp.

¢ Hiding a Contact in MPDX who was marked “Newsletter-Email” or “Newsletter-Both” will NOT automatically unsubscribe this contact from MailChimp. To unsubscribe the Contact, change the Newsletter
preferences to “None” or check “Opt Out of Email Newsletter” within the person’s Contact card.

o If you change a Contact’s Newsletter status in MPDX from Email or Both to Physical or None, MPDX will mark all people within that contact as Unsubscribed by Admin in MailChimp. If this happens, MPDX will
now add a note to the contact in MailChimp explaining why it was unsubscribed. For more information about where to find this note, please read this article. If this happens, go and check their newsletter status in
MPDX to make sure it is email or both. Once you change it in MPDX, it should resubscribe them in MailChimp.

 If you accidentally unsubscribed a contact from your MailChimp list, or a contact who had formerly unsubscribed has changed their mind and wants to be resubscribed , you will need to uncheck the "Opt-
out of Email Newsletter" box and click "Save" on that contact's page in MPDX. You will also need to visit MailChimp and follow their how-to process of how to Resubscribe a Contact. This process includes sending
an email link from MailChimp that indicates their desire to be resubscribed to your email "Audience."

Look for Unsubscribes in MailChimp

After logging into MailChimp, click on the Audience menu option at the top. Then click the hyperlink of the numbers of contacts you have in your audience. If you have and maintain multiple lists, make sure you are
looking at the MailChimp Audience related to your prayer letter (or other ministry partner communications).

o x| & vt aawsm X @

Audience

cru View Contacts

ﬁ Bring in real-time user behavior you can act on

Nowyou now .

ull Recent growth

s audiencen

st 30.8y% o up here. Learn more about tags

Here you can sort the ‘Email Marketing’ column to see who (and when) a partner unsubscribed from the email newsletter. You can also sort the ‘Created Date’ column to see updated (or brand new) email addresses.

M oo smpses x | @

Wk x| &y Goone . x | [ e rimoncone x| B S i snost G- x | @ WOX-qlscsn x| Aot x

€ 5 C & usad

L B =3 0

Stats v Manage contacts ¥ Addcontacts v Signupforms  Settings ¥ Conversations  Surveys QU

Toagl Couman v | Export Aucience

T ViewSequent v NowSogment

e sas
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https://mailchimp.com/help/find-out-why-someone-unsubscribed/?_ga=2.161294398.2080883905.1583959909-2092824626.1583959909
https://mailchimp.com/help/resubscribe-a-contact/

Most changes in MailChimp will not show up in MPDX except in these cases:

o If a ministry partner unsubscribes through MailChimp and you have MailChimp notifications set up, MailChimp will email you. MPDX will also receive this information and mark the individual person as “Opt Out
of Newsletter.” A spouse under the same contact with a subscribed email address will continue receiving the letter unless they also unsubscribe.

o If an email address is no longer valid, your newsletter will bounce and MailChimp will change the email address status to “cleaned.” MPDX will receive this information and will mark the email address as
“invalid.” MPDX will also send you an email notification of this change and prompt you to update the email address.

o If you aren’t receiving notifications from MailChimp about unsubscribes or bounces, you may need to update your notification settings from their site.

Find and Cross-Check Your Email Lists
¢ Do a Filter search of your Contacts with the criteria: “Newsletter-Email and Both”

* Do a Filter search of your Contacts marked “Opt out of Email Newsletter” to see those who do not want to be included on your email updates list
o To do this, go to the Contacts Tab, and add the Filter under "Contact Information" Opted Out of Email "Yes, at least one person" from the dropdown.

mPAY  poshbord | Contacs Tasks Reports~ Tools @)+ Coaching Q

Newsleter Recipients

Referrer Select= | 2 keyboard shorteuts
Contact Detals
Showing 4of4
[ €
= (Bennet) Bingley, Jane and Charles Partner- Special
Jane (Bennet) Bingley Tasks:
Charles Bingley
Home phane
Bae, Beth
BethBae beth bac@cruorg
MablePhone.

Charming, Prince and Cinderella Partner- Financial
2500 GBP Monthly

100 Lake Hart Drive Ortando, FL32

Address. J ik

Gamgee, Samwise and Rosie Partner- Special
Samw e

[rs——y sam.gamgee@toontown.org 42202247468 100,00 GBP Annual

mgee
alDr Vancouver, BCVSL Y3

e ez

Yes,ateast one person

Be aware that MPDX counts multiple people in a household as one Contact, but MailChimp counts each email address as a Contact. This means your Contact numbers may not match.
MailChimp and MPDX Tags

MPDX tags don't go to the place that Mailchimp calls tags. MPDX tags go into Mailchimp's Groups then subcategory of Tags.

To see MailChimp's Groups go to Audience All Contacts Manage Contacts Groups

* You should see "Partner Status" and "Tags". These are the tags from MPDX. On far right of "Tags" choose "View Groups" and you will see your tags listed.
* You might want to count how many groups are in both "Partner Status" and "Tags" to make sure that you have less than 60. There might be as many as 15 in "Partner Status" which leaves about 45 for
"Groups/Tags"
o If your count of ""Partner Status" and "Tags" is over 60 then you have a problem with MPDX push to Mailchimp. No error is given for this situation. To fix the problem, you will need to do two things:
o First: Delete unneeded tags in MPDX to get yourself below 45.
o Second: Go to your list in MailChimp, click on Manage Contacts, then Groups. Click "View Groups" for Tags, then delete any tags you are no longer using. Once the total for "Partner Status" and "Tags" is
under 60 then the system should fix itself.

MailChimp and Segmented Lists
To create a Segmented List of your contacts go to Audience All Contacts Manage Contacts Segments

On far right, click "Create Segment" and select which contacts to add using the drop-down Groups / Tags. Then preview, select a name and save the segment.

Mail Merge: Letters, Labels, and Envelopes

Partner Essentials allows you to create, then Export, a CSV file of your Contacts with their mailing information for use in large-scale mailings. Once exported, this list can be used to create letters, labels, and envelopes for
an external Mail Merge document.

There are several places from which you can Export a list of Contacts:

« Export from the Dashboard
¢ Export from the Contacts Tab

Export From the Dashboard

This option is the easiest way to export a mail merge list of your “Newsletter Recipient” contacts. Follow these steps each time you wish to export your list of contacts to send your “Newsletter,” or prayer update.
Mail Merge is helpful for contacts who have opted to receive “Physical” or “Both" (Physical AND Email) versions of your Newsletter.

NOTE: You can set a Contact’s “Newsletter” preference by visiting the Contacts tab. To do this, go to the Contacts tab and select a specific Contact. Within A Contact’s Page, look in the top section of information. Select
the pencil icon to make changes to this contact’s “Newsletter” preferences (i.e. Both, Email, None, Physical).

¢ Go to the Dashboard

e Scroll to the “To Do This Week” section.

o In the top right corner or this section is the “NEWSLETTER” dropdown menu.

¢ Click on “NEWSLETTER?”, and then select “Export Physical.”

o This action will prompt a pop-up box of Export options.

* Partner Essentials will generate a CSV file of the selected contacts that can be saved to your computer.

To Do This Week

Log Newsletter

Partner Care Tasks Due This Week Late Commitments c z
xport Email

PRAYER CELEBRATIONS Baggins, Frodo _
Their gift is over 49 days late.

Bird, Tweety and Tweetilee

Nopeyerfequests, Nadugtasks, Their gift is over 49 days late,
Dalmation, Pongo and Perdita
Their gift is over 49 days late.
VIEWALL (0) VIEWALL (0) VIEW ALL (11)

Export From the Contacts Tab

This option is the easiest way to export a mail merge list of ALL Contacts or a subset of your Contacts. Follow the steps below each time you wish to filter and export a list of contacts. This may be helpful when
sending a special mailing (i.e. an End of Year Ask, Christmas Letter, Support Letter, etc).

¢ Go to the Contacts tab.
¢ Unhide the Filters menu and add any desired filters. For this example we selected the Tag “EOYA 2023”.
o Then “Select All” Contacts in this list by clicking to check the topmost box.
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Dashboard Contacts Tasks Reports v  Tools 5

1filter applied \ Select'J ? keyboard shofecuts

Select All Contacts on Page
Select all 2 contacts

'E) Reset Filters

B Save Filters

Bird, Tweety

W TAGS ANY TALL Tweety Bird tweety@canadabirdbaths.com (220) 678-2957
5021 Winkle Ave Santa Cruz, CA 95065-1147

Click a tag twice to look up all contacts

who do not have that tag. eoya 2023
gOOse X mouse X prayer

seminary ¥ spacecamp Lightyear, Buzz
Buzz Lightyear buzz.lightyear@spacerangeracademy.edu (220) 5
205 10th Ave W Vancouver, BC V5Y 1R9

ek * to look up all contacts who
a t have that ffl

EOYA 2023

Status

® Once you have the desired contacts selected, visit the “Actions” dropdown menu.
¢ Click “Export” and select the option that best fits your situation. This will download a CSV file of your Contact list to your computer.

EXPORT CONTACTS 9

PDF of Mail Merged Labels CSV for Mail Merge

Addresses will be formatted based on Best for making mailing labels. Addresses
country. (Experimental) will be formatted based on country.

Advanced CSV Advanced Excel (XLSX)

All of the information for your contacts, All of the information for your contacts in
best for advanced sorting/filtering and Excel's default XLSX format.
importing into other software.

For more information on Contacts Filters, visit the Contacts: Lookup with Filters and Tags article within Partner Essentials.

Understanding Your Export Options

¢ PDF of Mail Merged Labels. This experimental option allows you to pick from two commonly used Avery templates of labels (a common software option for Mail Merged labels). You can then format your exported
addresses within the chosen template.

® CSV for Mail Merge. This option is best for making mailing labels. The addresses will be formatted based on the “Home Country” you’ve selected in your Partner Essentials Preferences.

¢ Advanced CSV. This option creates a CSV file with information for your contacts. It is best for advanced sorting/filtering and importing into other software.

¢ Advanced Excel. This option creates an XLSX file with information for your contacts. It is best for advanced sorting/filtering and importing into other software that does not work with a CSV file.

EXPORT CONTACTS X

CSV for Mail Merge

Addresses will be formatted based on Best for making mailing labels.
country. (Experimental) Addresses will be formatted based on
country.

Advanced Excel (XLSX
Al of the information for your contacts,
best for advanced sorting/filtering and
importing into other software.

All of the information for your contacts
in Excel's default XLSX format.

Creating Address Labels for Avery Label Templates

Avery labels are the most common type of envelope label. They also offer a very helpful tool for taking addresses, merging them to labels, and printing at home.
Gi for printi !

Mail Merge in Word and Pages

Use the links below to learn how to perform a Mail Merge in the word processor you are using.

. . .
.L‘W Mail Meree in P

Mail Merge using Google

Use the links below to learn how to perform a Mail Merge using Google Sheets or Google Docs.

® Learn how to Open a CSV File in Google Sheets
o Add Mail Merge for Google Docs from Google Workspace Marketplace. (Mail merge is currently a free mail merge for Google Docs).

NOTE: Other add-on Mail Merge tools are available, but there may be a software fee associated depending on the tool you choose.
o Learn to Mail Merge Letters, Labels, and Envelopes for printed mailings:

o Scroll down midway on the Add Mail Merge for Google Docs linked page for step-by-step instructions about How to Create a Mail Merge Document in Google Docs and How to Create a Mail Merge
from a Google Sheets.
o Learn to Mail Merge in Gmail:
o (video) Gmail Introduces Mail Merge
o (article) Send Personalized emails with Mail Merge

Protecting Sensitive Information

Once you have printed your envelopes and completed your Mail Merges, the best practice is to delete the files you’ve downloaded from Partner Essentials. This protects your donors’ financial information should
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https://workspace.google.com/marketplace/app/mail_merge_for_google_docs/799434348782
https://www.youtube.com/watch?v=t-oWWmRqru4
https://support.google.com/mail/answer/12921167?hl=en

someone gain unauthorized access to your computer.

NeonCRM: All Donations & Contacts
Steps to Complete in NeonCRM:

o Create custom campaign group.
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¢ Add individual user to Individual Account.
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* Assign applicable campaigns.
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o Share individual user information with the intended recipient.
o Identify Client_id, Client_secret, Domain URL, and API Key.
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o Add campaigns to the group. Please note the CODE is the Campaign ID.
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Steps to Launch:

¢ Via MissionPipe, share Client_id, Client_secret, Domain URL, and API Key with Solertiae.
o Access to a MissionPipe Zone was provided at the time of subscribing.

Considerations

o If a company is missing a first/last name, neither it nor its donations will sync.

=

New Company Account x5

Company Name*

[ Primary Contact h
First Name
Last Name

\, v

¢ Anonymous Donor flag will determine whether the donor name and contact details is shared. Anonymous Donations — Neon One
o User will need to enter the Individual Account username/password when connecting from Partner Essentials.

cc ¢ p—

IR R ]
.

Login to your account

TouchPoint: All Donations & Contacts
Steps to Complete in TouchPoint:

o Create Role lookup codes for each Designation/Set to share.
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€ C O btps:/igmh m—Lockups A

Gender Decision Type Media & Resources
Grade Drop Type
Tabs
Interest Point JoinType
Groups
Marial Status Member Letter Status
Resident Code Member Status
Titles
Background Check Approval
Codes
Involvements Contributions
Background Check Labels
Attend Credit Account Codes Badge Colors
Attend Type Contribution Sources: Organization Use
state Batch Types Roles
Category in Mobile Batch Status Volunteer Application Status
Entry Point Contribution Status Volunteer Codes
Location in Mobile Contribution Types

o Apply the role created in the prior step to the matching Fund.

Edit Fund

Name Account Code Payment Gateway

an Touchpaint

Income Fund
B N 4

cash Department Cash Account Cash Fund

s s 4

Staws 0 Fund ment
Open (ot specied) Non tax deductble () Alow end date Notes

Pledge Goal

. |

* Apply the role to the relevant users. Be sure the user also has at least FinanceViewOnlyDetail and ViewTransactions.

People  imovements e Admin a s 0 0 s
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e
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¢ Add supplied SQL content to Special Content.

Special Content

@ Htmi Content B Text Content 8 SalScripts <> Python Scripts

Keyword Fiter | (not specified) ~ Set © New QL scriptFle
Name
Channels

GivingChange

GetFundsByUser

--API

DECLARE @user_role_ids TABLE (RoleId INT)
INSERT INTO Guser_role_ids (RoleId)

SELECT ur.Roleld

FROM dbo.UserRole AS ur

JOIN dbo.Users AS u ON u.Userld = ur.UserId
WHERE u.Username = @username

SELECT
c.Contributionld,
c.ContributionAmount,
c.ContributionDate,
c.Tranld,
t.TransactionGateway,
cf.Fundld,
cf.FundName,
p.Peopleld,
p.GenderId,
p.TitleCode,
p.FirstName,
p.MiddleName,
p.LastName,
p.SuffixCode,
p.CellPhone,
p.WorkPhone,
p.EmailAddress,
p.ModifiedDate,
p.PrimaryCity,
p.PrimaryZip,
p.PrimaryAddress,
p.PrimaryAddress2,
p.PrimaryState,
p.HomePhone,
p.PrimaryCountry,
p.Name

FROM [dbo].[Contribution] AS c

JOIN [dbo].[People] AS p on p.Peopleld = c.Peopleld

JOIN [dbo].[ContributionFund] AS cf on cf.Fundld = c.FundIld

JOIN [dbo].[Transaction] AS t ON t.Id = c.TranId

WHERE (cf.FundManagerRoleId IN (0, -1) OR cf.FundManagerRoleld IN (SELECT * FROM @Quser_role_ids)) AND cf.FundStatusId = 1 AND c.TranId IS NOT NULL
ORDER BY c.Contributionld

OFFSET CONVERT (INT, @skip_number) ROWS FETCH NEXT 1000 ROWS ONLY;

GetTotalFundsByUser

--API
DECLARE @user_role_ids TABLE (RoleId INT)



INSERT INTO Quser_role_ids (RoleId)

SELECT ur.Roleld

FROM dbo.UserRole AS ur

JOIN dbo.Users AS u ON u.UserId = ur.UserId
WHERE u.Username = @username

SELECT Count (*) As total
FROM [dbo].[Contribution] AS c

JOIN [dbo].[People] AS p on p.Peopleld = c.Peopleld
JOIN [dbo].[ContributionFund] AS cf on cf.FundId = c
JOIN [dbo].[Transaction] AS t ON t.Id = c.TranId

WHERE (cf.FundManagerRoleId IN (0, -1) OR cf.FundManagerRoleId IN (SELECT * FROM @Quser_role_ids)) AND cf.FundStatusId = 1 AND c.TranId IS NOT NULL;

.FundId

o Create the integration user with API Only & Developer role.

Partner Essentials Api

. s
 secondary Adut 2 | No campus £ | usthsdad |

Adn

Personal  Involvement  Profile  Touchpoints  Giving  Communications  Resourct

s

Changes  Duplicates  Merge History

© Family Members ©
Manage Users

’ username Roles

pessentialsapi Access, Developer, ApiOnly

Steps to Launch:

¢ Via MissionPipe, share integration user and password with Solertiae.

o Access to a MissionPipe Zone was provided at the time of subscribing.

Considerations:

o User will need to enter the TouchPoint username when connecting from Partner Essentials.

Organization

org Addor

Essentials

donations and contacts from syncing.
Add Account

Organization

Username

pessentialstest

Cancel

save

VirtuousCRM: All Donations & Contacts

Steps to Complete in Virtuous:

¢ Assign a Project Owner(s) to each Project to identify what Partner Essentials users should see. Please note that Partner Essentials will query Virtuous contacts based on email address to find what projects are

relevant based on project ownership.

o [From Virtuous Support Library] You may choose to assign one or more users from your organization as Project Owners. Assigning a user as an Owner allows that user to be restricted to seeing ONLY gifts

made to Projects they own if their Permission Group profile includes the "Restrict by Owner" option for Gifts.

UPDATE PROJECT

PROJECT FIELDS

Select ~ Select ~ Select -

GIFT SPECIFICATIONS

[C] RESTRICT GIFTS TO VALID AMOUNTS

arelisted s suggested donations.

No Particular Goal -0
Leave blankto allow any varision
PROJECT OWNERS
0
oG T
- [}
ASSIGN TONEW PROJECT
lect anoth tas the new ‘parent the selected

parent

¢ Create API Key.

< o

s a 2

Steps to Launch:
¢ Share API Key with Solertiae.

Considerations

[ — . B0 06w

me o
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® Your users in Partner Essentials will NOT have to enter an additional password here. They will simply select the name of your organization.

Solertiae recommends BitWarden as a service to securely deliver this connection information. Please do not share them via email.

Import: Donations and Contacts

Import: Account Ending Balance

This feature allows Org Administrators to set the Designation Account Ending Balances for all Designations in their organization. This is intended as a middle option for those administrators that do not currently have an
accounting integration.

€ G O nosiwwparineressentils work GG O = & R -

Dathoard  Comacts Tasks Reperts ©  Tooks QA+ @ a8 [y

Good Morning, Bt

Monthly Goal T Account Balance

ousp

Itmay take a few days o update

viewaisTs

Monthly Activity = GosLOUSD | = Average: 20USD | = Commited:OUSD

Step 1: Browse to Backend Admin

SLC) o s arinressenle otk A GG 0 e &
Dashboud Contacs Tasks  Reports +Tools Qa+ 048 [ s 1)
2, preferences
Good Morning, e B Notfications
¥ comea
5 Manage Accounts
3 Manage Conches

Monthly Goal

GIFTSNOTSTA B Manage Orgar
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Below Goal 2 sidekiq
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Step 2: Download your organization's list of Designation IDs for the import file.

€ G O nos/authpanneressentals workiso

Designation Accounts
1D 10 use for import

;..e} name ‘

— Dounions

Step 3: Edit your Organization's details.

«c it outh partneressantls okl oot " GO D e R

necsssensos o i mmme o — = ——e ———

Organizations

Step 4: Download a sample template and note the column headers (1). After you have prepared your import file using the Designation IDs from the prior step AND setting the balance accordingly, upload the file (2). You
can then return to the screen in Step 2 and review all the account balances you just set.
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Important Notes

#1: If a user has more than one designation for the account profile, they can deselect any designation they want removed from the calculation for the Dashboard.
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#2: If your organization has an active accounting integration, you should not complete this import. If you do, your changes will be overwritten during the overnight syncing process.

Guided Workflow: Bulk Donation Import
This tool is used for importing donations into an offline organization. Please see the Organizations- new, offline article for information on the different between offline organizations and ones with automated
donation syncing.

Please note that you'll need to import the csv file into a specific offline organization in your account.

Click on the "Import CSV File" link to expand the section and use the tool.

Click on the "Donation Import CSV Template" link to download a template for this CSV import. Using the provided template will make the upload process simpler and ensure that your data gets imported
into the correct fields.

‘We recommend using as much data from your organization's donation management software and reporting as possible including the Donor ID and Donation ID.

Preparing the CSV File:

Open the downloaded CSV file using spreadsheet software such as Microsoft Excel or Google Sheets and then populate it with data from your organization. Please note the following for each column:

« Account Name - We recommend using the Donor's name as shown below.
« Account Number - This can be found at the bottom of the "Details" tab on your Contact's page. If a Partner Account Number doesn't exist, please add one. This must be unique to that donor and we
recommend using the same ID as your organization does in the report you get from them.

« Donation ID - This must be unique. Two different donations can never have the same Donation ID.

« If your organization's report has one, we recommend using that.
« If one doesn't already exist, then you need to make sure to always be using a unique number. Here are two suggestions:

« 1.) Long Number. You could start with 100001 and keep going from there. Please keep a record of what the last donation ID used was from the last CSV donation import. (letters can also be
used if desired: PE100001, PE100002, ...)

« 100001, 100002, ...)
« 2.) Component Method. You may find it helpful to use a format like the one below (just an example) where it's comprised of multiple elements:

« [today's date, MMDDYYYY]
« ['d" as a separating value]
» [4 digit number for unique donation]

» 03152024d0001,03152024d0002, 03152024d0003, ...

« Designation Account - This is optional and can be used for different funds or accounts you might have. Examples would be "Support", "Project", etc. This depends upon your organization.

« Donation Date - This should be the date your organization received the donation.

« Please note that the format of this date MUST be MM-DD-YYYY for it to import from the CSV. See below for how to accomplish this formatting of the date. If the date is not saved in that exact format,
the import process explained below will require you to select each date using a calendar selection tool.

« Currency - Partner Essentials uses standard 3-letter abbreviations for different currencies. You will be able to select the currency from a drop down. This donation import tool allows a user to import
donations received in multiple currencies if needed.

« Amount - Enter the amount in that currency.

» Payment Method -

« Appeal -

» Appeal Amount -

* Memo -
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Click File, Save As, and choose CSYV as the file type or save as type.

Saving the Donation Date with the Needed Format:

« Microsoft Excel
¢ Google Sheets

Here is an example of a csv file for importing. Please note that the dates are formatted as month/day/year, but they are not MM/DD/YYY'Y. In order to change this, please see below:

Microsoft Excel.

You'll need to work through the following steps to get the date formatted correctly for the import to work optimally. (If you don't do this then during the import process you'll need to select the date from a calendar tool.)

1. Highlight the donation date cells.

2. Format those cells to use "Custom". (right click and choose format cells or find in menu)
3. Change it to be "MM/DD/YY YY" exactly.

4. Click ok.

This will make the date values have the needed format.

Save the file as a CSV format.

* Please note that if you reopen the csv file after doing this formatting effort, Microsoft Excel will change the format and you'll need to redo this.

Google Sheets

You'll need to work through the following steps to get the date formatted correctly for the import to work optimally. (If you don't do this then during the import process you'll need to select the date from a calendar tool.)

1. Highlight the donation date cells.

2. Format those cells to use "Custom". (right click and choose format cells or find in menu)
3. Change it to be "MM/DD/YYYY" exactly.

4. Click ok.

Highlight dates:

Give them a Custom Date Format

Like:

Your Google Sheet file should look like this after formatting the donation date:

Then download the Google Sheets file as a csv:

Importing Your CSV File

Click the "Choose File" button to begin the process of importing one csv file of donations for a specific offline organization.

Select the csv file from your Finder or Windows Explorer menu.

Click Upload.

Step 1: Map Your Headers

Please make sure that your CSV Header values match up with the Partner Essentials destination field.
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o If you downloaded and used the CSV Import Template then nothing should need done here.
o If they do not match, you can use the drop downs to match them up.

* Once this is complete, click "Next".
o If needed, please back out of the import tool using the "Back" button.

Step 2: Map Your Values

Each value for each donation record will be worked through as needed in this step. See below for each section:

NEED TO REPLACE THIS SCREENSHOT. SHOWING WRONG MATCH FOR DONOR.

« Donor Accounts

« If an existing donor is found in your account then you'll see a green check mark.
« If the donor isn't found (Partner Account # doesn't exist) then you'll see a red "X". Click on the blue edit button (to the right of the red "x") for options.

« Add/Update New Donor Account. Create a new Partner / Donor by entering an Account Number and Name. Please note you can use the 3rd option, Choose from CSV, to use what you
entered into your CSV.

« Choose Existing Donor Account. Search for an existing account. As you type, you'll see possible matches to select.

« Choose From CSV - Use the values in the CSV file to create a new Partner / Donor.

« Designation Accounts

« If an existing designation account found in your account then you'll see a green check mark.
« If the designation account isn't found then you'll see a red "X". Click on the blue edit button (to the right of the red "x") for options.

= Add New Designation Account. Create a new account. Please note you can use the 3rd option, Choose from CSV, to use what you entered into your CSV.
= Choose Existing Designation Account. Search for an existing account. As you type, you'll see possible matches to select.
= Choose From CSV - Use the values in the CSV file to create a new Partner / Donor.

« Donation Date

« If the dates were formatted properly for this tool then there is nothing to do here.
« If the dates were not formatted properly then you can use the calendar tool to choose the correct date or type it using the needed format:

« Appeals
« If an existing designation account found in your account then you'll see a green check mark.
« If the designation account isn't found then you'll see a red "X". Click on the blue edit button (to the right of the red "x") to choose an existing Appeal. If one doesn't exist then you can back out of the
import and create it first. Click here to see more about Appeals.
» Payment Method

« Use the drop down if needed to match your CSV's value with an option.
» Options:

« ACH
« Credit Card
« Check
« Cash
« Other
» Currency

« Use the drop down if needed to match your CSV's value with an option.

* Once this is complete, click "Next".
o If needed, please back out of the import tool using the "Back" button.

Step 3: Check for Duplicates

Donations must always have a unique Donation ID. In this step the tool checks all the Donation ID values in the csv file against existing donations in the user's account.
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No Duplicates Found (no donation exists with same Donation ID):

Duplicates Found (donation already exist with the same Donation ID):

In the example below, some rows were populated with Donation IDs that have already been imported previously.

If any duplicates (the same donation ID) are found, then the user will be presented with options for how to proceed:

In the example shown above, there are 3 donations from the CSV file that might be duplicates (the tool identifies this by the Donation ID)
* The first one appears to be a duplicate. It's the same donor, designation account, amount and date. The user should NOT generate a new Donation ID for this as it's a duplicate.
o The second does have an existing Donation ID (with a previously imported donation and even the first one above), but it does not look like a duplicate. It's for a different amount on a different date. The user should
click the "Generate New ID" button for the tool to create a unique ID.
o The third does have an existing Donation ID (with a previously imported donation), but it does not look like a duplicate. It's for a different amount on a different date. The user should click the "Generate New ID"
button for the tool to create a unique ID.

After generating the 2 new ID's the user sees:

Step 4: Preview Donations to be Imported
In this final step the user will see all the donations about to be imported into their account.
Please note:
* A tag can be added to any Contact records that are part of this import (the Account Name is the name of the Primary Person of a Contact). We suggest using this to find any newly created contacts from this import
(i.e. "newdonor") in order to update the record. Click here to learn
o The user should review this carefully to confirm as importing the donations in bulk cannot be done (user needs to check the box accepting this).
o Import Status for each donation (examples shown below):

o Green check mark means that the donation will be imported.
© Red "x" means that the donation will not be imported.

After clicking the check box and then the import button, the user will see a confirmation pop up:

Example 1. All donations will be imported:

Example 2.

NEED TO REPLACE THIS SCREENSHOT. SHOWING 1st and 2nd donations about to be imported,
but the 1st one should be a red X.

Note: Typically, the CSV data will populate MPDX quickly, however, it may take up to 24 hours for the import to finish. You will receive an email when your import is complete.

Guided Workflow: Bulk Contact Import

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated where needed to provide help for you and your Partner Essentials account.

Importing From a CSV File into MPDX;

To import contact information into MPDX, it must be saved as a .csv file.

¢ Open your Spreadsheet in Excel (or other spreadsheet program)
o Click File, Save As, and choose CSV as the file type or save as type.

Organizing Your Spreadsheet

* Add a header row, one for each column (i.e., First Name, Last Name, Spouse Name, Street Address, City, State, Husband phone number, Wife phone number, Husband email address, Wife email address.
¢ Add other headers such as Commitment Amount, Commitment Frequency, Church.

Note: Use these specific headers to correctly assign the data to MPDX designations. Read the article: Field Names for CSV Contact Imports.

Uploading Your CSV File
32


https://gethelp.solertiaelabs.com/hc/en-us/articles/21114372995213

¢ Log into your account (partneressentials.work).
¢ Go to the Tools dropdown menu and click on Import from CSV.

mpay,’ Dashboard Contacts Tasks Reports v | Tools v | Coaching

c!? Appeals

Good Afternoon, G mportfrom Google

Welcome back to MPDX. Here's what's been happening.

E Import from CSV

“ Import from TntConnect

Fix Commitment Info

Monthly Goal BA Fix Email Addresses

Step 1: Upload Your CSV File

o Click Select CSYV file then locate the file CSV file on your computer.

Import from CSV
Step 1 Step 2 Step 3 Step 4
Upload your CSV File Map your headers Map your values Preview

Upload your CSV File

ACSVis a comma-separated spreadsheet format that can be created by many programs such as Excel, Google Sheets, Google

Contacts or Numbers.
I 500115 Max CSV file size [ATRIEIRLS

* Once you've found your file click Open.

File name: |J-Lewis-Prayer-Letter-Contacts V| CSV File (.CSV]- v

Note: The max file size of a CSV is 500MB. If your CSV file is larger or you are in need of assistance, email techhelp@cru.org with your CSV file attached.

Step2: Map Your Headers

* Choose the MPDX Destination Field that best matches with Your CSV Headers field (i.e., First Name to First Name).
¢ Scroll down and do this for each of your CSV headers.

Step 1 Step2 Step3 Step 4

Upload your CSV File Map your headers Map your values Preview

Map your headers

— MPDX destination field

Contact Name

Do Not Import N
= 3
|| first Q

o At the very bottom, locate the Next button.
e Or click Back if necessary.;

Note: The Next and Back buttons will be at the bottom of each screen during the import process.

Spouse Other Phone Do Not Import -

et

Step 3: Map Your Values

Values for some fields in MPDX might be different from the values in your CSV. For example, you might have a column called “supporter” in your CSV file. In MPDX, that field needs to be called Partner- Financial.

RTED (1)
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Step 1 Step 2 Step 3 Step 4

Upload your CSV File Map your headers Map your values Preview

* Select MPDX Values that best match Your CSV Value, i.e. Newsletter - Both to Both.
o Do this for both Newsletter and Status.
¢ Click Next to proceed to the next step.

Note: This step will be skipped automatically if MPDX requires more information to match the fields.

Your CSV value

Newsletter Newsletter

Physical

Status Status

m

Step 4: Review Your Import

You can preview your import to make sure the field names are mapped correctly.

Step 1 Step 2 Step 3 Step 4

Upload your CSV File Map your headers Map your values Preview

¢ Add a Tag for this CSV import, i.e. CSV Import.
o Review each field and verify the information is correct.

Add Tags to zllimported contacts

Preview

Please take 3 look at these sample rows that show how your CSV will import into MPDX. If you would like to make changes, go back to Step 2 o
back to Step 1 to reimport all over again,

Likely
Contact Envelope Commi Commi Commi to Send
Church Name  Greeting Greeting Status  Amount MNotes Frequency  Newsletter Currency Give  Goals
Brock,  Keman Kenanand  Partner Both usD true
Kenan  and Judith Brock  Financial
and Judy
Judy

e Click the Back button to make changes.
¢ Click the Checkbox: “I accept that this import cannot be undone”
¢ Then click on Import.

- (#]1 accept that this import cannot be undone

Note: Typically, the CSV data will populate MPDX quickly, however, it may take up to 24 hours for the import to finish. You will receive an email when your import is complete.

Guided Workflow: Bulk Contact Import Field Settings

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

Use the field names listed below for the column headers to import your CSV File for Contacts correctly and easily.

Church

City

Commitment Amount
Commitment Currency
Commitment Frequency
Country

Email 1

Email 2

Envelope Greeting
First Name

Full Name
Greeting

Last Name

Likely To Give
Metro Area
Newsletter

Notes

Phone 1

Phone 2

Phone 3

Referred By
Region

Send Appeals?
Spouse Email
Spouse First Name
Spouse Last Name
Spouse Phone
State

Status

Street

Tags
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Website
Zip

Guided Workflow: Manually Add Donations

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner

Essentials account. *

Do Not Add Manually If...
You do not need add donations manually if your MPDX performs a sync. You will end up with duplicates.
Manual Donation Requirements
Locating the Partner Number
1. Verify the contact has a Partner No. before you proceed to add the donation.

1. On the individual contact page, locate the Donations tab
2. Below the bar graph and to the left is where the Partner No. is found

Details Tasks Referrals Notes

Commitments: 66 | Monthly Goal: 3000 | Monthly Average: 41

Lastvear NN Thi

0
Auy bia g Nog &K

louk

oKt I 5 Map
Partner No. Date Amount Designation Met
10/5/2018 35CAD 15093 BAN
Adding a Partner Number

If a contact does not have a Partner No. you can add one by adding a Partner Account.

 Click on the Details tab below the individual contact name.
¢ On the right hand side, click on the blue Add Partner Account button.
e Add a numeric value and MPDX will save it automatically under Partner Accounts.

sr. Alejandro Amenabar
5 5 - Other v

Donations Tasks Referrals Notes

Financial

Adding a Donation

¢ From within the individual contact, click on the +Add button on the top right.

Q TTM | Peter Parker | ToonTown Campus ¥
Add Contact
asks  Reports  Tools  Help B I
| Multiple Contacts
Merge People Add Donation
'Add Task

i Add Referrals D?sk ®logTask | @HideContact | 08Tk

Sr. Alejandro Amenabar I

+555555555555 - Other

& Primary

Populating the Add Donation Fields

o Fill in the Amount of the donation

o Currency is determined by Settings | Preferences | Default Currency. Change this ONLY if the donation is a different monetary type.

e Select the Date the donation was given

¢ Add the Partner Account and the Designation Account (2 different numbers).
e If applicable, you can Select Appeal, i.e. CSU 2018 to track that specific Appeal.
¢ Add notes in the Memo field

 Verify that everything is accurate and click Save
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DONATION

Amount * Currency *
[ 100.00 ] New Zealand dollar - N... *
Date * Motivation
[ 28/5/2018 l
Partner Account * Designation Account *
[ Amenabar, Alejandro (15632) ][ 15093 ]
Appeal Appeal Amount
Select Appeal
Memo

conee

Note: if the donor's name does not appear when you try to add a Partner or Designation Account, it usually means a Partner No. still needs to be created for the donor in question.

Migration: From Apple Contacts

Export Apple Contacts

Click on the Contacts icon from either your launch Pad or from a finder window.

Contacts

There are Two Options:
1.) Drag and Drop Desired Contacts from Apple Contacts into Numbers to Create CSV and Import.
This article from Apple's support site explains how to do this with the native software built into your mac. Export or archive contacts in Contacts on Mac - Apple Support.

Save the Numbers file as a CSV and then follow the instructions on Importing contacts from a CSV to add your desired Apple contacts to Partner Essentials.

2.) Convert VCF File Export from Contacts to CSV Using 3rd Party Tool and Import from CSV

* Select the Contact List you would like to export, i.e., A/l Contacts.
o From the Contacts Menu, select File, Export, and then Export vCard.
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https://support.apple.com/guide/contacts/export-or-archive-contacts-adrbdcfd32e6/mac
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114273486861

& | Contacts | File | Edit View Card Window Help

& New Card

New List

All Contacts

New List From Selection

New Smart List.

Import...
Export as PDF...
Export Export vCard.

. Contacts Archive...
Print

e Name your Contacts File
o Select the Location where you would like to save it, i.e., Desktop.

Apple Contact Export.vcf

Desktop — iCloud

Note: To convert the contacts' vCard to a Comma Separated Values (.csv) file, you will need to use a third-party converter.

* Once converted, follow the instructions on Importing contacts from a CSV to add your Apple contacts to MPDX.

Migration: From Google Contacts

There is an import tool for your Google contacts to help keep your donor information up to date.
Note: This is a one-way import FROM your Google contacts INTO Partner Essentials.

Importing Google Contacts

* Go to the Tools tab, scroll down and click on Import from Google.

Dashboard Contacts Tasks Reports v | Tools v
W Appeals
Good Afterrl G Impert Contacts from Google I

Welcome back to PAR

E Import Contacts from CSV

& Import from MPDX

Import All Google Contacts

You can choose to import ALL of your Google contacts to add every single contact from your account.
¢ Click on the Import All Contacts radio button.
* Add a Tag, i.e., Google Contacts, so you can filter on the contacts being imported.

o Select the This import should only fill blank fields... option (recommended).
o Then click the Import button.

Import from Google

Importing From @gmail.com Connect Another Google Account

 Import all contacts Adds all contact types
Only import contacts from certain groups

Goagle contacts
Type name and press Enter
* This impert should only fill blank fields in current contacts and/or add new contacts. Recommended

This impert should override all fields in current contacts (contact info, notes) and add new contacts.

Import Select Google Contacts

You can also choose to import certain groups from your Google contacts.


https://gethelp.solertiaelabs.com/hc/en-us/articles/21114273486861

¢ Click on the Only Import Contacts From Certain Groups radio button.
e Click the checkbox next the Group(s) names you want to import.

Importall contacts
I * only import contacts from certain groups I

Contact group Tags for group

My Contacts

Family
Add atag
Coworkers -
Add atag

¢ Create a Tag (optional) for the import to filter on these imported contacts.
¢ Click the Check All button to select all Google groups.

¢ Click the Uncheck All button to deselect all Google groups.

o Select the import type of fill in or override fields in current contacts.

¢ Click the Import button.

c Uncheck all

Tags for allimported Google contacts

This import should only fill blank fields in current contacts and/or add new contacts.

ol

This import should override all fields in current contacts (contact info, notes) and add new contacts. ]

Overrides current contact info -

Import Confirmation

After you click the Import button, Partner Essentials will confirm that the import has begun. You will receive an email notification when the import is complete.

INFO

Your Google import has started and your contacts will be in MPDX shortly. We will

email you when your import is complete.

Migration From: TnT Connect

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner Essentials account. *

Step One: Export Your TntConnect Database

MPDX requires an XML file of your TntConnect database in order to import all its information. Below are the steps on how to export an XML file from TNTConnect and import it into MPDX.

o Click on File, choose Utilities, then click on Maintenance

Edit View Contact Lookup Group Actions Campaigns Tools Help
cien |61 @ ¥ o o« 334of1282
% Open. 3 r+o

Open Recent 4

@ Resolve Dropbox Conflicts...
H

Cose ltatts)

A
Import P Backe Next Task |
Export Current Group...

Maintei

Compact and Repair Database. ..

e In the popup box, Click on the button, Export Database to XML.



Database M.

ntenance X

General | More Tools

Expor

Export Database to XML...

Recalculate

Maiing Data

T

Data

IHII

(e

o Click Next.

The Importance of Data Portability
Totware fully supports your ight ; abity"
twanstion i to ancther tool, With TntWare procucts, you'e never locked n. We'd rather have loyal users who use
our 3

L why data porl o pay attention to:
1. Flexibllty ... 50 you can change tools in the future and avoid vendor lock-in.

2. Protection ... of your data from a single point of Faure from a single vendor.
3. To support

Mare ino: The Case For Data Portabiity in Your Suppert Raising Tool

DataPortability

Destination Check
O
Lam on staff with CrujCCCL
Tam with a dfferent minstry,

e Click on the Export Database to XML

Export Database to XML

Export Database to I

()0el WebtCam Central
C3Del WebCam Central B
MyRecent | (C)Downioads
Documents | |Z3Ministry
; Aty osic
@ gmy Pictures
Deskigp | (M Videos
()Updaters
{Cywatchmen
(Cwork
My Documents | | 20T
My Compuler
. File pame: sz | v Save
MyNewok | Saveashpe  |XML Fis [xml) - Concel

¢ Choose MPDX, click on the correct ministry option, and then click on Next

* Pick a Save File Location, Name your XML file, and then click Save

¢ The Exporting Database dialog box will pop up; it will disappear when the export is complete.



Please Wait...

Exporting Database (History)

Cancel

o After the export is complete, click on Done

Step 2: Import from TntConnect

* Log into your account (partneressentials.work).

¢ Click the Tools dropdown menu, and then choose Import from TntConnect.

mpcl,‘,’ Dashboard Contacts Tasks Reports ¥ | Tools v | Coaching

‘!’ Appeals
GOOd Aﬂ:ernoon’ G Import from Google

Welcome back to MPDX. Here's what's been happening.

E Import from CSV

“ Import from TntConnect

Fix Commitment Info

Monthly Goal B4 Fix Email Addresses RTED (1)

Note: You must have at least version TntConnect 3.2. Click the link: download the latest version.

¢ Click on Choose File and select the . XML file you saved to your computer.

e Add a Tagi.e., Import, TnTConnect (optional)

¢ Select either This import should only fill blank fields in... or This is import should override all fields in...based on which platform has the most current information.
e Click Import.

You must have at least TntConnect 3.2
.t Download Latest Version

Export your Database from TntConnect:
* Click on "File", choose "Utilities" from the list. Then "Maintenance".
* In the popup box, choose the top button, "Export Database to XML".
® Then save to your computer.

®If you need help, watch this \ndao.—

XML Format

Tags for allimported TntConnect contacts

Import ThtConnect 4

This import should only fill blank fields in current contacts and/or add new contacts.

® This import should override all fields in current contacts (contact info, notes) and add new contacts.

Birthday and Anniversary Dates

Birthdays imported from TntConnect will be displayed in MPDX with a 4-digit year YYYY. MPDX requires a birth year in order to display a birth date. If a year was not added to your contacts in TnTConnect, MPDX will
display 1900 as the default. This same rule applies to anniversary dates, as well.

Note: After the import, it may take up to 24 hours for your TnTConnect data to fully populate MPDX. You will be sent an email notification upon completion .

Migration From: Preparing TntConnect For the Move

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner Essentials account. *

As you prepare your TNTConnect database for the move to MPDX, there 2 primary things to consider.

1. Do I want to perform data cleanup in TnTConnect before MPDX?
2. Do I want to do the cleanup after the import in MPDX?

You can “pack and ship” your TntConnect database as it is currently. However, if you decide to perform data cleanup on your database prior to the MPDX move, here are a few things to ease the transition:
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1. Tidy up your Saved Groups and User Fields (they become Tags in MPDX).
2. Delete any email addresses and phone numbers that are no longer valid.

Tidy Up Saved Groups and User Fields in TntConnect

Saved Groups and User Fields in TNT allow you to label or group your contacts in more detail than the pre-existing fields, i.e. Christmas N\ I or French

Saved Groups X

v Other Newsletters
~Canada Newsletter
- Christmas Newsletter
~French Newsletter

- Prayer Blast
G i S

You can filter TNT contacts by Saved Groups by clicking the Look up this group button.

£ New Group...

BErs of: Canada Newsletter (2 members)
Name

Boop, Betty

Deer, Bambi and Feline

Zf\ Lookup this group

fs Groups

v Other Newsletters
Canada Newsletter

Note: The other options is to click on the Lookup menu and choose User Field:

Filter Sort
Field Comparison Value
‘Other Newsletters v ‘ begins with v |Canada Newsletter v

[JSort by this field

Note: Both TNTConnect Saved Groups and User Field will become as Tags after import into MPDX.
Saved Groups will import like this: “Category-Group Name”, like this:

o Other Newsletters-Canada Newsletter

o Other Newsletters-Christmas Newsletter
o Other Newsletters-French Newsletter

o Other Newsletters-Prayer Blast

If you have renamed a field (i.e., from “User 1” to “Other Newsletters”), that field name will import as a separate Tag:
o Other Newsletters
o Other Newsletters-Canada Newsletter
o Other Newsletters-Christmas Newsletter
o Other Newsletters-French Newsletter
o Other Newsletters-Prayer Blast

If you have the same data in multiple fields, OR if you have multiple sub-groups with the same name then it will only import as one Tag. See the examples below.

If the Value of two User Fields are the same (i.e., User 6 is ‘Other Newsletter Type’ while User 7 is ‘Preferred language’), MPDX would import these values as one Tag, French.

User 6 [French v ‘

User 7 French v ‘

By contrast, if the names of User Field were labeled differently, then each would be imported as separate Tags.

Other Newsletter lFFEHCh v l

Preferred Language | French v ‘

MPDX would create these Tags for each contact:
¢ Other Newsletter
o Other Newsletter-French

o Preferred Language
o Preferred Language-French

Past or Expired Saved Groups and User Fields

If your TNTConnect database has past or expired groups or user fields (i.e. "2017 Christmas Ask"), you may want to remove them prior to import. This will significantly reduce clutter in MPDX.

Bold Orange Contact Info (unreviewed accounts)

In TntConnect, any addresses, phone numbers, or emails in bold orange indicate this data does not match the Cru Donation Services database (when it linked to their gift data). In most cases, the difference is just the
spelling of a street name such as “Road” vs. “Rd.” or a postal code “84117” vs. “84117-1234".

[ New Contact... I [83 Edit Contact...

Bruce Wayne [1$100 monthly
2905 McGill St @ Current
Vancouver, BC V5K 1HA Avg: $25/mo

Home:
ne

(220) 322-2735
a @toontowncanada.ora

10140

Note: TntConnect does not automatically accept Cru’s address when a new donor is downloaded, as you may have a more current address for the contacts in question.
To View or Update Bold Orange Contact Info

o Click on the address, phone number, or email in bold orange.
* A dialog box will open that allows you to either Accept (change) or Ignore (decline) the address, phone number or email listed.
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Vancouver, BC V5K 1HA
Home: (220) 322-2735
bruce.wayne@toontowncanada.org

Bruce Wayne
[ 2905 McGill St ]

(Donor

Wayne, Bruce
(10140) 2 gifts in 2017

11 10th Ave W
Vancouver, BC V5Y 1RS [Accept / Ignore] (Updated: 6/3/2013)

Phone: (220) 322-2735 (Updated: 6/3/2013)

Email: bruce.wayne@toontowncanada.org (Updated: 9/23/2013)

To see ALL contacts with bold orange "unreviewed" status, select Lookup | Unreviewed Account Info.

Cleaning up all the Unreviewed Account Info prior to the import, will save you time and ensure you have the correct contact information for each partner.

Note: If you have never performed the Unreviewed Account Info TntConnect function, then you may have dozens of partners with a bold orange status. This effort is helpful if, for example, you have donors
who have moved and you are unaware.

Migration From: Finding TntConnect Data After Import

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *

Before You Import Your TNTConnect Data

Important: Follow the instructions for: Preparing your TNTConnect For the Move before you import it to MPDX.

From TNTConnect Fields to MPDX Fields
Below is a guide of how TntConnect fields are populated and their location after it is imported into MPDX. Fields in MPDX are labeled with corresponding TntConnect field name.
Contacts: Finding Donor Information

Under Contacts, click on the name of any partner to view their detailed information.

“) Reset Filters Select~

Dashboard Tasks Reports Tools Help

B Save Filters

W TGS v BB Showing 1 to 2 of 2

Click a tag twice to look up all contacts . -
who do not have that tag. l Flintstone, Fred and Wilma l

—————— o e toontown-canada.net
Wilma Flintsone
4500 Arbutus St Vancouver, BC V6J 4A2

2018 christmas card
2108 baby announceme...

callin future cartoons

Contact Summary

* TNT Phase in TntConnect imports to Status in MPDX (same names)
¢ Send Newsletter in TntConnect imports to Newsletter in MPDX
o TntConnect Newsletter Type - MPDX

= Paper with Email Backup - Physical

= Email with Paper Backup - Email

= Paper Only - Physical

= Email Only - Email

= Nothing - None

= Paper and Email - Both
¢ Likely to Give in TntConnect imports to Likely to Give in MPDX.
e Pledge Amount in TntConnect imports to Commitment field in MPDX
¢ Pledge Frequency in TntConnect imports to Frequency field in MPDX.
¢ Pledge Currency in TntConnect imports to Currency field in MPDX.

Flinstone, Fred and Wilma AddReferrals | AddTask  LogTask Hide Contact

\ary Person Name Primary Phone Numbe Pri Pe

Alejandro Amenabar +555555555555 fred.flinstone@cru.org 90 Yorkville Ave

TNT Phase Send Newsletter Likely to Give Toronto ON M5R 189
Sk Newslett kelyta G Q View ® Google Maps
Partner - Financial ¥ Both % v Select an Optio

Pledge Amount Pledge Frequency  Pledge Currency

Commitment Frequenc Curr

35 Monthly ® v CAD(S) v

Contacts - Details Tab

The Details Tab consists of 3 sections: Financial, Communication, and Other Details.


https://gethelp.solertiaelabs.com/hc/en-us/articles/21113605986445

Details Tab - Financial

e Gift Details in TNTConnect imports to Last Donation, Lifetime Donations, Giving Method in MPDX
¢ Pledge Start (date) in TntConnect imports to Commitment Start Date.

Details Donations Tasks Referrals Notes Addresses People

Gift Details nmitment start Date Pledge Start
v 01/15/2007

<t Donation Gift Details v thod Gift Details
35 BANK_TRANS

fetime Donations Gift Details
2500

Note: Commitment Received, in MPDX, will be YES if there is a TNTConnect Pledge Start Date and NO if the TNTConnect Pledge Start Date field is blank.

Details Tab - Communication

¢ Full Name in TntConnect imports to Envelope Name Line in MPDX.

¢ Greeting in TntConnect imports to Greeting field in MPDX.

¢ Referred by in TNTConnect imports to Referred By in MPDX.
o The Referred by field is populated ONLY if those donors are imported into MPDX or already present in Contacts.
o If a Referred by name is not listed in Contacts, a Tag missing tnt referred by is created.
o The Referred by name is imported into Notes for that Contact.

o Campaign details in TNTConnect imports to Send Appeals (Y/N) in MPDX.

¢ Installation Language in TntConnect imports to Language in MPDX.

¢ Groups and User Fields in TNTConnect imports to Tags in MPDX.

¢ Fund Rep in TntConnect imports to Tags in MPDX.

Short Name and Salutation in TntConnect does not import into MPDX

Details Donations Tasks Referrals Notes Addresses People

Communications

Envelope tame Line FUll Name reeting (used in export) Greeting
Fred and Wilma Flinstone Fred and Wilma

<40y Referred By se 2.2 Campaign
Rubble, Barney and Betty E Yes v

us¢« Installation Language
English (en) (English - en) ¥ v (GMT-05:00) Eastern Time (US & Canada) n v

Groups and User Fields

Addatag
Note: You can use Tags to filter specific Contacts into groups, i.e., Cartoons.
Details Tab - Other Details
¢ Family: Church in TNTConnect imports to Church in MPDX.
¢ TNT: Magazine in TNTConnect imports to Magazine Yes/No in MPDX.
¢ Email/Web in TNTConnect imports to Website in MPDX,

¢ Campaigns in TNTConnect imports to Next Ask in MPDX.
¢ Accounts in TnTConnect imports to Partner Accounts in MPDX.

Details Donations Tasks Referrals Notes Addresses People

Bedrock Baptist Church Family: Church o07/06/2018 Campaigns BE

www.theflintstones.com Email/Web No TNT: Magazine v

Partner Accounts @ Add Partner Account
15632 Accounts d

Contacts: People Tab

Each Contact lists all the individuals via a People Tab and displays their contact information.

¢ To make any changes to an individual, click on the Edit icon.

Details Donations Tasks Referrals Notes Addresses

Merge Peaple B Email All @ Add New Person

Mr. George Jetson

Programmer - Spacely Sprockets
meetgeorgejetson@toontown-canada.net v
georgejetson@toontown-canada.net - Personal
+642206321699 - Home v

+642206321655 - Work

Married May 5

[ £]vE

Primary

People: Contact Info

e The will display the MPDX fields populated from your TNTConnect import.
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Title First Name * Last Name * Suffix

Mrs. Jane Jetson

Contact Info Details Social Connections Relationships & Work

Phone Numbers Primary  Invalid

©Add Phone \

Email Addresses Primary  Invalid

@toontown-canada.ne Other v \ =]

© Add Email l Opt-out olEmailNewslﬂter]

janehisw

¢ Title in TntConnect imports to Title in MPDX.

 Suffix in TntConnect imports to Suffix in MPDX, i.e. Jr. or III.

© Phone Numbers labeled Home, Mobile, Business, or Other in TNTConnect will be labeled the with same values in MPDX.
o Preferred Phone in TntConnect imports as Primary with ¢/ in MPDX.

¢ Email Addresses labeled Home, Business, or Other will be labeled the with same values in MPDX. If no label existed in TNTConnect, it will not have a label in MPDX either.
o Preferred Email in TntConnect imports as Primary with ¢ in MPDX.

Contacts: Details

Title First Name * Last Name * Suffix

Mr. Gearge First/Given Jetsan

Contact Infa Social Connections Relationships & Work
Legal First Name First/Given Gender

George Male x v
Birthday Anniversary
Month Day Year Month Day Year

March X+ | 3 1944 May xv 5 1975

D d Tnt: Deceased I .
ceease Tnt: Family

m cancel S

e First/Given in TntConnect imports to First Name and Legal First Name in MPDX

o Hint: Add nickname in First Name field and full first name in Legal First Name field
* Deceased in TntConnect marks all individuals listed in a Contact as Deceased in MPDX

o Under Details, check the Deceased Box for the person whom it actually applies. Uncheck this box for all other individuals for whom this status does not apply.
« Family: Birthday and Anniversary in TntConnect imports to Birthday and Anniversary in MPDX

Note: This information transferred from TNTConnect in the locations specified, applies to both husband and spouse.

Contacts: Social Connections and Websites

Title First Name * Last Name * Suffix
M George Jetso
Contactinfo  Details | Social Connections | Relationships &Work
Social Connections Type
tter.com/geo -]
wwwspacelysprockets.com Website ]

Add: BFacebook W Twitter inLinkedin @ Website

Email/Web

¢ Website and social media web addresses from Email/Web in TntConnect imports to Social Connections in MPDX

Note: This information transferred from TNTConnect, in the locations specified, applies to both husband and spouse.

Contacts: Relationships and Work

Title First Name * Last Name * Suffix
Mr George Jetson
Contactinfo Details Social Connections Relationships & Work

Oceupation BUSiness Employer Relationship Status.
[ Programmer Spacely Sprockets ][ Married - ]
Relationships M /

[ Jane Jetson ] wife d o

© Add Relationship

Greeting

Remaove Cancel Save

¢ Business Profession in TntConnect imports as Occupation in MPDX

* Business Name in TntConnect imports as Employer in MPDX

o Children in TntConnect import as Relationships (name) and Type (son or daughter) in MPDX
o Children field in TntConnect is added to Notes for each contact.

Contacts: Notes

¢ Referred By and Notes from TntConnect is imported into MPDX, Notes for every contact.



Details Donations Tasks Referrals - Addresses People

Referred by: Spacely Sprocket and Space Rangers

4/18/18 - Called Spacely for an increase

Husband and Spouse Interests

o Family: Husband Interests in TntConnect is added to MPDX, Notes for each Contact.
¢ Family: Spouse Interests in TntConnect is added to MPDX, Notes for each Contact.

Note: Everything in Husband and Spouse Interests TNTConnect fields is imported into MPDX.
Husband and Spouse Nicknames
* Spouse Nickname in TntConnect will be added to Notes for each Contact in MPDX.
User Status, Categories and Region

o User Status in TntConnect will be added to MPDX, Notes for each Contact.
¢ In Notes, MPDX imports everything into User Status.

® Categories in TntConnect will be added to MPDX, Notes for each Contact.
* Region in TntConnect imports as Timezone on the Details tab of each contact in MPDX.
Contacts: Stored Information but Not Visible

o Next Ask Amount in TNTConnect is not an option for Contacts in MPDX. MPDX stores this information but it is not currently a visible field.

* Estimated Capacity in TNTConnect is not an option for Contacts in MPDX. MPDX stores this information but it is not currently a visible field.
o Direct Deposit in TNTConnect is not an option for Contacts in MPDX. MPDX stores this information but it is not currently a visible field.

¢ Pictures in TNTConnect do not import into MPDX Contacts. However, you can upload a thumbnail picture, i.e. .png or jpeg.

o If you add any Social Connections, i.c., Facebook, MPDX will display a thumbnail of their social media profile pic.

Tasks: Completed, Past Due, and Current

Belows is how MPDX imports TntConnect Task Status into Task Type.

< all

All

Today
Overdue
Upcoming
No Due Date
Starred

Completed

¢ Task: Not Started in TntConnect imports as a No Due Date task in MPDX.

o Task: In Progress in TntConnect imports as Overdue or No Due Date in MPDX based on the date.
¢ Task: Waiting in TntConnect imports as Upcoming or Overdue in MPDX based on the date.

o Task: Deferred in TntConnect imports as Overdue or Upcoming in MPDX based on the date.

¢ Task: Complete in TntConnect imports as Completed in MPDX.

TNTConnect Task Types in MPDX

¢ Task Type in TntConnect imports as a task Action in MPDX, i.e. Thank.

Task Name *

For 2018 Appeal Gift

Action

¢ Task Type: Present imports with No Task Type into MPDX and adds a comment Present in TntConnect.
o Task Type: WhatsApp imports as Text Message type into MPDX and adds a comment Text Message in TntConnect.
¢ Task Type: MailChimp imports Email into MPDX and adds a comment MailChimp in TntConnect.

Task: TnTConnect Fields That Convert to Tags

¢ Task: For in TntConnect imports into MPDX as a Tag, named after the Contact to whom the task is assigned. You can filter your Tasks by the Task Assignee Tag.

o Task: Category in TntConnect imports as a Tag with the Category Name into MPDX within each task.
¢ Task Campaign in TntConnect imports as a Tag with the Campaign Name into MPDX within each Task.
o Task Notes in TntConnect are imported into the Comments field into MPDX within each Task.

45



EDIT TASK

Task Name *

F

‘or 2018 Appeal Gift

Action

Thank

Du

e Date & Time Contacts

0y | o6/29/2018 [C] 12:00 PM [ Flintstone, ima Add a contact ]

MNoti
Motify me | 1 Minutes  ~ before Due Date & Timeon Both ~
ote: For MPDX to iy you mobil d to
W Remove Cancel m

Tasks: Data Not Imported

¢ Task Importance from TntConnect currently does not import into MPDX.
¢ Recurring Tasks from TntConnect is not currently supported in MPDX. However, the next instance of the task will import but no future Tasks will be created.

Migration: From MPDX

Overview

This article combines instructions provided by CRU on 7/17/23 for manually exporting data from MPDX and instructions to import data into Partner Essentials in order to migrate your data from MPDX into Partner
Essentials.

This article is intended for Partner Essentials DIY Customers.

Please note the MPDX migration process will only be available until March 31st 2024. After this point CRU will remove all MPDX data for all non-CRU users. CRU's migration team can be reached at
migration@mpdx.org. Below is an excerpt from this announcement:

If you do not follow the process and export your data as outlined above, and we have not heard from you, we will remove your ability to access your
data on January 30, 2024 but retain your data until March 31, 2024, at which time we will delete all remaining data we hold from non-Cru ministries. If
circumstances arise that make you unable to meet this deadline, notify the Cru MPDX Team at migration@mpdx.org.

We are thankful for the opportunity to serve together and hope to hear from you soon.

Thanks,
The Cru MPDX Team

migration@mpdx.org

Scott Paros

Siebel Product Manager

(Also Product Manager for Give Site and MPDx)

Dig

Phone: 407-4

ital Products and Services, Cru

scott.paros@cru.org

C

Jl
ru'

Exporting Data From MPDX

1
2

3

. Log into your account at H

. Go to Settings, then Preferences. Select the bottom drop-down menu option "Export all data".

. Click to check the box and acknowledge: "I, the user, acknowledge that once I export my data I have 30 days until my data will be deleted from MPDX servers".

. Click the button to "Export all Data"
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Export all data

_‘l; Your last export was on 2023-06-13 9:27 am

Click to select

-* 1, the user acknowledge that once | export my data, | have 30 days until my (
and acknowledge b g port my data, y y

deleted on MPDX servers.

Please ensure you've read the above before continuing.

e ol Exportall data

5. Once you’ve pressed this button, you will receive an email from support@mpdx.org with the link to your exported data.

MPDX has finished exporting your account.
‘You can download your account data by clicking the link below. This link will

expire in 7 days. https/api.mpdx. unt lists/i4edb4dss-52ca-
4507-a3c3-3a42913clB7Hexporls/d064ch68-dfef-46b2-8b79-2ccod630cec2
Thanks!

MPDX Support Team

org | © 2012 - 2023, Cru - Al

) Lake Hart Drive,

The link will take you to MPDX to an XML export. For individuals, the file format will be a .xml file, but will likely be compressed into a .zip file.

6. Once you begin the export you will see the message “Your export is downloading, this may take some time.”

My < > L )] m @ stage.mpdx.org ¢ ® |_" + [
mpldf‘,’ Dashboard Contacts Tasks Reportsv Tools v Q 4+ 4 0 Bradley Mcllwain ~
¢ Settings Preferences
Preferences .
Bradley Mcllwain -
Notifications brad.mcilwain@solertiae.com - Other + & Edit ]
SRS Personal Preferences
Manage Accounts
Language US English ~
Manage Coaches
Locale English ~
Default Account Bradley Mcllwain ~
Timezone o~
Time To Send Notifications 12:00 PM ~
Account Preferences
Account Name Bradley Mcllwain ~
Monthly Goal ~
Home Country ~
Default Currency ~
Early Adopter No ~
MPD Info ~
Export all data ~

Reset Welc@
@ All Systems Operational Help What's New Privacy Policy Terms of Use ©2023, Cru. All Rights Reserved.

Importing Data Into Partner Essentials
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. Log into your Partner Essentials account at https://www.partneressentials.work/login
2. Click on Tools in the top banner

w

. Scroll down to the Imports section and click on MPDX
4. Upload the file XML file found in export email from CRU by clicking Choose File

Use the default option when importing the XML file.

Import from MPDX

You can migrate all your data from MPDX into Partner Essentials. Most of your information will import straight into Partner Essentials, including contact info, task history with notes, notes, user
groups, and appeals. Partner Essentials hides contacts with any of the not interested statuses, including not interested and never ask in Partner Essentials (these contacts are imported, but will

only show up if you search for hidden contacts).

Before you proceed, please note:

+ You should have only 1 organization - Partner Essentials DIY - set in Connect Services ( https://www.partneressentials.work/preferences/integrations ).
+ Theimportfile size limitis 100 MB. In the rare chance that your import file in lager, please let us know at gethelp.solertiaelabs.com.

Choose File
Tags for all imported MPDX contacts
Add a tag

(O This import should only fill blank fields in current contacts andfor add new contacts.

@ This import should override all fields in current contacts (contact info, notes) and add new contacts.

5. Click on Import
6. In the popup click "Yes Import My Stuff!"

Note: Imported contacts may take up to 12 hours to appear in your account.

| E Dashboard Contacts Tasks Reports~ Tools v Coaching

Good Morning, Brad.

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.

Q + A O Brad Test v

| Monthly Goal GIFTS NOT STARTED (0) Account Balance
| 0uUsD
It may take a few days to update.
QO Goal Gifts Started Commitments Below Goal
| usb 0% 0% -00%
| 1usp 10Usb -10UsD VIEW GIFTS
|
Monthly Activity = Goal:0USD | == Average:1USD | == Committed: 10 USD
|
|
usD
10
a
[
& 7
2 6
% 5 .
13 4
1,
What's New Privacy Policy Terms of Use © 2023, PARTNER ESSENTIALS. All Rights Reserved.
Data Cleansing: Tasks
* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provi i for you and your Partner

Essentials account. *

Task Cleanup After Import

After a data import from, for example, TntConnect all your tasks are populated in MPDX.

¢ Go to the the Tasks page.
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Dashboard Contacts Reports Tools Help

Select = AddTask | Log Task Q
AN AL
Showing 1 to 20 of 20

ick a tag twice fo look up all ta:
not have that tag.

callthisweek *  gift * jimmy Today
lauren

Overdue
vancouver summer 201...
T FTERs Upcoming

Organizing Overdue Tasks

If you have overdue tasks, that are expired, you can mark them complete or delete the tasks.

Specific Overdue Tasks

e Click on the drop-down on the top left and select Overdue.
o All the Overdue Tasks will be displayed on the right.

< ] Selectw Add Task | Log Task Q searchT:

All
Showing1to 9 of 9

Today

Overdue ﬁ
Overdue

Upcoming

No Due Date: QO caliCall to schedule an appointment before | visit Mouse, Mickey and Minnie  [EHEY Jui27 © 1

rred

Completed

¢ Click on the Checkbox (now dark blue) to Select Specific Contacts.
e Click on the Actions button, then choose Complete Tasks or Delete Tasks.

2 Selected X Add Task | Log Task

Complete Tasks

Showing Lto9 of & Edit Tasks 50 v
Overdue Add Tag(s) v
Remove Tag(s)
Call Call to sc ore | visit Mouse, Mickey and Minnie ul2r1 © 1 v2
Delete Tasks
Call Call to schedule an appointment before | visit Parr, Bob and Helen 27 O 1 1y

O call Call to schedule an appointment before | visit Radcliff, Roger and Anita iz O ﬁ

All Overdue Tasks

e Click on the Select button and choose Select Al # Tasks, i.c., A/l 9 Tasks.
o Click on the Actions button, then choose Complete Tasks or Delete Tasks (see above).

& Overdue

Add Task | LogTask Q sear

W TAGS Select All Tasks on Page
Select all 9 tasks

Click a tag twice to look up all tasks that

do not have that tag.

call this week it * jimmy Overdue

O caliCall to schedule an appointment before | visit Parr, Bob and Helen I w2 O

lauren

vancouver summer 201...

Y FILTERS

Organizing Tasks with Tags
For Tasks that were imported from Google or TntConnect, a Tag can be added to more quickly identify them.
Organizing Imported with Tags

o On the top left, select All (left)
® Click the Select button and then Select All # Tasks, i.e., 20 Tasks.

4 al Add Task = Log Task

W TAGS Select All Tasks on Page
Click a tag bwice to look up all tasks that Selact | 20 tashs
do not have that tag.

callthisweek % gift % Jimmy Overdue

QO call Call to schedule an appointment before | visit Mouse, Mickey and Minnie

Q call Call to schedule an appointment before | visit Parr, Bob and Helen | tauren |

lauren

O Call Call to schedule an appointment before | visit Mouse, Mickey and Minnie
vancouver summer 201..

Y FILTERS

(O callCall to schedule an appointment before | visit Parr, Bob and Helen

e Click on the Actions button.
o Then select Add Tags.



4 Al
@ TGS

20 Selected X w Add Task = LogTask

Complete Tasks
Showing1to 200f gt Tasks

Click a tag twice to look up ail tasks that
do not have that tag.

call thisweek > gift % jimmy Overdue I Add Tagls) I

Remove Tag(s)

lauren
@ O callcall to scf fore | visit Mouse, Mickey and Minnie
Delete Tasks

vancouver summer 201...

Y FILTERS

[ ] O Call Call to schedule an appeintment before | visit Parr, Bob and Helen

¢ Under Create New Tags, type the Tag Name, i.c., TntConnect.
 Press Enter and then click Save.

ADD TAGS

Choose an existing tag

« call this week

* gift

* jimmy

+ lauren

* vancouver summer 2018

Create New Tags (separate multiple tags with Enter key) *

[ TntConnect  Type Name and Press Enter ]

concel

o The tag, i.e., TntConnect, will be located under the Tags section to the left.

20 Selected % Actions~  AddTask = LogTask

Showing 1 to 20 of 20

Click a tag twice to look up all tasks that
do not have that tag.

call thisweek »  gift * jimmy Overdue

lauren

@ O call Call to schedule an appointment befere | visit Mouse, Mickey a
vancouver summer 201...

TrtConnect

@ O call Call to schedule an appointment before | visit Parr, Bob and H.

Y FILTERS

Prioritizing Tasks

Another way to organize tasks is giving them starred status.

¢ On the top left, select Upcoming tasks.
e To the right of any task, click on the Star icon to make it a priority (blue star).

] Upcoming Select v Add Task | LogTask Q
W TAGS
Showing1to 10 of 10 50 v
Click a tag twice to look up all ta
do not have that tag.
eallthisweek < git % jimmy Upcoming b4
lauren tnteonnect
O Appointment New MPD Appointment Parr, Bob and Helen Julze| O 1
vancouver summer 201...
T FiLTeRs O call call to schedule an appointment before | visit Parr, Bob an... c o1
¢ On the top left, select Starred to display all starred tasks.
¢ Note that each task has a blue Star icon to the right.
Select v AddTask | LogTask Q search Task
Showing1to3of3 50 v

call thiswesk < gift > jimmy

O Appointment MPD Appointment Ababa, Aladdin und Jasmine (Princess) Juls O 0 B

lauren *  tntconnect

Vancouver summer 201. Upcoming B

Y FILTERS

O Appeintment New MPD Appeintment Parr, Bob and Helen Jul2e| O 1 @

Click the = to lock

For more information on Tasks, click this link: Create, Edit, and Log Tasks.

Organization Admin

Org Admin Only: Manage Users

You will only be able to follow the instructions below if you have received an invitation by e-mail to manage an organization and accepted it.

If you would like access either ask an existing administrator or send a request for access.
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We've developed some user management and reporting features that are available by selecting "Backend Admin" from the settings icon. This will open a new tab in your browser.

L3 Dashboard Contacts Tasks Reports~ Tools v

Good Afternoon, Org.

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.

Monthly Goal GIFTS NOT

User Management:

The User Management tab allows a user with organization management permission to see all users connected to the organization. A user connects to the organization when setting up their account.
Please note:

o If the user hasn't connected to your organization yet then you will not see them in the listing of your users. If that user needs help logging into their account, it can be requested by using our helpdesk.
o This data is updated daily.
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Dashboard Organizations Account Lists Designation Accounts

uth Users

. Family Given R . Days Since Last sync
~d Person ID E-Mail org Account status Confirmation status Mta setting ) User type Subsa
Name Name Last Login date
ilertiae.com
n@solertiaelabs.com Tast Brad Offline April 10, Primary
Org 2024 07:02
n@workessentials.online  test test
Download:

Download a CSV file

1.) User Data Report
User data is displayed here on the screen per filter selection and the displayed user report can be downloaded as a csv file.

See further below for more explanation of the column headings and the meaning for what is reported.

2.) Filters for Reported User Data.
These filters can be used to narrow down the number of users to be displayed.

¢ Applying the Filter - After making your filter selection click the "Filter" button.
o Clearing the Filter - Click the "Clear Filters" button to remove all filters.

3.) Manage User

Click on the "Manage" link in the row for a specific user to manage that user and see history. See below for more on this.

4.) Create New User

A new user can be created using this tool. See below for more.

5.) Refresh

User data displayed here is updated daily. The Refresh button can be used to update the data displayed here as needed.

User Reported Headings:
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Partner Essentials Dashboard

Designation Accounts

. Family Given :
E-Mail org Account status Confirmation status Mfi
Name Name
The column headers and their meaning are described below in the section on managing a user:
Manage User:
To manage a specific user, click the "Manage" link in that user's row.
" Family Given ) . Days Since Last sy
E-Mail Org Account status - Confirmation status Mfa setting
Name Name Last Login date
partperescen emo+org@gmail.com Admin Org Test, Enabled Confirmed MFA Inactive 1day March
bs to your image 22z 20241
PartnerEssentials.Demo+2@gmail.com Member Example Test Enabled Confirmed MFA Inactive 1lday March
20241
PartnerEssentials.Demo@gmail.com Essentials Partner Test Enabled Confirmed MFA Inactive

This will bring you to the Edit Page for that specific user:
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Dashboard Organizations Account Lists

Designation Accounts -

Edit ==l Users

User Email

[ change Email

EMAIL 1 brag tiaelabs.com

User Mananagement

LAST NAME 2 Test

FIRST NAME* 3 Brad

USER TYPE 4
ORG Offline Org,

ACCOUNT STATUS 5 Enabled \/
CONFIRMATION STATUS 6

MFA SETTING

LAST SYNC DATE 7 2024-04-10 07:02:09 UTC

LAST GIFT DATE

DAYS SINCE LAST LOGIN 8

PE CREATED AT 2024-04-05 12:19:29 UTC
PE LAST UPDATED AT 2024-04-05 12:24:34 UTC

AWS COGNITO CREATED AT 2024-04-05 12:1T:43 UTC

AWS COGNITO LAST UPDATED AT 2024-04-05 12:24:34 UTC

SIZE USED

Click to :.Ap.dat_e_

EMAIL VERIFIED

Click to cancel

‘Organization Admin Assignments

'ORGANIZATIONS E ORG

Cancel

1.) E-mail - This is the e-mail address that the user logs in with

2.)Family Name - Also called "Last Name".

- Can be set at the time of creating the user

- Can be changed here by an Admin

- Can be changed by the user in settings ->preferences->Edit profile (shown below)
4.) Given Name - Also called "First Name"

- Can be set at the time of creating the user

- Can be changed here by an Admin

- Can be changed by the user in settings ->preferences->Edit profile(shown below)

EDIT MY PROFILE

Suffix

Title [First Name * Last Name *
Org Admin
CONTACT INFO DETAILS SOCIAL

Phone Numbers

No Phone Numbers. Add one.

RELATIONSHIPS

Primary  Invalid

5.) User Type

 Primary - This is for the user raising support.

¢ Secondary - This is intended for use by a user who shares access to an account of a primary user. This could be a spouse or an administrative role. (not included in the number of subscriptions for the organization)
o Test - This is used for a test account, a common example being training (not included in the number of subscriptions for the organization).
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6.) Account Status

o Enabled - The user can log into their account.
¢ Disabled - The user cannot log into their account. (The data is not deleted by disabling the account and a disabled account can be set back to enabled.)

7.) Confirmation Status - this status shows if the user has logged into Partner Essentials:

¢ Confirmed - The user has logged into their account.
* Blank - Nothing could be listed for a newly created user and this will be updated once the backend report updates (daily).

8.) Last Sync Date - This is the date of the last data pull from the external source (i.e. DonorHub, NeonCRM, TouchPoint, or VirtuousCRM).

9.) Days Since Last Login - Shows the number of days since the user last accessed their account.

Click on the "Update Cognito User" button to make the changes.

Click on "Users" in the navigation tree in the top left to go back to view all users.

Change history can be viewed for the user by clicking on the "History of Changes" button at the top right. If this doesn't show on a specific user's record that means changes haven't been made using this tool yet.

Change History:

ADMIN

History Of Changes

Attribute Change From Changed to Date & Time By Who ATTRIBUTE
|'Comains
user_type Secondary Test March 15, 2024 15:27 partneressentials.demo+org@gmail.com .
CHANGE DATE
Download: Displaying 1 History Of Change
From

Each changed attribute for a user will be listed here including who made the change and when.

Create New User:
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Partner Essentials

ADMIN /

Users

) Family
E-Mail
Name
partneressentials.demo+org@gmail.com Admin
PartnerEssentials.Demo+2@gmail.com Member
PartnerEssentials.Demo@gmail.com Essentials
Download:

Clicking the "Crete New User" button above will bring you to the New Users Window shown below:

Given

Name

Org

Example

Partner

Dashboard - Designation Accounts

Org

Test,
777

Test

Test

Account status

Enabled

Enabled

Enabled

Confirmation status

Confirmed

Confirmed

Confirmed
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Partner Essentials Dashboard Designation Accounts

ADMIN / USERS /

New Users

Create New User

EMAIL

FIRST NAME

LAST NAME

USER TYPE
Primary
Secondary
Test

Cancel

Please make your entries and selections for each field:

¢ Email: the user will login with this and system generated notifications will go to it as well.
e First and Last Name should be entered at the time of creating the user.

o User Type

Clicking "Create Cognito user" will send a Welcome e-mail to that user (to their login e-mail) with instructions how to login.

‘We recommend letting them know they should:
1.) Look for an e-mail from noreply@solertiaelabs.com and

2.) During setup they should pick your organization.

Please note:

o If your organization has automated donation syncing they will also need to enter their username and password for that portal (Donor Hub Staff Portal, NeonCRM, TouchPoint, and Virtuous).
o If the user hasn't connected to your organization yet then you will not see them in the listing of your users. If that user needs help logging into their account, it can be i

Org Admin Only: Anonymize Donor

You will only be able to follow the instructions below if you have received an invitation by e-mail to manage an organization and accepted it. If you would like access either ask an existing administrator or send a request

for access.

If you have accepted invitations to manage multiple organizations you will need to select the specific organization to manage in the top right of the relevant pages.

¢ Click on the Settings button and select Manage Organizations.

¢ On the left hand side drawer under Manage Organization click on Contacts.

¢ Add organizations to filter by and type something to search by in the Search Contacts field.

o You'll then see a list of contacts that match the search criteria.

o If the contact was added by a donation integration you'll be able to anonymize the contact by clicking on the red Anonymize button. This will remove all personally identifiable information from the contact. This is
should only be done after receiving a specific request from the donor to remove their information from any system. This is common in the European Union with Right to be forgotten requests organizations can
sometimes received. This feature does not remove donation information or donor numbers, rather it just removes email addresses, addresses, phone numbers and anonymizes the contact name. You will need to
inform your user that this has happened.

The user will still be able to see that donations came in, but each contact record will be stripped of all data except for the donor number as mentioned above and a generic contact description of "DataPrivacy, Deleted
[date]".
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Org Admin Only: Impersonate a User

You will only be able to follow the instructions below if you have received an invitation by e-mail to manage an organization and accepted it. If you would like access either ask an existing administrator or send a request

for access.

If you have accepted inviations to manage multiple organizations you will need to select the specific organization to manage in the top right of the relevant pages.

Dashboard Contacts Tasks Reports~ Tools v

L Settings Manage Test | < mmm——  Conf

Preferences

Impersonate User

Notifications

Manage Organization Access

Connect Services

Share this organization with other team members
Manage Accounts

If you want to allow another Partner Essentials user to have a

Manage Coaches

leadership consensus around this sharing before you do this.

Manage Organizations

Organization currently shared with
Impersonate & Share . OrgAdmin

Account Lists
Invite someone to administer this organization:

Contacts :
person.to.share@cru.org Send Invite

You are able to impersonate any user in your organization. You should use this only to help users tidy up data, inspect their donations to ensure syncing is working or help them troubleshoot issues they are having. You
will be able to access their account for limited time and then you will automatically be logged out of their account.

¢ Click on the Settings button and select Manage Organizations.

« Enter the Email address the user login with.

¢ Enter a Reason (this will be visible and recorded as accessed their account).
e Click Impersonate User button.
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Dashboard Contacts Tasks Reports ¥ Tools ¥  Coaching

£ Settings Manage zzz

Preferences
Impersonate User
Notifications
This will log yt
Connect Services Essentials. Im
account after
Manage Accounts the top of the

User Name, |

Manage Coaches

partneressent
Manage Organizations

Reason [ Hely
Impersonate & Share
user Requeste

Account Lists

Impersonat
Contacts

Manage Organization Access

* You will then be taken to their account and you will be able to access the users account on their behalf
* Once you are done click the Exit Impersonation Mode button at the top of the page

Dashboard Contacts Tasks Reports ~  Tools £ ~ Balance:28,36200UusD0 Q + @ A & v

Good Afternoon, Partner,

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.

Monthly Goal GIFTS NOT STARTED (1) Account Balance

Org Admin Only: Invite Another Org Admin
You will only be able to follow the instructions below if you have received an invitation by e-mail to manage an organization and accepted it.

If you would like access either ask an existing administrator or send a request for access.

There are two areas the provide this functionality:
Manage Organizations

¢ Click on the Settings button and select Manage Organizations.
e Click on the Drop-down Arrow to the right of the Manage Organization Access section to view the relevant section.

Note: If you have accepted multiple organization invitations, you will also be able to select an organization to manage in the top right of the relevant pages.
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Dashboard Contacts Tasks Reports~ Tools v Coaching Q + @ QB Org Admin ~

#&: Preferences

Good Afternoon, Org. B Notiications

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.
W Connect Services

= Manage Accounts

X Manage Coaches

Monthly Goal GIFTS NOT STARTED (0) Accou| B wanage Organizations

a Backend Admin
0uUSD

It may take a few days to update.

You can share organization account access with other staff such as financial team members, HR personnel, or help staff. If you have already shared organization access, those names will be listed under Organization
currently shared with section.

e Click the red Delete button to remove a specific person from organization access.
¢ Type in an Email Address and click Send Invite to grant access. The user will receive an email with instructions allowing them access to manage the organization.

Dashboard Contacts Tasks Reports>~ Tools v Coaching

L Settings Manage zzz

Preferences
Impersonate User

Notifications
Manage Organization Access
Connect Services

Share this organization with other team members
Manage Accounts

If you want to allow another Partner Essentials user to have access to thi
permissions and leadership consensus around this sharing before you d¢

Manage Coaches

Manage Organizations

Organization currently shared with
Impersonate & Share « Org Admin

Account Lists
Invite someone to administer this organization:

Contacts person.to.share@cru.o Send Invite

Backend Admin for Organization Managers

You can manage users and access some additional reporting in the Backend Admin portal with the same Manage Organization Access.

Dashboard  Contacts Tasks Reports~ Tools~ Coaching Q + @ QE Org Admin ~

& Preferences

Good Afternoon, Org. /8 Notifications

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.
W Connect Services

== Manage Accounts
& Manage Coaches

Monthly Goal GIFTS NOT STARTED (0) ACCOU [ manage Organizations

a» Backend Admin

0USD
It may take a few days to update.
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Partner Essentials Dashboard

ADMIN /

Users

. Family
E-Mail
Name
PartnerEssentials.Demo+org@gmail.com Admin
PartnerEssentials.Demo@gmail.com Essentials
Download:

Designation Accounts

Given
Name

Org

Partner

Org Account status
zz72 Enabled

Partner Enabled
Essentials

DIY, ZZZ

CA, zzz

Confirmation status

Confirmed !

Confirmed !

Org Admin Only: Manage Account Lists

You will only be able to follow the instructions below if you have received an invitation by e-mail to manage an organization and accepted it. If you would like access either ask an existing administrator or send a request

If you have accepted inviations to manage multiple organizations you will need to select the specific organization to manage in the top right of the relevant pages.

61


https://gethelp.solertiaelabs.com/hc/en-us/requests/new

Dashboard Contacts Tasks

L Settings

Preferences
Notifications

Connect Services
Manage Accounts
Manage Coaches
Manage Organizations
Impersonate & Share

Account Lists

Contacts

Reports ¥ Tools v

Manage Test | < mmm——  Conf

Impersonate User
Manage Organization Access
Share this organization with other team members

If you want to allow another Partner Essentials user to have a
leadership consensus around this sharing before you do this.

Organization currently shared with

e Org Admin

Invite someone to administer this organization:

person.to.share@cru.org Send Invite

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner

Essentials account. *

¢ Click on the Settings button and select Manage Organizations.

® On the left hand side drawer under Manage Organization click on Account Lists.
¢ Add organizations to filter by and type something to search by in the Search Account Lists field.

* You'll then see a list of account lists with users and coaches.

o If user or coaching permission was added by users of MPDX you'll be able to remove the permission by clicking on the red trash can button on the right of each permission.
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mpcli,f Q | Search Contacts Staff account

Dashboard Contacts Tasks Reports Tools Coaching Help

¢ Settings 1 Selected X ToonTown Ministries %

Preferences TTM | John Doe | Staff Account

Page Designation Accounts Users

Notifications ToonTown Ministries Richard Smith
Kent, Clark and Lois (Lane) richard@mpdx.org v/

Connect Services (10071)

B T TTM | John Doe | Staff Account

Manage Coaches Designation Accounts Users

M 0 ati ToonTown Ministries Lois Lane

anage Lrganizations Kent, Clark and Lois (Lane) lois@mpdx.org v/

(10071)

Impersonate & Share

Account Lists TTM | John Doe | Staff Account

Contacts Designation Accounts Users
Pl @l ToonTown Mm|st|j|es Clark Kent
Kent, Clark and Lois (Lane)
(10071)
Showing 26 to 50 of
@ AllSystems Operational Help What's New Privacy Policy Terms of Use © 2012 - 2019, Cru. All Rights Reserve

Donor Cultivation

Tags for Tasks: Add, Remove, Edit, Delete

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

To learn about how to filter Contacts using Tags visit the Tags for Contacts: Add, Remove, Delete, Edit article.

The Task and Contact Tags are different from one another:

« If you add a tag to a Task it WILL NOT add that tag to any other tasks for that Contact
« If you add a tag to a Task it WILL NOT add that tag to a Contact

« If you add a tag to a Contact it WILL NOT add that tag to any tasks for that Contact

Add a Tag

To organize your tasks into specific groups by tags, you will first need to add tag(s).
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Adding a Tag or Tags to a Single Task
» Go to the Tasks tab and Add Task or Log Task. Or, click on a task to "Edit Task".
« Add or edit any task details to fill the needed fields

« Where it says "Tags", type the name of the tag, and press enter.

« The new tag will appear on the specific listed Task under the Tags section in the Tasks tab of a Contact's Page and on the mini Tasks page. The Tag will also appear under the Tags Filters menu.

x

() gave o Specil Gitof$99.17on

end them  Thank ou,

Thank

s [=NRET ®

ik, fype to Add Tag OR Solect axisting Tag

Notifcations

(55

Adding a Tag or Tags to Multiple Tasks

You can also add a tag to multiple tasks at one time. To do this:

«» Go to the Tasks tab.
» Apply any Filters needed to narrow your list.
» Click the checkbox to the left of each listed task to which you want to add the Tag

» Click on the Actions button, then Add Tags.

Filter (1) * 2@«

+ oS © tosTasK
e clesrl
ComplteTasks

e o - cais
— | ndarogis)
Soveariters N
[—
s N o, 0 ) e 51 G591 M 15,2 S T, 4, AT g 388) O3 | e
Selectad Tasks
- e
“ncded Fiter Bunor [Bo] 8
Seettore itrs 2
Thank E, oAb na g ) Banor [ Do o %
L] T, s a2 %) Qwo [Bo] § #
e Quor [Bo] 5
f— Owo [(Be] @ %

Completed e

ADD TAGS' x
+ 2018 ok
+ 202200y 5k
+ callths week

+ fnanciadonors
+at

+ e

+ ntcomnect

+ vancouversummer 2015

Create New Tags (separate multple tags with Enter key) *

s @ o | x

once [5E]

« After you add new tags, they will show up in the Tasks Filters Tag List.

Filter (1) X ) @ Q

Save  ClearAll

® s ™ - N
Overdue
Upcoming
o P
“ m] Thank 2, %% and &

Remove a Tag

Removing a Tag From an Individual Task

« From the Tasks page, Go to the Tasks tab and click on a task to “Edit Task”.

» Locate the Tag you want to remove and click on the X to the right

« Click “Save”
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Removing a Tag or Tags from Multiple Tasks
« Select the Tasks from which you want to remove tags (highlighted in gray).

« Click on Actions.

« Select Remove Tag.

Filter (1) x| a @< J—
-
- - Compete Tsks

® o edtTais

Completed M Toohd
By e [
w ; Aopolnman s 4 portrrs o soband ol EIETil —"
] ol call chedieansppsinimet ol Gontc, et S BT Bumos (B o %
cra» |° PP —— Qo [B1] B *
@ s | O A AR AR Qumos [B1] B *
sovaris v

o [T —— Qo (Bo] & %
scton .
r— - o [ TR —— Oumens (B1] B8

« Click on the Name of the Tag you want to remove.

Select tags to remove:
[Eif===r] <@ Click to Select

— tntconnect

— 2018 eoy ask

CANCEL -

Delete a Tag

Unlike removing a tag from an individual contact or multiple contacts, deleting a tag from MPDX is permanent and will remove it from all tasks.

« From the Tasks page, unhide Filters and locate the Tags section.
« Click on the X next to the Tag Name you wish to remove.

« The Deleted Tag will be removed from all contacts who had the tag.

DELETE TAG?

his tag (call this week) and remove it
from alltasks?
To remove a tag from selected tasks only, use the action menu.

[petereTac] @— Click to confirm and "Delete Tag"

Edit or Rename a Tag
To edit a tag name, you will actually need to add a new tag and then remove or delete the old tag.
« Unhide the Tasks Filters menu.

« Under the Tags Section, click on the Tag Name you want to edit.

« Click the checkbox at the top to Select All.

« Click on the Actions button.

« Select Add Tags.
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« Create a New Tag, i.e., vancouver summer 2019, by typing in the Add a tag space.

+ moomsK @ LosTasK

« After typing the new tag name, press enter and click on Save.

« To delete the Old Tag i.e., vancouver summer 2018, click the

X" to the right.

Click to confirm when the Delete Tag pop-up appears to remove it.

Tasl|

* We would like to

To find the Tasks Filters menu, go to the “Tasks” tab and click the icon to the left of the “Search Tasks” field. Hide the menu again by clicking the

To filter Tasks by “All Tasks”, “Overdue”, “Completed”, “Today”, “Upcoming”, or “No Due Date” use the Tasks bag located under the “Search Tasks” field.

Lookup with Filters and Tags

thank Cru for providing this article from their help library. This article has been r
Essentials account. *

Fiter
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=] @ e Filters Menu + oo
CloselHide Filters

overdue ™\ Fiter Using the Tasks Bar
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Lookup with a Single Filter

‘When you add a Filter you will see the number of filters applied appear after the Filter menu title i.e “Filter (1).” For this example, we searched by the Action of “Thank.”

ks
*“ 0@
v .. =3
Saved Filters Completed
. ki
&9 S
v
D e
Z

Lookup with Multiple Filters

When you add multiple Filters you will see the number of filters increase after the Filter menu title i.e. “Filter (2)”. For this example, we searched by the Action, “Thank” and a Date Range Search of 1/1/23 to 6/28/23.

Save  Clearall

@ o~

Completed
sovediters v
o Thank 5 v el it of 1675 e 15,2025
Acton(1) %
Thank forsecl i by orver
Action = o P ”

Thank Charming,Prince and Cnderella gave Special it of 2.

Contacts v

Date Range Search (1) I’

Date Created

m] Thank Shan,Capsinand lan e Specil Gitof 15000

Thank Abab, Aladdin and Jasmine (Princess) gave  Specal G

o Thark 2,18 8 5

2 Special Gitof $125.27on

o Thank 2,18 B (4 e Spcil G 113360 O

10 ansiaon
Most Used Filters:
Tags

Tags are one way to narrow down your contact list within MPDX. A single tag or a combination of tags can be used to display a specific group of contacts.

To learn more about how to apply tags to contacts, see the Tags for Tasks: Add, Remove, Edit, Delete article.

@ 106 TasK.
TR
Bo o
1] B
Do o
TR

it provides assistance for you and your Partner

in the top right corner.


https://gethelp.solertiaelabs.com/hc/en-us/articles/24869842860301

Lookup by a Single Tag

o Under Tags, click on a single tag (i.e. 2022 eoy ask). Your list should show only tasks who have this tag.

Filter (1) X 0@ a

Sove  ClearAll

wwmn

Lookup by Reverse Tag

For Tags, searching for all contacts who DO NOT have a tag can be of use. For instance, say you have created a “tntconnect” tag. A reverse search of this tag will pull up a list of all contacts in your MPDX that you HAVE
NOT labeled with this tag.

o Under Tags, click on a single tag (i.e. tntconnect). Your list should show only contacts who have this tag.
* Click on this single tag again. It will turn from blue to red. Your list should now show only contacts who DO NOT have this tag.
o Click on this tag a third time to deselect this tag as a filter.

Filter x @ a

Swe  ClearAll

® e oo | ~

(&@D) snop

G sevotman

Saved Fitrs v D) tmashau ecision copote, i

Lookup by Multiple Tags

¢ Choose multiple tags to further narrow your search.
o In the example below two tags are selected: “vancouver summer 2019 and “tntconnect.”

Filter (1) x

Save  ClearAll

Completed
s—
donothavetat g o ol Calloscheddean spoinmentbelrel Vil Radcl, .
CEEDCEDD | O EB oo s
P ) o Call e an spponiment efor i Mouse bic.
e o hank ks penimen Shang Capanand utan
Saved Fitrs v

o Yot Mesags Clschedle napoltment bk st G
Action v
Contacts v o [T ————
bate RangeSearch .

o Call ot shediean sppinmentelr il Copte Wil
Conactchurch v
Saved Filters

Once the filters have been applied, you can save it for future use.

¢ On the left, scroll up until you see the number of Filters Applied, i.e. Filter (2)
¢ Below the applied filters, click on Save Filters button.

W s A v

Saved Filters

NERDUE | COMPLETED | TODAY | UPCOMING | WO DUEDATE
Completed
[ @R thank 0vA20225ift Coyote, Wile

¢ Type in a Filter Name (i.c. Year 2022 Thanks) and click Save.

SAVE FILTER X

[va.:rzozz Thanks <

e Refresh your page, then scroll down to see the filter you just saved.

Filter (2) X

Save  ClearAll

B ooove | counereo | roow
© Tos - v

c

Saved Filters ~

o S——

Appointments filter

Yeor 2022 Tharks o Thank EORZ2 R O

Lookup By Action
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‘When you Add or Log a Task in MPDX, the “Action” is the type of MPD action taken. For example: “Contact for Appointment”, “Appointment”, “Email”, “Talk to in Person”, “Newsletter - Physical”, etc.

You can filter search by a specific Action type to see a list of ONLY tasks of a certain type. Or select multiple Action types to further filter your list by either clicking and typing another Action or by selecting another from

the dropdown menu. For example: filter by Action type “Appointment” to see a list of all current and previous “Appointment” Tasks.

Filter (1) x = + avomask

77D opeintment e, 00 20 ) peesmtn (3 Jul 11
Completed

o [ )

NOTE: Reverse Filters

It can be helpful to search by “Reverse Filter.” Which is a search for all tasks that DO NOT have the selected filter. For instance, say you would like to see a list of all tasks that ARE NOT “Appointment” tasks. A reverse

search of this filter will pull up a list of all tasks in your MPDX that DO NOT meet this criteria.

e Click the reverse arrow icon to the right of the selected filter.
o The filter will turn red.
e Click the reverse arrow icon again to turn off the reverse filter.

= mpcp!
Filter (1) x a o
save  clearal
.
Overdue
Saved Fillers
D

Action 1 ~

Action

Upcoming

“See More Filters”

e Click “See More Filters” to expand the filters menu beyond the most used filters.
* Click “See Fewer Filters” to return to the simplified list of the most used filters.

Contacts List View

* We would like to thank Cru for providing this article from their help library. This article has been r
Essentials account. *

Contacts List View

ded to

The “List” View of contacts is simply that, a list of all of your “Contacts,” or ministry partners, entered into MPDX. This view can help you:

o See a full list of your “Active” Contacts

* See a full list of your Contacts: “Active” and “Hidden”

o Edit your ministry Contacts in Bulk with the “Actions” dropdown menu to
o Create, prepare, or maintain Newsletter lists
o Create, prepare, or maintain contact lists for Exports
o Create Tasks

Understanding What You See:

it provides assistance for you and your Partner
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Dashboard Contacts Tasks Reports v  Tools v Coaching

W TAGS ANY o Selectv = ? keyboard shortcuts

Click a tag twice to look up all contacts who
do not have that tag.

Showing 1to 25 of 43

Y FILTERS

Ababa, Aladdin und Jasmine (Princess)
Click the=2 to look up all contacts who do Aladdin Ababa  +41442762000
not have that filter. Jasmine Princess

Technoparkstrasse 2 Zurich, 8005
Status 2 A B RIS

Commitment Details ANONYMOUS DONOR

Newsletter Recipients

Referrer :
Baggins, Frodo

Contact Details Frodo Baggins frodo.baggins@toontown.org (220) 559-8467

1001 Denman St Vancouver, BCV6G 2M4
Contact Location

Contact Information Beast, Beast and Belle

Tasks Beast Beast dark.castle@toontown-canada.net (220) 380-9893
Belle Beast belleoftheball@toontown-canada.net

NOTE: The default view of Contacts in MPDX is whoever contact view you last accessed. But you can switch between views at any time.

The List view without any filters applied will pull up an infinite scroll list of “All — Active” contacts in MPDX. This means all contacts with the statuses: Appointment Scheduled, Ask In Future, Call For Decision,
Contact For Appointment, Cultivate Relationship, Never Contacted, Partner - Financial, Partner - Pray, Partner - Special and with no status selected.

NOTE: You can see “Hidden” contacts by unhiding the Filters menu, visiting the “Status” dropdown menu and selecting “All - Hidden.” This will include all contacts with the statuses: Expired Referral, Never Ask, Not
Interested, Research Abandoned, and Unresponsive.

The List view with filters applied will pull up an infinite scroll list of the selected subset of your ministry contacts.

Contacts Flows View

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *

Contacts Flows View

This view is helpful for creating a visual of your contacts by “Status” type (i.e. Contact for Appointment, Partner - Prayer, Partner - Financial, Ask in Future, etc.) and allows you to drag and drop contacts from one phase
of the MPD process to another phase very easily moving contacts through an MPD® “workflow.”

Click to change column headings,
status type in each column

Click and drag to move a
— contact to a new column
and change their status

Setting up the Flows View
* Step One: Go to the “Contacts” tab and select the “Flows” view

o Step Two: Click to “View Settings” (the button to the left of the contacts view options).

o Step Three: Click the title bar at the top of the first column and type to create a heading for the column (i.e. “Referrals”, “Potential Partners”, etc. You can click and type to rename each column heading.

o Step Four: Drag a “Status” from the Unused Statuses column to any other column. You may need to scroll right to see it.

 Step Five: Repeat steps three and four until you are satisfied with the titles of each column and the status(es) in each column. For this example we chose the column headings: Referrals, Potential Partners, Prayer
Partners, Financial Partners, and Special Partners.

 Step Six: Click the “<contacts” button="button" to="to" return="return" the="the" flows="Flows" view="view" save="save" your="your" choices="choices" and="and" use="use" view. ="view. "></contacts”>

69



Potentsl Partner:

x =

Partners

%

Click here and
drag to reorder
this column Gallor

Glick here
o delete.
this column

Select a color to
change the color of
this column heading

Using the Flows View

. LN ) .
[} — Gt
Afinuure Contact o Apponiment

Appointmentscheduled

« Relstionshia

Decison

Cickand drag a Siaus” o g

Parnr- Financil

movie t to another column

Scroll o the side to see more
columns when applicable

—

Not terested
Unesponsive
Research Abanconed

ExpiredReteral

This view allows you to drag and drop contacts from one phase of the MPD process to another phase very easily (see screenshot below). MPDX will even prompt you at times to record a task to help remind you of what

the next step is for that particular partner. For those people who partner with you financially, you can quickly and easily record their commitment info from this view as well so you can see God’s faithfulness in helping

you reach your monthly goal.

Once you move a contact into the “Financial Partner” column, go through the following steps to record their donation commitment:

o Step One: Click on the “Contact Name” hyperlink (A Contact’s Page should slide out from the right of the screen).

o Step Two: Look in the top section for the pencil icon.

o Step Three: Change the “Status” to “Partner - Financial” then Enter the “Amount” and “Frequency” of the commitment. Make sure to “Save”.

Potential Partners

Thorin ~

Never Contaced

Ner Contacted

Duar,

Cultivate Relationship

Contact Tes
CallorDecison

ctionship

O, Eomt
Conacttor
Appointment

O, bwalin

Parnar- Py

Average: $0] Gift Average: SO

Glick o edit "Status'
Then add the "Amount”
and Frequency” of the
commitment

Never Contaced

D, il
Contactfor
Appointment

O, o

Contacttor

Add Referrals to Contacts

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner

Essentials account. *

In MPDX:

o A “Referrer” is the person who introduced you to a new contact.
o A “Referral” is a person who was introduced by another contact.

¢ When you add people as "Referrals" to "A Contact's Page" instead of creating new contacts from the main screen, you are recording the connection between the person you've added and the person who introduced

you to this new ministry “Contact.”

e There is a special way to add connections in MPDX that is different from the usual process to Add Contacts (learn about the usual process of how to Add Contacts). If you use the processes we explain below, MPDX
preserves the connection between “Referrer” and “Referral.”

Adding a New Referral

A “Referral” is a person who was introduced by another contact. Adding a Referral, or Referrals to a contact is done manually and within A Contact’s Page.

Dashboard

i

YF\Iters

£ |

Annual

Bambi and Feline
Beast and Belle
Buzz

Calvin and Susie

Daffy and Daphney

Donald and Daisy

First Pedestrian Church
Fred and Wilma

Frodo

George and Jane
Mickey and Minnie
Peter and Wendy

Pongo and Perdita

Reports ¥ Tools ~

Daffy and Daphney

Primary Person Name
Daffy (220) 933-8690
Status Newsletter
Partner - Special v None
Commitment ©® Frequency
o

Donations Addresses " People ”

Primary Person Phone Number

¥%  AddReferrals

Primary Person Email Address

N/A
% v Selectan Option
@ cCurrency
v CAD(S)
Tasks " Referrals * Notes "

(1)

Add Task | LogTask Hide Contact

Primary Address
3737 27th Ave W
Vancouver BC V6S 1R2
Canada

v
[ Edit ® Google Maps

v

© Add Referrals

Looks like you haven't added any referrals for this contact yet

Add Referrals
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¢ Click on the Contact Name (i.e. “Charming, Prince and Cinderella”). That “Contact’s Page” will appear from the right side of the page.

o Visit the “Referrals” tab.
¢ Click the "Add Referrals" button. As a person shares names and contact information enter details such as First Name, Last Name, Spouse Name, Address, Phone and Email.

DD REFERRALS x

Click and type to add info

e [7]
* Make sure to click "Save."

Under the “Referrals” tab you will see a list of Names with a Referral Date for each “Referral” recorded within this Contact.

Each Name is a hyperlink to that MPDX Contact’s “Contact Page.”

< ADD REFERRALS

Name Referral Date
Snow White and Prince <@ Click hyperlink to go to this Contact's Page Jun1,2023
of the Swamp, Fiona and Shrek Jun 11,2023
Belle and Beast Jun 1,2023

Mouse, Mickey and Minnie Jul4,2018 @

Add a “Referrer” to a Contact

A “Referrer” is the person who introduced you to a new contact. Adding a Referrer to a contact is done manually and within A Contact’s Page.

¢ Click on the Contact Name (link).

‘Ababa, Aladdin and Jasmine (Princess)

Albright,Sally

Allen, Barry and s West-Allen

Baby, Drver

Baggins, Bibo

Baggins, Frodo

Baker,Louise

Belleand Beast
Bingley, Charies and Jane Amercasncour

Brandybuck, Meriadoc (Merry)

e Visit the Contact Details tab.
¢ Scroll down to the Others section of the Contact Details tab and you will find the “Referred By field.
* Click on the pencil icon to the right of "Other" to make changes

EDIT CONTACT OTHER DETAILS x

(Cick o select  new
Relerrod By” namo

* A pop-up box will appear with the option to "Edit Contact Other Details".
o Select “X” to remove the Existing “Referred By” name
o Select the dropdown arrow to select a new “Referred By” name from your Contacts. Click and begin typing the Last Name of the contact you have in mind.

NOTE: You can use Contacts Filters to do a filtered search by Referrer. To do this, unhide the Filters menu, select “See More Filters” and visit the “Referrer” dropdown menu to select a “Referrer” name.

View Your Referrals on the Dashboard

If you'd like to see a list of all of your recently added connections, you can check out the "Referrals" section of the Dashboard. You may need to scroll down to see it. There are two options: "Recent" and "On Hand."

o Do This Week

Partner Care Tasks Due This Week

Referrals ik 0 switch batween Appeals
‘Recent"and "On Hand

2022 End of Year Ask $3500

* 2% 35%

=5

¢ "Recent" referrals are those that have been added in the last 2 weeks.
¢ "On Hand" referrals are the total number of referrals in MPDX with the status: Never Contacted, Ask in Future, Cultivate Relationship, and Contact for Appointment.
o Click “View All” for either view to see all contacts of each Referral type.
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Dashboard: Sending Out Newsletters

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up as ded to it provides assistance for you and your Partner

Essentials account. *

Once your newsletter is ready to be sent out, you can generate that list right from the Dashboard Care section.

Send Out Physical Newsletter

o From the Dashboard, locate the To Do This Week box.
¢ Click the NEWSLETTER dropdown menu and then Export Physical.

I To Do This Week

Partner Care Tasks Due This Week
PRAYER CELEBRATIONS Coulibaly, Jean & Doubahan o

Call for appointment
Elizabeth Bennet

Oct11 Bingley, Charles and Jane o
Appointment Bible Study G...
Jean Coulibaly
Oct 14 =
© Baby, Driver o
Text Message asking for ap. ..
Bennet. Elizabeth .

VIEW ALL (3)

Export Physical Newsletter List

e Select the CSV file to Mail Merge option to create letters, envelopes, or labels.
¢ Save your CSV File and perform the mail merge.

NEWSLETTER
LATEST: 08/31/2022

Log Newsletter
Late Comr Export Email

Export Physical
—

Their gift is over 305 days late.

Coyote, Wile
Their gift is over 47 days late.

Husband Last, Husband Firsty
Spouse First (Spouse Last)
Their gift is over 923 days late.

VIEW ALL (5)

PDF of Mail Merged Labels

Addresses will be formatted based on
country. (Experimental)

Advanced CSV

All of the information for your contacts,
best for advanced sorting/filtering and
importing into other software.

Send Out Email Newsletter

® From the Dashboard, locate the To Do This Week box.
e Click the NEWSLETTER dropdown menu button and then Export Email.

| To Do This Week

Partner Care Tasks Due This Week
PRAYER CELEBRATIONS Coulibaly, Jean & Doubahan
Call for appointment

o

Elizabeth Bennet

Oct 11 Bingley, Charles and Jane 1)
Appointment Bible Study G...
Jean Coulibaly
Oct14 B
. Baby, Driver )
Text Message asking for ap...
Bennet. Elizabeth »

VIEW ALL (3)

Export Email Newsletter List

o Select the Advanced CSV file option for email.
 Save your CSV File and perform the mail merge.

EXPORT CONTACTS

CSV for Mail Merge

Best for making mailing labels. Addresses
will be formatted based on country.

Advanced Excel (XLSX)

All of the information for your contacts in
Excel's default XLSX format.

NEWSLETTER
LATEST: 08/31/2022

Log Newsletter
Late Com Export Email
Export Physical

Bennet, Eliz
Their gift is over 305 days late.

Coyote, Wile
Their gift is over 47 days late.

Husband Last, Husband Firsty
Spouse First (Spouse Last)
Their gift is over 923 days late.

VIEW ALL (5)
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EXPORT CONTACTS

PDF of Mail Merged Labels CSV for Mail Merge

Addresses will be formatted based on Best for making mailing labels. Addresses
country. (Experimental) will be formatted based on country.

Advanced CSV Advanced Excel (XLSX)

All of the information for your contacts,  All of the information for your contacts in
best for advanced sorting/filtering and Excel's default XLSX format.
importing into other software.

Connect Services: Send Out Newsletters

MPDX provides Connect Services with Google, MailChimp, PrayerLetters or ChalkLine to create and send out letters or emails.

o Click on Settings, then choose Connect Services.

Reports Tools Coaching Qa + QB

22 Preferences

B Notifications

happening.
W Connect Services |

Manage Accounts
Manage Coaches

k3
GIFTS NOT STARTED (6) H Manage Organizations
>

Admin Console
\ v

o Locate External Services.
o Select the Newsletter Application of choice by clicking the Drop-down Arrow to the right.
* MPDX will redirect you to log into either MailChimp, Prayer Letters or Chalk Line.

External Services

Google O A

MailChimp )

prayerletters.com ) ~

Chalk Line 2
Log Newsletter

After you have sent out a newsletter, you can log this in MPDX (recommended).

 From the Dashboard, click the NEWSLETTER dropdown menu and then Log Newsletter.
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To Do This Week
Partner Care Tasks Due This Week
PRAYER CELEBRATIONS

Coulibaly, Jean & Doubahan

Call for appointment
Elizabeth Bennet

Oct11 Bingley, Charles and Jane
Appointment Bible Study G...
Jean Coulibaly
Oct14 &
! Baby, Driver
Text Message asking for ap...
Bennet. Elizabeth »
VIEW ALL (3)
Log Newsletter Task

o Fill out the Subject, choose the Action, and Completed On date and time

¢ You can add any Comments.
o When finished, click Save.

NEWSLETTER
LATEST: 08/31/2022

I Log Mewsletter I
Late Com

Export Email

Export Physical
Bennet, Eliz E: s

Their gift is over 305 days late.

Coyote, Wile
Their gift is over 47 days late.

Husband Last, Husband Firsty
Spouse First (Spouse Last)
Their gift is over 923 days late.

VIEW ALL (5)

LOG NEWSLETTER

Subject *

September 2022 Prayer Letter

Action *

O Newsletter - Physical
Newsletter - Email
Both

Completed On

9  09/22/2022

Comment

®  12:00PM

Life-changed story|

Note: By logging each newsletter type you send out, MPDX will track this for you, and notate the number of days you last sent out a newsletter in Care section of the Dashboard.

Cancel

Save

Task Stars

* We would like to thank Cru for providing this article from their help library. This article has been revie d and upd:

Essentials account. *

ded to

itp

In the same way starring an email makes it stand out from your email list, adding a star to a task can make it stand out from your other added or logged Tasks.

To find the Stars feature for Tasks, visit the Tasks tab in MPDX.

for you and your Partner
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ouon Contts (S — Q + a8 ()i

seoct~ aaata | ogras || Q semn o
Showing 200120 m - |t
Overdue vl
O Tt Message gy iy Ababa, Aladeinand amine (rinces) wnw 0ozl
Ot Goutbt,sani. boubshan B0 |=
Stars!
click to select, rws Do |2
click again to deselect
Today I

wen 00 [

O rayerRaquest oz

Oes gl Do o
Ot S wan 00 [ &
O praperBeuest o st hrdsuion S, frode wan 00 |4
L ———— wan 00 |4
You can also use the Stars feature for Tasks from the Tasks tab of a specific contact.
M vttt Caracs Tk feprs < Toos @ Coching Q+ Ao ()
Charming, Prince and Cinderella G satnserts | sk tograk | mdeconac
o hming Ssssssrss wa nisatitome
ormdor 13
P il s oo St o LR
o it @ cooltians
s v a0l © seectanOption <
wous ¢ | vente 2| v | oontoms | et - e
Shoving 380138 ety
s
Upcoming v
Completed —
click to select, m
click again to deselect
@ Newsletter - Physical Aug20222 (Done) Charming, Prince and Cinderella 14
Adding and Removing Stars to and from Tasks:
Today v
O Prayer Request Loss of cousin Dwarf, Gimli augnl| O 0 t
O Emailfor appointment (Bennet) Bingley, Jane and Charles aSTARRED task gl |Z|
. O Email reminderto give Gamgee, Samwise and Rosie augnl O 0 t
o A blue star means the Task is STARRED
Today ~
O Prayer Request Lossof cousin Dwarf, Gimli NOT starred  ———beosiinl>- |E|
O Email for appointment (Bennet) Bingley, Jane and Charles Augi O 0 *
O Emaitreminder togive Gamges, Samwise and Rose nen (00 @

¢ An outlined star means the Task is NOT starred

¢ To Add a Star:
o click the outlined star to the right of the task you want to select
o The star will turn blue when selected
© You can add a star from the Tasks tab, or from the Tasks tab within a specific contact
¢ To Remove a Star
o click the blue star to the right of the task you want to deselect
o The star will turn from blue to an outlined star when deselected
© You can remove a star from the Tasks tab, or from the Tasks tab within a specific contact
¢ When you add or remove a star from a specific task, the change made will be applied to that task in both the main Tasks tab of MPDX AND to the Tasks Tab within the specific contact page of the contact associated
with the task.

Filter Search by Stars:
In the same way you select and deselect stars, you can select and deselect the Stars filter. Just click the blue star to remove the Stars Filter, or the outlined star to add the Stars filter.

o The Stars filter can be used with other MPDX Task Filters

¢ When you choose the Reset Filters option, the Stars filter will also be reset. This does not remove the stars you’ve added to specific tasks. It simply resets the current filters.

¢ As a Note: the Contact Stars feature and Task Stars feature operate independently from one another. Which means, starring a task does not add a star to all tasks associated with that contact. Similarly, starring one
task for a contact does not add a star to that contact.

¢ The Task Stars feature is also available on the MPDX iOS and Android mobile apps.

mpapl oeabous conacs

Boors© Toos @« Coming Q+as L —

frs— soear raams ognsk || @
Shawingsas
Upcoming
C 9sing Moy To Filter by Stars mes(00]
click to select, click again to deselect
e nug23| O 0 o
C -T2
(O Appointment Bible Study Group Appointment Comtact, Test gz O 0 *
O Appointment share about ministry Allen, Barry and ris West-Allen gz Do o
Create, Edit, and Log Tasks
* We would like to thank Cru for providing this article from their help library. This article has been r d and updated as ded to it provides assistance for you and your Partner
h

Essentials account.
Create or Log a Task From Any Page

¢ On the top right of any page, click on the +Add button, then choose Add Task or Log Task.
¢ Add and Log Tasks from the Tasks Page and Contacts Page.

+Add Button
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mpclp!  oasmbord Contacts Tasks Reports < T

Good Morning,

Welcome back to MPDX. Here's what's been happening.

ools ~ Coaching
& AddContact
s

‘& Multiple Contacts

% Add Donation

= AddTask

—>

X LogTask

Monthly Goal GIFTS NOT STARTED (1) Account Balance
R 21,010 USD
J Itmay take a few days to update.
O Goal Gifts Started Commitments Below Goal
4,471 USD 93% 94% 6%
41720sD 4207UsD 264UsD P
Monthly Activity = Goal:4,471USD | == Average:4,585USD | == Committed: 4,207 USD
uso
@ Misystemsoperationsl | Welp | Whatshew | PrvacyPoliy | TermsofUse | ©2021,Cr. AllRights Reseved,
Add a New Task

 Fill in the Task Name, i.c., Send Out Prayer Letter.

o Select an Action type, i.e., Newsletter - Email.

 Select a Due Date and Time (required for notification).
¢ Add Contacts, if applicable, and this task will be added to each selected contact(s).
* Add Tags, if applicable, and this task will be added to every contact with this tag.

¢ Set a Notification time in minutes or hours (required to be notified).

e When finished, click on the Save button.

Task Name *

l Send Out Prayer Letter

Action

lNewsIeuer—Emaul

Due Date & Time

Contacts Adds a Task to This Contact

[ B os/o1/2018 ]I [T

Tags Adds a Task to Every Contact with This Tag

Notification @) Required to Be Notified

Notify me

Note: Far MPO te
Comment

Optional

Dashboard: Log a Newsletter

To Do This Week
Partner Care
PRAYER CELEBRATIONS

Charming, Prince and Cinderella
daughter having surgery

(Benne) Bingley, Jane and Charles

surgery

VIEWALL (2)

canee

Tasks Due This Week

Charming, Prince and Cinderella o
Appointment Appointment Char...

(Bennet) Bingley, Jane and Charles
Appointment Appointment (Ben...

Coulibaly, Jean & Doubahan o
Call Pour Décision

VIEWALL (6)

e Fill in the Subject, i.e. Monthly Newsletter.
¢ Click the radio button to select an Action type, i.e., Newsletter - Physical.

e Select the Completed On Date and the Default Time is /2:00 PM; Select the time of your choosing.
¢ Add Comments to clarify this task.Click the
 Click the Save button when finished.

Subject *

LOG NEWSLETTER

I Monthly Newsletter

Action *

® Newsletter - Physical
Newsletter - Email
Both

Completed On

[ B | oijez/2018

Comment

] ®  a20erd Default Time

I Asked for increase

Tas

conce -

: Add, Log, Edit, and Delete

¢ From the main navigation bar, click on Tasks.
e Search Tasks by a contact name or task type.

before Due Date & Timeon | Both =

Log Newsletter

Late Commitm g0t Email

Export Physical
Husband Last, Heeeeroe o coeve,
Spouse First (Spouse Last)
Their gift is over 342 days late.

Radcliff, Roger and Anita
Their gift is over 137 days late.

VIEWALL (2)

In the To Do This Week box, click on Newsletter and then choose Log Newsletter.
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¢ Select multiple tasks to edit or delete them in bulk.
o Click on the Add Task button to create a new task.
¢ Click on the Log Task button to add a completed task.

Reporis~ Tools -+ Conching Q +aw T Peter Parker -

Showing 11011 RIR

Add Task

¢ Go to the Tasks page and click on the Add Task button.
 Fill out Task Name, Action, Due Date and Time, Notify Me, and Comments.
o Then click the Save button.

To receive task notifications from Google Calendar Integration, see this.

ADD TASK

Task Name
Action Assignee

Selectan Option v | | selectanoption v
Due Date & Time Contacts
Tags

Addatag Add Task
Notification @
Notify me Minutes before Due Date & Timeon  None
Comment
Log Task

* From the Tasks page, click on the Log Task button.
o Fill out the Subject, select an Action, add the date Completed On, and add a Comment.
o Verify the information, the click the Save button.

LOG TASK
Action * Contacts
| Talkto In Person - | Add
Result * Completed On
I Completed v | B 0z2/02/2021 [C] 10:04 AM
Description
| Couldn't stay long, but wanted prayer for Iris - she's not acting like herself and is stressed. |

Show More

Click to expand the menu and add cancel
additional details, or create a Next Task ance -

Tasks: Edit Tasks

e Click on the Task Title.

Overdue v
(O Thank For 2018 Appeal Gift Flintstone, Fred and Wilma Jun2s O o Ty
od y.Card [Flintstone, Fred and Wilma Jun2s Do w0

¢ Add a Notification in minutes or hours.
o Click the Save button.

Task Name *

Anniversary Card

Action

Selectan Option -

Due Date & Time Contacts

0 | oensizome ® | 12:00PM e LRl cicl a contact

Tags

Add a tag

Notification @

Tasks: Delete Tasks

* | before Due Date & Time on

o Click on the Checkbox on the left of one Task.
¢ Hover your mouse to the right of the star icon.
o Click the red Trash icon.


https://gethelp.solertiaelabs.com/hc/en-us/articles/21114005520653

verdue ~

] O Thank For 2018 Appeal Gift Flintstone, Fred and Wilma POERT Jun29 O 0 ﬂ@

O Anniversary Card Flintstone, Fred and Wilma Jun2s | D0 ¥

e Click on Multiple Tasks.
e Click on the Actions button.
o Select Delete Tasks.

Complete Tasks

Showing 1to 23 of  Egit Tasks 50 ¥
Overdue Add Tag(s) v
Remove Tag(s)

red and Wilma Jun2e O o0 ¥

Anniversary Card Flintstone, Fred and Wilma Jun2s O o0 W

Tasks: Using Filters

To find specific types of tasks, choose any of the filters you see to the left.

o Click on Actions.

e Then click in the Space Below Actions to bring up a list of options.
* Select an Action Type, i.c., Thank.

o A list of these specific tasks (Thank) will be displayed.

Action
Contacts

Contact Newsletter Newsletter - Email

Contact Referrer Pre Call Letter

Contact Status Reminder Letter

Contact Timezone Support Letter
act Church . Thank
Contact Location - ToDo

Contact Information Talk to In Person

Contact Details Prayer Request

5 & Contact Information
Contact Commitment Details

Contact Gift Details jcontach et

Contacts: Add or Log Tasks

¢ From the navigation bar, click on Contacts.
* Select a contact by clicking on the Contact Name.

“) Reset Filters Select~

Dashboard Tasks Reports Tools Help

B Save Filters

W TGS v BB Showing 1 to 2 of 2

Click a tag twice to look up all contacts . -
who do not have that tag. l Flintstone, Fred and Wilma l

T e toontown-canada.net
Wilma Flintsone
4500 Arbutus St Vancouver, BC V6J 4A2

2018 christmas card
2108 baby announceme..

callin future cartoons

People: Add or Log Tasks

o To the right of the contact name, click on the Add Task or Log Task buttons.
¢ Or click on the Tasks Tab and then click the Add Task or Log Task buttons below.
e Follow the same steps for adding and logging tasks as explained above.

Flintstone, Fred and Wilma idd Referrals
T Person Nar Primary Person Phane N Prima P e
Fred Flintstone +642208093706 fred.flintstone@toontown- 4500 Arbutus St
<anada.net Vancouver BCV6J4
i i . Q View @ Google
Contact for Appointment ¥ Email X v Select an Option v
50 Monthly X v NZD(S) v
Details Donations Referrals Notes Addresses People
Select v Q s Tas

Note: You can add or log tasks for specific applications by clicking on Connect Services, and under External Services, look for connecting MailChimp, PrayerLetter or Chalkline to your MPDX.

Outstanding Recurring Commitments
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https://www.partneressentials.work/preferences/integrations

* We would like to thank Cru for providing this article from their help library. This article has been i and upd.
Essentials account. *

as ded to it provi i for you and your Partner

Outstanding Recurring Commitments

Name Frequency Days Late Amount
BT Monthly 26 50.00 USD
D.BAF Monthly 8 30.00 USD

This table tracks and lists all contacts (by initials, not personal identifiable information) with a status of Partner - Financial who have not given. Each contact with an Outstanding Recurring Commitment will have a row
reflecting their initials, Frequency of Commitment pledged, number of days past the expected “Commitment Start Date”, and the amount pledged in the currency noted.

This report is populated automatically and is updated every 24 hours.*
*A person being coached can update contact information about expected giving by:
1. Finding the Contact in question.

2. Check the “Commitment Received” field. (Only partners who are marked “Commitment Received - No” will appear on this report).
3. Add or Update the “Commitment Start Date” field (Only partners who are marked as having a “Commitment Start Date” in the past will show up on this report).

Financial

Commitment Received Commitment Start Date
No

Outstanding Special Needs

* We would like to thank Cru for providing this article from their help library. This article has been i and upd.
Essentials account. *

as ded to it provi i for you and your Partner

Outstanding Special Needs

Name Frequency Days Late Amount
DBAF Monthly 0 30.00USD
FFAW Monthly 0 25.00 USD
KCAS Monthly 0 125.00 USD

This table tracks and lists all contacts (by initials, not personal identifiable information) associated with the Primary Appeal who have "Committed," a gift that is not marked "Received." Each contact with an Outstanding
Special Needs Commitment will have a row reflecting their initials, Frequency of Commitment pledged, number of days past the expected “Commitment Start Date”, and the amount pledged in the currency noted.

The only Special Needs included here are those associated with the Primary Appeal.
This report is populated automatically is updated every 24 hours.*
*A person being coached can update contact information and associate a donation with an appeal by:

1. Go To Reports Donations Select the Donation (or visit the Donations tab within a Contact)

2. Select the “edit” button next to the donation.
3. In the “Donation” Modal that pops up, click “Select Appeal” and type the name of the associated Primary Appeal.
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Weekly Appointments and Results

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

Weekly Appointments and Results

Appointments Nov1s Nov 25 Dec2 Decd  Average
Individual (Weekly Goal: 10)

Results

New Monthly Partners 0 o 0 0 o
New Appeal Pledges 0 0 0 0 0
Monthly Support Gained This Week 000GBP  0.00GBP  000GBP  0.00GBP  0.00GBP
Monthly Support Lost This Week 0.00 GBP 0.00 GBP 0.00 GBP 0.00 GBP 0.00 GBP
Special Needs Gained This Week 0.00 GBP 0.00 GBP 0.00 GBP 0.00 GBP 0.00 GBP

This table tracks the Weekly Appointments and Results of those appointments in the form of New Monthly Partners, New Appeal Pledges, Monthly Support Gained and Lost and Special Needs Gained within the given
week. The set week range is Sunday-Saturday and column headings will display Sunday's date.

Appointments

¢ An Individual appointment in the MPDX system is defined as any one completed appointment regardless of the number of individuals/partners present. One individual appointment may have 15 partners present, but
counts as 1 appointment, not 15 appointments.

* Appointments must be input manually by the user as either a Log Task or completing a already existing task in order to count toward the week’s tally.

¢ The color coding of Red, Yellow or Green for the number of Individual Appointments are coded according to the number of logged appointments within that week’s date range. Green (10+ logged appointments),
Yellow (8-9 logged appointments), Red (0-7 logged appointments)

¢ The average column is generated by taking the total value per row for the 3 completed weeks and dividing it by 3 to give the weekly average for the number of completed weeks

Results

o New Monthly Partners: this value is a count of all Contacts whose status is updated to “Partner - Financial” in the date range specified

* New Special Needs Commitments: this value is the sum of any special gift commitments manually added by the user as part of an on-going Appeal in the date range

¢ Monthly Support Gained This Week: This is a sum of the INCREASED amount of all commitment amounts raised in the current week compared to the previous week and converted to the currency of the account
being coached

¢ Monthly Support Lost This Week: This is the sum of the DECREASED amount of all commitment amounts lowered in the current week compared to the previous week and converted to the currency of the account
being coached

¢ Special Needs Gained This Week: The sum total of any donation received that does not match a commitment amount for a Contact

* The average column is generated by taking the total value per row for the 3 completed weeks and dividing it by 3 to give the weekly average for the number of completed weeks. It does not include the current week,
since the current week is not complete and would reduce the actual average

Commitments Graph Coaching View

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *

This graph is the same as the 13 Month Graph Component found on your MPDX Dashboard. It updates every 24-hours when donations are added by Donation Services.

Note: The MPDX Coaching view of the 13 Month Graph Component is slightly different from the Dashboard view in that clicking on the Monthly Giving Bar does not link to a report of all the gifts for that month.
Sharing coaching access with someone does not give them access to any personal identifiable information of contacts.

Commitments: 1,339 | £1,539.00 USD

uso
2000

1600

Amunt (US0)

Sepi7 017 Newi7  Deci7  nis  Feb1s  Maris  Apris  Mayis  hmie W8 Agis  Seols

The MPDX Bar Graph gives you Monthly Totals, from the current month, for the fiscal year.

¢ Commitments, Monthly Goal, and Monthly Average numbers are displayed above the bar graph.

 Click on the Legend to view a specific currency type. You can check and uncheck which currency type(s) are visible.

¢ Hover your mouse over any Giving Activity Bar for total gifts given for that month.

e The Bar Graph displays Multiple Currencies and each currency is displayed in a different color.

¢ Within the bar graphs are colored lines representing Recurring Gift Goal (light blue), Monthly Average (black), and Commitments Made (dark blue).

[Cnmm\tmentz:auﬁ\' t al: 11 |Ncnth.,-;\¢erage‘:IEEOJ

Getting Started

Kickstart Videos
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Setup: Account

Overview

This article will walk Partner Essentials customers through the account setup and MFA (multi-factor authentication) process.

Invite

Once you have signed up for Partner Essentials you will receive an email from noreply@solertiaclabs.com titled "Welcome to Partner Essentials" which contains your username and temporary password for

Partner
Essentials

a Service of Solertiae

We are honored that you are entrusting us to be part of your
fundraising strategy!

You can get started on the web at
https://www partneressentials. work
Your username is

Your temporary password is

Be sure and select your organization's website address unless you
requested DIY. If you selected DIY, please select Partner Essentials DIY
in the organizational dropdown.

To assist in pairing your device for two-factor authentication, it is also
best to login for the first time from deskiop or laptop.

Need help with two-factor authentication? Check out our
demonstration video here!

If you selected DIY, you will receive instructions in the next few minutes
via email on how to self-migrate your data from MPDX to Partner
Essentials

Note: This temporary password is only valid for 24 hours. If your temporary password has expired please submit a help request.
Once you log in with your temporary password you will be prompted to enter your name as well as a new permanent password for your Partner Essentials account.

Now that you have finished creating your account you will be prompted to select your preferred language. Select it from the drop-down and click " Let's Begin"

Connecting Your Organization

The last step is to connect to your Organization's account. Click the drop-down until you see the name of your organization, then click " connect".
If you're part of an organization with automated donation syncing then you will need your username and password for your account that you're connecting to Partner Essentials (Donor Hub Staff portal is an example).

Note: Partner Essentials DIY customers (individual subscribers) should select "Partner Essentials DIY" as their organization.

T} It's time to connect!

First, connect your organization to
your Partner Essentials account.

will sliow Partner Essentiels to sutomatically synchrontae y

Connect
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CHANGE: New Login Experience

Beginning in April 2024, Partner Essentials will be shifting to a passwordless login experience.

Passwordless login via an email PIN, or any similar token-based authentication method, offers several security benefits over traditional password-based systems.
Here are some reasons why it's considered more secure:

* Reduction of Phishing Risks: Users are less likely to enter their credentials into phishing sites because they don't have a static password to be tricked into providing. Instead, they receive a unique, one-time PIN or
link via email that is much harder for attackers to replicate or intercept effectively.

* Elimination of Weak Passwords: One of the weakest links in password-based authentication is the use of weak, easily guessable passwords. By using a one-time PIN sent via email, the security doesn't rely on the
user's ability to create and remember a strong password, thus eliminating the risk of weak passwords.

* Avoidance of Password Reuse: A significant security issue is users reusing passwords across multiple sites, which means a breach on one site can compromise their security on others. Passwordless authentication
eliminates this risk by not requiring a password that can be reused.

* Enhanced Security Features: Email-based authentication often comes with additional security checks, such as verifying the device or location from which the authentication request is made. If an unusual login
attempt is detected, it can be flagged or blocked, adding an extra layer of security.

* Reduced Risk of Password Theft: Since there's no static password stored on servers or entered by users, the risk of passwords being stolen from a data breach or through malware on a user's device is significantly
reduced.

But doesn't two-factor authentication help solve for this? Absolutely, however, there's another side of the coin here - user experience and also supporting the broad range of standard practices from single person
nonprofits to those with dozens or hundreds of users. By associating the authentication with the organization's email standards, Partner Essentials can more easily align with the distinct security protocols of a broad
audience.

In other words, Partner Essentials becomes as secure as your email account. And everyone will be in their email inbox more often than Partner Essentials making it very convenient for users fetching the PIN without
compromising on security.

So here what you need to know.

This login screen will be replaced...

Sign in with your email and password

Email
name@host.com

Password
Password

Forgot your password?

...by this one.

Welcome

Log in to Solertiae, LLC to continue to Partner
Essentials Staging

[ Email address —I

Don't have an account? Sign up

After you enter your Partner Essentials email address, you will advance to this screen.

solertiae
Verify Your Identity

We've sent an email with your code to
—— ail com

Enter the code
125

Didn't receive an email? Resend

At this moment, you will have a PIN in your email inbox similar to the following. Enter that PIN into the box above - and you're in!

Verification Code Requested for Partner Essentials Staging D nboxx

@ Partner Essentials Staging <noreply@solertiaciabs.com> 537PM (O minutesago) ¢y @
®
) Partner
]
Essentials

This code 22wmmssmm=r Partner Essentials Staging will expire in 3 minutes.

gethelp@solertizelabs.com
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Setup: Preferences

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

Personal Preferences

At the top is Personal Preferences. You can modify Language, Locale, Default Account, Timezone, and Time to Send Notifications by clicking on the drop-down arrow.

[Personal Preferencesl

Language US English ~
Locale English ~
Default Account Keely Sleight ~
Timezone Eastern Time (US & Canada) ~
Time To Send 9:00 AM ~
Notifications

Your Full Name and Email Address

¢ Click on the Edit icon to modify your name or email address.

Clark Kent

welcomempdx@gmail.com - Other v

e Type in the First Name, Last Name, and Email Address(es) of your choice.
* When finished, click the Save button.
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EDIT MY PROFILE

Title

First Name *

Clark

Last Name *

Kent

Suffix

CONTACT INFO DETAILS SOCIAL

Phone Numbers

No Phone Numbers. Add one.

© Add Phone

Email Addresses

welcomempdx@gmail.com Other ¥

© Add Email

Language

¢ Click the drop-down (to the right) to set the default Language.
o Click the Save button.

Note: This language determines the language displayed in MPDX.

Language EE us English ~
Language

The language determines your default language for MPDX. l
US English

Locale

¢ Click the drop-down arrow (to the right) to set your default Locale.
o Click the Save button.

Note: Locale determines how phone numbers, dates, and postal codes are formatted in MPDX.

RELATIONSHIPS

Primary Invalid

Primary  Invalid

v
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Locale 1] frangais canadien ~
Locale

The locale determines how numbers, dates and other information are folmaltel
MPDX.

Canadian French (fr-CA) (francais canadien - fr-ca) -

Default Account

¢ Click the drop-down arrow (to the right) to set your Default Account if you have more than one.
o Click the Save button.

Note: The Default Account is your primary staff account.

Default Account TTM | Peter Parksr- N

Default Account List

This sets which account you will land in whenever you login to MPDX. 1

TTM | Peter Parker | Staff Account

Save

Timezone

¢ Click the drop-down arrow (on the right) to change the current Time Zone.
o Click the Save button.

Note: The time zone set should correspond with your place of residence.

Time zone Eastern Time (US & Canada) v

Time Zone

The timezone will be used in setting tasks, appointments, completion dates, et
Please make sure it matches the one your computer is set to.

(GMT-05:00) Eastern Time (US & Canada)

Time To Send Notifications

¢ Click the drop-down arrow (to the right) to set your Time to Send Notifications
o Click the Save button.

Note: This is the time that will be used to send the Notifications you set under the Settings, Notifications section (i.e. In App, Email, Tasks)

Time To Send 9:00 AM
Notifications

Time To Send Notifications

MPDX can send you app notifications immediately or at a particular time each day. Pleaje
make sure your time zone is set correctly so this time matches your local time.

9:00 AM

Save

Account Preferences

Located under Account Preferences are Account Name, Monthly Goal, Home Country, Default Currency, Primary Organization, Early Adopter, and MPD Info. Modify any of these settings by clicking the drop-

down arrow to the right.
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Account Preferences

Account Name

Monthly Goal

Home Country

TTM | Peter Parker
4,000.00

Cote d'lvoire

Default Currency usD

Primary Organization ToonTown Ministries

Early Adopter Yes

MPD Info

Account Name

o Click in the space provided and type the Account Name you prefer.
* Click the Save button.

Note: This Account Name does not change the name of your staff account with an organization.
Account Name TTM | Peter Parker | ToonTown e
Account Name

You can change the account name in MPDX into something that is more
identifiable to you. This will not change the account name with your srganization.

‘ TTM | Peter Parker | ToonTown TYpe Name Here

Monthly Goal

This goal should be set by your organization. However, to modify the amount:

o Click in the space provided and enter the Monthly Goal Amount.
o Click the Save button.

Monthly Goal 3000 v

Monthly Goal

This amount should be set to the amount your organization has determined is
your target monthly goal. If you do not know, make your best guess for now. You
can change it at any time.

[ 5000 Type Amount Here

Home Country

¢ Click the drop-down arrow to set your Home Country.
* Click the Save button.

Note: Your Home Country should be set to the place you live and from where you send out physical communication to donors such as newsletters and cards.

Home Country New Zealand =

Home Country

This should be the place from which you are living and sending out physical
communications. This will be used in exports for mailing address information.

‘ New Zealand v

Default Currency

¢ Click the drop-down arrow to set your Default Currency.
o Click the Save button.

Note: Your Default Currency is used to calculate the gross and net amounts of financial gifts received.

b
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<

Default Currency NZD

Default Currency

New Zealand dollar - NZD ($) N

Save

MPD Info

e Click the drop-down arrow to set your MPD Info.
¢ Use the pop-up calendars to select a Start Date and End Date and enter a Recurring Commitment Goal.
 Click the Save button.

Note: This feature is currently in development and may not be fully accurate. This information influences the Commitment Graph in the Coaching Report.

MPD Info v
Start Date End Date
Select a date from calendar Select a date from calendar

New Recurring Commitment Goal

This should be set to the amount of new recurring commitments you expect to raise
during the period set above. If you do not know, make your best guess for now. You can
change it at any time.

Type to enter value

Setup: Notifications

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provi i for you and your Partner
Essentials account. *

You are able to set Notifications for yourself using this tool that will alert you to the changes you consider important. These can be updated at any time.

'eports Tools Coaching Q + !E

28 Preferences

{® Notifications I

1appening.
¥ Connect Services
== Manage Accounts
o Click on the Settings gear icon, then choose Notifications.

Notifications

Based on an analysis of a partner's giving history, MPDX can notify you of events that you will probably want to follow up on. The detection logic is
based on a set of rules that are right most of the time, but you willstill want to verify an event manually before contacting the partner.

For each event MPDX can notify you via email and also create a task entry reminding you to do something about it. The options below allow you to
control that behavior.

> o) =] =
—y InApp. Email Task

ISelecnhetypesul i uﬂkelareceivel

Select the types of notifications you would like to receive: In App, Email, or Task
¢ In App - a “push notification” will be generated and appear in your Mobile app for each notification type you select from the list

NOTE: In order to receive In App notifications, you must have push notifications enabled on your iOS or Android device. To check this, you can go to Notifications in your devices settings and ensure the app is
authorized to send you notifications.

¢ Email - a notification will be generated and sent to the email associated with your account for each notification type you select

o Task - a task for the associated contact will be added to your Tasks list each time a notification type you have selected applies

Below is an example of how an “In App” or “push notification” will appear when notifications for the app have been enabled on your iOS or Android device:

Below the gold bar is a list of notifications to help facilitate a better MPD process
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Sele:tall.orueselec(an—* deselectall _deselectall _selectall

Select the types of notifications you'd like to receive

Partner gavea Special Gift
Partner missed a gift

Partner started giving

Partner Jeter listbut
S iG],
Click again to deselect

Partner gave with commitment ofsemi-annual o more

Partner gave  larger git than commitment

Partneris on the emil people with avalid email ade

onthes Scroll to see more,

izl . *Cllck 'Save" when completed
athankyou note logged nthe p:

The full list of Notifications available includes:

e Partner gave a Special Gift
o Partner missed a gift
o Partner started giving
 Partner is on your physical newsletter list but has no mailing address
o Partner gave less than commitment
¢ Partner gave with commitment of semi-annual or more
o Partner gave a larger gift than commitment
o Partner is on the email newsletter but has no people with a valid email address
o Partner have not had an attempted call logged in the past year
¢ Partner have not had a thank you note logged in the past year
o Partner (semiannual, annual, etc) has an expected donation one month from now. Send them a reminder.
¢ Partner recontinued giving
o New Partner added and merged
¢ New Partner added but no merged
o New Partner added with no duplicate found
¢ New contact added through your Give Site subscription form
o NOTE: this notification is only available if your organization has this feature enabled
o Partner has upcoming anniversary
o Partner has upcoming birthday
o Partner received a new address from the donation system
o NOTE: this notification is only available if your organization syncs your account with a donation system

To choose the time you would like to receive the notifications:
e Click on the Settings gear icon, then from the drop-down menu, select Preferences.

¢ Under the heading Personal Preferences, find the box marked Time to Send Notifications.
¢ From the drop-down menu, choose any time from 5:00 AM to 9:00 PM. Ensure that your time zone is set properly by choosing from the drop-down menu under the heading Timezone.

2 settings Personal Preferences.
Language Us English ~
Notifcations Locale Englsh

ConnectServ DefaultAccount KeelySleght &

Manage A Timezone Eastern Time (U5 & Canada) -

ManageC
“Time To Send Notifcations 00 At -

Manage Organizat

Time To Send Notificatins.
Admin Console ch day. Please make sure your time

zoneis se correctly so thistime matches yourlocal tme.

(=)

Setup: Manage Accounts

Managing your accounts in MPDX is facilitated within 3 main categories:

Manage Account Access, Merge Your Accounts, and Merge Spouse Accounts.

e Click on the Settings gear icon and select Manage Accounts

a + 5]

ig Preferences
{® Notifications

W Connect Services

= Manage Accounts

2 Manage Coaches
dOT START ﬂ Manage Organizations n¢

> Admin Console

(R
) It may take a few days t«

Click on the Drop-down Arrow to the right of the applicable option.

£ Settings Manage Accounts

Preferences
Manage Account Access o~

Notifications

Merge Your Accounts o~
Connect Services

Merge Spouse Accounts ~

Manage Accounts

Manage Account Access
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You can share access to an account with other staff such as your MPD coach. If you have already shared your account, those names will be listed under Account Currently Shared With section.

o Click the red Delete button to remove a specific person from account access.
¢ Type in an Email Address and click Share Account to grant access.

Manage Account Access
Share this ministry account with other team members

If you want to allow another mpdx user to have access to this ministry
sure you have the proper permissions and leadership consensus arour

to remove access later.

Account currently shared with

« Diana Prince -

* Clark Kent

Invite sol e to share this account:

person.to.share@cru.org Share Account

Merge Your Accounts

You can merge personal ministry accounts from multiple countries and in multiple currencies.

¢ Merge Personal Accounts only, i.e., Staff Accounts.

o This merge will affect account access for all users who access and use the given account.
¢ This merge cannot be undone.

* Do not merge ministry accounts (organizations).

Merge Your Accounts.

I Merge multiple personal donation accounts into one with Multi-currency support I Staff Accounts

If you have personal donation accounts in different countries or organizations, you can bring them into one view in MPDX.
Though the actual denation accounts will remain separate within their respective organizations, they will be merged together

in MPDX permanently.

THIS MERGE WILL AFFECT ALL PEOPLE WITH ACCESS TO THIS ACCOUNT AND CANNOT BE UNDONE
DO NOT MERGE MINISTRY ACCOUNTS THROUGH MPDX

* Select the Merging From account by clicking the drop-down arrow to the right.

® Next, select the Merging Into account.
¢ Click on the I accept checkbox and then click Merge. NOTE: You can't accept an MPDX invite to access another account list on a mobile device. This can only be done through MPDX Web.

>

Merging From Merging Into

Jim Beck v eter Parker | Tool l i

I This account merge cannot be undone, | :(tept._

Note: This account merge cannot be undone.

Merge Spouse Accounts

If you are married, you can share your account with your spouse. If you are getting married and have separate ministry accounts, you can also merge them into one account.

o Type in your spouse's Email Address and then click Share Account.
Merge Spouse Accounts

Merge your account with your spouse’s account for a unified view

If you are getting married and have two separate donation accounts, you can merge your MPDX accounts together at any time.
Mo data will be lost when they are merged, and we can do it at any time regardless of the status of your staff accounts being

merged.

1. Share your accounts with each other.

Email Address JEIEEET
You will each get an email (you might need to check your spam) and will need to accept access to each other's accounts

¢ Pick the personal Merge Accounts, i.c., your spouse's staff account.

Note: This merge cannot be undone.

2. Merge Accounts

I Merge multiple personal donation accounts into one with Multi-currency support I

If you have personal donation accounts in different countries or organizations, you can bring them into one view in MPDX.
Though the actual donation accounts will remain separate within their respective organizations, they will be merged together
in MPDX permanently.

THIS MERGE WILL AFFECT ALL PEOPLE WITH ACCESS TO THIS ACCOUNT AND CANNOT BE UNDONE
DO NOT MERGE MINISTRY ACCOUNTS THROUGH MPDX

o Select the Merging From account by clicking the drop-down arrow to the right.
* Next, select the Merging Into account.
e Click on the I accept checkbox and then click Merge.



Merging From Merging Into

Jim Beck v

[#IThis account merge cannot be undone, | accept.—

Setup: Organizations- new, offline

You must select an organization to setup your account in Partner Essentials.

Partner Essentials is available to help you in your ministry for any missions organization and/or church. If your organization is listed in the dropdown box, you can use that to setup your account. If not, we need to add your
organization. There are two routes to go about this.

1.) Organizations with Donor and Donations Syncing

The best experience will be for us to work with your organization and to set up your account to sync your donations from your organization. Please reach out to us using our helpdesk and we'll work with you and your
organization to get this setup!

2.) Offline Organizations.

Another option is to use and offline organization. Partner Essentials DIY is an example of an offline organization. We can add an offline organization specifically for you and your coworkers quickly and easily; however,
this means that you have to enter in your contacts and donations into your account. If you would like to go this route, please request this using our helpdesk.

Quick Reference Guide: Settings

Settings

Click the Settings button (gear icon) to view or edit: Preferences, Notifications, Connect Services, M A and M Coaches.

Dashboard Contacts Tasks Reports~ Tools v

Good Afternoon, Partner.
Welcome back to PARTNER ESSENTIALS. Here's what's been happening.

Monthly Goal GIFTS NOT STARTED (1)

Preferences

 The top section is your MPDX Personal Preferences.

¢ Language and Locale will affect things like phone numbers, postal codes, and currency. Click the dropdown arrow to expand, select an option, and Save.
o Default Account should be your primary organization staff account.

¢ Make sure the Timezone is set to where you live.

« Time to Send Notifications allows you to choose your timing preference from the dropdown menu.

90


https://gethelp.solertiaelabs.com/hc/en-us/requests/new
https://gethelp.solertiaelabs.com/hc/en-us/requests/new
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114076877837
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114036936589
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114005520653
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114081714189

Preferences

Pedro Pérez Jr.
test@test.com -Other v/
+23566296223 -Other v/

Anniversary: Feb 2 & &
Default Account TTM | John Doe | Staff Account | Exclusive ~

Account Preferences

Account Preferences

The Account Name can be modified to something simpler (i.e. "John Doe" instead of Staff Account 0005550000).

.
¢ The Monthly Goal should be set to what your organization has recommended.

¢ Your Home Country should be set to where you live.

¢ Your Default Currency is critical to accurate donation amounts, totals, and reports.

* You can opt in and choose to be an Early Adopter to be the first to try new trial features in MPDX.

¢ The MPD Info should be set to match the MPD goals and time frame that your organization has recommended.

Account Preferences

Account Name TTM | John Doe | Staff Account | Exclusive.
Monthly Goal 3,555.00 ~
Home Country N
Default Currency cAD T
Early Adopter No 5
MPD Info Sep 152018 - Nov 15 2018 1,500.00 CAD ~

Notifications

¢ Under Notifications you can choose where MPDX will notify you: In App, Email or as a Task. Scroll to see all of the Notification types and options. For example, in the Email column, click the box to the side of

the notification type to receive an email notification.
¢ Scroll down and click "Save."
* You can change your notification settings at any time.

Select the types of notifications you'd like to receive , E
nApp
selectall
Partner gave a Special Gift
Partner started giving

Connect Services

¢ Make sure to set your Organization to the correct ministry.

Add or change the organizations that sync donation information with this MPDX account.
Removing an organization will not remove past information, but will prevent future
donations and contacts from syncing,

Add Account

Organization

Campus Christian Fellowship h_
o

External Services
Connect Google to MPDX, (i.e. an @cru.org or @gmail.com email account) to track MPDX activity on the go.
Connect MailChimp, PrayerLetters or ChalkLine to populate emails lists from your MPDX Contacts.

Preferences External Services

Notifications Google —) @ ~

Connect Services MailChimp o~

Manage Accounts

Prayer Letters (RN

Chalk Line a

Note: MPDX will redirect you to your MailChimp, PrayerLetters or ChalkLine login screen.

Note: A green dot means the sync is set up and working
Manage Accounts
¢ Manage Account Access — add an email address to grant access to your MPDX account (use wisely).

* Merge Your Accounts — to merge multiple personal ministry accounts into one.
* Merge Spouse Accounts — if separate, add your spouse’s personal ministry account to yours.

£ Settings Manage Accounts
Preferences

Manage Account Access ~
Notifications

Merge Your Accounts ~
Connect Services

Merge Spouse Accounts N

Manage Accounts

Manage Coaches

¢ Manage Coaches — add an email address to grant coaching access to your MPDX account. This allows an MPD coach, staff, or supervisor to see your MPD progress WITHOUT seeing any personally identifiable

information of your contacts.
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mpcd  butbord Conacts Tasks Reports Tooks + Coaching Q+ 4 T dohn Doe] Staff Account | Exclusive

& Settings Manage Coaches

Preferences.

Manage Account Coaching Access

Notifications

Share this ministry account with other team members
Connect Services

ipdxcoach e

Make sure
Manage Accounts

access later

Manage Coaches

Account currently coached by

< eorcoepsterss [ <@ Gl o delle coaching access at ay ime
« Pedro pére: TN

Invite someone to share this account:

Quick Reference Guide: The Dashboard

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

Monthly Goal Thermometer

Monthly Goal

GIFTS NOT STARTED (2) Account Balance
@ D 21,502 USD
L\ ) tmay take a few days to update.
O Goal Gifts Started Commitments. Below Goal
6,000 USD 70% 73% 27%
4228050 4amuso 1622080

VIEWGIFTS

The thermometer is designed to make it easier to measure your personal MPD “health” and see the key percentages and amounts are now discretely displayed below the thermometer graphic. There are 4 key metrics:

¢ Goal: The monthly MPD Goal entered in your MPDX Settings
e Gifts Started: How much money in gifts have come in during the current month and what percentage that amount is relative to your goal
¢ Commitments: How much money in gift commitments you have for the current month and what percentage that amount is relative to your goal
* Below Goal: The gap between your monthly commitments and your monthly MPD goal
There is a link to access a list of partners with “Gifts Not Started” so you know who needs to be reminded to send in that first gift.

NOTE: When viewing the full list of Gifts Not Started, you can click a contact's name to go to their contact page and edit information. Changes must be done manually by visiting the Details tab, under the Financial

section. The Commitment Received drop-down is a fireely editable field. The system does NOT change it automatically when a contact begins a gift, or stops a gift. The MPDX user must mark the commitment received
"Yes" or commitment received "No."

Account Balance

You can click the “View Gifts” link to view all of the financial gifts you’ve received in the current month (or scroll to see additional with the ability to view previous month’s donations as well).

Monthly Activity Graph

Monthly Activity [ = Gost:5000u50 | = vrageras10U5D | = commitecazrauso |

MuliCurrency Legend

¢ Displayed at the top are your Goal, Average, and Committed amounts.

e The Monthly Activity Graph shows your monthly giving totals for the year, from the current month.

o There are 3 lines that show your MPD Goal (blue), Average Monthly Giving (gray), and Committed Giving (gold)
* Hover your mouse over any monthly bar (gold) to view that monthly total

¢ Click any monthly bar (gold) to open the Donations Report for that month

_ wsceTeR
ToDo This Week

Log Newsletter
Tasks Due This Week Late Commitments ool
PRAYER CELEBRATIONS Ababa, Aladdin and Jasmine (Princess) ° Fren sl
Appointment Appointment Ababa, Aladdin an.
‘Ababa, Aladdin and Jasmine (Princess)
wist o load o
wisdom as they lea Charming, Prince and Cinderella o ol fimert
Appointment Appointment Charming, Prince 2 o ate commitments.
Ciick between PRAYER curry, Arthur °
and CELEBRATIONS lists Appointment Appaintment Curry, Arthur

VIEWALL (1) VIEWALL (6) VIEWALL (0)

To Do This Week

Partner Care - Prayer

* The PRAYER list is a collection of all created “Prayer Request” Tasks

¢ Click on the circle to the right of any of the partner names to finish (log) the task associated with that contact. You must finish (log) the task in order for it to disappear from the PRAYER list.
e Click the VIEW ALL option to see all of the Prayer Request Tasks in MPDX

To Do This Week

Partner Care

PRAYER CELEBRATIONS

Ababa, Aladdin and Jasmine (Princess) @
wisdom as they lead

Click to finish

VIEWALL (1)
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Partner Care - Celebrations

o Weekly Birthdays (cake with candles icon) and Anniversary (two rings icon) will be displayed in this section. This list includes celebrations 1 week back and 3 weeks forward from the current MPD week.
o If you click on the contact name or celebration date, MPDX will take you to that partner’s contact page.
o If you click on the icons, MPDX will create an ADD TASK (that you can update) to wish the contact a happy birthday or anniversary.

¢ Click the VIEW ALL option to see all of the Celebrations associated with this week

* A Birthday and/or Anniversary can be added by visiting the People tab within a Contact’s page and selecting Edit. Under the Details tab you will see the Birthday and Anniversary options.

To Do This Week

Partner Care
PRAYER CELEBRATIONS
Bennett, Aunt and Uncle @
May 27
Click 10*
add a task

Tasks Due This Week

This list includes all tasks (except for prayer request tasks) due this week. It will display the 3 most “pressing” tasks in your list (that is, they are overdue or due to be done today). As you mark these tasks finished, the list

will refresh to include more tasks from your overall task list (if more than 3 exist).

e Click on any partner name to edit the Task for that contact
o Click on the circle to the right of a partner’s name to finish (or log) that task

Tasks Due This Week |

Ababa, Aladdin and Jasmine (Princess) o
Appointment Appointment Ababa, Aladdin an.

Charming, Prince and Cinderella [®)
Appointment Appointment Charming, Prince ..

Curry, Arthur Click to finish ’
Appointment Appointment Curry, Arthur

o

VIEW ALL (6)

Clicking on either the contact name or task description will bring up the EDIT TASK modal shown below. This modal allows you to update key task information, including Due Date & Time and Notification

details.
EDITTASK
Task Name
Action Assignee
Tot Message
Due Date & Time contacts
B oo | © | wom
Tags
Addutag
Notification @
Notity before Due Date &
. S
= [ ...

FINISH TASK

Text Message lext Charlie 10 see how new job is going Brown, Charlie
Completed on *

[= TN © 1w
Result*

Compisted

Next Action
Partner tatus
Tags

Addatag

Add New Comment

Cancel

Late Commitments

* Each partner name (i.c. Flinstone, Fred) links to that ministry partner’s contact page

There is also a circle to the right of each task that when clicked brings up the FINISH TASK modal. This modal allows you to add details like Result and Next Action and/or click Save to mark the task finished.

. NEWSLETTER
LATEST: 04/07/2020

Late Commitments

o Select VIEW ALL to see the complete list of partners with Late Commitments

Newsletter

Church
Their gift s over 330 days late.

Flinstone, Fred
Their gift s over 76 days late

Lee, Loretta
Their gift is over 448 days late.

VIEWALL (8)

Click their
name to go
to their
contact page

The date of when you logged your last newsletter is displayed right under the Newsletter drop down list. To add a LATEST log date, “Log Newsletter” with the Action “Newsletter - Physical”, “Newsletter - Email”

or “Newsletter Both” task.
This drop down list provides 3 Options related to sending out a newsletter:

* Option 1: Log Newsletter will log the date and subject of your latest newsletter.
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* Option 2: Export Email will export the email addresses of all contacts who are on your email newsletter list.
¢ Option 3: Export Physical will export the data for sending a physical newsletter.

Log Newsletter

Late Commitments Eportimsl

Export Physical

Select your action from the list

No late commitments.

VIEWALL (0)

Referrals, Appeals, Weekly Activity

Referrals Appeals Weekly Activity
RecenT onmaND wayaiuyis  completed  Applfotuced

‘Summer Mission 2021 2,841USD

aalts o 0
N
Noreferrals )

) Messages o o

) ge

Appointments o
Commitments

Cormespondence o
3% 16% i Click to see
1usD a3UsD previous weeks

L(o)

Click between RECENT and ON HAND lists

VIEWALL APPEALS VIEWACTIVITYDETAILS  FILL OUT WEEKLY REPORT

Referrals

The MPD®) Team has recently introduced a shift in language from "referrals" to "connections." The vision behind this shift is: "we want people to connect us with their friends more than refer us to their friends." Though
"Referrals" are now formally called ""Connections,”" MPDX uses the term "Referrals.” In MPDX: a “Referrer” is the person who introduced you to a new contact and a “Referral” is a person who was introduced by
another contact.

¢ RECENT: This list includes all referrals entered into MPDX in the last 2 weeks.

¢ ON-HAND: This list includes the total number of referrals in MPDX with the status: Never Contacted, Ask in Future, Cultivate Relationship, and Contact for Appointment
¢ VIEW ALL: See a full list of Recent or On Hand Referrals.

Appeals

This section will display the appeal marked Primary (the appeal in your appeal list with the star icon checked). The thermometer shows:

* Gifts Received: How much money in gifts that have been associated with this appeal and what percentage that amount is relative to your goal
¢ Commitments: How much money in commitments that have been associated with this appeal and what percentage that amount is relative to your goal

Weekly Activity

This section displays the amount of Calls, Messages, Appointments and Corresp tasks you

d for the current week. These numbers update when you Log or Add Tasks within MPDX.

e Calls: The total number of Call tasks logged.

* Messages: The total number of Email, Text Message, Facebook Message tasks logged.

¢ Appt Produced: This number changes when a Call or Message task is logged with an “Next Action” - Appointment task.
* Appointments: The total number of Appointment tasks logged.

¢ Correspondence: The total number of Pre Call, Reminder, Support Letter, and Thank tasks completed.

There is also a View Activity Details link that, when clicked, takes you to the Coaching Report that your coach or team leader can view for you (if you have set up a coaching relationship with either of those staff
members).

The Fill Out Weekly Report link will, when clicked, cause a box with a series of questions to pop up.

NOTE: If you do not see questions or get an error message like the one below - it means that your MPDX Account is not associated with an organization that has provided questions. If you believe this message is in error

WEEKLY REPORT

Weekly report questions have not been setup for your organization

Quick Reference Guide: Reports

* We would like to thank Cru for providing this article from their help library. This article has been r
Essentials account. *

as ded to it provides assistance for you and your Partner

Reports: Donations

 Displayed at the top are Goal, Average, and Committed.

* Below the progress bar, is the Multi-Currency Legend.

o There is also a Bar Graph of the fiscal year, from the current month.
¢ Click on any Monthly Gold Bar to see a total.

* You can click on to see Donation reports for different months

Reports Donations

Monthly Activity = Gosl6OUDUSD | == Average: 4810 USD | == Committed: 4,366 USD. |

Reports: Current Monthly Report

o Under the Donations section, is the current month's activity, i.e., April 2021.
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¢ Each Contact Name is a hyperlink to that specific contact.

e LI e ——
Donations

HMonithly = GoN:3000USD | = Average:618USD | = Commiied:67USD

Activity e ;

s e

G MAMEIEE) U D o) SRS

¢ Click on the Previous Month or Next Month buttons for other monthly reports.
e Click on the Paper/Pen icon to edit a donation.

Foreign
Date~ Partner Amount  Amount Designation Method Appeal
04/11/2021 AR (11643) 108USD  145CAD Parker, Peter (10151) BANK_TRANS
04/11/2021 4, A18 and 219 (%) (11621) 67USD  BOCAD Parker,Peter (10151) BANK_TRANS

Scroll to the bottom of Donations to see the total given for the month.

04/11/2021 Coyote, Wile and (10488) 7USD  10CAD Parker, Peter (10151) BANK_TRANS

04/11/2021 Charming, Prince and Cinderella 19USD  25CAD Parker, Peter (10151) BANK_TRANS
(10479)

04/11/2021 Shang, Captain and Mulan (10461) ~ 11USD  15CAD Parker, Peter (10151) BANK_TRANS

04/11/2021 Radcliff, Roger and Anita (10434) 26USD  35CAD Parker, Peter (10151) BANK_TRANS

[Totat cap Donations: — a17usp 559 can

Total Donation: 417USD

14-Month Report

 Contributions By Salary Currency, i.e., USD is listed by fiscal year from the current month.
¢ Click Expand Partner Info for more details.
e Click on Export CSV for a spreadsheet report

P atbord contacts Tasks Tools Coaching Q+an

C3Expand partnerinfo | B ExporeCsy | @ Print

a Contributions by
SR Salary Currency

¥ REPORTFILTERS o8 uso ($) | 2019 * 2#“

Donations Partner Aug  Sep Oct Nov Dec Jan Feb Mar Apr May Jun Ju

14 Month Report © Devil, 1 19 19 19 19 19 19 19 19 18 18 18 19
Partner Currency Tazmanian

14 Month Report o 26 21 26 26 271 21 21 21 26 25 25 25 26
Salary Currency Flinstone,
Fredand
Designation Accounts Wilma

Expected Monthly Total OForlan, 11 11 11 11 1 11 3 11 1 11 11 1 11
Diego

Expected Monthly Total

See The Likely Partners This Month and the Possible Partners This Month (Current Month) who are expected to give financial gifts.

P vtors conacs Tasis Toos Coscing Q+ae T eterarker|stafAccoue

€ Reports Expected Monthly Total D

Partner status Commitment! Frequency Converted
Radelif,Roger and Anta Partner-Financial 3sc8p Vonthly ausp
 Possibe Partners This Month 22080
Partner Status Commitment Frequency converted
Designation Accounts Allen,Barry and i West Allen Partner-Financial a0us0 Vonthly 30us
Expected Monthly Total 1, At and T 3) Partner-Financial sscan Vonthly ausp
[o——— ony Partner-Financial 16cA0 wonthly s1UsD
e Cory, Athur Partner-Financial 25680 Vonthly 250
Ababa, laddinand Jasmine (Princess)  Parter -Financial 100cHF Vonthly 104050
Charming Prince and Cinderella Partner - Finanial 20050 wonthly 208D

Scroll down to see Possible Partners This Month and an Estimated Total.

 Possible Partners This Month

Partner status Commitment Frequency Converted
Allen, Barry and ris West-Allen Partner - Financial 30UsD Monthly 30UsD
o, A8 and 10 (8) Partner - Financial 59CAD Monthly 4ausp
s Partner - Financial 116CAD Monthly 87UsD
Curry, Arthur Partner - Financial 25680 Monthly 320D
Ababa, Aladdin and Jasmine (Princess) Partner - Financial 100 CHF Monthly 104USD
Charming, Prince and Cinderella Partner - Financial 26UsD Monthly 26UsD

Partner Giving Analysis

See an analysis of a partner’s giving history with stats like Gift Total, Gift Count, Gift Average, Last Gift Amount, Last Gift Date, and Lifetime Total.

Use REPORT FILTERS to narrow the list of ministry partners included in the Analysis.



" Comtios Q 4 &8 ()

e S Q.
A Use the Report Filters to narrow your list,
fr— See an analysis of the giving for those e
» . cuRATMErs s Last it Amaun o [re——
T s [PPSR P srscn - [
o ormein [roe— o s anco o s e
P « e - - samas

Quick Reference Guide: A Contact's Page

A Contact’s Page

Click on a Contact Name to view and edit their contact page.

The contact’s page will open from the right side of the screen to show details for that contact.

Dashboard Contacts Tasks Reports ¥ Tools ol

Jetson, George and Jane

Q Primary Persan

George Jetson (220) 632-168!

ﬂrl Add Referrals ~ Add Task  LogTask  Hide Contact I Details

ersan Emall Ad

meetgeorgejetson@toontown-

Anderson, John canada.net

Status Newsle Likely to G
Baggins, Frodo Partner - Financial v Email x v Select an Option
Beast, and Belle Commitment equency Currency

40 Every 6 Months X ¥ USD(S)
Bird, Tweety and Tweetilee Donations ~ Addresses .~  People *  Tasks .  Referrals «*  Notes
Dalmation, Pongo and Perdita

Monthly

Deer, Bambi and Fel

Donor, Annual

Donor, Quarterly

100
Duck, Daffy and Daphney 20

80
Duck, Donald and Da 70

Example,

Amount (USD)

First Pedestrian Church I

May

Dashboard Contacts Tasks Reports v Tools £} ~

Jetson, George and Jane

Primary Persan Na vary Person Phone Number
George Jetson (220) 632-1699

Andersol

Partner - Financial -

Baggins, Fi

east and Belle o

40 Every § Months x v

= Average:51USD | == Gift Average: 51 USD

Last Year [N This Year

0 | | |

30 | |

20 I

10 I
Feb Mar Ape Jun

Jul

Aug

Yr  AddReferrals

meetgeorgejetsan@toontown-

canada.net

Select an Option

usD ($)

I Donations Addresses

People " Tasks Referrals Notes . I

Jetson, George and Jane

¢ Click on any tabs for more detailed information

Tasks

Donations Referrals Contact Details Notes

Tasks

add
IE due date comment delete

Select All
O Newsletter - Physical October Prayer Update filter
by stars
O Newsletter - Physical September 2022 Prayer Letter [ sep22 | [1 o %
O Newsletter - Physical Aug20222 B oun2e | 3 [u} b4

" dress
3295 Broadway E
Vancouver BCV5M 129
Canada

Q View @ Google Maps

* Select an Option

Sep Oct

Add

<

-

Nov Dec Jan

Task LogTask  Hide Contact

3295 Broadway E
Vancouver BCVEM 129
Canada

Q View @ Google Maps

Select an Option v

Monthl
nthiy = Average: SLUSD | m= Gift Average: 51USD
Activity
Last Year [N This Year
100
80
0
= T
5
g o
| - - — - —
™ | | |
E 30
=
10
0 I s
Feb Mar Apr May Jun Jul Aug Sep Oct Mav Dec Jan

Source: Partner Essentials

Financial

Last Gift
40.00 USD

Communications

Line
George and Jane Jetson

Select contact

Select an Option

Select an Option

Details

Source: Partner Essentials

Financial

Yes v

Last G
40.00 USD
Lifetime Gifts

6,115.00

Communications

George and Jane Jetson

Select contact

Preferred

Select an Option v

Select an Option

Add a tag

-3 Partner Essentials >

X

m

12/13/2023

BANK_TRANS

George and Jane

Select an Option v

x v
-3 Partner Essentials ~
X
12/13/2023
BANK_TRANS
George and Jane
end Appesls
Select an Option v
English X v
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¢ Each Task has its own line and can be edited independently
¢ Or, use Select All to edit multiple tasks at one time

* A “complete” task will appear as a green oval with the outline of a white check mark in the middle.
¢ An “incomplete” task will appear as a white oval with a green outline and checkmark in the middle
* When you Add Task or Log Task from a contact’s page, the task will automatically be associated with this contact

Donations

Tasks Referrals Contact Details Notes

Hover over a month {0 see amounts

(asn) aunowy
~
5

Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov
. Last Year

Donations Partnership Info

™ Toggle between tabs as-needed, scroll down to view

¢ The y-axis of the chart shows the currency amount (as set in a contact’s page in the top section by the handshake icon)

¢ The x-axis of the chart shows 24 months of giving (the current month is displayed on the far right and there is a side-by-side comparison of giving with Last Year shown in gray and This Year shown in gold)

¢ Two tabs: Donations and Partnership Info

o Donations: a list of all donations from this contact with the Date, Amount, and Converted Amount of each gift (based on the currency set under Settings Preferences Account Preferences Default

Partnership nfo

(o oot ]

w0z caszs s18

scroll to see
more donations

10715202 caszs s1s

o502 caszs s18

Currency)

© More Partnership Info can be found in Details: Contact-specific partnership information including Status, Currency, Frequency, Commitment Received, giving Start Date, Last Gift Date, Last Gift Amount,
Method of giving, Lifetime Gifts, Referred by, Send Appeals preference and Partner Account information.

Deer, Bambi and Feline

i Person Name
Bambi Deer (220) 900-2783
Status Newsletter
Partner - Financial v Email
it Frequency

Every 6 Months

»

Details " Donations Addresses People " Tasks

Source: Partner Essentials

Financial

30.00UsSD

4,065.00

Communications

Bambi and Feline Deer

Select contact

Prefe fethod
Select an Option

Select an Option

m Add atag

Other Details

Partner Accounts

10290

Primary Person Phone Number

»
v

Referrals

Primary Person Email Address

bambi@toontown-canada.net

Likely to Give

X v Selectan Option

Currency
x v UsD($)

Notes "
Commitment Start Date

¥ 12{13/2023

Giving Method

BANK_TRANS

Greeting (used in export)

Bambi and Feline

Send Appeals?

Select an Option

Languag;

v English

Next Increase Ask

N/A

ﬁ' Add Referrals Add Task Log Task Hide Contact
Primary Address

1648 1st Ave E

Vancouver BCV5SN 1AT

Canada

Q View @ Google Maps
Assignee

w Select an Option -

© Add Partner Account

Delete This Contact

Deleted contacts cannot be recovered. Please be certain before performing this action.

Referrals

o A “Referrer” is the person who introduced you to a new contact.

Delete Contact ‘
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o A “Referral” is a person who was introduced by another contact.

Tasks Donations Contact Details Notes

<+ ADD REFERRAL

Name X X Referral Date
click the name to go to their contact page

Ababa, Aladdin and Jasmine (Princess) 4/16/2018

¢ Each person entered with the Add Referral button under this contact will appear in this list, along with their Name and Referral Date
o If you click the Name, i.c. Ababa, Aladdin and Jasmine (Princess), it will take you to that person’s contact page

Contact Details
Tasks Donations Referrals Notes
O callthis week list from vancouver mens bible study newsletter 2 newsletter list
Coyote, Wile
Wile Coyote El \
click to
+2204077478: other 5 scroll to see
Edit Person Mailing and
wile.e.coyote@acmeexplosives.com Other options

10/27/1900 *
Bruce Coyote @

¢ A Contact can include multiple individuals, or Persons (in this contact, “Coyote, Wile,” there are two people: Wile Coyote and Bruce Coyote).

« Edit Person:
o Verify or edit Phone Numbers, Emails and select a Primary, if applicable

o To Delete a phone number or email click the trash icon to the right of the information (If there is a lock icon next to the phone number or email it means this information is supplied by donation services

and cannot be edited or deleted)

EDIT PERSON X
Wile Coyote i

wile Coyote
.
42204077478 Other ~ Primary
+2204077477 Other ~ Primary

a8 Primary

scroll to
+ ADD PHONE See More
[ o] T
a Primary
CANCEL

o Verify or edit their First Name, Last Name, and Title

o Add Phone or Add Email for this person

o Click the Opt Out of Email Newsletter checkbox, if applicable

o Verify or edit their Birthday

o Select or change their Relationship Status (i.e. Married, Single)

o Verify or edit their Anniversary

o Select their Gender

o Verify or edit their Alma Mater, Employer and Occupation

o Add Social links for a contact (i.e. Facebook, Twitter, Linkedin, Website)
o Add their Legal First Name

o Click the D d checkbox, if applicabl

o DELETE this person from this contact, CANCEL the changes made, or SAVE to exit the Edit Person view

Addresses:
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Deer, Bambi and Feline

Primary Person Phone Number

(220) 900-2783

Primary Person Name

Bambi Deer

¥%  Add Referrals

Primary Person Email Address

bambi@toontown-canada.net

Status Newsletter Likely to Give
Partner - Financial v  Email X v Select an Option
Commitment Frequency Currency
30 Every 6 Months X v USD($)
Details " Donations Addresses " People . Tasks ” Referrals .”

1648 1st Ave E
Vancouver BC V5N 1A7

Canada

Source: DonorHub (06/03/2020)

¢ Greeting is what the Envelope Label or Mail Merge uses to greet this Contact (NOT person or people within a contact) when the contact is exported from Partner Essentials for a mailing. (found on the

"Details" tab)
* Newsletter is their preferred method of receiving a Newsletter, also recorded in the top of the contact’s page.

Notes:

Add Ta:

N N < = T

>

Q, view ¢

* Notes can be used to store information like children’s names, how you met this contact, what they are passionate about and do for work, when you last interacted, etc.

o If you keep notes, looking here before a call or text check-in can be a good way to recall highlights from your last conversation.

Side Window:

Note the tabs on the Contact page with a double arrow. This indicates that the content of that tab can be displayed to the right as a side window.

. .
Deer, Bambi and Feline
Primary Person Name Primary Person Phone Number Primary Per:
Bambi Deer (220) 200-2783 bambi@tc
Status Newsletter Likely to Giv
Partner - Financial v Email X v Selectan!
Commitment Frequency Currency
30 Every 6 Months x v USD($)
Details " Donations Addresses " People " Tasks " Referrals " Notes
Source: Partner Essentials r ! ' r
Financial
Commitment Received Commitment Start Date

By clicking on one of these you can open it to the right hand side and you can close it from the side by clicking the "X".

Deer, Bambi and Feline ¥¢ AddReferrals AddTask LogTask  Hide Contact Notes

Primary Person Name Primary Person Phone Number Primary Person Email Address Primary Address

Bambi Deer (220) 900-2783 bambi@toontown-canada.net 1648 1st Ave E
Vancouver BC V5N 1A7
Status Newsletter Likely to Give anaa
Partner - Financial ¥  Email % v Select an Option v S
Q View ® Google Maps
Commitment Frequency Currency Assignee
30 Every 6 Months X ¥ UsD($) v Select an Option v
Details " Donations Addresses People " Tasks o Referrals "
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Quick Reference Guide: The Contacts Tab

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up as ded to it provides assistance for you and your Partner
Essentials account. *

The Contacts Tab
To do a search for a specific contact, click and start typing a name in the Search Contacts box.

Dashboard Contacts Tasks Reports~ Tools e Balance: 28,458.78 USD Q + @

ANY  ALL

Select v ? keyboard shortcuts m
Click a tag twice to look up all contacts who
da not have that tag.
Showing 1to 25 of 51
eoya 2023 hemightbelate...
prayer X seminary X spacecamp Ababa, Aladdin und Jasmine (Princess) Partner - Special Newsletter - Physical
Aladdin Ababa  +41442762000
Y FILTERS s Jasmine Princess
Technoparkstrasse 2 Zurich, 8005
Click the = to look up all contacts whe da
not have that filter.
Anderson, John
Status = John Anderson
Commitment Details
) ANONYMOUS DONOR Partner - Special
Newsletter Recipients
Contact Views
There are two ways to view your list of contacts: List View & Flows View.
NOTE: The default view of Contacts in MPDX is whichever contact view you last accessed. But you can switch between views at any time.
Dashboard Contacts Tasks Reports~ Tools ~ Balance: 28,458.78 USD Q + ®

® TAGS Any 1D v Select~ ? keyboard shortcuts !

Click a tag twice to look up all contacts who

do not have that tag.

Showing 1 to 25 of 51
eoya2023 % hemightbelate...

prayer) [saminary. x| | spacecamp Ababa, Aladdin und Jasmine (Princess) Partner - Special Newsletter - Physical
Aladdin Ababa +41442762000
Y FILTERS v Jasmine Princess

Technoparkstrasse 2 Zurich, 8005
Click the = to look up all contacts whe do

not have that filter.

Anderson, John

Status ¢ John Anderson

Commitment Details

o ANONYMOUS DONOR Partner - Special
Newsletter Recipients

List View: This view is helpful for seeing a filtered list of your contacts, editing contacts in bulk, and preparing mailing lists.

Dashboard Contacts Tasks Reports ¥ Tools o Balance: 28,458.78 USD Q -+ @

W TAGS ANY AL Select v ? keyboard shortcuts

(Click a tag twice to look up all contacts who
do not have that tag.

Showing 1to 25 of 51
eoya2023 % hemightbelate...

prayer % seminary < spacecamp Ababa, Aladdin und Jasmine (Princess) Partner - Special Mewslatter - Physical
Aladdin Ababa +41442762000
Y FILTERS Jasmine Princess

Technoparkstrasse 2 Zurich, 8005

Click the = to look up all contacts who do
not have that filter.

Anderson, John

Status John Anderson

Commitment Details

7 ANONYMOUS DONOR Partner - Special

Newsletter Recipients

G

Contact Details Beast, Beast and Belle Partner - Financial Newsletter - Both
Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40.00 USD Every 6 Months ® ontime

Contact Location Belle Beast belleoftheball@toontown-canada.net Commitment Received
550 14th Ave W Vancouver, BC V5Z 1P6 Tasks: 1

Contact Information ’

Tasks : N
Bird, Tweety and Tweetilee Partner - Financial Newsletter - Both

Appeal Tweety Bird tweety@canadabirdbaths.com (220) 277-2080 150.00 USD Monthly @ 0-30 days late
Tweetilee Bird fleetie.tweetilee@toontown-canada.net Commitment Received

Gift Details 2714 Kingsway Vancouver, BC V5R 5H5

Search Notes

Assignee

Tags = Brandybuck, Meriadoc "Merry" Partner - Special Newsletter - Both

Meriadoc "Merry" Brandybuck merry.brandybuck@toontown.org (220) 440-1220
288 Maple StVancouver, BC V6J 2H5

Coyote, Wile Partner - Special Newsletter - Both
Wile Coyote wile.e.coyote@acmeexplosives.com (220) 407-7477
102-888 Burrard St Vancouver, BCV6Z 1X9

d'Armorica, Asterix Partner - Special Newsletter - Physical
Actariv A'Armnrica 422007700447

Flows View: This view is helpful for creating a visual of your contacts by status type (i.e. Contact for Appointment, Partner - Prayer, Partner - Financial, Ask in Future, etc.) and moving contacts through an MPD®
“workflow.”
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Click to change column headings, —3»
status type in each column

Doubahan iy Appointment * len, Barry and Iris Partner - Pray

Owart,Duaine
Never Contacted

Partner - Special
Click and drag to move a Charming princeand
— contact to a new column

and change thelr status

- special
Owart il
Never Contacted

curmy At
Partner - Special

Dwart, Giml Gamgee,Samwise

NeerCotacted s e

Applying Filters and Tags
The Contacts Filters menu is the gray vertical column to the left of the contacts page, click the "<<" to minimize it or ">>" to expand it.

Dashboard Centacts Tasks Reports~ Tools 4 Balance: 28,458.78USD  Q, < C

ANY S Select« ? keyboard shortcuts = m

Click a tag twice to look up all contacts who

do not have that tag.

Showing 1 to 25 of 51
eoya2023 % hemightbelate...

prayer X seminary X spacecamp Ababa, Aladdin und Jasmine (Princess) Partner - Special Newsletter - Physical
Aladdin Ababa +41442762000
Y FILTERS 7 Jasmine Princess

Technoparkstrasse 2 Zurich, 8005

Click the= to look up all contacts who do

not have that filter.

Anderson, John
Status = John Anderson

Commitment Details

2 ANONYMOUS DONOR Partner - Special
Newsletter Recipients
Referrer
Beast, Beast and Belle Partner - Financial Newsletter - Both
Ry Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40.00 USD Every 6 Months ® ontime
Contact Location Belle Beast belleoftheball@toontown-canada.net Commitment Received
550 14th Ave W Vancouver, BC V5Z 1P6 Tasks: 1
Contact Information §
Tasks i . <A
Bird, Tweety and Tweetilee Partner - Financial Newsletter - Both
Appeal Tweety Bird tweety@canadabirdbaths.com (220) 277-2080 150.00 USD Monthly @ 0-30 days late
Tweetilee Bird  fleetie.tweetilee@toontown-canada.net Commitment Received
Gift Details 5 2714 Kingsway Vancouver, BC V5R 5H5
Search Notes \
Assignee
Tags = Brandybuck, Meriadoc "Merry" Partner - Special Newsletter - Both

Meriadoc "Merry" Brandybuck merry.brandybuck@toontown.org (220) 440-1220

When the Filters menu is expanded you will see options to filter by Tags, Status, Contact Location and Gift Details.

Choose options from the dropdown menus to apply the desired Filter(s) (i.e. Status: Partner - Financial) and generate a list of contacts who fit your search criteria.
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Dashboard Contacts Tasks Reports ¥ Tools £ Balance: 28,458,78 USD Q + @

W TAGS ANY AL

Select~ ? keyboard shortcuts = M

Click a tag twice to look up all contacts who

do not have that tag.

Showing 1to 25 of 51
eoya2023 % hemightbelate...
prayer X seminary X spacecamp Ababa, Aladdin und Jasmine (Princess) Partner - Special Newsletter - Physical
Aladdin Ababa +41442762000

Y FILTERS Jasmine Princess

Technoparkstrasse 2 Zurich, 8005

Click the= to look up all contacts who do
not have that filter.

Anderson, John
Status 2 John Anderson
— All Active -
ANONYMOUS DONOR Partner - Special
- All Hidden -
Never Contacted
Beast, Beast and Belle Partner - Financial Newsletter - Both
Ask in Future Beast Beast dark.castle@toontown-canada.net (220 380-9893 40.00 USD Every 6 Months @ ontime
Cultivate Relationship Belle Beast belleoftheball@toontown-canada.net Commitment Received
550 14th Ave W Vancouver, BC V5Z 1Pé Taske: 1
Contact for Appoin )
Appointment Scheduled . "
PP Bird, Tweety and Tweetilee Partner - Financial Newsletter - Both
Call for Decision Tweety Bird tweety@canadabirdbaths.com  (220) 277-2080 150.00 USD Monthly @ 0-30 days late
) _ Tweetilee Bird fleetie.tweetilee@toontown-canada.net Commitment Recelved
Partner - Financial 2714 Kingsway Vancouver, BC V5R 5H5
eoya 2023
Commitment Details -
Newsletter Recipients .
e Brandybuck, Meriadoc "Merry" Partner - Special Newsletter - Both
Referrer Meriadoc "Merry" Brandybuck merry.brandybuck@toontown.org (220) 440-1220
288 Maple St Vancouver, BC V6J 2H5
Contact Details
Contact Location Coyote, Wile Partner - Special Newsletter - Both
. Wile Coyote wile.e.coyote@acmeexplosives.com (220) 407-7477
e 102-888 Burrard St Vancouver, BC V6Z LX
Tasks
Appeal d'Armorica, Asterix Partner - Special Newsletter - Physical
Asterix d'Armorica  +33892700442
Click on Reset Filters to start over or Save to save multiple applied filters.
Dashboard Contacts Tasks Reports~ Tools > Balance: 28,458.78 USD Q - @
1 filter applied Select~ ? keyboard shortcuts = | m
) Reset Filters owing 18 of 18
i3 Save Filters
Beast, Beast and Belle Partner - Financial Newsletter - Both
W TAGS ANY RS Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40.00 USD Every 6 Months ® ontime
L S Belle Beast belleoftheball@toontown-canada.net Comeitment Recelved
c
donot have that tag. 550 14th Ave W Vancouver, BC V5Z 1P6 Tasks: 1
eoya 2023 hemightbelate...
prayer % seminary X spacecamp Bird, Tweety and Tweetilee Partner - Financial Newsletter - Both
Tweet_y B\rd_ tweEty@canad_ablrdbaths.com (220) 277-2080 150.00 USD Monthly @ 0-30 days late
Tweetilee Bird fleetie.tweetilee@toontown-canada.net Commitment Received
Y FILTERS 2714 Kingsway Vancouver, BC V5R 5H5
Click the = to look up all contacts who do
nat have that filter.
Status : i
Dalmation, Pongo and Perdita Partner - Financial Newsletter - Both
Pongo Dalmation iseespots@toontown-canada.net (220) 892-8605
] 4 dgta s tp b0 i (220) 200.00 USD Monthly @ 0-30 days late
erdita Dalmation  spotsgirl@toontown-canada.nef Commitment Recelved
2125 6th Ave W Seattle, WA 98119
Commitment Details
Newsletter Recipients Donor, Annual Partner - Financial Newsletter - Both
Annual Donor (220) 695-7880 250.00 USD Annual ® ontime

Referrer / 860 Burrard St Vancouver, BC V6Z 1X9 Commitment Rece

Contact Details

Click on one or more Tags to filter your full Contact list and show only the contacts with the selected tag(s).
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Dashboard  Contacts Tasks

1filter applied

) Reset Filters
I3 Save Filters
W TAGS ANY AL

Click a tag twice to look up all contacts wha
do not have that tag.

eoya2023 X hemightbelate...

prayer % seminary X spacecamp

Y FILTERS

Click the= to look up all contacts who do
not have that filter.

Status =

- All Active - - None - %

Commitment Details
Newsletter Recipients
Referrer

Contact Details
Contact Location

Contact Information

Reports ¥ Tools v

Select~ ? keyboard shortcuts

Showing 5 of 5

Duck, Daffy and Daphney

Daphney Duck

Daffy Duck (220) 933-8690

3737 27th Ave W Vancouver, BC V6S 1R2

First Pedestrian Church
800 Griffiths Way Vancouver, BC V6B 6G1

Flintstone, Fred and Wilma

Fred Flintstone fred.flintstone@toontown-canada.net (220) 809-3706
Wilma Flintstone pebbles.mom@toontown-canada.net

4500 Arbutus St Vancouver, BCV6) 4A2

Knox, Calvin and Susie

Calvin Knox calvin.knox@toontown-canada.net (220) 632-4636
Susie Knox susie.derkins@toontown-canada.net

1177 Broadway W Vancouver, BC V6H 1G3

Partner - Financial
30.00 USD Monthly
Commitment Received

Partner - Financial
160.00 USD Every 6 Months
Commitment Received

Partner - Financial
35.00 USD Monthly
Commitment Received

Partner - Financial
150.00 USD Monthly
Commitment Received

Balance: 28,458.78UsD Q. 4+ (@

=9 m

Newsletter - Physical
@ 0-30days late

Newsletter - Both
@ ontime

Newsletter - Both
@ 0-30days late

Newsletter - Both
@ o0-30days late

Tasks
Appeal Radcliff, Roger and Anita Partner - Financial Newsletter - Both
" Roger Radcliff roger.musician@toontown-canada.net (220) 927-6488 35,00 USD Every 6 Months @ ontime
Gift Details k : # i ¥
Anita Radcliff sweeta.anita@toontown-canada.net Commitment Received
Search Notes 3002 Cambie St Vancouver, BCVSZ 2V9
Assignee
Tags
You can edit contacts in bulk by clicking the checkbox in the top left corner to Select All contacts listed . Use Filters (as outlined above) to see a specific list of your contacts. Click to deselect a selected contact. Click

again to reselect a contact that has been deselected.

Dashboard  Contacts  Tasks

1 filter applied
) Reset Filters
3 Save Filters
¥ TAGS ANY ALL

Click a tag twice to look up all contacts who
do not have that tag.

e0ya2023 X hemightbelate...

prayer X seminary ¥ spacecamp

Y FILTERS

Select v

Reports ¥ Tools ~

keyboard shortcuts

Select All Contacts on Page

Select all 5 contacts

Duck, Daffy and Daphney

Daphney Duck

Daffy Duck (220) 933-8690

3737 27th Ave W Vancouver, BC V65 1R2

First Pedestrian Church
800 Griffiths Way Vancouver, BC V6B 6G1

¢ Once the desired contacts are selected, click on the Actions dropdown menu and select Edit Fields.

* You can also choose to Add Tags,

, Add Task, Log Task, or Hide Contacts.

S e/ @ @0

oo

Ababa, Aladdin and Jasmine (Princess)

Albright, Sally

Allen, Barry and Irs West-Allen

Baby, Driver
Baggins, Frodo

Baker, Louise

Bennet, Elizabeth
Bingley, Charles and Jane

Brandybuck, Meriadoc (Merry)

eport
Nerse
Partne -Special aTogs o

'$100 Weekly - b

Remove Tags

AddTask

Partner-pecial Log Task

I

Hide Contacts

Cultivate Relatonship
20 Appeat

sdd o New Appeal

ExportEmals

Partner-special

Partner- Special
550 Monthly

Partner - Financial
30.00 USD Monthly
Commitment Received

Partner - Financial
160.00 USD Every 6 Months

Fammitmant Dacaiad

Balance: 28,458.78UsD @, + &

Newsletter - Physical
@ 0-30 days late

Newsletter - Both
@ ontime

Contacts: Individuals

Click on a Contact Name to view and edit their record.

The Quick Reference Guide: A Contact’s Page gives an overview of the information you can view within a Contact’s page

Quick Reference Guide: Tasks

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up as ded to
Essentials account. *

it provides assistance for you and your Partner

The Tasks Tab

To display a specific group of tasks you can:
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https://gethelp.solertiaelabs.com/hc/en-us/articles/21113611088269
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114372995213
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114372995213
https://gethelp.solertiaelabs.com/hc/en-us/articles/21113773216909
https://gethelp.solertiaelabs.com/hc/en-us/articles/21113773216909
https://gethelp.solertiaelabs.com/hc/en-us/articles/21113715887245
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114248513933

Dashboard  Con s p Tools ~ Coaches

h—-—— Click to expand Filters menu

 Visit the Tasks Tab and click the expandable Filters Menu
* You can search by...
o All Tasks, Overdue, Completed, Today, Upcoming, or No Due Date Tasks
o Tags
o Previously Saved Filters
o Task Action

mpapd

® s
Saved Filers | Overdue
acon “Jo = Crarmine,
See More Filters |
oD saggin, Frodo

Click to expand,
Click again to collapse O () Emaitaboutdecison Coyote, wite

o /) Thank =, At

5,200, Send them a Thar

Today
o v i \ddin and.

01 (7 Aopointment mectasoucks owartsombur

¢ To see a menu, click expand the dropdown and click to make your selection

Click the Add Task button to create a single task.

Dashboard Contacts BSI@SkSS Reports v Tools « Coaches

TTM | Peter Parker

Click on the Log Task button to log a single, completed task.

Dashboard Contacts Tasks Reports + Tools
J TTM | Peter Parker

® =3
J— . _Overdue
Action v (@D) e 0 Apris L]

D) cotmkosppoiment pogintrode

o
Click to select, ==
Keep clicking o
soloct more tasks (7 emaitsbout dcison Coyote, wile O 4o o *
(70D Thank #1830 212 () gave 3 Specsl G of 59,17 omMarch 15,2023, S them Thank ou. ®... () Apr o *
Today
Unssisced —p (7 nopointment e hop Absba, laddin and Jasmine (Princess) 0 rora o T *
) Aopeintment et s sbuck: Dwar Bombur 0 or o

box will have a checkmark. Click again to deselect a task.

Click the Actions button for the dropdown menu and choose between the options:

Filter x

B = a
Overdue
© B (D) teeage s ioranAspommen Charmin, prince s Cindersta
B —— D (Do
CZD) et s cion copote e o o] B %
) Toech ol 28 g S R B o Tk o ... (3 *
Today
) Aepoltmen et Al o h, Ababe, Maddi snd s (Princes) o *

Complete Tasks, Edit Tasks, Add Tags, Remove Tag(s), and Delete Tasks.

* | q Click 1o fiter by stars —+—sveamenuumnp  [77]
Overdue
Neal Saggi,Frodo Clckto priortze  -Esmstmfmimmni [7]
C2D) smatsvoundection cortn e 0 hors [

Click on the Star icon to make those tasks a Priority (starred).

Click on the Chat icon to add Comments to a task. Click Add Comment and type, then Edit, or Delete until you are Done.
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= a + ADTASK @ LoGTASK

TASK COMMENTS X
B oo o oo o This the new number
Overdue

) Emait about decision Coyote, Wile o

rd  Contacts [JSSKGN Reports +  Tools ¥

= | a + ADTSK @ L0GTASK

== Clckto delte, choose "Yes" o confirm when prompted
Overdue v
T D o |

) 2D wa

Click the Trash icon to delete a single task.
Adding a Task

 Fill out Task Name i.e. “for Appointment” and select an Action, i.e. Email.
¢ Select a Due Date and Time and then add Contacts, if applicable.
o To Add a Time, use the clock to choose an hour, minute, and whether or not the time is AM or PM
¢ Add any applicable Tags
 Set the Notifications in minutes or hours before the due date and time.

ADD TASK X

for Appointment

Email -

4/19/2023 [m] 04:00 PM )

Notictions @

Optional

e [E]

¢ Finally, add any applicable Comment(s) and click the Save button,

Quick Reference Guide: Using as a Minimalist
Step One: Delete Overdue Tasks

In Partner Essentials, you can remove clutter by deleting all of your "Overdue" tasks to simplify what you see . Over time, when tasks are added and forgotten, or you've set task notifications that have gone ignored,
your tasks can accumulate and overwhelm. If this is true for you, we recommend that you clear your "Overdue" task list and start fresh with something motivating and manageable.

To clear this list:

o Visit Tasks tab
® Choose the "Overdue" Tasks filter

Dashboard Contacts

Current Historic 1]

4 Al

Al 2
Today

Overdue

Upcoming

No Due Date

o Click the topmost check box to "Select AIL"

Select All Tasks on Page

¢ Go to the "Actions" dropdown
¢ Choose "Delete Tasks" from the dropdown menu.

Complete Tasks
Edit Tasks

Add Tag(s)

Remave Tag(s)

Delete Tasks

¢ When prompted, click "Yes" for a blank Tasks page.
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Step Two: Set Notification Preferences

To refocus your efforts and simplify what you see in the tool going forward, we recommend refreshing your Notifications. You know best what information you need to know, what time is best to see it, and where
you prefer to receive the notifications you consider important.

In the tool, when you visit Settings, then Preferences, you can choose the Time Zone and Time To Send Notifications. Then, visit Notifications to select and deselect the notification types that are useful to you
and choose where you would like to see them: In App, Tasks, or by Email. These settings can be changed at any time - just be sure to click "Save" before you exit the screen.

Dashboard  Contacts Tasks  Reports Tools Q + ‘E Partner Essentials

£ Settings Preferences
Prefe i
Partner Essentials Ry
Notifications partneressentials.demo@gmail.com - Other v & Edi
- Personal Preferences
Manage Accounts
Language US English ~
Manage Coaches
Locale English ~
Default Account Partner Essentials o
Timezone Eastern Time (US & Canada) i
Time To Send Notifications 10:00 AM b

Time To Send Notifications
Partner Essentials can send you app notifications immediately or at a particular time each day. Please make sure your time zone is
set correctly so this time matches your local time.

10:00 AM b4

Save

Account Preferences

Dashboard Contacts Tasks Reports~  Tools B v Q +

X Settings Notifications

Preferences Based on an analysis of a partner's giving history, Partner Essentials can notify you of events that you will probably want to follow up on. The detection logic is based on a set of rules that are right most of

the time, but you will still want to verify an event manually before contacting the partner.
MNotifications
For each event Partner Essentials can notify you via email and also create a task entry reminding you to do something about it. The options below allow you to contral that behavior.

Connect Services

N ecoaits Select the types of notifications you'd like to receive . Eup Ez“ :j‘
Manage Coaches select all deselect all select all
New contact added through your Missionary Pages subscription form J
Partner gave a Special Gift Only select ] D O
Partner missed a gift what you want 0 D

to receive._——*
] a

Partner is on your physical newsletter list but has no mailing address. (] 0

Partner started giving

Partner gave less than commitment O 0 D

Step Three: Update Your Contacts’ Status

A contact’s “Status” explains where a contact is in the MPD process (i.e. Ask for Appointment, Call for Decision). There are several places you can set a status depending on whether you are working with a single contact,
or with multiple contacts at one time.

Dashboard [Tasks  Reports ©  Tools v Q + A & Partner Essentials -
3 Contacts Y Filters Lion, Simba and Nala ¥y AddReferrals AddTask LogTask  Hide Contact
Simba Lion 2201599768 N/A 750 Hornby St
Vancouver BC VEZ 2HT
Beast, Beast and Belle Call for Decision ~ W physical X v Selectan Option < Canada
Q View @ Google Maps
Bird, Tweety Mever Contacted o e
. Monthly x v USD($) ~ Selectan Option ~
Bird, Tweety and Tweetilee Ask in Future
Dalmation, Pango and Perdita Cultivate Relationship o Frmrs o I mekeral 2| hotesl o

Deer, Bambi and Feline Contact for Appolntmant

Appointment Scheduled )
Donor, Annual """ == Average: 184 USD | == Gift Average: 192 USD

Donor, Quarterly

Last Year [ This Vear

ck, Daffy and Daph Portner-Special

Duck, Donald and Daisy

180
First Pedestrian Church 5 Mo
g 120
Flintstone, Fred and Wilma T 00
g w0
Jetson, George and Jane < a0
40
Knax, Calvin and Susie 20
_ P | -
Lightyear, Buzz Feb Mar May Jun Jul Aug Sep Oct Nov Dec Jan
Lion, Simba and Nala
Bartnarbin Aataw Amasnt  Rarimnation Mathad Anmast

To set the Status for a single contact: Go to A Contact’s Page.
e In the top section, click the edit icon and make changes to the “Status” within the pop-up menu options. Choose a Status, then “Save.”
To set the Status for multiple contacts at one time: Go to the Contacts tab:

* You can set a status for multiple contacts at a time by selecting each contact from your list, then visiting “Edit Fields” under the Actions menu. Pick a “Status” from the dropdown menu and then “Save.”
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Tasks Reports »  Tools ) ~ Q + A B

nfu select multiple contacts

Partner Essentials ~

Add Tags
Showing 25 of 25 [ET I FER A +1
mouse
prayer < seminary Baggins, Frodo Call for Decision Add Task Newsletter - Both
Frodo Baggins frodo.baggins@toontown.org (220) 553-B467 =] o)
T FILTERS 1001 Denman St Vancouver, BC VBG 2M4 Log Task
Beast, Beast and Belle Call for Decision Newsletter - Email
Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40.00 USD Every 6 Montf  Hide Contacts 7
da.net
550 14th Ave W Vancouver, BC V52 1P6 Map Contacts

 roum ] addoppeat

Add to new Appeal

star gy Send Appeals?
Selectan Option * || selectan Option -
Newsletter Next Increase Ask
Select an Option v | .
Select an Option + || selectan Option
Language Church
Select an Optior -
Assignee
Select an Option "

cancel NS

Having a status set for your contacts will be helpful for our next minimalistic tip: use the Contact Flows view as a way to see and set up connection steps with each Contact, or potential ministry partner.

Step Four: Use the Contacts Flows View

This view is helpful for creating a visual of your contacts by “Status™ type and allows you to drag contacts from one phase of the MPD process to another phase very easily moving contacts through an MPD “workflow”

‘When you click a contact’s name and hold it in the Flows view, you can move their name between columns and through the MPD process. For example, let's say we texted Bofur and set up an Appointment. I can click and
drag his name to the “Potential Partners™ column to the “Appointment Scheduled” section. Partner Essentials will generate an “Add Task” pop-up where I can add a task with the “Action” - “Appointment.”

Dashboard Reports ¥ Tools v

Partner Essentials ~

£ View Settings w arch Contacts
Waiting 1 To Do 1 Appointment Scheduled o Callback 1 Partners 21
PSS (SIS LpRchchee: Potential, Mr. & Mrs. o Interested, Bob & Sue & Lion, Simba and Nala & Baggins, Frodo &
Askin Future Contact for Appointment Call for Decision Partrer - Financial
Y FILTERS
contacts who! Baust, Beast anld Belle &
Partner - Financial
Status e
ird, Twe
" T y e
‘Commitment Details

Partner - Special

Newsletter Recipients

Bird, Tweety and Tweetilee s
Referrer . Partner - Financial
ontact Details

Dalmation. Poneo and

Contact Management

Export Contact Info

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *

You may want to export your contacts by mail merging to make letters, labels, envelopes, etc. To do this:

¢ Go to the Dashboard
 Scroll to the To Do This Week section.

o Under the NEWSLETTER dropdown menu select Export Physical. This will create a file that will export your Newsletter - Physical subscriber list as you have set it up in MPDX.
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mpdf{ Contacts Tasks Reports Tools Coaching

Monthly
Activity

== Goal: 2,000 USD | == Average:510USD | == Committed: 67 USD

[ cap I UsD
2,000

1,800
1,600
1,400
1,200
1,000
800
600
400
200

Amount (USD)

Oct21 Nov21 Dec21 Jan22 Feb22 Mar22 Apr22 May22 Jun22 Jul22 Au

To Do This Week

Partner Care Tasks Due This Week Late Cc

PRAYER CELEBRATIONS o

Text Message praying for you! ...

Baggins, Frodo
stamina for his journey

B,

Bennet, Elizabeth
Letter Happy Anniversary!

O

Rahv Driver

You can choose CSV for Mail Merge when exporting in order to create your letters, labels and envelopes.

EXPORT CONTACTS

PDF of Mail Merged Labels CSV for Mail Merge

Addresses will be formatted based on Best for making mailing labels. Addresses
country. (Experimental) will be formatted based on country.

Advanced CSV Advanced Excel (XLSX)

All of the information for your contacts, All of the information for your contacts in
best for advanced sorting/filtering and Excel's default XLSX format.
importing into other software.

You can also create exports manually. To do this:

¢ Go the Contacts tab
¢ Under Filters, Newsletter Recipients, choose '"Physical and Both."
o Under the Select dropdown be sure to choose select all of your newsletter contacts by clicking "Select all ## contacts":
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mpcf/{ Dashboard | Contacts | Tasks Reports Tools Coaching Q + a4
summermission
summermission2021 *  test-group Q, Search Contacts =
tntconnect import userl-valuel 2 | keyboard shortcuts
wednesday bible stud...
Select All Contacts on Page
Show all 26 tags SEnt
I Select all 19 contacts I
Y FITERS o Allen, Barry and Iris West- Partner - Special Newsletter -
Barry Allen ; ®
Click the = to look up all contacts who do Iris West-Allen Physical
nat have that filter.
Commitment Details
: = Bingley, Charles and Jane Partner - Special Newsletter -
Bewsieerfiec lplenss Charles Bingley 50.00 USD Monthly ~ Physical [

Jane (Bennet) Bingley

summer2021 appeal | summermission2021 | willing to host m appeal tester
Referrer mpd trip summer22 | wednesday bible study

Contact Details

Physical and Bot

Charming, Prince and Cinderella  Partner - Special Newsletter - Both
Contact Location Prince Charming  +555555559725 125,00 CAD e
el Younger Charming younger.charmi...

100 Lake Hart Drive Orlando, FL 32832

Tasks 3
T

Appeal

o Then, Click Export

Q, Search Contacts

. + u select multiple contacts

Showing 19 of 19 25 v | v¥

Choose the option that best suits your needs. (PDF of Mail Merged Labels, CSV for Mail Merge, Advanced CSV or Advanced Excel (XLSX). CSV files can import data with headings into spreadsheets like Excel,
Numbers, and Google Sheets, or into mail merge functions of word processors. If you have things like multi-line addresses or zip codes that start with zero, the Advanced Excel (XLSX) option will probably work best.

Learn how to Mail Merge.

EXPORT CONTACTS

PDF of Mail Merged Labels CSV for Mail Merge

Addresses will be formatted based on
country. (Experimental)

Advanced CSV

All of the information for your contacts,

Best for making mailing labels. Addresses
will be formatted based on country.

Advanced Excel (XLSX)

All of the information for your contacts in

best for advanced sorting/filtering and Excel's default XLSX format.
importing into other software.

Updating MPDX When a Ministry Partner Gets Divorced

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it p
Essentials account. *

for you and your Partner

It is a sad reality that Ministry Partners get divorced. And in the aftermath, it is important to care for the individuals well. Making administrative adjustments in MPDX can be a loving way to avoid awkward and painful
mishaps in communication like misaddressed envelopes.

In the instance of a Ministry Partner getting divorced, the best place to start in MPDX is the former couple’s shared contact page. Here you will be able to make the following changes:

Create a new MPDX Contact page for the non-primary person
Step 1: Visit the Contact page of the couple who is getting divorced.

Step 2: We recommend creating a new contact page for the person in the divorcing couple who is NOT marked “Primary.” To do this, click on the Add Contact button and type the Last Name, First Name. Click
Save. MPDX will automatically create and open the newly created contact page for this individual.

& () e

West, Joe and Francine M s e

Mutiie Contacss

o« F gk

o -
“ woty © Secmnopton -
N £ Dewis 2 Pee S Dowors  Addeses S Tk S Aekes 2

serereopte | Senasl

Joe West

Capainest@ecpd o -Other

2255555555555  Hoblle

Marte. @ eae e primary
Francine West

nesvest@gmailcom- Personal
Motk v

@ et 5 pimary
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Step 3: Copy and paste any contact information for this individual (i.e. phone number(s), email(s), notes, etc.) that you would like to have saved for them as a newly created contact going forward.

NOTE: As an optional step it may be helpful to copy and paste this contact’s previous address, but divorces often lead to address changes so note the “Address no longer valid” field when applicable as you Edit
Address(es) in MPDX. Be aware that a changed address can also affect physical newsletter lists and mailing addresses for letters, thank you notes, and other ministry communications. Remember to update your other
Newsletter lists as well where applicable (i.e. MailChimp, prayerletters.com, ChalkLine, etc.).

Step 4: Go to the Person tab within the former shared contact page and choose Edit for the contact you just “moved.” Once you have fully transferred their data to the new contact page, Delete this individual from the
former shared page.

EDIT PERSON

Title First Name * Last Name * Suffix

Francine West

CONTACT INFO DETAILS SOCIAL RELATIONSHIPS

Phone Numbers —

+555552555555 Mobile v

L]

© Add Phone
Click Remove,
Click "Yes" to Confirm

Email Addresses

francine west@gmail Personal v L]

© Add Email Opt-out of Email Newsletter

Update the following information on EACH individual’s contact page:

Change the Envelope Name Line, Contact Name, Greeting used in Exports

The Details tab within a Contact gives additional contact information such as Communications preferences. An oversight here could be an honest mistake, but an acutely painful reminder of loss to a grieving ministry
partner.

Step 1a: Change the Contact Name, Envelope Name Line and Greeting for the primary contact of the former couple.

Step 1b: Change the Contact Name, Envelope Name Line and Greeting on the new contact page for the secondary contact of the former couple.

West, Joe and-Francine fr  AddReferrals | AddTask  LogTask | Hide Contact

Joe West +2sssssssssss captain west@ccpd org A

Partner-pray v emait x v SelectanOpt v

° °
~ usofs) v selectan Optior v

Notes People S Donations  Addresses  Tasks Referals

Source: MPDX

Financial

No .

000

Communications
Joe sadscandine est Joe sndrandine-

Quih sese @ soecmomo .

Click and type to replace and edit the existing information. Refresh your page. The changes should appear immediately. Below is an example of the changes noted above when ministry partner Joe West divorced
ministry partner Francine West.

West, Joe G adddenls | AddTosk togTod | tideconot

Joe West saasssssssssss captainwest@ecpdorg A

Partner - pray ~ emai X+ Selectan Optio v

ot reope | vomstoms | hoteses /| Tk S neerats

Source: MPDX

- usnis) v selectanopt -

Financial
Mo N

000

Communications

Jooest oo

Quick,Jesse B sotonon 3

Update the Newsletter preferences and Status
Visit the top blue section of each contact page and select Partner Status (i.c. Partner - Prayer, Partner - Financial, etc) and Newsletter preference (i.c. Physical, Email, Both)

West, Francine % domdernts | deTack | LogTaik | deConat

Francine st ssssssassssss frandne west@gnailcom wa

usos) v wn ot .

Motes / Dewlls S People S Donations  Addresses S Twsis S Relermis

NOTE:

¢ You will need to manually update the Partner Status and Newsletter preference for the individual with the newly created MPDX contact (in this example, Francine West).
* If you have the sync turned on with ChalkLine and/or PrayerLetters.com, you will need to manually update or check your Email (i.e. MailChimp) and/or Physical Newsletter lists (i.e. ChalkLine and/or
PrayerLetters.com) in MPDX.

o If BOTH individuals have been receiving and still want to receive your Newsletter - Email, AND you have turned on the sync with MailChimp you will want to follow the steps outlined above and
remove the contact information of the non-primary spouse from the original contact page and add it to the newly created MPDX contact page. Make sure the Newsletter preference is marked as Email
or Both. When you refresh the sync with MailChimp, the email will sync from the newly created contact.

o If BOTH individuals have been receiving and still want to receive your Newsletter - Physical, AND you have the sync with PrayerLetters.com turned on, make sure you add or update any address
changes and refresh the sync before sending your next Newsletter update.

¢ If you do NOT have the sync turned on with ChalkLine and/or PrayerLetters.com, you will need to manually update the contact information and check your Email (i.e. MailChimp) and/or Physical Newsletter
(i.e. ChalkLine and/or PrayerLetters.com) lists for each individual of the divorced couple.

Add a Note with the divorce date and the administrative actions taken in MPDX
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Visit the Notes tab within each contact and record details

B haders AT ogTak i Conact

West, Francine

rancne wast “sssssasesss franciewesiggmiicon w

°
- usos)

Click and type to add notes, prayer requests, etc.

Tostupdated anhour o0

Optional Steps: If you use the DETAILS and RELATIONSHIPS fields of Edit Person in the Contacts page, you can delete the Anniversary date, change the Relationship Status of a person, and delete outdated
relationships by following the steps below:
The People tab within a Contact lists each individual associated with that Contact. When a person gets divorced, scroll to the individual and click the “Edit” next to their name.

© v

‘When you select “Edit,” a box will pop-up where you can make and Save the needed changes:

¢ The second tab, DETAILS, is where the option exists to edit a person’s Anniversary records.
¢ Delete the Month, Day, and Year of this person’s Anniversary.

e Click Save.
o NOTE: You can add the Anniversary Date of the marriage that ended in divorce to the Notes tab in MPDX for both contacts (it may b
inforn n will be help 0 remo 0 on’tgeta e noti n unde ner Care section of the To Do Th e

EDIT PERSON

Title First Name * Last Name * Suffix
Joe West

CONTACT INFO DETAILS SOCIAL RELATIONSHIPS

Legal First Name Gender

Birthday ‘Anniversary

Month Day  Year Month Day  Year

Alma Mater

Deceased

¢ The fourth tab, RELATIONSHIPS, is where the option exists to edit a person’s changed relationship status
¢ Choose “Divorced” from the Relationship Status dropdown menu.
o If Applicable, Delete the Relationship and Type (i.c. wife, husband) by clicking the trash icon.

¢ Click Save

EDIT PERSON
| Title FirstName * Last Name * Suffix
Joe West

CONTACT INFO DETAILS SOCIAL RELATIONSHIPS.

Occupation Employer Relationship Status

Married

Relationships Select Divorced from dropdown menu

[ Fancnetes wie -]

&

©Add Relationship, Click to Delete Relationship

Contact Stars
* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

In the same way starring an email makes it stand out from your email list, adding a star to a contact can make that contact stand out from your other MPDX contacts.

To find the Stars feature for Contacts, visit the Contacts tab in MPDX.
There are two ways to view Contacts in MPDX:

o List View
¢ Flows View

Contact Stars - List View



fepots~ Toos @+ Concing Q+ e rer—
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click again to deselect

Adding and Removing Stars to and from Contacts:

¢ To Add a Star:
o click the outlined star to the right of the contact you want to select
© The star will turn blue when selected
* To Remove a Star
o click the blue star to the right of the contact you want to deselect
© The star will turn from blue to an outlined star when deselecte

Note:

o A blue star means the Contact is STARRED
¢ An outlined star means the Contact is NOT starred

Filter Search by Stars:

In the same way you select and deselect stars, you can select and deselect the Stars filter. The Stars filter helps you see only starred Contacts.

Once you have completed your star tasks, turn the stars filter off to see your full list once again. Just click the blue star to remove the Stars Filter, or the outlined star to add the Stars filter.

Stars Filter Search: Contacts List View

Q4 Ao )

Owart ot

Stars Filter Search: Contacts Flows View

e vt s o s+ o @ o Q+ Ao (e

Dresatriers & viewseangs
@St

® s ) o

¥ fus

ToFilter by Stars
click to select, cick again to deselect

o The Stars filter can be used with other MPDX Contact Filters

* When you choose the Reset Filters option, the Stars filter will also be reset. This does not remove the stars you’ve added to specific contacts. It simply resets the current filtered search.
¢ As a Note: the Contact Stars feature and Task Stars feature operate independently from one another. Which means, starring a contact does not add a star to all tasks associated with that contact. Similarly, starring one

task for a contact does not add a star to that contact.
¢ The Contact Stars feature is also available on the MPDX iOS and Android mobile apps.

Add Pictures to Contacts

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to
Essentials account. *

¢ Go to the Contacts page

o Type the last name in the Search Bar
® Then click on Contact Name

Tasks  Reports  Tools  Help

Select ™ [ Q, parr ]

Showing1to3of 3 0 v

edibles.com
ncredibles.com

Helen Parr _ helenparr

Eroup partners flcommit...

it provides assistance for you and your Partner
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¢ Scroll down to the individual located under the People tab
o Hover your mouse over the Profile Picture Placeholder
¢ When you see Edit click on it.

/| Details Donations Tasks Referrals Notes Addresses
al

Merge People B2

Parr, Robert and Helen

Parra, Violeta Mr. Robert Parr
w Sales Associate - Insuracare

bobparr@incredibles.com - Personal v
1212 - Mobile v

Parrado, Nando

(702) 55.
Married

¢ Browse your computer to Select the Photo you'd like to add
¢ Click on the Open button

Admin-Consolel.png  Contact-Main-Yew1 yontact-min-‘lewz.png 3

Contact-Searchl.png E@ People-Contacts1.png
v

File pame: Mrincredible-400¢400 peg v
Files of type: | Image Files 3 I Cancel

¢ The photo will be displayed in the Individual Contact People Card.
o Repeat this process for the spouse

Mr. Robert Parr

Sales Associate - Insuracare
bobparr@incredibles.com - Personal v
(702) 555-1212 - Mobile v

Married

Only when you add the Primary Person's profile picture will it be visible in the Individual Contact.

Parr, Robert and Helen AddReferrals  Add Task

i Phone Number Pricnary Peisor

(702) 555-121: bobparr@incredibles.com

Select an Option w Selectan Option ¥ Selectan Option »

Commitment Fre cy Currenc

#3 Selectan Option v NZD($) »

Details Donations Tasks Referrals Notes Addresses People

Editing Contacts in Bulk

* We would like to thank Cru for providing this article from their help library. This article has been revie d and uy as ded to it provides assistance for you and your Partner
Essentials account. *

Editing Contacts by Tags or Filters

e Click on a Tag to filter on a specific list, i.e., Disney.

1 filter applied Selectv

"D ResetFilters Showing1to 4cf4
B save Filters
W TaGs Duck, Donald and Daisy
= = Donald Duck quackguack@toontown-canada.net (220) 649-4325
Daisy Duck adorabledaisy@toontown-canada.net
3204 Broadway West Vancouver, BC V6K 2H4

2108 baby announceme...
et e Mouse, Mickey and Minnie Partner -
Minnie Mouse not-so-minnie@toontown-canada.net $100.00 ©

disney % eoy dinner help 505 46th Ave E Vancouver, BC VSW 242 Commitn
Received

group partners f latin

non partners % outer space

¢ Or use a Filter, i.e., Status, Partner -Financial to display a specific list of contacts.
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Status o Select =

Paitnes

Showing 1to 19 0f 19

Commitment Details

. Banco Central do Brasil Partner - Financial
Mewsletter Rec ~ Fake Address Vancouver, BC #50.00 Monthly

Referrer Commitment Not Received

Contact Details
. Bisbal, David Partner - Financial
Contact Location : David Bisbal +555555555555 Tasks: 2
W \
ConTactInformatian 100 Street Dr Whitehorse, Yukon

Tasks m

* Select all the contacts by clicking on the Select button.
o Then choose Select all # contacts, i.c., /9 Selected.

Showing 1to 19 of 19 50 ~
[ ] Banco Central do Brasil Partner - Financial @ 50+ days late
Fake Address Vancouver, BC #50.00 Monthly

Commitment Not Received

- Bisbal, David Partner - Financial @ o0-30days late
David Bisbal +555555555555 Tasks: 2
100 Street Dr Whitehorse, Yukon

m Show all 1 tags

e Then click Actions button and choose Edit Fields.

19 Selected X Merge Export

Add Tags
Showing 1to 19 of 19 Remove Tags
Add Task
] Banco Central do Brasil Lo Task ir - Financial
Fake Address Vancouver, BC Monthly

| Edit Fields itment Not Received

Hide Contacts

@ Bisbal, David | Map Contacts ir - Financial
David Bisbal +555555555555 Tasks: 2
100 Street Dr Whitehorse, Yukon

o Choose the field you want to edit, i.c., Newsletter.
* Make your selection, i.c., Both.
o Click the Save button.

EDIT FIELDS
Likely to Give Status
Select an Option v tion v
Newsletter Next Ask
Select an Optior . ]
| Physical

Commitment Currency
Email

Church

Select an Optior v

caneet ﬂ

Editing Multiple Contacts by Manual Selection

¢ Choose individual contacts by clicking on checkbox to the left (contacts highlighted in light blue).

Select 2 Selected X Actions~ | Merge  Export

owing1te 379137 gelected contacts in light blue

L] Devil, Tazmanian Partner - Financial Hew
Tazmanian Devil +555555553555 $15.00 Monthly
1000 Angry Ave Grand Falls-Windsar, NL ]

Diana Prince Call for Decision New

[] Duck, Donald and Daisy

Donald Duck  quackquack@toontown-canada.net (220) 849-4325
Daisy Duck _ adorabledaisy@toontown-canada.net
3204 Broadway West Vancouver, BC VK 2H4

2015 christmas card

* Then, click on Actions button and select Edit Fields (see above).

Add Contacts
How to Add Contacts to Partner Essentials

There are several ways to add contacts in Partner Essentials:
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¢ Add Contact
e Add Multiple Contacts
¢ Using Tools:

o

o Import from CSV
o Import from TNTConnect

This article will explain how to Add a Single Contact and How to Add Multiple Contacts to Partner Essentials. To learn about the other options click the article links above.
Add Contact: Adding a New Contact

® On the top right of any Partner Essentials page, click the +Add button and then Add Contact.

Dashboard Contacts Tasks  Reports Tools v QQ o Partner Essentials
Good Afternoon, Partner, & Multiple Contacts

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.

® Add Donation
¥= AddTask

XK LogTask

¢ Add Last Name, First Name and Spouse Name (if applicable) and click Save.

NEW CONTACT X

Name*

[T

canceL  [SAvE

Partner Essentials will then pull up the newly created contact page.
Add Multiple Contacts

This can be helpful if you have multiple new contacts to add simultaneously. For example, if you are brainstorming names of people in your family, small group, at church, etc.

Dashboard Contacts Tasks Reports v Tools v Qg -1 Partner Essentials v

aa Add Contact

Good Afternoon, Partner.

Welcome back to PARTNER ESSENTIALS. Here's what's been happening, =
® Add Donation

$= Add Task
X LogTask
® On the top right of any Partner Essentials page, click the +Add button and then Add Contact.
o Add Last Name, First Name and Spouse (if applicable), then any Address, Phone, or Email you know for each Contact. Each line will turn into a new Partner Essentials Contact.
e Click Save.
Adding Contact Details

Once you’ve created a new contact or multiple new contacts, you can find them under the “Contacts” tab of Partner Essentials.

‘When adding a new contact it is important to add details to this new contact. This can be done by visiting “A Contact’s Page” and making changes. For more information about how to add information to a contact, check
out the article Qui ide: >

Dashboard Contacts Tasks Reports v Tools v

Y Filters Anderson, John

Primary Person Name Primary Person Phone Number
John Anderson N/A

Anderson, John
Status Newsletter
Baggins, Frodo Select an Option v Select an Option
Beast, Beast and Belle Commitment ©® Frequency
Bird, Tweety
Bird, Tweety and Tweetilee Donations Addresses " People .” Tasks "

Dalmation, Pongo and Perdita

Monthly
Activity

Deer, Bambi and Feline == Average: 0 USD
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https://gethelp.solertiaelabs.com/hc/en-us/articles/21113752449933
https://gethelp.solertiaelabs.com/hc/en-us/articles/21114248513933

Donor, Quarterly

Duck, Daffy and Daphney
Duck, Donald and Daisy
Example, Mr.

First Pedestrian Church
Flintstone, Fred and Wilma
Interested, Bob & Sue
Jetson, George and Jane
Knox, Calvin and Susie
Lightyear, Buzz |
Lion, Simba and Nala

No donations rec

Mouse, Mickey and Minnie ) .
Try adding a donation to a partne¢

Pan, Peter and Wendy
Add N

Pooh, Winnie

Potential, Mr. & Mrs.

Radcliff, Roger and Anita

Wayne, Bruce
Yeti

Zun, Zed
Zune, Zeed

Zuner, Zeddie

Contacts: Lookup with Filters and Tags

Filters narrow down your contact list by specific criteria. A single filter or a combination of filters can be used to display a specific list of contacts.

To find the Contacts Filters menu, go to the “Contacts” tab and you'll see a dark grey bar on the left side of the window. This can be collapsed and expanded by the "<<" and ">>" button. You'll find the TAGS section at
the top and the FILTERS just below that.
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Dashboard Tasks Reports ¥ Tools v

W TAGS

have that tag.

Select ? keyboard shortcuts

m Q, Search Co

Partner Essentials v

Showing 21 of 21 5 v| W
goose mouse prayer
seminary X spacecamp Baggins, Frodo Partner - Financial Newsletter - Both
Frodo Baggins frodo.baggins@toontown.org (220) 559-8467 150.00 USD Monthly @ ontime ® 7
Y FILTERS 1001 Denman St Vancouver, BC V6G 2M4 Commitment Received
Click the = to look up all contacts who do
not have that filter. Beast, Beast and Belle Partner - Financial Newsletter - Email
Stat Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40,00 USD Every 6 Months @ ontime ® &
atus :
Belle Beast belleoftheball@toontown-canada.net Commitment Received
Commitment Details 550 14th Ave W Vancouver, BCV5Z 1P6
Newsletter Recipients m
Referrer
E Bird, Tweety Partner - Special
Contact Details Tweety Bird tweety@canadabirdbaths.com (220) 678-2957 s
Contact Location 5021 Winkle Ave Santa Cruz, CA 95065-1147
Contact Information A ;5
Bird, Tweety and Tweetilee Partner - Financial Newsletter - Email
Tasks Tweety Bird  tweety.bird@toontown-canada.net  (220)277-208... 150,00 USD Monthly @ ontime ® &
Tweetilee Bird fleetie.tweetilee@toontown-canada.net Commitment Received
Appeal X 2714 Kingsway Vancouver, BC V5R 5H5
Gift Details
S — Dalmation, Pongo and Perdita Partner - Financial Newsletter - Both
I e Pango Dalmation  iseespots@toontown-canada.net (220)892-... 300,00 USD Monthly @ ontime &
Assignee Perdita Dalmation  spotsgirl@toontown-canada.net Commitment Received
2125 6th Ave W Seattle, WA 98119
Tags = 7
g
Deer, Bambi and Feline Partner - Financial Newsletter - Email
Bambi Deer bambi@toontown-canada.net (220) 900-2783 30.00 USD Every 6 Months ® ontime ® &
Feline Deer Commitment Received
1648 1st Ave E Vancouver, BC V5N 1AT
Donor, Annual Partner - Financial Newsletter - Email
Annual Donor ~ (220) 695-7880 250,00 USD Annual @ ontime ] g
860 Burrard St Vancouver, BCV6Z 1X9 Commitment Received
Donor, Quarterly Partner - Financial Newsletter - Email
Quarterly Donor  quarterlydonor@toontown.io 100.00 USD Quarterly @ 60+ days late Pd
Commitment Not Received
Duck, Daffy and Daphney Partner - Financial Newsletter - Physical
Daffy Duck (220) 933-8690 30.00 USD Monthly ® ontime @ e

Daphney Duck
3737 27th Ave W Vancouver, BCVES 1R2

EmEm

Commitment Received

Lookup with a Single Filter

‘When you add a Filter you will see the number of filters applied appear after the Filter menu title (i.e “1 filter applied.” For this example, we searched by Status and filtered by Partner - Financial.

Dashboard  Confacts Tasks Reports + Tools €) v

e e— Select~ | 2 keyboard shortcuts

O ResetFiters SrowmgIzofy

@ SaveFilters
Baggins, Frodo

Frodo Bagzins _frodo.baggins@toontown.org (220)559
1001 Denman St Vancouver, BC V66 244

® Tes v AL

Beast, Beast and Belle
Beast Beast_dark.castie@toontown-canada.net (2203
BelleBeast_belleoftheball@toontown-canada.net
550.14th Ave W Vancouver, BCVSZ 196

Y rurers

Bird, Tweety and Tweetilee
Twecty Bird_tweety bird@toontown-canadaunet (220):
Tweetilee ird  fleetie weetilee@toontown-canada.net

2714 Kingsway Vancouver, BCVE

Commitment Detals Dalmation, Pongo and Perdita
Pongo Dalmationiseespots@toontown-canadanet (2
Perdita Dalmationspotsgir@toontoun-canada.net
Referrer S 2125 6th Ave W Seattle, WA 98119

Contactetats =

Newslet

Deer, Bambi and Feline
BambiDeer bambi@toontown-canadanet (2209002
Feline Deer

1648 15t Ave EVancouver, BC VSN 147

Donor, Annual
Annual Donor  (220)635-7850
860 Burrard St Vancouver, BCVGZ 10

Donor, Quarterly
Quartety Donor  quarterlydonor@toontown.io

Lookup with Multiple Filters

When you add more Filters you will see the number of filters increase at the top of the dark grey sidebar i.e. “2 filters applied”. For this example, we searched by Status, and selected Partner - Special. Then, under
Contact Location and Country, chose Canada from the list.
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Dashboard ~ Contacts  Tasks

2 filters applied

'D Reset Filters
B saveFilters
W TAGS ANY AL

Click a tag twice to look up all contacts who
da not have that tag.

goose X mouse X prayer

spacecamp

Y FILTERS

Click the= to {ook up all contacts who do
nat have that filter:

Status

Partner - Special

Commitment Details
Newsletter Recipients
Referrer

Contact Details
Contact Location

Address Type

Country

Canada

At any time you can clear all current filters by clicking on "Reset Filters"

Dashboard  Contacts Tasks

2 filters applied

) Reset Filters

B Save Filters

W TAGS ANY AL

Using Tags as Filters:
Tags

Tags are one way to narrow down your contact list. A single tag or a combination of tags can be used to display a specific group of contacts.

Lookup by a Single Tag

o Under Tags, click on a single tag (i.e. mouse). Your list should show only contacts who have this tag.
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Dashboard Contacts Tasks Reports v Tools v

1filter applied \ Select~ ? keyboard shortcuts
') Reset Filters Showing 6 of 6
I3 Save Filters
Beast, Beast and Belle Partner - Financial
® TaGS A Beast Beast dark.castle@toontown-canada.net (220) 380-9893 49,00 USD Every 6 Months
Belle Beast belleoftheball@toontown-canada.net Commitment Received
Click a tag twice to look up ail contacts who 550 14th Ave W Vancouver, BC V5Z 1P6

[«
do not have that tag.
goose X mouse X prayer m

seminary % spacecamp

Dalmation, Pongo and Perdita Partner - Financial
Y FILTERS £ Pongo Dalmation  iseespots@toontown-canada.net (220} 892-... 300,00 USD Monthly
Perdita Dalmation spotsgirl@toontown-canada.net
% tha tr look ip all contacts who o 2125 6th Ave W Seattle, WA 98119

<
not have that filter. m

Commitment Received

Status
—All Active - . —None — Deer, Bambi and Feline Partner - Financial
Bambi Deer bambi@toontown-canada.net (220) 900-2783 30.00 USD Every 6 Months
Feline Deer

Commitment Received

Commitment Details

1648 1st Ave E Vancouver, BCVSN 1A7

Newsletter Recipients . m

Referrer

Contact Details . Lion, Simba and Nala Partner - Financial
Simba Lion 2201599768 175.00 USD Monthly

Contact Location i Nala Lion

Commitment Received
o e 750 Hornby St Vancouver, BCVeZ 2H7

Tasks . m

Appeal

Mouse, Mickey and Minnie Partner - Financial

Gift Details N Mickey Mouse mousketeer@toontown-canada.net (220)217-... 7500 USD Every 6 Months
Minnie Mouse not-so-minnie@toontown-canada.net
505 46th Ave E Vancouver, BC V5W 2A2

Assignee = A

Tags

Search Notes Commitment Received

Pan, Peter and Wendy Partner - Financial
Peter Pan  never.neverland@toontown-canada.net (220) 567-1... 50,00 USD Monthly
Wendy Pan sensible.wendy@toontown-canada.net
390 Main St Vancouver, BC V6A 2T1

Commitment Received

Lookup by Reverse Tag

It can be helpful to search by “Reverse Filter” for Tags, searching for all contacts who DO NOT have a tag. In the example above, clicking on the "mouse" tag resulted in seeing 6 contacts, but, a reverse search of this tag
will pull up a list of all contacts that do not have this tag.

¢ Under Tags, click on a single tag (i.e. mouse). Your list should show only contacts who have this tag.
* Click on this single tag again. It will turn from blue to red. Your list should now show only contacts who DO NOT have this tag.
o Click on this tag a third time to deselect this tag as a filter.

Dashboard Contacts Tasks Reports ¥  Tools e

1 filter applied Select = ? keyboard shortcuts

) Reset Filters Showing 15 of 15

B Save Filters

Baggins, Frodo

® TAGS ANY AL v Frodo Baggins frode.baggins@toontown.org  (220) 559-8467

1001 Denman St Vancouver, BC V6G 2M4
Click a tag twice to look up all contacts
who do not have that tag.

goose ¥ mouse yrayer Bird, Tweety
Tweety Bird tweety@canadabirdbaths.com (220) 678-2957

=kl b 5021 Winkle Ave Santa Cruz, CA 95065-1147

Y FILTERS

Bird, Tweety and Tweetilee

Click the 1o look up all contacts who Tweety Bird tweety.bird@toontown-canada.net (220)277-2080
do not have that filter. Tweetilee Bird  fleetie tweetilee@toontown-canada.net

2714 Kingsway Vancouver, BC V5R 5H5

Status

Commitment Details ~ Donor, Annual

Annual Donor  (220) 695-7880

Newsletter Recipients
860 Burrard 5t Vancouver, BC V6Z 1X9

Lookup by Multiple Tags

¢ Choose multiple tags to further narrow your search.
o In the example below two tags are selected: “seminary” and “prayer.” All contacts listed meet both criteria.
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Dashboard Contacts Tasks Reports v Tools v

2 filters applied . Selectw ? keyboard shortcuts

) Reset Filters Showing1of1

B Save Filters

Knox, Calvin and Susie

Calvin Knox calvin.knox@toontown-canada.net (220) 632-4636
Susie Knox  susie.derkins@toontown-canada.net

Click a tag twice to look up all contacts
o Tl e it s A 1177 Broadway W Vancouver, BC V6H 1G3

min; rayer
goose ¥ mouse X prayer

seminary * spacecamp

@ TAGS ANY AL

Y FILTERS

Saved Filters

Once filters have been applied, you can save a particular search with multiple filters for future use.

o On the left, scroll up until you see the number of Filters Applied (i.e. Filter (2).
 Below the applied filters, click the Save button.

Dashboard Contacts Tasks Reports v Tools v

2 filters applied Select~ ? keyboard shortcuts

) Reset Filters Showing 1 of 1

B Save Filters

Knox, Calvin and Susie

Calvin Knox calvin.knox@toontown-canada.net (220) 632-4636
Susie Knox susie.derkins@toontown-canada.net

G tag twice to look up all contacts
i b, M 1177 Broadway W Vancouver, BCV6H 1G3

;
goose ¥ mouse X prayer

seminary *  spacecamp

W TAGS ANY AL

Y FILTERS

e Type in a Filter Name and click Save.
SAVE FILTER

Filter name
Seminary and Prayer \

On the left, scroll down to the bottom to see the filter you just saved.

o It is located under Saved Filters.

Dashboard  Contacts Tasks

goose X mouse X prayer

seminary *  spacecamp

Y FILTERS

B SAVEDFILTERS

Seminary and Prayer

Status

A Status is used to track how your contacts progress through each MPD phase and how they will partner with you in your ministry.

This “Status” is set within a Contact’s Page in the topmost section. Click on the field for a dropdown menu to change the Status.
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Dashboard Contacts Tasks Reports ¥  Tools 2

Y Filters Baggins, Frodo ¢ AddReferrals AddTask = LogTask = Hide Contact

Primary Person Name Primary Person Phane Number Primary Person Email Address Primary Address

Frodo Baggins (220) 559-8467 frodo.baggins@toontown.org 1001 Denman St
Baggins, Frodo Vancouver BCV6G 2M4

Status INewsletter Likely to Give G
Beast, Beast and Belle Partner - Financial v MBoth ¥ v Select an Option ., canaca

Q View @ Google Maps

Bird, Tweety Commitment Frequency Currency Assignee

150 Monthl X v USD($ v Select an Option v
Bird, Tweety and Tweetilee 4 ) P
Dalmation, RongoancRerdia Donations Addresses " People " Tasks " Referrals " Notes "

‘When using Contact Filters you can Search by a single status ( i.e. “Cultivate Relationship”), multiple statuses (i.e. “Cultivate Relationship” and “Ask For Appointment”), or by contact Status Category (i.e. “All Active”,
“All Hidden”, “None.”

o “All Active” includes all Contacts with an "Active" status: Never Contacted, Ask in Future, Cultivate Relationship, Contact for Appointment, Appointment Scheduled, Call for Decision, Partner - Financial, Partner -
Special, Partner - Prayer.

o “All Hidden” includes all Contacts with a "hidden" status: Not Interested, Unresponsive, Never Ask, Research Abandoned, Expired Referral.

* “None” includes all Contacts with no status entered.

You can use the “Reverse Filter” icon to select statuses who DO NOT have the selected status type (i.e. a list of all contacts who DO NOT have the status “Contact for Appointment”). When you are searching by reverse
filter the filter will turn red. Click the arrows icon again to return to the non-reversed filter search.

Dashboard  Contacts  Tasks

1filter applied

Contacts Y Filters

D Reset Filters
B save Filters
W TAGS ANY AL

Click a tag twice ta [ook up all contacts wha
do not have that tag.

goose  mouse X prayer
seminary % spacecamp
Y FILTERS ~

Click thei= to [ookug alf contacts who do
ot have that fiter. (O,

Status L

Partner - Financial

Contact Location

A Contact’s Location is set within A Contact’s Page in the Addresses tab of an individual contact.
‘When you use the Contact Location Filters, you can specify your search by “Address Type.” There are several address type options available to choose from:
o Primary Address: The address entered and listed for a contact that is marked “Primary” within that contact’s page
e Active Address: Any address listed in the system that is NOT marked “Address No Longer Valid”
¢ Inactive Address: Any address listed in the system that is marked “Address No Longer Valid”
e Any: Any address listed in the system.

® You can also filter by “City”, “State”, “Country”, “Metro Area”, or “Region”.
 The option exists to do a “Reverse Filter” search of each of the filter options. When selected Partner Essentials will include all contacts who DO NOT have the selected filter.

Gift Details

A Contact’s Gift Details are determined by the donations received and recorded on A Contact’s Page in the Donations section.

Addresses " People " Tasks " Referrals " Notes

Monthl .
S y == Average: 143USD | == Gift Average: 157 USD
Activity
Last Year [ This Year
300

g 200

z Jul

€ [lLast Year: 150 ——

2 [ This Year: 150

Z 100

0 : == =
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

When filtering using “Gift Details” there are several possibilities:

¢ Gift Options:
° Any
© No Gifts
© One or More Gifts
o First Gift, or Last Gift
« Exact Gift Amount: Choose a specific gift amount listed in the dropdown menu to find the contacts who have given that gift amount
¢ Gift Amount Range: Set a “min” or minimum, then “max” or maximum gift amount range to see a list of contacts who have given within the amount set
« Gift Date: Set a “Start Date” and “End Date” to see a list of contacts who have given a gift in this date range
o Begin by selecting a “Start Date.” You can click in the Gift Date field and use the calendar option to page through months and choose a day, month and year.
o End by selecting an “End Date” using the same process as above.
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o If you are having trouble, use the “Clear Filters” option to refresh your search.
o Next Increase Ask: You can enter this date in the “Partnership Info” tab of the Donations tab. Click the pencil icon to edit. The filter will pull all Contacts with a next increase ask date within whatever date range is
entered in the filter.
® Designation Account: Choose between ministry accounts. Pick one, multiple, or “Any” from the filter options.

“See More Filters”

e Click “See More Filters” to expand the filters menu beyond the most used filters.
¢ Click “See Fewer Filters” to return to the simplified list of the most used filters.

MPD Status & MPD Phase for Contacts

A MPD Status is used to track how your contacts progress through each MPD phase and how they will partner with you in your ministry.

MPD Contact Status

From the main Contacts page, the Status is located to the right of the contact name.
Status includes:
o Status Type, i.e. Partner - Financial.

¢ Commitment Type and Amount, i.e. $35.00 Monthly.
o Commitment Received (yes or no).

Flintstone, Fred and Wilma ver - Financial r - Both
Fred Flintstone  fred flintstone@toontown-canada.net (220) 809-3706 35.00 USD Monthly
Wilma Flintstone pebbles.mom@toontown-c . t ive
45 sutus St Vancouver, BC V6J 4A2
¢ The Financial Status (colored dot) indicates whether the commitment is:
o On Time - Green
o 0 to 30 days Late - Gray
o 30 to 60 Days Late - Gold
© 60 or More Days Late - Red
Newsletter - Both Newsletter - Physical
@ ontime @ 0-30 days late
Newsletter - Physical Newsletter - Both
30-60 days late @ 60+ days late
Partner Essentials Status Details
To view or change the status of a contact, click on the Contact Name.
Dashboard Contacts Tasks Reports v Tools
'O Reset Filters Selectw ? keyboard shortcuts %
3 Save Filters
@ TAGS aey [ Showing 1 of 1
Click a tag twice to look up all contacts who IFlimslonE, Fred and Wilma I
do not have that tag. o
S — 220
avoidpolitics goose ey Wilm. pebbles.mom@ et
4500 Arbutus St Vancouver, BC V6] 8A2
prayer seminary spacecamp
prayer
In this individual contact view are the following status details:
* Status, i.e. Partner - Financial
o Commitment Amount, i.c.$35
¢ Frequency, i.e. Monthly
o Currency Type, i.e. USD (US dollars)
All of these Status fields can be changed by clicking on the drop-down arrow or into the field itself.
Flintstone, Fred and Wilma T AddReferral
Fred Flintstone (220) 809-3706 fred.flintstone@toontown-canada.net

v Both ® v Se

| Partner - Fina
E e *

Contact Status Types

o Contacts with an "active" status (Never Contacted, Ask in Future, Cultivate Relationship, Contact for Appointment, Appointment Scheduled, Call for Decision, Partner - Financial, Partner - Special, Partner - Prayer)
will show up in your main contacts list as an active contact.
o Contacts with a "hidden" status (Not Interested, Unresponsive, Never Ask, Research Abandoned, Expired Referral) will be hidden from your active contact list.
¢ To find these "hidden" contacts, filter by "--All Hidden--" in the Status filter search to view them in your contact list.
Change Status for a Single Contact

Click the Status drop-down arrow, then select the new status.
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Flintstone, Fred and Wilma

Fred Flintstone (220) 809-3706

- Newslett
Partner - Financial ~ Both
S ——
Never Contacted ~ W Frequs
Monthly

Ask in Future

Cultivate Relationship
Contact for Appointment
Appointment Scheduled
Call for Decision

Partner - Financial

Partner - Special -

l’eople Task

Change Status for Multiple Contacts

You can also change statuses of multiple contacts at one time. To do so, follow these steps:

o Select the Contacts whose status you want change (highlighted in light blue).
e Click on Actions button and then Edit Field.

2seeed X R . |-

Showing 1 to 10 of 36

Add Tags
Remove Tags
Add Task
Diana Prince Log
Diana Prince
 ron o e S

group partners it

Hide Contacts

New

Map Contacts
Duck, Donald and Daisy
Donald Duck quackquack@toontown-canada.net (220) 649-4325
Daisy Duck adorabledaisy@toontown-canada.net
3204 Broadway West Vancouver, BC V6K 2H4

First Pedestrian Church Partner - Financial Hew
800 Griffiths Way Vancouver, BC V6B 661 $100.00 Monthly [ N

Commitment Received

o Locate the Status field and click the dropdown arrow,
o Click on the appropriate Status and then click Save.

EDIT FIELDS

Likely to Give Status —

Select an Option v | | selectan Option .
Newsletter Hever Contacted
Askin Future
Select an Option v

Commitment Received

Select an Option v Appointment Scheduled
Call for Decision
Language
Partner - Financial
Select an Option -

Cultivate Relationship

Contact for Appointment

Partner - Special

conee B

Note: A contact's status affects multiple things within Partner Essentials. One of these is the MPD monthly progress bar.

Monthly Status Bar

The Monthly Status Bar is based on the monthly financial goal set in Preferences. This status bar is located on the Dashboard in the Monthly Goal section.

Dashboard JContacts Tasks Reports ¥  Tools ) ~

Good Afternoon, Partner.
Welcome back to PARTNER ESSENTIALS. Here's what's been happening,

Monthly Goal GIFTS NOT STARTED (1
Goal Gifts Started Commitments Below Goal
1,600 USD 57% 59% 41%
910 USD 943 USD 657 USD

o Contacts with Partner-Financial status and Gifts Started are displayed in gold.

¢ Contacts with Partner-Financial status with Committed (not started) giving are displayed as Commitments outlined in goal.
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¢ One-time gifts or commitments will not show up in this bar and those contacts should be labeled as Partner-Special.

Is It Possible to Assign More Than One Status to a Contact?

Unfortunately, it is not possible to assign more than one status to a contact at a time. However there are other options to accomplish this function.

* Assign the status that best describes each contact's current partnership with you.
* Organize your Contact tags to assign more than one status to a contact.

Multi-Currency Tour

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and
Essentials account. *

as

Multiple Currencies From the Dashboard

* Balance: Each currency type is totalled and converted into the currency by which you are paid.

¢ Commitment: Financial commitments in multiple currencies and are converted into the currency by which you are paid.
* Legend: Each currency type is represented by a different color.

* Bar Graph: Monthly donation totals are displayed in the corresponding color for each currency type.

Multiple Currencies From Contacts
* Go to the Contacts page and click on a contact name, i.e., Flintstone, Fred and Wilma.

¢ By default, the Contact People Card (light blue) is displayed.
o Below the name and to the right is the Currency type.

Editing the Currency Type For Individuals
o From people card of the individual contact, Locate the Currency Field.
¢ Click in the Search Field and type the first few letters, i.e., AU

o Click on the Currency Type, i.c., AUD.
* MPDX will automatically save your selection.

Note: The currency type, for each Contact, will be set by their initial donation. However, this can modified any time, if necessary.
Editing the Currency Type For Multiple Contacts
* From the Contacts page, Select the contacts for whom the currency type should be changed.
o Selected contacts are highlighted in light blue with a Dark Blue Checkbox next to their name.

o Note the Number of Selected contacts next to the Select button.
e Click on Actions and then select Edit Fields.

® Locate the Commitment Currency field.
¢ Click on the Drop-down Arrow and type the Currency Abbreviation, i.c., AUD.
o Select the Currency Type and click Save.

Reports: Multiple Currencies

MPDX generates contribution reports in multiple currencies, if applicable.

o From the Reports page, the default screen is Donations.
* In the Bar Graph, each currency type corresponds with a specific color in the Legend.

* Beneath the bar graph are the Donations for the Current Month.
¢ The Currency Type of each gift is listed in the Amount column.

Note: Scroll to the bottom of the current month's Donations to see the Donation Totals by currency.

Tags for Contacts: Add, Remove, Delete, Edit
The Task and Contact Tags are different from one another:

o If you add a tag to a Contact it WILL NOT add that tag to any task of that Contact
o If you add a tag to a Task it WILL NOT add that tag to any other tasks for that Contact
o If you add a tag to a Task it WILL NOT add that tag to that Contact

Add a Tag

To organize your contacts into specific groups by tags, you will need to add a tag to your contact(s).
Adding a Tag or Tags to a Single Contact

¢ Go to the Contacts tab and click on a contact name.
* Locate and click on the Contact Details tab.

ded to ensure it provides assistance for you and your Partner
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Reports ¥ Tools 2

YF\'ltErs

Baggins, Frodo

Primary Person Name

Frodo Baggins

Status
Partner - Financial

Commitment

150

veetilee [

bnd Perdita @ Donations

¢ Scroll to the Tags section.

Addresses

o Click where it says “Add a tag.” Type the name of the tag and press enter. Then “Save.”
¢ The new tag will appear under the Tags section within the contact page and on the main “Contacts” page under the “Tags” Filters menu options.

Baggins’ Frodo Add Referrals =~ AddTask  LogTask Hide Contact
Primary Pe Primary Person Phane Numbes Primary Person Email Address Primary Address
Frodo Baggins (220) 559-8467 frodo.baggins@toontown.org 1001 Denman St
Vancouver BCV6G 2M4
Status Newsletter Likely to Give
Partner - Financial Both X v Selectan Option ,, Canada
Q View @ Google Maps
Commitment Frequency Currency Assignee
150 Monthly X ¥ USD($) w Select an Option v
Details * Donations Addresses " People " Tasks " Referrals Notes "

Source: Partner Essentials

Financial

tment Re:

Commitment Start Date

h 12/13/2023

Last Gift Giving Method

150.00 USD BANK_TRANS

ifetime Gifts

10,075.00

Communications

E e Name Line Greeting (used in export)
Frodo Baggins Frodo

Referred By Send Appeals?
Select contact Select an Option v
Preferred Contact Method Language
Select an Option v English X v
Timezone
Select an Option A4
Tags
P

prayer

spacecamp

A o

Adding a Tag or Tags to Multiple Contacts

Once you’ve added a tag to a single contact and you see it in your Tags list, then you can add it to additional contacts. To add a tag or tags to multiple contacts at a time:

¢ Go to the Contacts tab.

¢ Apply any Filters needed to narrow your list if helpful.

¢ Click the contacts you want to add the Tag to. You can hold the control button down on Windows or the command button down on a mac to selct more than one.
¢ Click on the Actions button, then Add Tags.
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Dashboard Contacts Tasks Reports ¥ Tools e

W TGS Anv g v E+n select multiple contacts

Click a tag twice to look up all contacts who

do not have that tag.
Showing 21 0f 21
goose X mouse X prayer Remove Tags
seminary % spacecamp Baggins, Frodo Partner - Financial Add Task wsletter - Both
T Frodo Baggins frode.baggins@toontown.org (220) 559-8467 150.00 USD Monthly 30-60 days late
1001 Denman St Vancouver, BC V6G 2M4 Commitment Recelved Log Task
Al Edit Fields
e e T— Beast, Beast and Belle Partner - Financial e Wstetter - Email
i bex o noNup Al cotac ROgco Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40.00 USD Every 6 Months Eitine
Belle Beast belleoftheball@toontown-canada.net Commitment Received Map Contacts
Status =2 oA 550 14th Ave W Vancouver, BCV5Z 1P6
Commitment Details m Add to Appeal
Newsletter Recipients Add to new Appeal
Referrer Bird, Tweety Partner - Special . wsletter - Both
Tweety Bird tweety@canadabirdbaths.com (220) 678-2957 Export Emails

Contact Details 5021 Winkle Ave Santa Cruz, CA 95065-1147

3

Contact Location

Contact Information

Bird, Tweety and Tweetilee

Tweety Bird tweety.bird@toontown-canada.net (220) 277-2080
Tweetilee Bird fleetie.tweetilee@toontown-canada.net

2714 Kingsway Vancouver, BC V5R 5H5

Tasks

Appeal

Gift Details

o After you add new tags, they will show up in the Contacts Filters “Tags” List

Dashboard Contacts Tasks Reports ¥ Tools %

W TAGS Select* ? keyboard shortcuts

not hai
Showing 21 of 21

goose mouse X  prayer

seminary spacecamp Baggins, Frodo
Frodo Baggins frodo.baggins@toontown.org (220) 553-8467

1001 Denman St Vancouver, BC V6G 2M4
B

Beast, Beast and Belle

Status = A Beast Beast dark.castle@toontown-canada.net (220) 380-9893
Belle Beast bellecftheball@toontown-canada.net

550 14th Ave W Vancouver, BC V5Z 1P6

Bird, Tweety
Tweety Bird tweety@canadabirdbaths.com (220) 678-2957
5021 Winkle Ave Santa Cruz, CA95065-1147

EOQYA 2023 B's

Y FILTERS

Click the = to look up all contacts who do
nat have that filter.

Commitment Details

Newsletter Recipients ~

Referrer = l
Contact Details

Contact Location

Contact Information

Tasks

Appeal 2 A Bird, Tweety and Tweetilee

Gift Details Tweetilee Bird fleetietweetilee@toontown-canada.net

2714 Kingsway Vancouver, BC V5R 5H5

Qe

Search Notes

Assignee

Remove a Tag

Removing a Tag or Tags From an Individual Contact

e Go to A Contact’s Page, of the person from whom you want to remove a tag.
o Visit the Contacts Details tab.
¢ Locate the Tag you want to remove and click on the “x” to the right of that tag

Tweety Bird tweety.bird@toontown-canada.net (220) 277-2080

Partner - Financial
150.00 USD Monthly
Commitment Received

Partner - Financial
150.00 USD Monthly
Commitment Received

Partner - Financial
40.00 USD Every 6 Months
Commitment Received

Partner - Special

Partner - Financial
150.00 USD Monthly
Commitment Received

Newsletter - Email
30-60 days late

Newsletter - Both
30-60 days late

Newsletter - Email
@ ontime

Newsletter - Both

Newsletter - Email
30-60 days late

Tags

m Add a tag

Removing a Tag or Tags from Multiple Contacts

* Go to the Contacts tab

o Apply any Filters needed to narrow your list.

o Select the Contacts from whom you want to remove tags (highlighted in gray).
¢ Click on Actions.

e Select Remove Tag.
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Dashboard Contacts Tasks

W TAGS ANY ALL

Reports v Tools ~

n +n select multiple contacts Actions¥  Merge = Export
Click a tag twice to look up all contacts who
dabrm! h::uerhtar tag. RS howi ; w Add Tags
Showing 21 of 21
goase mouse prayer 4 Benovefaes
seminary X spacecamp Baggins, Frodo Partner - Financial Add Task wsletter
eSS Frodo Baggins frodo.baggins@toontown.org (220) 559-8467 150.00 USD Monthly . 30-60 d:
1001 Denman St Vancouver, BC V6G 2M4 Commitment Recahed LogTas
W RUTERS m Edit Fields
Click the = to look up all contacts who do Hide Contacts
not have that filter.
Beast, Beast and Belle Partner - Financial Map Contacts wsletter
Status = Beast Beast dark.castle@toontown-canada.net (220) 380-9893 40.00 USD Every 6 Months on time
) ) Belle Beast belleoftheball@toontown-canada.net (et i Add to A |
Commitment Details 550 14th Ave W Vancouver, BC V5Z 1P6 RRRRES
e Add t A l
Newsletter Recipients E 0 new Appea
Referrer Export Emails
Contact Details Bird, Tweety Partner - Special Newsletter
Tweety Bird tweety@canadabirdbaths.com (220) 678-2957
Contact Location 5021 Winkle Ave Santa Cruz, CA 95065-1147
Contact Information
Tasks
Appeal Bird, Tweety and Tweetilee Partner - Financial Newsletter

Tweety Bird tweety.bird@toontown-canada.net (220) 277-2080
Tweetilee Bird fleetie.tweetilee@toontown-canada.net
2714 Kingsway Vancouver, BCVSR 5H5

¢ Click on the Name of the Tag you want to remove.

150.00 USD Monthly 30-60 di

Gift Details Commitment Received

Search Notes

REMOVE TAGS

Click on a tag to remove it from selected contacts:

* mouse

¢ Say Yes.

CONFIRM

Are you sure you wish to remove the selected tag?

No Yes

Deleting Tags
Unlike removing a tag from an individual contact or multiple contacts, deleting a tag is permanent and will remove the tag from all contacts who have this tag.

* From the Contacts tab, locate the Tags section.
¢ Click on the X next to the Tag Name you wish to remove.
¢ The Deleted Tag will be removed from all contacts who had the tag.

Dashboard Tasks Reports ¥ Tools v

@ TAGS ANY ALL v Select = ? keybo

Click a tag twice to look up all contacts who
do not have that tag.

Delete Tag?

goose mouse

seminary EREISY  Are you sure you want to completely delete
this tag and remove it from all contacts?

EOYA 2023 B's X
To remove a tag from selected contacts only, /4

use the action menu.

I

e Beast Beast dark.

Y FILTERS

Edit or Rename a Tag

To edit a tag name, you will actually need to add a new tag and then remove or delete the old tag.

o Unhide the Contacts Filters menu.

o Under the Tags Section, click on the Tag Name you want to edit.

e Click the checkbox at the top to Select All

* You can see the total number of contacts selected (all contacts that have the tag) to the right of the search menu

The total number of contacts selected corresponds with the Tag highlighted on the left.

e Click on the Actions button.
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o Select Add Tags.

¢ Create a New Tag, i.e., “Wednesday afternoon study,” by typing in the Add a tag space.
o After typing the new tag name, press enter and click on Save.

¢ To delete the Old Tag i.e., “Wednesday bible study, click the “x” to the right.

e Click to confirm when the Delete Tag pop-up appears to remove it.

Flows View for Appeals
as ded to it provides assistance for you and your Partner

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up
Essentials account. *

Flows view is a helpful tool that allows you to view and manage your progress for an appeal.

Using Flows View

; a T s st -

Dutboard  Conacis  Tasks  ReporsTools Cosching  Help

5000.0 I

Acked 2 commited s Rscaved Do Ghen '

¢ Go to the Tools tab and select your appeal. Then click the flows view button.
* You can click and drag contacts from the Asked column to the Committed, Received or Given columns.
= When moving a contact to the Committed column, you'll be prompted to enter the amount and date you expect to receive the gift.

ADD COMMITMENT
Contact

Coyote, Wile

Amount * Currency *

Canadian dollar- CAD...

Expected Date *

Status *

Committed

Concel ﬂ

= Use the Received column for gifts you have in hand that have not yet been processed by your donation processing system. When you move a contact here, you can adjust the actual amount and date you

received the gift.
= The Given column is for partners whose gifts have been received by your donation processing system. If you drag the contact to the Given column and the contact has recently given multiple gifts (for

example, a regular monthly gift and a special gift), you may be prompted to select which gift should be assigned to this appeal.

UPDATE DONATIONS.

7 of 250 CAD.

Date Designation Appeal Amount
10/18/2018 Kent, Clark and Lois Lane) (10071) 190D
1071812018 Kent, Clark and Lois Lane) (10071) 120CA0
1071872018 Kent, Clark and Lois Lane) (10071) 21ca0
Total Ty

concel [

= Note: A contact will also be moved to the Given column if a donation is assigned to this appeal from the Donation report.

Applying a Donation to an Appeal
If you receive a donation not listed under your appeal, you can apply the appeal to a donation.

= Go to the Reports page and scroll down to Donations.
= Click on the Edit icon (paper/pen).
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mpcl,‘f Dashboard Contacts Tasks | Reports v | Tools ¥  Coaching

&S Reports Donations

N REPORT FILTERS September 2021

Donations

14 Month Report Date'w Partner Amount A

Partner Currency 09/03/2021 AR TR} (11643) 120USD 1

14 Month Report 09/03/2021 gt A%} and 27 (H) 73USb
Salary Currency (11621)

= Click on the Select Appeal button.

DONATION

Amount * Currency *

15168 Canadian dollar-CAD (§)
Date * Motivation

09/03/2021
Gift ID

26680
Partner Account * Designation Account *

AGER (11643) Parker, Peter (10151)

Appeal Appeal Amount
Memo

= After the Selected Appeal, i.e., 2022 Car Special Ask has been added, click the Save button.

DONATION

Amount * Currency *

15168 Canadian dollar - CAD (§) ~
Date * Motivation

09/03/2021
Gift 1D

26680
Partner Account * Designation Account *

AT (11643) Parker, Peter (10151)

Appeal Appeal Amount
Memo

¢ Back on Appeals flow view, once a commitment has been made, you can edit a partner's appeal status or gift details by clicking the edit button on each contact card.
EDIT COMMITMENT

Contact

Parker, Peter

Amount * Currency *

754
Expected Date *

107142019
Status *

Received
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Updating When a Ministry Partner Dies

It is a sad reality that Ministry Partners die. And in the aftermath, it is important to care for the family members who are left behind well. Making a few small administrative adjustments in Partner Essentials can be a
loving way to avoid awkward and painful mishaps like misaddressed envelopes and continued newsletter mailings.

In the instance of a Ministry Partner death, the best place to start in partner Essentials is that individual, family, or couple’s contact page. Here you will be able to make the following changes:

* Mark a person as “Deceased”
e Add a Task as a reminder to reach out to your Ministry Partner’s family
* Partner Essentials now automatically updates the following fields once you have marked a person “Deceased.” You may want to confirm the accuracy of these changes before sending out your next prayer
letter:
o The Greeting used in Exports
o The Envelope Name Line
o The Contact Name (if applicable)

To Mark a Person as Deceased

Step 1: The “Contact Details” tab within A Contact’s Page lists each individual associated with that Contact. When a person dies, scroll to that individual and click the pencil icon next to their name to edit and make
changes.

Dashboard Reports ~  Tools ) ~ Q + A O Partner Essentials ~
scontats Y Filters Example, Mr. & Mrs. Y AddReferals AddTask | LogTask | HideContact
Q Drimar N a

Mrs. Example
Baggins, Frodo
Beast, Beast and Belle Select an Option v Selectan Option ¥ Selectan Option v
Bird, Tweety it ) s @) Coxremcy o
v USD(3) v Select an Option -
Bird, Tweety and Tweetilee
Dalmation, Pongo and Perdita Details . Donations Addresses People " Tasks " Referrals " Notes *

Deer, Bambi and Feline

Merge People B Email All [+ TUETIEE=ERT)

Donor, Annual

Donor, Quarterly
Duck, Daffy and Daphney

Duck, Donald and Daisy

Mrs. Example

Mr. Example

/ i

[ Edit ¥ Primary

Example, Mr. & Mrs.

Step 2: When you select the pencil icon, a box will pop-up where you can make and “Save” the needed changes:

o Select “Details” tab.
e Click to check the box for "Deceased".
e Click “Save”. This change will automatically mark this person (NOT every person in the Contact) “Opt Out of Newsletter.”

EDIT PERSON
Title First Name * Last Name * Suffix
Mrs. Example

CONTACT INFO DETAILS SOCIAL RELATIONSHIPS

Legal First Name ender
Select an Option v

Birthday Anniversary
Month Day Year Month Day Year

Selectan... ¥ Selectan... ¥
Alma Mater

N

Step 3: Check to make sure the change was applied. The below screenshot is how the change will appear after you mark a person “Deceased.”

NOTE: This action can be undone if the change was made in-error, but you will need to go to the “Contact Details” tab, click the click the pencil icon next to their name, then unmark BOTH “Opt Out of Newsletter” and
“Deceased” to note this individual as living and opt them back IN to receiving Newsletters.

Dashbeard ~ Contacts

% Contacts T Filters

[a

Baggins, Frodo

Beast, Beast and Belle
Bird, Tweety

Bird, Tweety and Tweetilee
Dalmation, Pongo and Perdita

Deer, Bambi and Feline

Donor, Quarterly
Duck, Daffy and Daphney

Duck, Donald and Dai

Example, Mr. &Mrs,

Tasks Reports

Tools »

Example, Mr. & Mrs. w

Mrs. Example

Status

Select an Option

Details * Donations

opted out of newsletter

Mr. Example

Q +

Add Referrals

N/A

Likely to Giv

v Selectan Option v Select an Option
o ency © currency
¥ UsSD($)
Addresses "  People .~  Tasks .  Referals ,~  Notes .

> el

A O Partner Essentials ~

AddTask = LogTask  Hide Contact
N/A

v

v Selectan Option v

Merge People | E3Email All [+ FREREEER

[ Edit W Primary

& Edit ¥y Primary

Add a Task as a reminder to reach out to your Ministry Partner’s family

The death of a loved one is a very significant event and a key time to show care to a Ministry Partner and/or their family members. Remembering to call, email, talk to in-person, send a letter, etc. is important to do and
worth recording.
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One way to do this in Partner Essentials is using Add Task (or Log Task). Add Task and Log Task can both be found near the top right corner of a contact’s page.

@ Allen and West-Allen, Barry, Iris, Bart /* * [ x
& AddReferrals
o & «
wooNA =] Newsletter: Physica * Log Task
A & Hide Contact
W Delete Contact
Tk Domations  Reerals  ContactDetals  Notes
© ((ewsmastener @) deumvere @) eo2022 @) omerminisryparmer @) newensras

‘When you select “Add Task™ a pop-up box will appear. Entering “Task Name”, “Action”, “Due Date”, then “Save” will add this Task to the Contact’s Page “Tasks” tab as well as the “Tasks” tab in the Partner Essentials
Top Navigation menu.

ADD TASK.
Taktame q2

Ach aut 10 N, Examptefor il 045 Semd A 1 marmortl sarves [ ]
Action Assignan

ot v | | sebectan Gpien

Due Bate & Time Conacts

-] ©
Taps

Hotification 0

ity me o I
Comement

Confirm the Accuracy of the Automated Changes:

The “Contact Details” tab within A Contact’s Page gives additional contact information such as their communications preferences. An oversight here could be an honest mistake, but acutely painful reminder of loss to a
grieving ministry partner.

Some changes happen through automation, but we advise reviewing your contact record.
Note and verify the changes made in these specific areas:
* Contact Name is what you regularly see in your Contacts list in Partner Essentials. Changing this is more for your own benefit so you are not regularly seeing the name of a person who has passed away.

¢ Greeting (used in Export) is the set greeting for this contact that Partner Essentials uses for Exports for Newsletters, etc.
* Envelope Name Line is the first line in an address label for this contact.

Original:
Example, Mr. & Mrs.
Primary Person Name Primary Person Phone Number Primary Person Email Addn
Mrs. Exampl N/A N/A
Status Newsletter Likely to Give
Select an Option v Select an Option v  Select an Option
Commitment O Frequency © Currency
v usD($)

Details .* Donations Addresses " People Tasks Referrals .* Notes "

Source: Partner Essentials

Financial
Commitment Received Commitment Start Date
No o
ast Gift Giving Method
None
Lifetime Gifts

0.00

Communications

Envelope Name Line Greeting

Mr. & Mrs. Example Mrs. and Mr.

used in export)

Updated:
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Example, Mr.

Primary P

Mr. Example

Status

Select an Option

Commitment

Details * Donations

Source: Partner Essentials

Financial

Commitmen

No

Last Gift

Communications

Envelope Name Line

Mr. Example

Addresses .

Primary Person Phone Number

N/A

Newsletter

¥ Select an Option

0O Frequency

e Primary person can be updated in the People tab of the contact.

Example, Mr.

Primary Person Name

Mr. Example

Status
Select an Option

Commitment

Details .* Donations

opted out of newsletter

Mr. Example

Addresses

People * Tasks * Referrals
Primary Person Phone Number
N/A
Newsletter
v Select an Option
0O Frequency
People Tasks «* Referrals "

»
03

Note:

Primary Person Email Addre:

N/A

Likely to Give
~ Select an Option

O Curenyy
v UsD($)

Notes ¢

Commitment Start Date

Giving Method
None

ing (used in export)

Primary Person Email Address
N/A

Likely to Give:
v Select an Option

0 Currency
v UsD($)

Add Referrals ~ Add Task = LogTask  Hide Contact
Primary Address
N/A
~
Assignee
~ Select an Option -

[ Edit ¥¥ Primary

Edit W Primary

NOTE: You will need to manually update your Email (i.e. MailChimp) and/or Physical Newsletter lists (i.e. ChalkLine or PrayerLetters.com) information within A Contact’s Page in Partner Essentials and within the
respective applications if the application syncing with Partner Essentials is not turned on.

Setup an Appeal

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up

Essentials account. *

Appeals are for specific financial campaigns, outside of your monthly goals.

How to Setup an Appeal

Click on the Tools menu, then click on Appeals.

mpa?q’ Dashboard Contacts Tasks Reports ¥ Tools ¥ Coaching

-—* I T Appeals

Good Morning,

Welcome back to MPDX. Here's what's been ha

G Import from Google

E Import from CSV

o Select an appeal as your Primary Appeal, or create a new appeal.
e Use the Add Appeal wizard, on the right, to create a new appeal.

as

ded to

it provides assistance for you and your Partner

On the left side of the main Appeals screen, past and current appeals will be displayed.
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mpa}\’ Dashboard Contacts Tasks Reports ¥  Tools ~  Coaching Q + A & TTM | Peter Parker

3% Tools Appeals

Appeals 7 You can track recurring support goals or special need support goals through our appeals wizard. Track the recurring support you raise for an increase ask
for example, or special gifts you raise for a summer mission trip or your new staff special gift goal.

A Contacts

| Primary Appeal I Add Appeal
Fix Commitment Info
EOYA 2021 0.00/1,500.00 W p—
Fix Mailing Addresses /484 USD (329%) / 653 USD (43%)
Fix Send Newsletter
| Appeals | Initial Goal Letter Cost Admin % Goal
Merge Contacts - - .\ -
Report 0.00/0.00 ¥y 0 S N Sy X 12 $ = 0 3
People /0 USD (0%) / 0 USD (0%)
You can add contacts to your appeal based on their status and/or
Fix Email Addresses tags. You can also add additional contacts individually at a later
ABCS of Appeals 0.00/0.00 ¥¥ T
Fix Phone Numbers /0 USD (0%) / 17 USD (1,709%)

Add contacts with the following status(es): select all

Merge People

o In the Add Appeal wizard, give the appeal a Name and enter the Initial Goal amount.
* Enter the Letter Cost and the Admin % ministry costs to calculate your total Goal.

Note: You can also edit the appeal goal later.

Add Appeal

2022 Car Special Ask

Initial Goal Admin % Goal
6000 &5 + 300 5 x 12 & = 7159.09 2

o Next, select the Status(es) you would like to add to the appeal.
* Select as many or as few statuses and tags as you'd like.
o In addition to statuses, you can add tags.

You can add contacts to your appeal based on their status and/or tags. You can also
add additional contacts individually at a later time.

Add contacts with the following status(es): select all

-- All Active -- % | Partner - Financial *
Contact for Appointment
Appointment Scheduled

Call for Decision

Partner - Special

Partner - Pray
Not Interested
Unresponsive

Never Ask

o All added contact Status will be listed like tags.

* You can add additional statuses or click on the X to delete any unwanted ones.
* You can add any Tag to your appeal for those specific contacts.

¢ Add any exclusions to your appeal, i.e. Send Appeals set to No.

o Verify all the appeal information and then click Add Appeal.
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You can add contacts to your appeal based on their status and/or tags. You can also

add additional contacts individually at a later time.

Add contacts with the following status(es): select all

-- All Active-- % |  Partner - Financial ® | Partner-Special ¥ | Partner-Pray %

Ask in Future

Add contacts with the following tag(s): select all

previously asked *

| Do not add contacts who: |

Have "Send Appeals?" set to No

You can review the contacts MPDX excludes and add them back on the next page.

After you click the Add Appeal button, the details of the the appeal will be displayed.

 On the far right, is the Amount Given, Amount Received and the Appeal Goal with a visual of those amounts
o To left is the Appeal Name i.e., 2022 Car Special Ask

Name

2022 Car Special Ask <

On the far left (in the list view) is the Appeal Stats:

¢ The number of contacts who have Given to the appeal.

e The number of appeal gifts Received.

o The number of pledges Committed.

o The number of Asked contacts who received the appeal letter or email.

W Appeals

Given

Received

Committed

Asked

Excluded

Below the Appeal Stats are Appeal Functions:

¢ Export the appeal to a CSV file
o This allows you to export selected contacts to a spreadsheet or a MailChimp list.
¢ Export Emails of selected contacts
* You can Add a Contact to the Appeal.
¢ Or Permanently Delete Appeal.

Add Appeal

Goal

7159.09
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EXPORT TO CSV

Export 0 Selected

EXPORT EMAILS

Export 0 Selected

EXPORT TO MAILCHIMP

Select an Option

Export 0 Selected

ADD CONTACT TO APPEAL

Select Contact

DELETE APPEAL

Permanently Delete Appeal

 To Select Contact, type in the contact's last name.
¢ Click on the Contact Name so it's highlighted in blue.
 Click the Save button.

CONTACT

Select Contact

Q Bingley

(Bennet) Bingley, Jane and Charles

Primary Appeal at a Glance

Each time you log into MPDX or click on the Dashboard menu, your primary appeal will be visible.
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mpcl,‘/ Dashboard | Contacts Tasks Reports~ Tools v  Coaching

Appointment Explain ministry to
Allen, Barry and Iris

for daughter Nora, son Bart Baby, Driver, +2 others

Appointment Attending Bibfe St
Charming, Prince and Cinderella

e @
Sick friend Bennet, Elizabeth, +1 other

Appointment Schedule
Shang. Captain and Mulan. +3 others

VIEW ALL (8) VIE (9]

I

Track your EOYA Progress u

Referrals Appeals

RECENT ON HAND End of Year Ask 2021

Baggins, Frodo

Brandybuck, Meriadoc (Merry)

Gifts Received C
0% 0%
0 USD ous

Took, Peregrin

VIEW ALL (3) VIEW ALL APPE

Note: If your appeal does not appear on your dashboard, you need to set your Primary Appeal. Remember, it's the appeal with the solid blue star.

Weekly Activity

* We would like to thank Cru for providing this article from their help library. This article has been i d and updated as ded to
Essentials account. *

it provi i for you and your Partner

Weekly Activity Dec9 —Dec 15 < Previous  Next > Weekly Progress Report

frasy = &

Contacts Appointments Correspondence

o o 0 8 0
Active  ReferralsOn-hand  Gained Completed Pre-call  Support ThankYou Reminder
Phone Calls Electronic Messages Primary Appeal

0 o 0 o 0 0 262.00/1,000.00

Outgoing. Talked To Appts Produced Sent. Received Appts Produced test campaign

Completed Attempted Received Email Facebook: Text Message _
o 3 0 0 5ent /0 Recelvedo Sent / 0 Received0 Sent /0 Received

The Coaching view of Weekly Activity is the same Weekly Activity view a person being coached sees on their Dashboard. Totals are automatically generated based on contacts updated and tasks logged in MPDX. The
MPD Week starts Sunday morning and ends Saturday night.

Each progress category gives you the current weekly activity.

o Click the Previous or Next buttons to see respective weekly activity.
* Contacts Box - displays amount of contacts that were Active, the Referrals on Hand, and new contacts Gained.
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¢ Appointments Box - displays the number of task Appointments Completed.
 Correspondence Box - displays the number of Pre-call, Support, Thank You, and Reminder tasks completed.

&R ) &

Contacts Appointments Correspondence
0 3 0 0 0 0 L] 0
Active Referrals On-hand Gained Completed Pre-call Support  Thank You Reminder

 Phone Calls - displays the number of Ongoing, Talked To, Appts Produced, Completed, Attempted, and Received current weekly tasks.
¢ Electronic Messages - displays the Sent, Received, Appts Produced, Email, Facebook, and Text Message current weekly tasks.
* Primary Appeal - the currently weekly progress of a current Primary Appeal.

[J O )

Phone Calls Electronic Messages Primary Appeal

[} 0 o 0 0 0 0/9147.73
Outgoing TalkedTo  Appts Produced Sent Recoived  Appts Produced csu2018

Complated Attempted Received Email Facebook Text Message

Understand How the Values Increase:

Contacts
o Active Contacts: This value reflects all contacts within the users MPDX account with a status of “Never Contacted” or “Contact for Appointment”
o The Referrals On-hand value increases when the user manually enters and saves a contact using the “Add Referral” button in the Referrals tab on a contact’s page.
¢ Gained Referrals is the sum of referrals added this week
Appointments
¢ Appointments completed is the sum of all logged appointment tasks with a date in the given weekly span
Correspondence
o The Pre-call number increases when a “Pre Call Letter” task is logged
e The Support number increases when a “Support Letter” task is logged
o The Thank You number increases when a “Thank” task is logged
o The Reminder number increases when a “Reminder Letter” task is logged

Phone Calls

* Outgoing calls reflect the total of all logged “Call (Completed), “Call (Attempted)” and “Call (Attempted - Left Message)” tasks
. Talked To is the sum tolal of all “Call (Recelved)” and “Call (Completed)” tasks

. Completed is the sum lotal of all logged “Call (Completed) tasks
e Attempted is the sum total of all “Call (Attempted - Left Message)” tasks logged
® Received is the sum total of all “Call (Received)” tasks logged

Electronic Messages

¢ Sent is the sum of all “Email,” “Facebook Message” and “Text Message” tasks logged

. Recelved is the sum of all “Email,” “Facebook Message” and “Text Message tasks logged as “Actlon Email,” “Acnon Facebook Message and “Action - Text Message,” “Result - Received”
ssage ta a A

. Emall Sem is the sum of all logged Emall tasks marked “Result Completed”

¢ Email Received is the sum of all logged Email tasks marked “Result - Received”

* Facebook Sent is the sum of all logged Facebook Message tasks marked “Result - Completed”

¢ Facebook Received is the sum of all logged Facebook Message tasks marked “Result - Received”
e Text Message Sent is the sum of all logged Text Message tasks marked “Result - Completed”

o Text Message Received is the sum of all logged Text Message tasks marked “Result - Received”

Primary Appeal

o The value to the left of the / is the total weekly value of one-time gifts marked in association with the Primary Appeal and converted in the currency type default set by the user
o To associate a donation with an appeal, simply find the donation, click the edit button next to the donation, then in the Appeal field, select the Appeal the donation is associated with.

= [f only part of the donation is associated with the appeal, you can also indicate that here.

o To add a commitment to an appeal go to Tools Appeals Primary Appeal Asked select the “+” associated with a contact and enter Amount, Expected Date, mark as either “Received” or not received, and press

the Save button
e The value to the right of the / is the total “Initial MPD One-Time Needs” goal

The Gift Details Filter

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner

Essentials account. *

The Gift Details Filter

In MPDX it possible to filter your contacts and create a list of people who have made donations within a certain timeframe.

Under the Contacts tab, search for the filter category "Gift Details."

You will see several available filters to narrow your search including Gift Options, Exact Gift Amount, Gift Amount Range, Gift Date, Next Ask, and Designation Account.

137



Tasks Reports ¥ Tools ¥  Coaching

mpd/{ Dashboard

Referrer

Contact Details Select» ? keyboard shortcuts

Contact Location

Contact Information Showing 59 of 59

Tasks (Bennet) Bingley,dane and Charles
Jane (Bennet) Bingfe

Charles Bingley,

summer202] sppeal | summermission2021

Appeal
Timezone
Gift Details

Gift Options

Exact Gift Amount 1925 Cambie St Vancouver, BCV5Z 2V7

newsletter list m disney characters

Gift Amount Range

Gift Amount Higher  Gift Amount Less

ThanorEqualTo  Thanor EqualTo ™ Albright, Sally

Sally Albright  s.albright@gmail.com

early spring22

Allen, Barry and Iris
Barry Allen
Iris (West) Allen

3 % former ministry partner
Designation Acccount =

Baby, Driver

0 500.0

For a general search, under Gift Options and Exact Gift Amount, both options read "Select Some Options," but an entry is NOT required to run a search.

To set a gift date within a specific date range, scroll directly to the Gift Date box and click.

pop-up box with a calendar view will appear. To set a Custom Range follow these steps:

Step 1: Enter the first range (from) in the left calendar. Use the menu arrows to choose a month, then year.

Step 2: Click on a specific start date within the left calendar. (For this example, I used March 1, 2021)

Step 3: Enter the second range (to) in the right calendar. Use the menu arrows to choose a month, then year.

Step 4: Click on a specific end date within the right calendar. (For this example, I used July 31st, 2021)

Step 5: You will see the date range at the bottom of the screen. When this is correct, click "Filter" to filter your contacts.

Last 7 Days < Mar 201 @ > < Jul 8 20218 >
Last 30 Days

This Month 2
28 2345&<<5<95r;123"

Last Month

~
®
©
3
&
@
=~
&
@
~
®
©
3

This Year

Last 13 Menths

Custom Range 21 22 23 24 25 26 27 18 19 20 21 22 23 244
28 29 30 3 1 2 3 25 26 27 28 29 30“!

Following the order outlined above should result in a contact list of those who gave donations in the set range.

After selecting a date range, you will need to reset all filters or refresh the page to enter a new date range.

Contacts and Individuals

* We would like to thank Cru for providing this article from their help library. This article has been r as ded to

Essentials account. *

it provides assistance for you and your Partner

Contacts Main View

After you click on the Contacts page, the Contacts Main View is displayed.

Type a last name in Contact Search Bar (top right) to find a specific contact.

To the right of the contact name is Contact Status, i.e. Partner - Financial.

In the contacts main view, is the Summary Info for each contact.

The Select drop-down (top left) allows you to select any or all contacts to perform specific tasks.
On the left are Tags and Filters to view specific contacts, meeting select criteria.
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Dashboard ~ Contacts  Tasks  Reports  Tools  Help

Contacts Main View

Showing 1to 10 of 36

Status it |
Banco Central do Erasil @ 0-30days late I
Fake Address Vancouver, BC
Bisbal, David Partner - Financial ® 030025 late
David Bisbal 555555555555
100 Street Dr Whitehorse, Yukon
Borbén, Felipe and Letizia (Ortiz) Partner - Financial ® 030days late
Felipe Borbin +555555555555 Summary =
Letizia Ortiz Info
100 st ave toronto, ON
Newsletter Type
The Newsletter Types are Email, Physical, and Both.
to 10 0f 36
Newsletter Type
Devil, Tazmanian Partner - Financial Newsletter - Email
Tazmanian Devil +555555555555 $15.00 Monthly T aaysTate
|s-Windsor, NL

Commitment Received

Diana Prince Call for Decision Newsletter - Physical

Diana Prince

A Newsletter Type displayed in Black indicates correct mailing information for a physical or email newsletter.

Newsletter - Black

Newsletter - Physical

reviously asked 018 ch

A Newsletter Type displayed in Red indicates incorrect mailing information for a physical or email newsletter.

Newsletter - Red

Newsletter - Email
@ 0-30days late

Select Contacts

Click on the Select drop-down to select Contacts on Page or All Contacts.

Select All Contacts on Page

Select all 36 contacts

Banco Central do Brasil Partner - Financial
Fake Address Vancouver, BC

Beside the Select drop down will be the Number of Contacts Selected, i.e., 10 Selected.
The Selected Contacts will be highlighted in light blue.
The Select feature brings up the Actions, Merge, and Export functions.

10 Selected % Actions ~ Merge Export

Showing 1 to 10 of 36 / Selected Contacts

@ Banco Central do Brasil Partner - Financial
Fake Address Vancouver, BC

[ Bisbal, David Partner - Financial
David Bisbal +555555555555
100 Street Dr Whitehorse, Yukon

Actions

The Actions button allows global functions to select or all contacts.
Click Actions button.
Select the Edit Fields option.

139



Add Tags
Showing 1to 10 of 36 Remove Tags
Add Task
[ Banco Central do Brasil + Financial
Fake Address Vancouver, BC Log Task
Edit Fields
- Bisbal, David LI +Financial
David Bisbal +555555555555 Map Contacts

100 Street Dr Whitehorse, Yukon

You can also Add Tags, Remove Tags, Add Task, Log Task, Hide Contacts, and Map Contacts (Google Maps) for select or all contacts.

To change the Newsletter type for the selected contacts:
Click the Newsletter field and select Email.
Update as many fields as you like then, click Save.

EDIT FIELDS
Likely to Give Status
salact an Option | | selactan Option -
Newsletter Mext Ask
salect N
Physical Commitment Currency
Select an Option -
Bath
Hone Church
|
Select an Cptior v
Merge

From the main contacts view, you can merge duplicate contacts.
Select the Duplicate Names by clicking on them.

Selected Contacts will be highlighted in light blue.

Then click on the Merge button.

Showing 1to2 of 2 Selected Contacts

</

- Flinstone, Fred and Wilma Partner - Financial
Alejandro Amenabar fred.flinstone@cru.org +555555555555 $35.00 Monthly
Wilma Flinstone
90 Yorkville Ave Toronto, ON M5R 1B9

Commitment Receivec

= Flintstone, Fred and Wilma Partner
Fred Flintstone fred.flintstone@toontown-canada.net +642208093706 K Financiz
Wilma Flintstone  pebbles.mom@toontown-canada.net $50.00 b

4500 Arbutus St Vancouver, BCV6J 4A2 g
Commit

Select the contact you want to be the "winner" aka Use This One.
Click Save to perform the merge.

IMPORTANT: This action cannot be undone!

This action cannot be undone!

Are you sure you want to merge the selected contacts?

Data from the "losers" will get copied to the "winner". Select the winner below.
No data will be lost by merging.

Flinstone, Fred and Wilma ‘

Status: Partner - Financial
90 Yorkville Ave

Toronto, ON M5R 1B9
From: DonorHub

On: 03/27/2018

Flintstone, Fred and Wilma
Status: Partner - Financial
4500 Arbutus St
Vancouver, BC V6J 4A2
From: DonorHub

On: 03/27/2018

Cancel

Export

From contacts main view, click on the Select button.
Then click on Select All # Contacts i.e., 36 Contacts, to export your entire list of contacts.
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Select v

Select All Contacts on Page

I Select all 36 contacts l

Banco Central do Brasil Partner - Financial
Fake Address Vancouver, BC

After you select all contacts, a blue Taskbar will appear.
Click on Export.

Showing 1 to 10 of 36

=3 Banco Central do Brasil Partner - Financial @ 0-30dayslate
Fake Address Vancouver, BC

= Bisbal, David Partner - Financial @ 0-20days late
David Bisbal +555555555555
100 Street Dr Whitehorse, Yukon

Choose CSV for a Mail Merge for physical newsletters.
Or choose Advanced CSV for email newsletters.

EXPORT CONTACTS
Physical Email
Best for making All of the information  All of the information
mailing labels. for your contacts, best for your contactsin
Addresses will be for advanced Excel's default XLSX
formatted based on sorting/filteringand  format.
country. importing into other
software,

Tags
Click on any Tag to display those specific contacts, i.e., 2018 Christmas Card.

TNTConnect Groups and User Fields become tags in MPDX.

W TAGS ANY ALL v/

Click a tag twice to look up all contacts
who do not have that tag.

2015 baby announceme...

2018 christmas card

call in future cartoons
disney group partners-fl-co...
non-partners outer space

previously asked volunteers

For more information on Tags click these links: Add, Remove or Edit a Tag | Organizing Contacts with Tags | Tags Cleanup A fter TntConnect Import.

Filters

With Filters you can select one or more options to display the desired list of contacts.
Filters compare to the TNTConnect Lookup menu.
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https://mpdx.helpscoutdocs.com/article/148-add-remove-or-edit-a-tag
https://mpdx.helpscoutdocs.com/article/163-organizing-contacts-with-tags
https://mpdx.helpscoutdocs.com/article/387-clean-up-tags-from-tntconnect-import

Y FILTERS

Click the? to look up all contacts who
do rot b asre th ot filbar

Status T
Commitment Details
Newsletter Recipients
Referrer

Contact Details
Contact Location
Contact Information
Tasks

Appeal

Timezone

Gift Details

Search Notes

B SAVED FILTERS

You can filter on a single criteria, i.e. Status: Partner - Financial
Click on the Drop-down Arrow to the right of Status.
Click on Select Some Options and choose Partner - Financial.

Status Status

Select Some Options

Contact for Appointment
Commitment Details

Appointment Scheduled

Call for Decision

Partner - Finandial

Partner - Special

Partner - Pray

Not Interested

Unresponsive
Click on the link: Lookup with Filters and Tags for more detailed instructions.
Hide or View Contacts

Hide Contact icon hides the contact from the main contact view.
From the contact's page you can click the "Hide Contact" button to hide it.

Dashboard | Contacts | Tasks Reports v Tools v Coaching

Y Filters Hard to Reach

Primary Person Name Primary Person Phone Number
Hard to Reach 5555555555

Annual
Status Newsletter
Bambi and Feline Ask in Future v Select an Option ,
Beast and Belle Commitment @ Frequency (
L]
Buzz
CalVin and SUSie NAanatinne AdAvaceac A Dannla Ke Tacle Lo

You can find hidden contacts by name or by applying the filter Status: All Hidden.
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https://mpdx.helpscoutdocs.com/article/149-lookup-with-filters-and-tags

Dashboard Contacts Tasks Reports~ Tools v Coaching

1filter applied Select v ? keyboard shortcuts

) Reset Filters Showing 2 of 2

B Save Filters

Hard to Reach
W TAGS ANY ALL v Hard to Reach 5555555555

Click a tag twice to look up all contacts who
do not have that tag. Winnie

Winnie thinkthink@toontown-canada.net (220) 748-7499
1 Pavilion Crescent Winnipeg, MB R3P 2N6

Y FILTERS

Click the2 to look up all contacts who do
not have that filter.

Status =V

-- All Hidden --

Contacts - People

The Individual Contact is considered a household. A husband and wife would be members of the household and any children, as well.

The Individual Contact Summary, in blue, displays:

The Primary Person's, Name, Phone Number, Email Address, and the Primary Address Status, Newsletter type, Likely To Give, Commitment amount, Frequency, and Currency
Each field in the individual contact summary can be edited right there.

On the top right is Individual Task Bar where you can:

Add Referrals, Add Task, Log Task, and Hide Contact for this single contact.

a- Jetson, George and Jane | scorerrrais | scamask | LogTask | bige contac
George Jetson +642206321699 meetgeorgejetson@toontown- 3295 Broadway E
canada.net Vancouver BCVSM 129

- Bl : Q view ® Google Maps
Partner - Finandial ~  Email x v Likely x v

35 # Monthly ® v NZD(S) -

People Tab

People Task Bar - you can Merge People (duplicates), Email All, and Add New Person.
People Summary - displays name, email and phone number, etc..

Click on the Star icon to mark the Primary contact.

Click the Edit icon (paper/pen) to change the People information.

Details Donations Addresses People Tasks Referrals Notes

Merge People = B Email

Miss Bambi B

bambi@toontown-canada.net - Other v/
(220) 900-2783 - Home v

AR
ame
r

Feline Cat
(220) 900-2783 - Home v

Editing People Information

To manually enter or edit an individual's information, click on the Edit icon.
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& Edit Primary

The Contact Info Tab is displayed by default. On this tab you can:

Add or edit Title, First Name, Last Name, Suffix

Edit Phone Numbers, Add Phone, or delete a phone number.

Set a Primary phone number or mark Invalid old or disconnected numbers.
Edit Email Addresses, Add Email or delete an email address.

Set a Primary email address or mark an old email address Invalid.

As a note:

¢ The number and email marked "Primary" will be shown in the people tab, next to each person's name with a green checkmark:

Bird, Tweety and Tweetilee A AddReerls | AddTask | LogTask | Hide Conact
Tweety ird ‘om0 tweety@canadabirdbaths.com 2440 Commercial b
Vancouver BCVEN 489
QView # Google Maps
Partner- Financial v botn v Mostikely xv

10 Vonthly xv 0w o S o
beople | Detalls  Donatons | Addreses | Taks  Refrals | Notes
e | enains [
Mr. Tweety Bird /

dabicbaths.com - othef7]
HomdiZ] v

@ edit % Primary

Mrs. Tweetilee Bird
et tweetlec@toantown canada.nefZ] @ et 7 primary

¢ Unless you delete the information entirely, you will still be able to see it when you click "Edit."
 In the case of locked information, you won't be able to delete or make changes, but marking the email or number "Invalid" will hide it from view.

Mark the Opt Out of Email Newsletter Checkbox
The Opt Out Removes a specific person from syncing with MailChimp, being exported in the email newsletter selection, and still allows other individuals to receive email newsletters.

EDIT PERSON

l Title First Name * Last Name * Suffix ]

Mr. George Jetson

ContactInfo Details Social Connections Relationships & Work

Home v v o

+642206321655

©Add Phone <

meetgeorgejetson@toontown-canad Othe " a
georgejetson@toontown-canada.net | | Personal - v a
© Add Emall <j— I Opt-out of Email uewslemr]

m fanes -

The Details Tab allows you to:

Add or edit Legal First Name.

Select Gender.

Add or edit Birthday Month, Day, and Year.

Add or edit Anniversary Month, Day, and Year.

Mark a specific individual as Deceased.

Checking this box removes this person from the envelope and greeting information, as well as email newsletters.

Title First Name * Last Name * Suffix

Mr. George Jetson

Contact Info

Legal First Name

Social Connections Relationships & Work

George Male X v
Birthday Anniversary
Month Day Year Month Day Year

March X - 3 1944 May X v 5 1975

Remave Cancel Save

The Year field must be filled in for both birthdays and anniversaries to be displayed. If the year is unknown, simply enter 1900 or 2000.

The Social Connections Tab allows you to:

View or edit existing Social Connections.

Click on the Trash icon to delete existing social connections.
Add Facebook, Twitter, LinkedIn, and Website URLs (links).
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Title
Mr,

First Name *

George

Last Name *

Jetson

Suffix

CONTACT INFO DETAILS RELATIONSHIPS

https://twitter.com/george.jetsonl Twitter 1]

https://www.spacelysprockets.com Website

IAdd: € Facebook W Twitter M Linkedin  # Website

Remove Cancel

Social connections will be displayed with the corresponding icon, i.e., Facebook and Twitter
The globe icon represents a website or blog URL.

The Relationships and Work Tab allows you to:

View, edit, or add an Occupation and Employer.

Select or change a Relationship Status, i.e., Married.

Select or change a Type of relationship, i.e., Wife.

Click the Trash icon to delete an existing relationship.

Click the Add Relationships button to add a spouse, child, or other family member.

Title First Name * Last Name * Suffix
Mr. George Jetson
Contact Info Details Social Connections Relationships & Work
Relationship Status
Programmer Spacely Sprockets Married v

Relationships
Jane Jetson

QO Add Relationship
m e Save

The Occupation and Employer, as well as the Relationship Status, will be displayed on an individual's people card.

Mr. George Jetson
l Programmer - Spacely Spr‘ockets]

meetgeorgejetson@toontown-canada.net v

€ dqu—

georgejetson@toontown-canada.net - Personal
+642206321699 - Home v
+642206321655 - Work

People Contact Tabs

Beneath the individual contact summary are 7 tabs: Details, Donations, Address, People, Tasks, Referrals, Notes. Below is a detailed description of the first 6 tabs.

Details Donations Addresses People Tasks Referrals Notes

Details Tab

The Details tab has 3 sections: Financial, Communication, and Other Details. Below is a description of each section and the specific information listed.

Details Tab - Financial

The Financial section displays Commitment Received, Last Donation, Lifetime Donations, Commitment Start Date , and Giving Method.

NOTE: The Commitment Received drop-down is a freely editable field. The system does NOT change it automatically when a contact begins a gift, or stops a gift. The MPDX user must mark the commitment received
"Yes" or commitment received "No."

To edit Commitment Received, click on the drop down arrow to the right.
To add or edit the Commitment Start Date, click the line below it.
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Details Donations Tasks Referrals Notes Addresses People

V'
Vas. — /V

200 CASH

450

The Communication section displays:

Envelope Name Line, Referred By, Language, Greeting, Send Appeals, Time Zone, and Tags.

Send Appeals allows you to track donors who give a gift toward an appeal.

However, this information does not sync back to your organization.

Select "No" for Send Appeals and MPDX will exclude them.

Language information is exported to MailChimp so you can send newsletters in different languages.

Time Zone is a field you can filter on for contacts within that timezone. Click the X to delete or the drop down arrow to edit this field.
To delete a Tag, click on the X to the right or to add tags, click the Add a Tag text.

George and Jane Jetson George and Jane

Space Rangers. Selectan Option

English (en) (English-en) (6MT-08:00) Pacific Time (US & Canada)

outerspace cartoons

The Other Details section displays:

The individuals contact's Church, Website, Next Increase Ask, Magazine (from TnTConnect), Partner Account and Delete Contact button.
Edit the Next Ask by clicking on the blue Calendar icon or delete the date by clicking on the Trash icon.

Partner Accounts can be deleted by clicking on the X to the right or can added by clicking on the Add Partner Account.

Other Det:

Uniblab United Methodist 07/06/2018

www.outerspacepeeps.com No
Partner Accounts
10326

Each individual contact must have a Partner Account in order to add or receive donations.

Donations Tab

The Donations Tab displays:

A Bar Graph of gifts for the fiscal year (from the current month). The graph tracks this contact's Commitments, Monthly Goal, and Monthly Average. The bar graph displays gifts from Last Year and This Year, side by
side.

Details

Tasks  Referals  MNotes  Addresses  People

E

nmitments: 1364 | Monthly Goal: 3000 | Monthly Average: 21 ]

The Gift Details section of the donations tab displays:

The Partner No. (account), Date, Amount, Designation (account), Method, and Appeal (if applicable).
At the bottom of the gift details is the lifetime Total Donations by currency type.

Edit a specific donation by clicking on the Paper/Pen icon to the right.

[ Partner No. Date Amount Designation Method Appeal ]
10326 01/10/2018 200CAD 10106 CASH g
10326 05/23/2017 125CAD 10093 CASH
10326 05/23/2017 125CAD 10106 CASH 4

Total CAD Donations | 450 CAD

Addresses Tab

Any imported addresses or added manually will be listed under the Addresses tab.
If the Source is your Organization, i.e. DonorHub, it can only be Viewed or Marked Invalid.
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If the Source is MPDX, TNTConnect, or .CSV you can Edit, View, or Remove the address.

90 Yorkville Ave

Source: DonorHub (06/05/2018) | View or Mark Invalid [ Q view ® Google

1344 Bedrock Valley

Victoria BC

Edit , View or Remove (@) coseror gy

View Only Addresses

Provided by Organization are view only (fields are grayed out).
‘When applicable, click on Address No Longer Valid and click Save.

This address is provided by your organization.

The address that syncs with your organization’s donations cannot be edited
here. Please email your donation department with the updated address, or
you can create a new address and select it as your primary mailing address.

Street* Location

90 Yorkville Ave Sele v
City State Zip

Toronto ON M5R 1B9
Country Region Metro

l [JAddress nolonger valid I

Cancet

Edit or Remove Address

With an imported or manually added address you can:
Edit any address field.

Mark it Address No Longer Valid and click Save.
Click Remove to delete it.

Quaq

Harbour Air Seaplanes

Go gle Q Map data ©2018 Gaogle Terms of Use Report  map arror

Can Edit Address | _...ion

Street * /
1344 Bedrock Valley elect an Opt -

City State Zip
Victoria BC

Country Region Metro
Canada

[DAddress no longer valid l
cance'

Tasks Tab

Search Tasks by type, i.e. Call, to locate those specific types of tasks (helpful if you have many)
On the top right, you can Add Task (upcoming), Log Task (completed).

Select All to make global changes to your tasks.

To add a task, you can also click on the text New Task, type the name, and then click Save.

On the left side of a task, click on the Circle icon to mark a Task Completed.

Click on the Chat Bubble icon to add Comments to a task (i.e. phone call details).

Next to the chat bubble, click on the Star icon to make it a Priority Task.

Details Denations Referrals Notes Addresses People

Q sear

Add Task  LogTask

Select All Tasks on Page
Selectall 2 tasks

e

Overdue
QO call Cenfirm monthly donation Flintstone, Fred and Wilma Junl

Completed ~
@ Call Call to congratulate on their son's graduation (Attempted) Flintstone, Fred and Wilma Jun72018 2

Below the New Task bar are the types of Tasks:
Overdue, Upcoming, Completed, and Completed Tasks associated with this contact.
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O call Confirm monthly donation Flintstone, Fred and Wilma

O Thank For 2018 AppealGift Flintstone, Fred and Wilma

O Anniversary Card Flintstone, Fred and Wilma

@ call Call to congratulate on their son's graduation (Attempted) Flintstone, Fred and Wilma

To Delete a Task, hover your mouse over by the chat bubble icon.
The task will be highlighted in blue and the Trash icon will become visible.
Click the Trash icon to delete the task.

Call Confirm monthly donation Flintstone, FredandWilma O 1 ‘

Task Tab - Actions
To perform any actions, one or more tasks must be selected.

Details. Denations Referrals

Q, Search Task

Select All Tasks on Page
Select all 2 tasks

Once Tasks have been selected, the Task Bar (blue) and and the Actions drop-down is displayed .

To the right of the Select drop down are the # of Selected tasks. Selected Tasks are highlighted in light blue.
Click Actions button and select a specific task to perform:

Complete Tasks Edit Tasks Add Tags Remove Tags Delete Tasks

Showing 1to 4of 4

Overdue /

@ O call confirm monthly donation Flintstone, Fred and Wilma

Upcoming /

@ O Thank For 2013 Appeal Gift Flintstone, Fred and Wilma

Complete Tasks
Edit Tasks

Add Tagls)

Remove Tagls)

Delete Tasks

Edit Tasks

To edit a task, click on the Task Name link.

Overdue Task Name

O O call Confirm monthly donation Flintstone, Fred and Wilma

In the Edit Task window, you can:

Change the Task Name.

Select or change the Action by clicking the drop-down arrow.

Set a Due Date and time.

Set a Notify Me in minutes or hours (if blank you will not be notified).
Add new or existing Tags Click Save when you've finished.

EDIT TASK

[call to confirm monthly donation

Call v

Contacts

15 Minutes + | Ifblank, you will not be notified

Tags

Cancel -

If you have connected your Google mail account, the content of email exchanges will show up here as well.

Referrals Tab



To add a referral, click on the blue Add Referrals button on the top right.
After the referral has been added, you will see the Referral Name and Referral Date listed.

Details Donations Tasks Notes Addresses People

Added Referral

Name Referral Date

Rubble, Barney and Betty 06/10/2018 P

Type at the First Name, Spouse First Name (if applicable), and Last Name.

Fill in any of the referral's contact information, i.e. Street Address and Email.

Add as many names as are applicable.

‘When finished, scroll down and click Save.

Once a referral has been added, that referral will become a new contact in your Contacts Main View.

ADD REFERRALS

First Last Street Postal Spouse  Spouse
Mame  Spouse Name  Address City State  Code  Phone Email  Phone Emall  Notes
Bame Betty Rubbl 1514% Bedro AZ therul

Notes Tab

Add personal updates and communication about a contact.
This can also be done with Tasks like Email and Calls, as well.

If you've imported your TNTConnect database, your Referred by: would be found in Notes for each contact that had a referral.

List View for Appeals
* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *
List view is a helpful tool that allows you to view and manage your progress for an appeal.
Using List View
* Go to the Tools tab and select your appeal. Then click the List View button.
P pppeals e | soccht
‘ , Summer Mission 2021 1136.36
shoving 1102526 5 -
Comminea
Contact List View Regular Giving
etz
(oenne gy, ane and Charts “0c0UsDMerthly
cuded
Ao, i anc s rinces) rp—
oeoRTocsy
o, Sawise sndsic rrp—
EWPORT BALS Gerrick, Jay 0.00USD +0
RS Greybeard, Gandalf o.00G8P
argo ca woouss
o, e aouso
Husbnd s, pomelss)
aoouso
£0D CONTCT TOABPEAL
Mouse, Mickey and Minnie 0.00G8P
ar o eten aoocer
e v
v ese aoouso
[ —"— soncaD ety e
* You can view the contacts in each category, Given, Received, C: itted, Asked, or Excluded in list form by clicking on the desired category title in the left menu.

”’F'df! Dashboard  Contacts Tasks Reports~ Tools ) v Coaching

¥ Appeals < Appeals M SelectAl
Given Name Goal
Summer Mission 2021 11

Received

Showing 24 of 24

Committed

Cgntact

Asked

(Bennet) Bingley, Jane and Charles
Excluded

Ababa, Aladdin and Jasmine (Princess)
EXPORT TO CSV

Export 0 Selected

< Gerrick, Jay
* You can move contacts from the Asked column to the Committed or Received columns by entering, or editing a donation commitment.

o When adding a commitment, you'll be prompted to enter the Amount, Expected Date you expect to receive the gift, Status, and Currency. Click Save to preserve your changes.
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® Appeals s [ @ e
Summer Mission 2021 1136.36
Srouing1ta25026
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Gerik Jay sausn
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bandbeien omcse
DELETEAPPEAL
500080 Wanthly

ADD COMMITMENT

Contact

Ababa, Aladdin and Jasmine (Princess)

Amount * Currency *

40 Swiss franc - CHF (CHF)

Expected Date *
09/25/2020
Status *

Committed

* You can move contacts from the Committed or Received columns by editing a donation commitment.
o To remove a commitment from an appeal, go to the Committed category, then click on the trash icon to the right of the contact. Select “Yes” to confirm and delete. This will delete the commitment and move

that contact back to the Asked category.

< Appeals Select Al

Summer Mission 2021 1136.36
Showing40f4
Contact Amount Committed

‘Ababa, Aladdin and Jasmine (Princess) 40,00 CHF (09/25/2020)

Allen, Barry and Iris 25,00 USD (08/11/2020)
Dary, Fitzwilliam 100.00 USD (09/04/2020)
Gimli, Dwarf 100,00 GBP (09/05/2020)

USD (68%)

o To mark a commitment as received and therefore move that contact to the Received category, go to the Committed category and “edit” the commitment. Update the Amount, Expected Date to the day the

commitment was received, click the Received checkbox and “Save.

EDIT COMMITMENT

Contact

Brandybuck, Meriadoc (Merry)

Amount * Currency *

| s00 | |USdullar-USD1$) vI
Expected Date *

I 11/09/2021 I
Status *

‘ Received select from dropdown menu —» E”

cancel

* When a donation associated with an Appeal is received and processed by your organization, MPDX will move the gift automatically to the Given category.

Track an Appeal

* We would like to thank Cru for providing this article from their help library. This article has been r
.

Essentials account.

and as ded to

If you need information on creating an appeal, click this link: Setup an Appeal for detailed instructions.

Tracking An Appeal

Go to the Tools Tab, and select the appeal you wish to view.

itp

for you and your Partner

Once within the Appeal, look for the summary of your progress in the shaded blue section. This summary shows the Appeal Name, Total Goal, and a Progress Chart. Appeal Name and Total Goal can be changed by
clicking the existing text and typing. The Progress Chart is updated as donations are associated with, or added to, an appeal.
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mpc(,‘f Dashboard

W Appeals

Given

Received

Committed

Asked

Excluded

plals a
The Progress Chart of the appeal is color-coded:

¢ Total Given is shown in gold

* Total Received is shown in orange

¢ Total Pledged, not yet given, is shown in gray

o Dark Gray indicates the amount that still needs to be raised

List View vs. Flows View

Contacts Tasks

Reports ¥ Tools ~  Coaching

< Appeals = Select All

Appeal Name
Summer Mission 2021

Showing 1 to 25 of 26
Contact

(Bennet) Bingley, Jane and Charles

Ababa, Aladdin and Jasmine (Princess)

The list of contacts in appeal can be viewed in List View or Flows View. You can toggle between these two views at any time.

List View

® Appeals o (=] @ seean

Summer Mission 2021 1136.36

List View

+a

Flows View

n 2021 1136.36

Flows View

Adding and Removing Contacts from an Appeal

You can Add a Contact to an Appeal from within either List View or Flows View.

Jotal Goal
1136.36

Re
40.

101
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® Appeals Copeis (=] @ saeanl
— o 050 02
Summer Mission 2021 1136.36
Received
Shoving 11025 26 s

Committed

Contact Regular Giving
hsked
(Benne) Bingley, Jane and Charles 40.00USD Monthly
Bxcluded
Ababa, Aladdin and Jasmine (Princess) 100,00 CHF Monthly

EXPORTTOCSV

o
T

B R
- P asousn +0
[

B o

B oo

e e

e .o -
e

oo
T fe— e

Parr, Bob and Helen 000eEp

DELETE APPEAL

Permonenty Delete Appeal

Quick, Jesse 000UsD

Radclf, Roger and Arita 3500 CAD Wonthly

¢ Add Contact - List View:

< sopes

Summer Mission 2021 1136.36

Excuded G asked 25 Received s ien o

e 771 wocan W 0117

oo @20

o Add Contact - Flows View:
To Remove a Contact from an Appeal click on the Trash icon to the right of their name under the List view. And click “yes” to confirm when prompted.

Removing a contact from an appeal does NOT remove them from MPDX.

MBS putbors contacts Tasks Repors Tools @)+ Coaching Q+aa M ete Parker| taff Accaunt
® Appeals Caopests |[=] @ seeam
‘Summer Mission 2021 1136.36
s
—
o
e s
o
R — vy
s =
B sy
P
e
[ e |
, i i
[ A Greybeard, Gandalf 0.00GBP
[ | ,
i i ‘
o i
. : .

Exportoselected

oo0us

Mouse, Mickey and Minnie 000GEP

To learn more about Tracking an Appeal using List View, go to this article.
To learn more about Tracking an Appeal using Flows View, go to this article.

Both the List and Flow view organize contacts into the same 5 Categories:

Excluded: a list of contacts intentionally excluded from your appeal.

Asked: a list of contacts added to your appeal who have not yet committed or given.

Committed: a list of contacts who have committed but whose gift has not been received.

Received: gifts you have in hand that have not yet been processed by your donation processing system.
Given: partners whose gifts have been received by your donation processing system.

General details about the categories in List and Flow view:

e Click on any contact name to view that contact record on the Contacts page.

¢ All contacts begin in the Asked category.

* You can only move contacts to the Excluded category within the Flow view. Do this by clicking the associated contact and dragging them to the Excluded column. This differs from deleting a contact from an
appeal, because the contact is still visible within the appeal.

* You can only delete a contact from an appeal under the List view. Do this by clicking on the Trash icon to the right of their name under the List view. Click “yes” to confirm when prompted. Deleting a contact from

an appeal does NOT delete them as a contact from MPDX.
o If a contact is in the Received category, you can edit the amount and date you received the gift.
o Under Actions, click on the Edit icon (paper/pen) to the right of a contact name.
o Update the Amount and Expected Date.
o Click on the Received Checkbox ONLY if the gift has been given.
o Click on the Save button.

EDIT COMMITMENT

Contact

Brandybuck, Meriadoc (erry)

Amount* currency *
ED ] [us dotar-uso 9 i
Expected Date *

[[azrosrz021 ]

Status*

select from dropdown menu —» [-]
Cancel

¢ When you add, edit or associate a gift to a contact within an appeal, MPDX will update the donation and move the contact to the appropriate category.
¢ When a donation associated with an Appeal is received and processed by donation services, MPDX will move the gift automatically to Given.

Received

Applying a Donation to an Appeal

If you receive a donation not listed under your appeal, you can associate the donation with the appeal.

Go to the Reports page (or the Donation tab within a Contact), and scroll down to Donations.

Click on the Edit icon (paper/pen).
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mpc{,‘f Dashboard Contacts Tasks | Reports v | Tools v  Coaching

Donations

Y REPORT FILTERS September 2021

Donations
Fori

Date ~ Partner Amount Amc

14 Month Report
Partner Currency

09/03/2021 24T X} (11643) 120USD 152

14 Month Report 09/03/2021 g} A8 and 22 (H) 13USD 92
Salary Currency (11621)

Click on the Select Appeal button.

DONATION

Amount * Currency *

15168 Canadian dollar - CAD ($) ~
Date * Motivation

09/03/2021
Gift ID
Partner Account * Designation Account *

AT (11643) Parker, Peter (10151)

Appeal Appeal Amount
Memo

DONATION
Amount * Currency *
15168 Canadian dollar - CAD ()
Date * Motivation
09/03/2021
Gift ID
26680
Partner Account * Designation Account *
AR (11643) Parker, Peter (10151)
Appeal Appeal Amount
2022 Car special Ask X | | Leave empty to use full donation amount
Memo

W Remove Cancel [N

After the Selected Appeal, i.e., 2022 Car Special Ask has been added, click the Save button.

Tracking a Primary Appeal From the Dashboard

The Appeal marked as Primary, will appear on your Dashboard with the total progress to date.

¢ Click on the Appeal to view the details.
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rnpdf,’ Dashboard | Contacts Tasks Reports v Tools ¥ Coaching

Appointment Explain ministr

Allen, Barry and Iris
& O

for daughter Nora, son Bart Baby, Driver, +2 others

Appointment Attending Bib
Charming, Prince and Cinderella

Sick friend Bennet, Elizabeth, +1 other

Appointment Schedule
Shang. Captain and Mulan. +3 others —

VIEWALL (8) VIE

Track your EOYA Progres

Referrals Appeals

RECENT ON HAND End of Year Ask 2021

Baggins, Frodo

Brandybuck, Meriadoc (Merry)

Gifts Received
0% 0

0USD 0

Took, Peregrin

VIEW ALL (3) VIEW ALL AF

For MPD Coaches, Team Leads and Supervisors

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and up as ded to it provides assistance for you and your Partner
Essentials account. *

The MPDX coaching tool is for MPDX Users, MPD coaches, and supervisors to have a way to easily see and track the MPD progress of another MPDX user who has opted to “share” their MPD progress tracked through
MPDX.

Table of Contents

Step One: Have the User You Coach “Share” Their Account With You

An invitation to view an account shared does NOT give the coach the ability to update or alter their MPDX account and information. It simply allows the coach to view the number of calls, appointments, and overall trend
of reaching the MPD goals set. (Similar to other MPD progress reports but without the need to manually enter the data). A coach will NOT be able to see the names, contact information, personal identifiable information,
or financial information of any ministry partner. Personal information will be hidden so giving amounts and initials, NOT names, addresses, donor identification numbers, etc. are shared.
We suggest you send the following email to the staff you will be coaching. This will help them know how to add you as a coach.

Hello N

In order for me to be able to act as a coach for you in MPDX I need you to go into your MPDX account and invite me. To do so:

1. Log in to MPDX
2. Go to Settings Manage Coaches Manage Account Coaching Access box
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3. In the “ person.to.share@cru.org” field, type desired coach’s email address
4. Click “Share Account”

Once you do this I will get an email from MPDX inviting me to accept your invitation.

Along with this, please read the help article found here and follow the steps there to setup your goal.
I’'m looking forward to helping you reach your MPD goals!

Sincerely,

Your Coach

Step Two: View The Account You are Coaching

The staff person you are coaching must first share their account with you. Once they have done so:
1. Open the automated email invite from noreply@solertiaclabs.com
2. Select “Accept Coaching Invite”
3. Login to your MPDX account

4. Select “Coaching” tab in the menu bar
5. Select the staff person you want to view (you may have multiple) by clicking the “See Details” button for the full view

Step Three: Verify MPD Goals and Set Up the MPD Time Frame
1. Settings Preferences Account Preferences

2. Make sure that the staff you coach has updated their Monthly Goal field with the most current amount, and set up an Appeal that reflects their one-time MPD goals
3. Working with the staff you coach, determine together and have them manually enter their MPD Start Date, MPD End Date, MPD Goal, and any appeals in progress.

This will help you track their weekly progress in reaching the set MPD goals. Emphasize the importance of keeping MPDX information up to date.

‘When you no longer need coaching access to an individual's account, remove yourself as their coach, or ask them to remove you as their coach:

To remove yourself:

Go to the Coaching Tab Staff You Coach Find their name. Click the "Remove Coaching Access" button next to "See Details" and click "Yes" to confirm when prompted.

mpd,‘-f Dashboard Contacts Tasks Reports ¥ Tools v | Coaching

Y Staff You Coach

Showing1of1

TTM | Peter Parker | Staff Account

Clark Kent, and 2 others

Monthly (3,000 USD) 46 USD (2%) / 119 USD (4%)
2,954 USD (99%) / 2,881 USD (96%)

Primary Appeal (1,136 USD) 484 USD (43%) / 653 USD (57%)

653 USD (57%) / 484 USD (43%)

CONFI

Are you sure you want to remove your ac
request a new coaching invite from the ¢

Your person you coach can also remove you:

Have them go to their MPDX Settings Manage Coaches. And click the red "Delete" button next to your name.
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mpd,’( Dashboard

<

£ Settings

Preferences
Notifications

Connect Services
Manage Accounts
Manage Coaches
Manage Organizations

Admin Console

Contacts Tasks Reports ¥ Tools v Coaching

Manage Coaches

Manage Account Coaching Access

Share this ministry account with other team members

Account currently coached by

.
* Clark Kentm

Invite someone to share this account:

person.to.share@

Coaching Accoun

Q + a

TTM | Peter Parker | Staff Account

If you want to allow another mpdx coach to have coaching access to this ministry account, you can share access with them. Make sure you have the proper
permissions and leadership consensus around this sharing before you do this. You will be able to remove coaching access later.

What You Will See As the Coach of a User

Note the dark gray Coaching sidebar component to the left of the screen. This sidebar gives a summary of each user coached with basic information to note concerning their progress.

The detailed, full-page view of the coached user’s MPD progress will look like this:

Commits

ts:1,339 | X +1,539.00USD

uso

Sepi7  Owt17  Nowi7  Deci7 i Febia  Marts  Apris  Mayle  anie

Gommitment Amount G8F)
B 8 & 8

z

| Monthly 0GeP

Gommitmonts Aacsvec IR Conmimets e Racsved

e

Agle sets

Deetr nte  Fta  Nare  Aorls  Nayls  dmie B Aigie  Smia Odle  Nof  Decid
Appointments and Results ]
Appointments Feb11 Feb18 Feb2s Mar3 Average
Scheduled 0 0 0 0 0
Individual Completed 0 0 0 0 0
Results.

New Monthly Partners 0 0 0 2 1
New Appeal Pledges 1 0 0 0 0
Monthly Support Gained 0.00USD 0.00 USD 0.00 USD 325.00 USD 81.25USD
Monthly Support Lost 0.00USD 0.00USD 0.00 USD 0.00USD 0.00 USD
Special Needs Gained 0.00USD 0.00 USD 0.00 USD 0.00USD 0.00 USD
Activity Summary
Phone Dials Nov 18 Nov 25 Dec2 Dec9 Average
Dials (Weekly Goal: 100) a
Completed 0 1 0 9 0
Resulting Appointments. 0 1 0 0 0
Electronic Messages
Sent o 7 46 1 18
Resulting Appointments 0 0 0 0 0
Correspondence
Pre-Call Letters o o 0 23 o
Support Letters 4 0 0 4 0
Thank Yous o o 0 2 o
Activity Mar 24 - Mar 30 < Previous Net > @
o000
=y
Contacts Appointments Correspondence
0 o 0
1 1 ° ° Pregall Support Thank You
Active  Referrals On-hand Referrals Gained Completed Reminder
Phone Calls Electronic Messages Primary Appeal
0 0 0 0 0 0 1,000 USD/ 3,409 USD
Outgoing TalkedTo  Appts Produced Sent Received
Completed Attempted Received Email Facebook Text Message
o ) 3
Outstanding Recurring Commitments
Name Frequency Days Late Amount
BT Monthly 26 50.00 USD
D.BAF Monthly 8 30.00USD
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Outstanding Special Needs

Name Frequency Days Late Amount

D.BAF Monthly 0 30.00 USD

FFAW Monthly 0 25.00 USD

KCAS Monthly 0 125.00 USD

PeccaN
Contact Tags
Tag Name Jan28 Feba Feb11 Feb1s Feb2s Mar3 Total
0 0 1 0 0 o 1

Task Tags
No tags added in last 6 weeks.
Weekly Report < Previous  Next >

No answers found.

This information gives you a detailed look into the amount of commitments the person you coach has, as well as their level of effort in MPD.

Understand How the Values Change by Component

The dark gray “Coaching” sidebar component shows the Balance, Staff ID numbers, Last Prayer Letter, Weeks on MPD, MPD Report Date, Basic Contact Information, and Birthday/Anniversary. This information is
entered by the staff member you are coaching and needs to be updated by them.
Information about the user(s) coached
¢ The “Balance” value is not adjusted by the user and is automatically updated every 24-hours based on donations received through Donation Services
o The Staff ID(s) shown reflect all designation numbers associated with the staff member(s)
o Last Prayer Letter is based on the most recently logged newsletter task of either “Newsletter - Physical” or “Newsletter - Email”
* Weeks on MPD is determined by the MPD Information set in Account Preferences. The number of weeks value is generated by rounding up to the nearest whole week from the MPD Start Date to the current date
¢ The MPD Report Date value is pulled from the MPD Information MPD End Date value in the staff members MPDX settings

o Users change their avatar by selecting “edit” on the avatar image in settings preferences and uploading a photo
o Users input personal information such as email, phone, Anniversary and Birthday by visiting settings preferences edit on the person card at the top of the page

This 13-month graph component of a user’s donations is a copy of the one on their dashboard. It updates when donations are added or deleted.

Weekly Appointments and Results:

The Weekly Appointments and Results component tracks the number of Individual Appointments and the Resulting New Monthly Partners, New Special Needs Pledges, Monthly Support Gained/Lost This Week, and
Special Needs Gained during each week. Four weeks, or one month, is shown in this component at a time. The columns read left to right with the current week located in the fourth dated column from the left. The date
shown is the beginning day of the MPD week being calculated.

The set week range is Sunday-Saturday. Column headings note Sunday as the start (i.e. the week of Sunday 11/18/18 - Saturday 11/24/18 is represented by the column heading Nov 18).
The average column is generated by averaging the 3 completed weeks. It does not include the current week in its calculation.
Appointments
o This is the sum of all Appointments logged in MPDX with a Result of Completed within the date range.
¢ The color coding of Red, Yellow or Green for the number of Individual Appointments reflect the number of logged appointments within that week’s date range. Green (10+ logged appointments), Yellow (8-9
logged appointments), Red (0-7 logged appointments).
Results
e New Monthly Partners: Total number of contacts with status updated to “Partner - Financial” within the date range.
o New Appeal Pledges: Total Commitments added to your Primary Appeal within the date range.
* Monthly Support Gained This Week: Total INCREASE for Commitment Amount for your Contacts within the date range.

¢ Monthly Support Lost This Week: Total DECREASE for Commitment Amount for your Contacts within the date range.
o Special Needs Gained This Week: The sum of any donation received that does not match the Commitment Amount for a Contact.

Weekl -

The Weekly Activity component shows the weekly summary of Contacts, Appointments, Correspondence, Phone Calls, Electronic Messages and Primary Appeal status for the ongoing week of the user’s MPD progress
toward goals. This is the same Weekly Activity report that the staff member sees on their dashboard.

The default setting is the current week, but note in the top right corner of the component that a coach is able to scroll through and see information totals from previous weeks.
Contacts
o Active Contacts: This is all Contacts with a Status of “Never Contacted” or “Contact for Appointment.”
o Referrals On-Hand: This is all Contacts who have a Referred By in their Details tab, and a Status of “None”, “Never Contacted”, “Cultivate Relationship”, “Ask In Future”, or “Contact for Appointment.”
o Gained Referrals: The sum of new Contacts added within the date range who also have a Referred By Contact assigned in their Details tab.
Appointments
o Completed: Sum of logged Appointment Tasks within the date range with a Result of Completed.
Correspondence
o Pre-call: Sum of logged “Pre Call Letter” Tasks within the date range.
o Support: Sum of logged “Support Letter” Tasks within the date range.
o Thank You: Sum of logged “Thank™ Tasks within the date range.
e Reminder: Sum of logged “Reminder Letter” Tasks within the date range.

Phone Calls

* Outgoing: Sum of logged “Call” Tasks within the date range with a Result of either Completed, Attempted, or Attempted - Left Message.
. Talked To: Sum of logged “Call” Tasks wnhm the date range with a Result of Recelved or Completed
e “Ne.

. Completed Sum of logged “Call” Tasks w1thm the date range wuh a Result of “Completed ”
o Attempted: Sum of logged “Call” Tasks within the date range with a Result of “Attempted - Left Message.”
¢ Received: Sum of logged “Call Tasks within the date range with a Result “Received.”

Electronic Messages

o Sent: Sum of logged “Email,” “Facebook Message” and “Text Message” Tasks within the date range with a Result “Completed.”
. Recelved Sum of“Emall ” “Facebook Meq%age and “Text Mesqa&,e Tasks logged within the date ra.nge with a Result of“Recelved -

Me a k 7 on in
. Emall (Sent/Recelved) Sum of logged “Emall" Task% ma.rked “Re%ult Completed” within the date range /Sum of lo&,ged “Emall” Tasks marked “Result - Received” within the date range.
¢ Facebook (Sent/Received): Sum of logged “Facebook Message” Tasks marked “Result - Completed” within the date range /Sum of all logged “Facebook Message” Tasks marked “Result - Received” within the date
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range.
o Text Message (Sent/Received): Sum of logged “Text Message” tasks marked “Result - Completed” within the date range /Sum of logged “Text Message” Tasks marked “Result - Received” within the date range.

Primary Appeal
o The total one-time gifts associated with the Primary Appeal and converted to the currency type default set by the user / The total Primary Appeal Goal converted to the currency type default set by the user.

ity S

Activity Summary

Phone Dials Novis  Nov2s Dec2 Deco  Average
Dials (Weekly Goal: 100) [ ] a

Completed 0 1 0 o o
Resulting Appointments 0 1 0 0 0

Electronic Messages

Sent 0 7 46 1 18

Resulting Appointments 0 0 0 0 0

Correspondence

Pre-Call Letters 0 0 0 23 0

Support Letters 0 0 0 0 0

Thank Yous 0 0 0 2 0
Phone Dials

* Dials (Weekly Goal 100): Sum of logged “Call” Tasks with a result of Completed, Attempted, and Attempted - Left Message within the date range.
o Completed: Sum of logged “Call” Tasks with a result of Completed within the date range.
¢ Resulting Appointments: Sum of logged “Call” Tasks with a Next Action of “Appointment” within the date range.

Electronic Messages

o Sent: Sum of logged “Email,” “Facebook M ” and “Text M " Tasks with a Result of Completed within the date range.
* Resulting Appointments: Sum of logged “Email,” “Facebook M ” and “Text M ” Tasks with a Next Action of “Appointment” within the date range.
Correspondence

o Pre-Call Letters: Sum of logged “Pre Call Letter” Tasks with a result of “Complete” within the date range.

* Support Letters: Sum of logged “Support Letters” Tasks with a result of “Complete” within the date range.

o Thank Yous: Sum of logged “Thank You” Tasks with a result of “Complete” within the date range.
0 ling R ing C .
This component tracks the number of Commitments committed but not received and the “Name” (noted by initials, not personal identifiable information), Frequency, Days Late and Amount expected.
This component tracks and lists all Contacts with a Status of “Partner - Financial” and a Commitment Amount, but with Commitment Received set to No, and a Commitment Start Date in the future.

“Name” is noted by initials (not personal identifiable information).

Each Donor with an Outstanding Recurring Commitment will have a row reflecting their initials, Frequency of Commitment pledged, number of days past the expected “Commitment Start Date”, and the amount pledged
in the currency noted.

This report is populated automatically from the account of the person being coached.

o ling Special Needs Commi

This component tracks and lists all Special Needs donations “Committed,” not “Received” within the Primary Appeal Tool.
“Name” is noted by initials (not personal identifiable information).

This field is populated automatically from the Appeals Tool when Donations are noted as “Committed,” but are not “Received” according to Donation Services records.

The 14 Month Report

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *

Understanding the 14 Month Report
14 Month Report Partner Currency vs. Salary Currency
There are two Reports titled 14 Month Report available to staff: Partner Currency and Salary Currency

o The 14 Month Report - Partner Currency is useful for missionaries who use MPDX that have ministry partners, or contacts, giving in multiple currency types.
¢ The 14 Month Report - Salary Currency shows the Partner contributions by Salary Currency, or the currency in which you are paid by your organization.

Click to view the desired version of the 14 Month Report.

The report will update every 24 hours as donations are added by donation services.

MPO  vatbors contocts Toss eports+ | Tools € Canching Q+aan T Pter Ptk S Account -

@ Reports Contributions by Salary Currency Cepand partnerinfo | BeBporcsy | Bprine

¥ RepoR FTERS M ceP(s) 2019 2020

B D Partner ~ Jun  Jul Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul  Total
O Ababa, Aladdin 79 78 84 81 79 78 77 8 8 8 83 82 8 1,053
and Jasmine
(Princess)

Donations

14 Month Report

O Charming, Prince 515 16 15 15 15 14 15 14 14 14 1515 191
Partner urrency

and Cinderella

14 Month Report © Coyote, wileand 6 6 6 6 6 & 2 & 6 6 6 & & 96
alary Curency

@ Radcli, Roger A m o= om oam om w o w w W w n 267
Designation Accounts andnita

Expected Monthly Total © Shang, Captain € 6 & 6 & & 6 & 5 5 95 & & 8
and Mulan

Partner Giving Analysis

@ stark, Tony 154 153

e OLAHandE 43 a1 4 s1 49 50 4 s s s 2 m 8 651
)

@, AlEand 28 s s s s s s s s 5 5 5 2 5 11
&
O uTAt 8 84 8 s 85 8 83 8 8 8 8 81 85 1,107

Totals. 303 308 319 476 313 315 325 320 326 326 32,1 T 320 0 7270

o Along the left, you will see a list of your ministry partners. Each name is a link to that ministry partner’s contact page in MPDX where you can see detailed information about each donation, person, contact
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mpcfp!  dastboard Contacts Tasks Reports ¥ Tools + Coaching Q 4

@ Reports Contributions by Salary Currency
' REPORT FILTERS usD ($) Click on a partner's name tolink to
: their MPDX Contact page.

Designation Accounts Partner a. Status  Pledge Avg Min Jun Jul Aug Sep Oct Nov
Ababa, Partner- 100CHF 102 99 99 99 101 101 101 101
Aladdinand  Special  Monthly

Donations
Jasmine
v—

14 Month Report (Princess)

Partner Currency Charming,  Partner- 25CAD 18 17 19 19 19 19 19 19
Princeand  Financial Monthly

14 Month Report Cinderella

Salary Currency
Coyote,Wile ~ Partner- 10 CAD 8 7 7 8 8 8 8 8

Designation Accounts and Financial Monthly

Expected Monthly Total Radcliff, Partner- 35 CAD 26 24 26 271 26 26 27 27
Roger and Financial Monthly

Partner Giving Analysis Anita

Coaching Shang, Partner- 10 CAD 8 7 7 8 8 8 8 8
Captainand ~ Special ~ Monthly
Mulan

information, and task associated with that partner, or contact.|

The furthest left value is what that partner gave on the current month, last year.

The furthest right value is what that partner gave on the present month, this year.

You can flip the order of a column by clicking onto that column: notice the top name is now the bottom name.

To see more information about a particular partner’s gift in one of the months noted, hover over the intersection point of the month and that partner’s name line.
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16 Month Report

Salary Currency © Radclf, Roger and Anta a2 2 a a a »

e — @ Shang, Captain and Mulan 6 6 s 6 6 s s
@ star Tony 154

Expected Monthly Total

Click “Expand Partner info,” to expand the full report view to include the Status, Pledge, Avg (Average), and Min (Minimum Gift) columns:
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o The Partner Status, Commitment Amount, Currency Type and Frequency are set within an Contact’s MPDX page and can be edited at any time within that contact’s page.
* The Avg, or Average column is calculated using the Total given for that Ministry Partner and dividing it by 13 months (the current giving month is not used in this number).
® Min, or “Minimum” and is the lowest recorded gift for that particular partner in the past 14 months.

(Optional) Step Five: Export, or Print your 14 Month Report

If you choose, you may Export CSV, or Print this report.

To do this, go to the top right corner of MPDX and click to select.
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For Those Being Coached

* We would like to thank Cru for providing this article from their help library. This article has been r

and updated as ded to it provides assistance for you and your Partner
Essentials account. *

Getting Started - MPDX Coaching
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The coaching tool in MPDX provides encouragement and accountability in reaching your MPD +goals. As part of being New Staff with Cru, you need to share coaching access with the MPD Coach who is coaching you

through initial MPD.

An invitation to share Coaching access does NOT give the coach the ability to update or alter your MPDX account and information. It simply allows the coach to view the number of calls, appointments, and overall trend

of reaching the MPD goals set. A coach will NOT be able to see the names, contact information, donor ID number, or any personal identifiable information of any ministry partner.

Table of Contents

Step One: Share your account with a coach

1. Login to Partner Essentials.
2. Go to Settings Manage Coaches Manage Account Coaching Access.
3

. In the “person.to.share@cru.org” field, enter the email of the person acting as your MPD coach while you work toward your initial MPD goals:
mpd;( Qs act TTM | Peter Parker | Sta.

Dashboard  Contacts  Tasks  Reports  Tools  Coaching Help

 Settings Manage Coaches

Preferences

Manage Account Coaching Access v
Notifications.

Share this ministry account with cther team members

Connect Services,

Manage Accounts

proper You willbe able to
remove coaching access later.

Invite someone to share this account:

[N - Coaching Account.

4. Once invited, this individual must “Accept” the email invitation before they can view the shared information.
Step Two: Set Up the Monthly Goal and MPD Time Frame

1. Go to Settings Preferences Account Preferences.
Account Preferences

Account Name Minnie Mouse
Monthly Goal 4,800.00
Monthly Goal

This amount should be set to the amount your organization has determined is your target
monthly goal. If you do not know, make your best guess for now. You can change it at any

time.
4800|

2. Make sure the Monthly Goal field is updated with your current monthly goal amount.

3. Enter your MPD dates and goals into the MPD Information bar at the bottom of the page. Work with your coach to determine your MPD Start Date, MPD End Date, and MPD Goal. As new staff raising support for

the first time, your MPD Goal should be the same as the Monthly Goal you entered above.

Account Preferences

Account Name Minnie Mouse ~

Monthly Goal 4,800.00 ~

Home Country ~

Default Currency ~

Early Adopter No ~

MPD Information Sep72018 - Dec720184,800.00 v
MPD Start Date

oojoe2018

MPD End Date
12/06208

MPD Goal

45000
These values are crucial to accurately track your weekly progress in reaching your goals.
Step Three: Add a Photo, Update Contact Information, Update the Account List Name

1. Go to Settings Preferences Edit (on the small face). Add an Avatar by uploading an image of yourself.

EDIT MY PROFILE

Title First Name * Last Name * Suffix

Minnie Mouse

Contact Info Details Social Connections Relationships & Work

Legal First Name Gender
Female x v
Birthday Anniversary
Month Dbay Year Month Day Year
May xv||2[ 1951 May xv 42 1974

Cancel

2. Click Edit to add phone, email, birthday, and anniversary (if applicable).

3. To Update Your Account List Name: Go to Settings Preferences Account Preferences. Type in the Account Name (First Name Last Name) and click the "Save" button.
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Personal Preferences

Time zone ~
Language = UsEnglish ~
Locale == English ~
Default Account Minnie Mouse ~

Account Preferences
Account Name Minnie Mouse v
Account Name

You can change the account name in MPDX into something that is more
fi This will ge the account

Minnie Mouse

Step Four: Create an Appeal for your One-Time Goal

Appeals in MPDX is a tool that helps you track ministry partner giving toward a one-time ask. This is a required aspect of initial MPD and a regular part of ongoing MPD. For Initial MPD, you need to set up a One-Time
Initial MPD Appeal and mark it as Primary.

You can find more detailed instructions on how to set up and manage an appeal here.

1. Goto H X
2. Add an Appeal, and enter your One Time Need as your Goal. If you don’t know this yet, you can leave it blank for now and add it later.
Hidngpet
- tcon . - . PRr——

No Appeals have been setup yet

A contacts with thefollowin e

Donotsdd contactswhe:

o ek e %

1. Once added, look at the list of Appeals and select the “star” icon next to the new appeal. This will flag it as primary and associate it with the MPD goals seen by your coach:

Primary Appeal

Initial Support Needs 0.00/1,704.55 #
Appeals
1tolof1

Step Five: Keep MPDX Updated

In order for you and your coach to have accurate information, it is vital to use MPDX to track and update your MPD contacts and activity. By Adding and updating Contact information such as Status, Commitment
Amount and Frequency, Newsletter preferences, etc. you can know and track how your contacts would like to partner with your ministry. By Adding, Logging, and Completing Tasks, MPDX will track your
correspondence with ministry partners. Make sure you are logging every connection with ministry partners so you and your coach have an accurate representation of where you stand in reaching your MPD Goals.

¢ The Contact Status must be set to “Partner - Financial” in order to count toward your monthly giving goal.

¢ Updating the giving amount in the Commitment field and setting a gift Frequency for a contact marked “Partner - Financial” will automatically update your monthly giving totals.
o Commitment is manually entered (note the ability to select Currency type)
o Frequency can be set to: Weekly, Every 2 Weeks, Monthly, Every 2 Months, Quarterly, Every 4 Months, Every 6 Months, Annual, Every 2 Years

 Attention Interns Joining Staff: Financial supporters from your intern year do not count as “Partner - Financial” status until you verify their continuing support. In order to accurately track your MPD support goal
you will need to change their partner status from “Partner - Financial” to “Call for Decision.” To do this:
1. Filter contacts by: Status Partner - Financial
2. Select All
3. Add Tag “Internship Partner”
4. Select All
5. Edit Fields
= Partner Status - Call for Decision
= Commitment Received - No

‘When you no longer need MPD coaching
‘When you no longer need MPD coaching, remove your coach from your account using the following steps:

1. Settings Manage Coaches click the red Delete button next to the coach's name

For more information about using MPDX check out this video training series:

https://www.youtube.com/playlist?list=PL InTOKhRxBt673yiW3qmvnx3ulDOawoL.U

Activity Summary

* We would like to thank Cru for providing this article from their help library. This article has been revie d and updated as ded to it provides assistance for you and your Partner
Essentials account. *

Activity Summary

Phone Dials Novis  Nov2s Dec2 Deco  Average
Dials (Weekly Goal: 100) [ ] a

Completed 0 1 0 9 o
Resulting Appointments 0 1 0 0 0
Electronic Messages

sent 0 7 6 1 18
Resulting Appointments. 0 0 0 0 0
Correspondence

Pre-Call Letters 0 0 0 23 0
Support Letters 0 0 0 0 0
Thank Yous 0 0 0 2 0

This graph shows progress toward Phone Dial, Electronic Messages (Text, Email, and Facebook), and Correspondence type goals. Totals are automatically generated from Tasks logged in MPDX within the date range.
The set week range is Sunday-Saturday and column headings will display Sunday's date. The Average column is generated by averaging the 3 completed weeks and does not include the current week in its calculation.

The color coding of Red, Yellow or Green for the number of Phone Dials reflects the number of dials made compared to the weekly goal of 100. Red (0-79 dials), Yellow (80-99 dials), or Green (100+ dials).
Phone Dials
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¢ Dials (Weekly Goal 100): The sum of logged “Call” Tasks with a result of Completed, Attempted, and Attempted - Left Message within the date range.
e Completed: The sum of logged “Call” Tasks with a result of Completed within the date range.
¢ Resulting Appointments: The sum of logged “Call” Tasks with a Next Action of “Appointment” within the date range.

Electronic Messages

o Sent: The sum of logged “Email,” “Facebook M ” and “Text Mq " Tasks with a Result of Completed within the date range.
* Resulting Appointments: The sum of logged “Email,” “Facebook M ” and “Text M " Tasks with a Next Action of “Appointment” within the date range.
Correspondence

e Pre-Call Letters: The sum of logged “Pre Call Letter” Tasks with a result of “Complete” within the date range.
o Support Letters: The sum of logged “Support Letters” Tasks with a result of “Complete” within the date range.
e Thank Yous: The sum of logged “Thank You” Tasks with a result of “Complete” within the date range.

Data Cleansing

Adding and Merging Organizations

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

MPDX allows the connection of multiple organizations with an existing user account. You can then track the multi-currencies from those organizations and merge them into one primary personal account.

Adding Multiple Organizations - Existing Users

1. Click on the Settings gear icon at the top right of your screen.
2. Choose Connect Services.

N

& Preferences
{® Notifications
= Manage Accounts
R Manage Coaches
NOTSTARTE B Manage Organizations X

>__ Admin Console
Vo
) It may take a few days t

¢ Click on the drop-down arrow to the right of Organization.
 Click on the blue Add Account button.

Organization -v

Org Add or change the organizations that sync donatien information with this MPDX account,
Removing an organization will not remove past information, but will prevent future donations
and contacts from syncing.

ToonTown Ministries refrech [

ToonTown Offline 0

Import TntConnect DataSync file

 After you click the Add Account button, select the applicable Organization.
Organization

Org Add or change the organizations that sync donation
information with this MPDX account. Removing an organization
will not remove past information, but will prevent future

donations and contacts from syncing

Add Account

Organization _

ACACIA MINISTRIES INTERNATIONAL

ACT Canada

* Verify you have selected the correct Organization

o Enter your username and password for that integrated organization's donation portal if it syncs donations.
 Click on the blue Save button
* Repeat the steps above for each organization in which you have a donation account.

Managing Your Accounts and Organizations

See this article if you need to merge accounts.
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Deleting and Hiding Contacts

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner

Essentials account. *

Deleting Contacts

When the contacts and their donations sync to MPDX from a donor system, the contacts cannot be deleted. The data that is synced from the donation system will override the deleted contact record in MPDX. The solution

is to hide a contact instead.
Hiding Contacts
You can hide a single contact or multiple contacts from the Contact page.
Hiding a Single Contact
¢ From the Contacts tab, find the name of the contact you wish to hide.

 Click on the contact record.
¢ On the right, click on the Hide button.

mpclf-,’ Dashboard

Contacts Y Filters

R =N

(Bennet) Bingley, Jane and Charles
Ababa, Aladdin and Jasmine (Prin...

Allen, Barry and Iris

Charming, Prince and Cinderella

Contact, Test

Coyote, Wile and

Tasks Reports ¥ Tools v

Ababa, Aladdin and Jasmine (Prin vz Addr

Primary Person Name
Jasmine Princess

Status
Partner - Special

Commitment

100

Donations

Addresses

A
[ 4

Primary Person Phone Number

+41442762000

Newsletter
Both

Frequency
Monthly

People «

b

Referrals «

Primary Person Emz

N/A

Likely to Give
Select an Option

Currency
CHF (CHF)

2 Notes .

Monthly Average: 100.29 CHF | Giving Averag

¢ A message will show on the screen confirming your change. When you select "Yes," the contact will be hidden and the status will change to "Never Ask."
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CONFIRM

Are you sure you wish to hide the selected contact? Hiding a contact in |
sets the contact status to "Never Ask".

Hiding Multiple Contacts

¢ Click the Contact row once to highlight the contacts you wish to hide.

o They will be highlighted in light blue.
¢ Hold the shift key to select more than one record at one time.

o The number of selected contacts will be listed next to the Select button.
¢ On the top right, click on the Actions button and select Hide Contacts.
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Dashboard Tasks Reports ¥ Tools v
~ it u select multiple contacts

2 to look up all contacts who
ttag.

Add Tags
. . Showing 1 to 25 of 35 [T 4 Remove Tag:
ist car special ask
Elizabeth Bennet
= Add Task
rep ... hobbits . . . i Task
Charming, Prince and Cinderella og Tas
dy % newsletter2 Prince Charming +555555559725
T Younger Charmirjg younger.charming@cru.org Edit Fields
100 Lake Hart Drive Orlando, FL 32832 .
tntconnect import Hide Contact
Contact, Test Add to Appet
Test Contact Add to new A
ook up all contacts who do Unknown +555555555551
: Test Address 1 Test Address 2 test City, AK 99516 ;
Export Email

Coyote, Wile and Call for Decision
Wile Coyote wile.e.coyote@acmeexplosives.com +2204077478 10.00 CAD Mont
Bruce Wayne Tasks: 2

102-888 Burrard St Vancouver, BCV6Z 1X9

m mens bible study call this week list

Curry, Arthur Partner - Financ

Arthur Curry 25.00 GBP Mont
Commitment N
Tasks: 1

¢ A message will show on the screen confirming your change. When you select "Yes," the contact will be hidden and the status will change to "Never Ask."
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Hiding a Contact by Changing the Status

You can also hide a contact or multiple contacts by selecting one of the following inactive statuses;
¢ Not interested, Unresponsive, Never Ask, Research Abandoned, and Expired Referral.

To change the status for one contact:
o Click on the Contact tab.

¢ Go to the Status drop down list.
o Select an inactive status.

Dashboard Contacts Tasks Reports~ Tools v

CONFIRM

Are you sure you wish to hide the selected contact? Hiding a contact in |
sets the contact status to "Never Ask".

Y Filters Charming, Prince and Cinderella ¢ AddReferrals AddTask Lo

Primary Person Name Primary Person Phone Number Primary Person Email Address Primary Add
Prince Charming +555555559725 N/A 100 Lake |
gley, Jane and Charles Orlando F
Status Newsletter Likely to Give .
: . : ; 1 United Stz
: Partner - Financial ~ Email X v Selectan Option v .
@ Edit 4
Partner - Financial Frequency Currency Assignee
Monthly X v CAD(S) v Selectan!|
Partner - Special
People .” Referrals " Notes " Tasks "

Not Interested

Unresponsive

Never Ask

Research Abandoned

Expired Referral

Monthly Average: 25.00 CAD | Giving Average: 25.00 CAD

Last Year [ This Year

NN NN NN NN NN Oh
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To change the status of multiple contacts:

e Click the Contact Name once to highlight the contacts you wish to hide.

o They will be highlighted in light blue.
¢ Hold the shift key to select more than one record at one time.

© The number of Selected Contacts will be listed next to the Select button.
¢ On the top right, click on the Actions button and select "Edit Fields."

Tasks Reports ¥ Tools v

~ + u select multiple contacts

contacts who

Showing 1 to 25 of 31 [EREAREE

Charming, Prince and Cinderella Partne
Prince Charming +555555559725 25.00 C
Younger Charming younger.charming@cru.org Comm

100 Lake Hart Drive Orlando, FL 32832

mens bible study | disney characters

Contact, Test Partne
Test Contact Tasks:
Unknown +555555555551

Test Address 1 Test Address 2 test City, AK 99516

tntconnect import | newsletter list | mens bible study | test tag

Coyote, Wile and Partne
Wile Coyote wile.e.coyote@acmeexplosives.com +2204077478 10.00 C
Bruce Wayne Comm
102-888 Burrard St Vancouver, BC V6Z 1X9 |
Tasks:
mens bible study call this week list
Curry, Arthur Partne
Arthur Curry 25.00 C
CAamm

¢ Click the dropdown arrow to the right of Status.
o Select any of the Hidden Status types.
e Click Save.
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EDIT FIELDS

Status 4 Likely to Give
Select an Option a Select an Option v
Partner - Financial Send Appeals?
Partner - Special Select an Option v
Next Increase Ask
Not Interested -
|
Unresponsive
Never Ask Commitment Currency
Research Abandoned Select an Option v
Expired Referral Church
Select an Option v
Assignee
Select an Option v

Note: You can filter on any hidden status to get a list of hidden contacts.

Unhiding Contacts
A hidden contact or multiple hidden contacts can be moved from a hidden status back to an active status.
To move a contact from a hidden status:

o Click on the Contacts tab.

o Use the Filters on the left to enter the Status, "Hidden."
o All hidden contacts will be displayed.
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Tasks Reports ¥ Tools v

mpd,‘,f Dashboard

1 filter applied Select ? keyboard shortcuts

) Reset Filters Showing 8 of 8

B Save Filters
Ababa, Aladdin and Jasmine (Princess)
W TAGS v Jasmine Princess +41442762000

Child Ababa
Click a tag twice to look up all contacts who ;
PPl St o P 2925 Cambie St Vancouver, BC V5Z 2V7

call this week list car special ask newsletter list disney characters

disney characters

fund rep - fundrep ... hobbits Bae, B.E.

B.E.Bae xiaoma.beth@gmail.com
mens bible study newsletter 2

newsletter list test tag

Bae, Beth
test-group ¥ tntconnectimport Beth Bae beth.bae@cru.org

user 1 -value 1
Bennet, Elizabeth

Y FILTERS V) Elizabeth Bennet
Click the=2 to look up all contacts who do i H i
et fittar P Charmmg, Prince and Cinderella
Prince Charming +555555559725
Status 2 v Younger Charming younger.charming@cru.org

100 Lake Hart Drive Orlando, FL 32832

mens bible study | disney characters

Contact, Test
Test Contact

-- All Hidden --

Commitment Details

Newsletter Recipients

* Next, click on the Contact name.
o Select an Active status from the list of Statuses.
o This will move the contact from the 'Hidden' status to an 'Active' status.
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mpcl,‘f Dashboard Contacts Tasks Reports~ Tools v

| — Ababa, Aladdin and Jasmine (Princess)

:&: Contacts Y i PrEmarly Perso.n Name Primary Person Phone Number
Jasmine Princess +41442762000
Never Ask ~ Both
Ababa, Aladdin and Jasmine (Prin...
Never Contacted Frequency
Bae, B.E. Monthly
Ask in Future
Bae, Beth
Cultivate Relationship
bple Referrals Notes

Bennet, Elizabeth )
Contact for Appointment

Charming, Prince and Cinderella Appointment Scheduled Monthly Averag

Contact, Test Call for Decision

Coyote, Wile and Partner - Financial

. Partner - Special
DataPrivacy, Deleted 2019/01/16

[o2]
o

D
o

iount (CHF)

To move multiple contacts from a hidden status:

e Click on the Contacts tab.
o Use the Filters on the left to enter the Status, "Hidden."
o All hidden contacts will be displayed.
¢ Click the Contact row once to highlight the contacts you wish to hide.
o They will be highlighted in light blue.
¢ Hold the shift key to select more than one record at one time.
© The number of Selected Contacts will be listed next to the Select button.
¢ On the top right, click on the Actions button and select "Edit Fields.
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mpclj-,f Dashboard Tasks Reports ¥  Tools v
1 filter applied + n select multiple contacts

) Reset Filters Showing 8 of 8

B Save Filters

P TAGS v Bae, Beth
Beth Bae beth.bae@cru.org

Click a tag twice to look up all contacts who
do not have that tag.

Bennet, Elizabeth
call this week list * car special ask Elizabeth Bennet

disney characters

fund rep -fund rep ... X hobbits Charming, Prince and Cinderella

Prince Charming +555555559725

Younger Charming younger.charming@cru.org
newsletter list test tag 100 Lake Hart Drive Orlando, FL 32832

test-group tntconnect import mens bible study || disney characters

user 1 -value 1

mens bible study newsletter 2

Contact, Test
Y FILTERS Test Contact
Unknown +555555555551
Click the= to look up all contacts who do Test Address 1 Test Address 2 test City, AK 99516
not have that filter.
=
- All Hidden --
Coyote, Wile and
Wile Coyote wile.e.coyote@acmeexplosives.com +2204077478
Commitment Details Bruce Wayne

102-888 Burrard St Vancouver, BCV6Z 1X9

Newsletter Recipients

newsletter list mens bible study | testtag | call this week list
Referrer

Contact Details
DataPrivacy, Deleted 2019/01/16
Contact Location

Contact Information

o Click the drop-down arrow to the right of Status.
e Select one of the active statuses from the list.
o Click on the Save button.
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EDIT FIELDS

V 4

Select an Option Select an Option

Status Likely to Give

Never Contacted Send Appeals?

Askin Future Select an Option

Cultivate Relationship Next | Ask
e ncrease As

Contact for Appointment

Appointment Scheduled

Call for Decision Commitment Currency

Partner - Financial Select an Option
Partner - Special Church
Select an Option v
Assignee
Select an Option v

Cancel

NOTE: When you manually enter a contact into MPDX and the contact is not synced from a donor system, you are able to delete the contact record.

e Click on the contact's name.

o Click on the Detail tab.

o Scroll down to the bottom of the page.
o Click the 'Delete’ button.
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Contacts Tasks Reports~ Tools v

Jones Sr., Hershey and Sugar

m Donations Addresses People Referrals Notes Tasks

Hershey and Sugar Jones Sr.

Referred By
Select contact

Preferred Contact Method

Select an Option v
Timezone

Select an Option v
Tags

Other Details

Church

Website

Partner Accounts

CRU - United States of America
7272727

CTCC TG (WO TSR

Hershey

Send Appeals?
No

Language
Select an Option

Next Increase Ask
N/A

Magazine
No

Delete This Contact

Deleted contacts cannot be recovered. Please be certain before performing this action.

Al [V VISR PR N P Meivim e Naliag Toavimnr ~fllmn A NN Feo Al Riabkds NAacaviaAd

¢ A message will show on the screen confirming you want to delete the contact. This action cannot be undone.

DELETE CONTACT

Are you sure you want to permanently delete this contact? Doing so will permanently
delete this contacts information, as well as task history. This cannot be undone. If you
wish to keep this information, you can try hiding this contact instead.

Cancel Hide Contact Delete Contact

Merge Contacts and Merge People
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‘When you Merge Contacts, you are joining an entire contact record with another. When you Merge People, you are joining individuals within a contact.

Merging contacts or merging people can be done from the Tools dropdown menu.

Dashboard Contacts Tasks Reports ¥  Tools 7

? Appeals

Good Aftern G Import Contacts from Google

Welcome back to PAR iha
BB import Contacts from CSV

& Import from MPDX
Fix Commitment Info
Monthly Go B3 Fix Email Addresses
III Fix Mailing Addresses E |
Fix Phone Numbers

O Goal Fix Send Newsletter
1,600 USD

Merge Contacts

2% Merge People

Tools: Merging Contacts or People

From the Tools dropdown menu, scroll down to find Merge Contacts or Merge People. Any Fix Tool highlighted in gold means there are possible duplicates that need to be merged.

e Click on Merge Contacts. NOTE: If there are no duplicates available, make sure the names of two contacts are identical and refresh the page to try again.
o Click on the Arrow (left or right) to highlight the "winner" aka Use This One.

o Click on the X if you would like to leave two separate contact records, keeping both.

¢ Click Confirm and Continue when merging multiple contacts.

e Or click Confirm and Leave to exit the "Merge contacts" tool.

Merge Contacts

You have 1 possible duplicate contact. This is sometimes caused when you imperted data into MPDX. We recommend recenciling
these as soon as possible. Please select the duplicate that should win the merge. No data will be lost.

This cannot be undone.

Coyote, Wiley Coyote, Wiley
Status: Never Ask Status:

On: 06/08/2018 On: 06/08/2018

—— a

Note: You should regularly check for duplicate contacts or people, especially after each import.
Contacts Menu: Merging Contacts

Duplicates can be merged from the Contacts page.

¢ Click and type to search by the contact name of someone you know has a duplicate.

o Select the Contacts you want to merge by marking the checkbox to the left of their name.
o Note the # Shown, i.e. Showing 2, next to the search box.

o Then click the Merge button.

m Dashboard ~ Contacts Tasks Reports ¥ Tools €0 ~ Q + A B Partner Essentials ~

" Reset Filters m n +u select multiple contacts

B Save Filters
® TAGs Bl Showing 2 of 2 m 5 v W

Bird, Tweety Partner - Special Newsletter - Both
Tweety Bird tweety@canadabirdbaths.com (220) 678-2957 pwd
Dooee X s 5021 Winkle Ave Santa Cruz, CA 95065-1147

g

prayer % seminary

Y FILTERS - @
Bird, Tweety and Tweetilee Partner - Financial Newsletter - Email
Tweety Bird tweety.bird@toontown-canada.net (220) 277-2080 150.00 USD Monthly @ 0-30 days late 5] T
Tweetilee Bird fleetie tweetilee@toontown-canada.net Comnitmant Maceked

2714 Kingsway Vancouver, BC VSR 5HS

Commitment Details

o Another Merge Contacts window will appear, asking you confirm your choice.
® Choose the "winner" of these contacts and then click Save to complete the merge.

Note: This action cannot be undone!
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MERGE CONTACTS

This action cannot be undone! H

Are you sure you want to merge the selected contacts?

Data from the "losers" will get copied to the "winner". Select the winner below. No
data will be lost by merging.

Bird, Tweety

Status: Partner - Special
5021 Winkle Ave

Santa Cruz, CA95065-1147
From: DonorHub

0On: 12/06/2023

Bird, Tweety and Tweetilee
Status: Partner - Financial
2714 Kingsway

Vancouver, BCV5R 5H5
From: DonorHub

On: 12/06/2023

Merging People
Within a contact are you can Merge People duplicates.
¢ From the Contacts page, click on the Contact Name in question.

« Within the selected contact, click on the People tab.
o Then click on the Merge People button.

asks Reports ¥ Tools e

Dashboard

Y Filters wayne, Bruce Y% AddReferrals AddTask LogTask Hide Contact
Primary Person Name Primary Person Phane Number Primary Person Email Address Primary s
Bruce Wayne (220) 322-2735 bruce.wayne@toontowncanada.org 11 10th Ave W
Baggins, Frodo Vancouver BC V5Y 1R5
Status Newsletter Likely to Give ¢ d
Beast, Beast and Belle Partner - Special v Both x v Likely v
Q View @ Google Maps
Bird, Tweety Commitment © Frequency @ Curency Assignee
2 : v USD($) ~ Select an Option v
Bird, Tweety and Tweetilee
Dalmation, Pongo and Perdita Donations Addresses " People Tasks " Referrals ” Notes "
Deer, Bambi and Feline
Merge People | B2 Email All [+ EGEIEN LT
Donor, Annual
Donor, Quarterl Bruce Wayne
1 Qu y bruce.wayne@toontowncanada.org v
Duck, Daffy and Daphney (220) 322-2735v & Edit W Primary
Duck, Donald and Daisy Dark Knlght
First Pedestrian Church [ Edit v7 Primary

Flintstone, Fred and Wilma
Jetson, George and Jane
Knox, Calvin and Susie
Lightyear, Buzz

Lion, Simba and Nala
Mouse, Mickey and Minnie
Pan, Peter and Wendy

Pooh, Winnie

Radcliff, Roger and Anita

Wayne, Bruce

e Click on all Duplicate People (clicking on each row will highlight in gray).
o The click on Merge Selected People.
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Wayne, Bruce

Primary Person Name

Bruce Wayne (220) 322-2735

Status Newsletter
Partner - Special v Both
Commitment © Frequency

»

Addresses 4

Denations People

Bruce Wayne
bruce wayne@toontowncanada.org v
(220) 322-2735

Dark Knight

Alfred The Butler

Primary Person Phone Number

Tasks

¢ Click to choose the Winner and then click Merge.

»
v

% AddReferrals

Primary Person Email Address

AddTask | LogTask  Hide Contact

Primary Address

bruce.wayne@toontowncanada.org 11 10th Ave W

Likely to Give

X v Likely

O Currency
¥ USD($)

Referrals " Notes

Fl

Vancouver BC V5Y 1R5
Canada
Q View @ Google Maps

Assignee
v Selectan Option v

Cancel Merge Selected People 2]

@ Edit % Primary
[ Edit ¥ Primary

@ Edit ¥r Primary

PICK THE WINNER OF THE MERGE

Data from the "losers" will get copied to the "winner". No data will be lost by merging.

@ Bruce Wayne
O Dark Knight

Note: Any phone numbers, emails, or other personal data will be copied into the person you selected to be the winner.

Cancel

Save

Fix Your Data

Partner Essentials will notify you to fix your data using “Fix Notifications™:

Good Afternoon, Partner.

Dashboard Contacts Tasks Reports ~ _

Welcome back to PARTNER ESSENTIALS. Here's what's been happening.

a +[&]
/

Partner Essentials ~

« Click on the Notification Bell on the top right of the top menu bar
¢ Click on the Tools dropdown menu to navigate to the Tools options.
o Any Fix Category requiring attention will be highlighted in a gold box with a number.

Note: These Fix Notifications are typically generated after a data import.
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Dashboard Contacts Tasks Reports v Tools = Q + A ©§

? Appeals

Good Afternoo n, Pa rtner‘ G Import Contacts from Google
Welcome back to PARTNER ESSENTIALS. Here's v

Partner Essentials v

Import Contacts from CSV
“ Import from MPDX
$ Fix Commitment Info
Monthly Goal B3 Fix Email Addresses GIFTS NOT STARTED (1) Account Balance

III Fix Mailing Addresses

0uUsD

Fix Phone Numbers It may take a few days to update.

Q Goal Gifts Startec Flx SendiNenslattar Below Goal
1,600 USD 68% 30%
1,087 USD Merge Contacts 480 USD

VIEW GIFTS

Merge People r

Fix Commitment Info

¢ Click on the Fix Commitment Info gold box.
o Under the contact name is the Current Commitment Status.
¢ Click Don't Change to keep the current status.

¢ In the middle is the Suggested Commitment Status dropdown, i.e. Partner - Special.
¢ Click Confirm to update the status.

* Click the View (spyglass) to view the contact details.
o Click Hide (line through the eye) to hide the contact from the active list view.
Fix Commitment Info

You have 4 partner statuses to confirm.

b st However,
©confim
[—— o |
Darcy, Elzabeth (Bennet) and Fitzwilliam " |
Gutren: Partner-Financil 000 USD Month] bontchange
= T e 7

View or Hide
Fix Mailing Addresses

¢ Click on the Fix Mailing Addresses gold box.

o Select a Primary mailing address by clicking on the star outline next to the correct option. When the star is filled in, it means that the mailing address is selected as primary.
¢ Click the + (“Add”) icon to add a new mailing address.

o Click the Confirm button to save changes.

¢ Repeat this process for each contact listed.

You have 8 mailing addresses to confirm.

Choose below which mailing address will be set as primary. Primary mailing addresses will be used for Newsletter exports.

Default Primary Source = MPDX PRl © confirms

DX

Duck, Donald and Daisy

Primary
DonorHub (03/27/2018) * 3204 Broadway West, Vancouver BC a
DonorHub (03/27/2018) w 188 15th Ave E, Vancouver BC. VST 41 &
DonorHub (03/27/2018) o £ 0 Box 1108, Vancouver 8C. VST 4Rt &
DonorHub (03/27/2018) o 22 Lake Cir £18, Monte Carlo MC. M5( a
DonerHub (03/27/2018) r 3204 Broadway W, Vancouver BC. V6 &
MPDX B Add o

You have 21 mailing addresses to confirm.
Choose below which mailing address will be set as primary.

y mailing be used for Newsletter expor

Primary  Address
Us Donation Services (02/08/2016) &  43Lake Lane, Pittsburgh, PA 15229
US Donation Services (10/26/2011) w 123 Church Street, Anywhere, UT 11111
US Donation Services (08/02/2015) g 100 St Apt 6, Lincoln, CT 26183
MPDX (01/23/2018) - 2252 State Street, New Town, FL 23331
MPDX

Fix Send Newsletter

¢ Click on the Fix Send Newsletter gold box.

o The Primary Star icon indicates the primary mailing address and primary email address.
o Verify or change the Send Newsletter Status by clicking on it.

¢ Click Confirm the button to save the changes.

Mouse, Mickey and Minnie

Partner - Financial
Send Newsletter?

Both

Mrs. Minnie 505 46th Ave E
Mouse Vancouver BC VSW
not-s0- 242 Primary Address
minnie@toontown- Source: DonorHub @, view @ Google Maps
canada.net v (03/27/2018) * Primary
mousketeer@toontown- [ Edit W Primary Email
canada.net Primary
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Merge Contacts

 Click the Merge Contacts gold box.
¢ Click on the Merge to Name (Use This One).

This cannot be undone.

Donald Duck

Status: Never Ask

752 Emerson Ct

From: US Donation Services

On: 09/28/2012

¢ Click on the Confirm and Continue or Confirm and Leave to complete the merge.

Confirm and Continue OR

Continue Merging

Note: The Merge Contacts tool is for combining individuals in a household, i.e., husband and wife.

Fix Email Addresses

Daisy Duck
Status: Partner - Financial
752 Emerson Ct

From: MPDX
On: 07/07/2013

Confirm and Leave

Exit Merging Tool

 Click on the Fix Email Addresses gold box.

¢ Select a Primary email address by clicking on the star outline next to the correct option. When the star is filled in, it means that the email address is selected as primary.

e Click on the Confirm button to save changes.
® Repeat this process for each individual listed.

Fix Email Addresses

You have 10 email addresses to confirm.

Choose below which email address will be set as primary.

Default Primary Source  mpoX

US Donation Services (01/23/2018)
US Donation Services (04/07/2020)
US Donation Services (04/07/2020)

MPDX

ary.

beused for

PRl © confirm 1025 MPDX

Primary
*
I

—_

want to have as the primary.

Email Address
‘email.one@gmail.com
‘email.two@gmail.com
eemail.three@gmail.com

+ P PP

Note: Partner Essentials syncs with MailChimp as you send out email prayer letters. Each tool will inform you of where the differing pieces of information came in from and allow you to choose which information you

Partner Essentials will ask you to choose only one primary address for each person within a contact.

Fix Phone Numbers

 Click on the Fix Phone Numbers gold box.

¢ Select a Primary phone number by clicking on the star outline next to the correct option. When the star is filled in, it means that the number is selected as primary.

e Click on the Confirm button to save changes.
o Scroll down the page to repeat this process for each person listed.

You have 7 phone numbers to confirm.

Choose below which phone numbers will be set as primary.

-

Default Primary Source | Mpox

Source

US Donation Services (01/23/2018)
US Donation Services (04/07/2020)
MPDX

Merge People

Primary

*
—_

Phone Number

555-555-5555 a

[555-555-5556 ]a
¥

e Click on the Merge People gold box.
¢ Click on the Merge To Name (Use This One).

You have 3 possible duplicate contacts. This is sometimes caused when you imported data into MPDX, We recommend recanciling

these as soon as possible. Please select the duplicate that should win the merge. No data will be lost.

This cannot be undone.

Id Duck
Status: Never Ask
752 Emerson Ct

From: US Donation Services

0n: 09/28/2012

¢ Click on the Confirm and Continue or Confirm and Leave to complete the merge.

Confirm and Continue

Continue Merging

OR

Don Duck
Status: Partner - Financial
752 Emerson Ct

From: MPDX
On: 07/07/2013

Confirm and Leave

Exit Merging Tool

Note: The Merge People tool is used for combining individuals with the same name.

Delete Donations From Appeal

* We would like to thank Cru for providing this article from their help library. This article has been reviewed and updated as needed to ensure it provides assistance for you and your Partner
Essentials account. *

If you need to delete donation from an appeal:

e Click on the Tools page.
o Then click on the Appeals box.
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mptj,\’ Dashboard Contacts Tasks Reports ¥ Tools ¥ Coaching

.——* I P Appeals I

Good Morning, G Import from Google
Welcome back to MPDX. Here's what's been ha

E Import from CSV

o Click on the Appeal, i.e., Car Special Ask, to view the details.

mpcl,‘f Dashboard Contacts Tasks Reports~ Tools ¥ Coaching

9$ Tools Appeals

Appeals

You can track recurring support goals or special need support
you raise for a summer mission trip or your new staff special g

#A Contacts )
Primary Appeal

Fix Commitment Info

Car Special Ask

Fix Mailing Addresses /1,285

¢ Hover your mouse over the Donation to Be Deleted.

Reports ©  Tools ¥ Coaching Q + a0

Cappeas = @ Select All

Car Special Ask < m—ro 1400.0 .

Showing 120112 w0 -
Committed

contact Reguar Giving
Asked v ol

Ababs, Alsdin and Jasmine (Princes) 100,00 USD Weekly
Excluded

Gamgee, Samwise and Rosie 100.00 USD Weekly 0]
EXPORTTO CSV

Gimii,Dwart o00usD

¢ A Trash icon will appear; click it to delete the donation. Greyheard, Gandaif 000UsD
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