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donor.com 2008
community conference

April 29, 2008
Presented by Diane Kuehl

education and business consultant
donor.com
AGENDA

1. Getting Started

2. Account Activities

a. Find Account, Add New Account, View Update Account

b. Start a Procedure
c. Batches (Add Dollars, Pledges, Letters and Labels, Orders)
d. Manage My Accounts

e. Combine Duplicates

3. Daily Administration  (Available in 3.2)
a. Manage Days and Batches

b. Credit Card Transactions

c. Load Recurring Transactions

d. Produce Receipts

4. Selects

a. File Manager

b. Model Manager

5. Sponsorship


a. Find Child

6. System Maintenance

a. Code Manager

7. Queries and Reports
a. Report Manager
b. Gift Inquiry
c. View Trends
d. Visual DPI  (Not yet available)
8. Help System

9. Keyboard Shortcuts

GETTING STARTED
1. Download installer to your Desktop.   (Instructions available)
2. Double-click on the installer to start the installation.  When finished, you will have a d3 shortcut on your desktop.
[image: image2.jpg]



3. Double-click on d3 shortcut to login
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4. Supply your username, database name and password.  It will remember your username and database name.  
a. For this training class, use the username and password assigned to you.  The database is acme.

b. When in “production”, you will use your normal username and login.  For the database, use your “client code’ … a two or three letter acronym donor.com uses to refer to your ministry.  

5. Click on Login
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6. Launcher
a. The D3 menu system
b. Expand/collapse menus

c. Quit

d. Start a batch

e. Return to a batch

f. Exit batch

g. Info / help (opens browser to online help; password protected)

h. Drop down menus

i. File 
1. Quit

2. File Preferences (  Show Tool Tips (check this box and Save Preferences and then Exit)
ii. Batch

1. Start a Batch

2. Re-enter a Batch

3. Exit a Batch

iii. Offline (not functional yet)

iv. Help 
1. F1 or Info icon = on line help
2. About –  confirms what version you are running – needed for bug reporting
i. Resize, reposition on desktop.  Quit.  Reopen – it remembers!

j. Keyboard shortcuts

i. Up/Down/Left/Right Arrows to navigate

ii. Alt (letter) to access drop down menus

iii. Alt F4 to Quit
PRACTICE -  resize, reposition on desktop, quit, reopen
ACCOUNT ACTIVITIES
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FIND ACCOUNTS
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1. Find Accounts ( Simple Search
a. Expand Account Activities

b. Dbl Click on Find Accounts

c. File (  New Search Ctrl N or Add Account Ctrl A  (keyboard shortcuts)

d. New Search Icon; Add  Account Icon;  also Create New Account button

e. Default Action (View Account; Update Account; if in a batch, more choices will be available)  Determines next Action  when Account is selected  (Similar to DASCO 2 Quick Screens)
f. Practice with Simple Search (Get Next Name).  Notice Tool Tips
g. Navigation in the Search Results

i. Mouse Actions (Dbl Click, Right Click)

ii. Keyboard Actions (Tab, Up/Down Arrows, ENTER, F9=View Account, F10=Update Account)

iii. Resize columns, Sort by column, reposition on desktop
h. Use left/right arrow to toggle between Simple and Advanced search tabs

PRACTICE Finding Accounts

Some Last Names:  Jones, Smith, Franklin, Johnson, Kuehl

Phone:  4032755146  3045712244   2143126694  8777513300

Email:  d*@donor*     *@hotmail*      *@juno.com
Zip:  923  46236  64145  6125  60607  92667
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2. Advanced Search  (= D2’s  combination searches)
a. Combinations of criteria (Try last=smith; List 2011)

b. List only

c. Kind only  (COM,  CON,  DAT,  LNK  , EMM,  EML et al)
d. Ind/Org/Both

e. Other – requires at least some other component along with it  (= D2 Search Options) 
f. Choose a Code – Search **  and Favorites at the top
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3. Can even choose a file of Accounts from your select output files and view them.   In fact, combine with other criteria to narrow the results even further
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PRACTICE
ADD ACCOUNT
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1. Add an Individual Account / Create New Account
a. Add Account Icon; File( Add Account; Ctrl A; Create New Account button

b. Complete basic data on left; click check for duplicates

c. If none, proceed with address information

d. Required fields marked with *

e. Pre-populates city and state based on zip (same as D2)

f. Same rules for address entry; lower case ok; abbreviations expanded

g. Choose a Code (magnifying glass) for Source Motivation  (Favorites display as default)

h. Create Account ( Results ( Choose to View Account ( Quit
2. Add an Org Account (church or business; type of name >= 100)
a. Name field changes for single org name (vs first/last/suffix)

b. Add rest of info as usual ( Create Account; returned to Search Results with Account displayed

c. Choose the Account ( a simple ENTER will do it; Quit)

3. Add an International Address 
a. Choose Country other than US or Canada

b. Complete basic data on left
c. Click check for duplicates

d. Notice that address fields adjust for proper int’l address entry (no city, state or zip)

e. Add rest of info as usual ( Create Account; returned to Search Results with Account displayed

f. Choose the Account 

4. Deliberately create an Account that has a duplicate
a. Look up a common name (like Smith).  Take note of zip and first name

b. Now deliberately create a new Account with same zip, same last name and same first initial; Check for Duplicates

c. Possible duplicates display in right side
d. Can Dbl or  Right click to Choose that Account

e. Or Ignore and Continue adding ( Complete Address info

f. Create Account
PRACTICE

Add your own name and address.  
Use lowercase letters just like DASCO 2.  
Add Accounts at an international address.  
Add an organization name (maybe your church)
VIEW ACCOUNTS
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1. Search for an  Account 
2. Main View Account  (  Data organized much the same as D2 (familiar terms)
a. Name and Address (plus email)

b. Dollar Summary

c. Quick Profile = Codes
d. A Dashboard of RFA data (aka Turbo stats)
e. Account Messages (MSG-like records, top-most supf record, pledge alerts).  
f. Tabs for digging into detail
g. Can resize columns, resort by column (in most areas), resize frame, position on your desktop (D3 remembers!)

h. Left/right up/down scroll where needed

i. Drop down menus show actions you can perform and keyboard shortcuts for navigation 
i. See Tabs ( Ctrl # to choose a tab
ii. Print Profile  (Default pdf format … ala Lister. )
j. Copy Name/Address to Clipboard.  Paste into Word or other application
3. Gifts Tab (Ctrl 1)
a. Choose time frame to display (improves performance on accounts with hundreds of gifts.)

b. Sort, resize columns, scroll

c. Focus on a transaction and right click (or choose Item).  
d. Notice ability to view batch or order associated with the transaction (Choose Payment, View Order.  Choose a Donation, View Batch)  
4. Pledges (Ctrl 2)
a. Dbl or right click to view full pledge detail
b. If pledge has been renewed, expand detail to view historical records
c. Check box for showing closed/historical pledge records
5. Lists (Ctrl 3)
a. Special Lists

b. Sort, resize
c. Highlight an SPL.  Choose (Dbl click, right click, or ENTER) to edit (such as change Salutation).  Submit.  Changes reflected.

d. New ( Add an SPL.  Choose SPL from List.  Date Picker. Salutation.  Submit.

e. Delete

6. Letters and Labels (Ctrl 4)
a. Response Letters and Shipping Labels History

7. Flags (Ctrl 5)
a. Sort, resize, scroll

b. Notice how descriptions display for user-friendly reading

c. Right or Dbl click to edit Flag value

d. Use “unset flag” to clear
PRACTICE

Navigate around the various Tabs

Resort, resize columns

Change Flag values

Add Special Lists

8. Orders (Ctrl 6)
a. Choose an order to View

b. Order Summary, Bill to , Ship to on left panel

c. Order items on right ( View Item Detail with Dbl or Right Click or ENTER
d. Shipments tab shows history of what items were shipped on what date

e. Payments tab shows payment history (from Gifts tab)

f. Order totaling info (after order totals) 

g. Order notes

9. Giving Profile (Ctrl 7)
a. First, Largest, Last Gift 

b. RFAA (aka Turbo Data)

c. Special Interest Dates (also from Turbo process)

10. Supplemental Explorer
a. Left panel shows the KINDS of records associated with this Account and the number of each Kind

b. Highlight a KIND and each record displays in right panel

c. Expand a KIND and see the individual records.  Summary.  Full Record.  (What displays in the Summary is driven by the Supplemental Definition.  Also, the field labels come from Supplemental Definition.)

d. To add a new supplemental record, choose Item (from drop down menu)  Will show what KIND you are already focused on or “top level kind” ( Choose Kind
e. Parent/Child records (GNT et al)

f. Add a GNT record as “top level kind”

g. Focus on the newly added record.  Right click or choose Item drop down menu.   

h. Given choice of all the “child” records you can add

i. Add LNK record and see how you can search for the Account

j. Notice edit tables, date picker, etc.

PRACTICE with the Supplemental Explorer
UPDATE ACCOUNT

1. Update Account  (Icon w/pencil, F10, or Edit(Update Account)
2. Notice the tabs with different data categories.  Can use Ctrl # to jump to that tab.
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3. Address (Ctrl 1)
a. Open any Account, F10 or choose icon
b. Current address displays in right panel

c. Address History (ADR records) display in middle
d. Make an address change, Save Address Change

e. See address updated in right panel
f. Try another address change – choose a Country

g. See address fields adjust

h. Change back to United States of America
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4. Names and Salutation (Ctrl 2)
a. Name type

b. Name

c. Salutation

d. His/Her Names
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5. Phone  (Ctrl 3)
a. Default (primary)
b. Secondary (PHN supf record)
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6. Email  (Ctrl 4)
a. Default (EML)

b. Secondary (EMM) records
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7. Codes  (Ctrl 5)
a. Quick Profile fields

b. If not editable – no drop down  (Market, TrbScore –fields that are set by system and cannot be edited manually)
START A PROCEDURE  
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1. The D3 view of D2 High Speed Procedures

2. What procedures you see depends on if you are in a batch or not  (ie  Only the Procedures you can use are displayed.)
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3. Sample “fast gift entry” procedure

4. Reads your HSP definition (same one used by D2) and renders it in GUI fashion
BATCHES
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1. Start a Batch by choosing the Start New Batch icon from Launcher
a. Drop downs shows available dates
b. Batch Number range is based on Batch Type

c. Batch Data displays in lower right of Launcher so you know that you are in a Batch

d. Can be in an Account and decide to go back to Launcher to start a batch

e. Now that batch is open, other batch-required icons display in View Account (Add Dollars, Add Pledge, Letters and Labels, et al)
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2. Re-enter an Existing Batch
a. Choose Re-enter Batch icon

b. Drop downs show available dates and batches
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3. Exit  Batch
a. Choose Exit Batch icon

b. Confirm

ADD DOLLARS
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1. Add Dollars – View an Account and click on Add Dollars (or Transactions ( Add Dollars or F11)
2. Search for designations and motivations  (Choose a Code)
3. Drop downs for type of dollars and payment type

4. Dummy credit card # is 4 followed by 15 1’s
5. Quick Commit adds the gift.

6. Add to Set lets you build a set of split designations before committing the whole set of gifts (remembers motivation and credit card info).  
7. Commit Set
PRACTICE

Start a batch using the batch number assigned to you

Use Find Accounts to locate an Account 
Add a gift

Try out Add to Set / Commit Set for splits

Use View Account ( Gifts to highlight a gift and choose View Related Batch
PLEDGES 
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1. Add Pledge  – from View Account, click on Add Pledge icon  (Or Transactions ( Pledges or SHIFT F9)
a. Complete required fields.  Notice that Cycle choices are based on Pledge Type.

b. Click on Create Pledge
c. Sponsorship pledges too
[image: image24.png]MModify,Pledep mER

[PLM - Monthy Pledge
[s0.00 00 per month

Jos7asios

[oa2-s001

o
R—
2

L -Reminders anly when Lapsed <]

[0-PLVIPLA Cyce (nused) =]

Batch: 2002 C 04/21/0 |




2. Modify/Renew Pledges

a. Choose an existing Pledge (Focus, Dbl Click or Right Click/Open Pledge)

b. If no $$ on it yet, can modify most elements with Edit/Modify

c. Elements you cannot modify are grayed out

d. Return to Pledge Tab and Refresh to see changes

3. Renew a Pledge

a. Same steps as Modify but creates a new “sequence” of the Pledge

b. Can change amount, designation, etc 

c. Return to Pledge Tab and Refresh to see changes
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4. Stop a Pledge

a. Open an existing Pledge

b. Edit ( Stop

c. Provide reason and Submit

d. Return to Pledge Tab

e. Pledge no longer displays on Pledge Tab unless you choose Show Closed Pledges
PRACTICE

While in a batch, go to your Account

Add a pledge

Modify that pledge
Add a gift to that pledge using the designation 

Renew the pledge
Stop the pledge
LETTERS AND LABELS
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1. Form Letters 

a. Form Letters = Response Letters

b. Add Form Letters Icon (or Transactions(Add Form Letter or SHIFT F11)

c. Prompts change based on letter chosen (just like D2)
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2. Labels

a. Labels = Shipping Labels (not SAFARI orders)
b. Add Label Icon (or Transactions(Add Label or SHIFT F10)

c. Item and Quantity
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3. History of both display under Letters/Labels Tab (Ctrl 2)

4. Can sort, resize
OrderS
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1. Choose AddOrder from View Account or as default action on Find Account

2. Choose an Order Type

3. Featured tab shows only “featured” items

4. Browse tab works through Stock Item Categories in two levels (Major/Minor)

5. Choose items (see below)

6. The “after order” fields update as items are added

7. Choose Ship/Handling method, etc

8. The after order fields vary by Order Type

9. Pay now requires payment method, etc
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10. Choose an item and specify quantity and motivation for that line item (it’s remembered for next items)

11. Add to order

Manage My Accounts

1. Based on a range of Special Lists associated with login name via a DASCO 3 Profile (D3P) record.  (Caseload Managers/Reps have an Account in DASCO database with a D3P record that defines their SPL)

2. “KINDS” of supplemental records based on parent/child hierarchy to outline contact plans.  

a. Ours is based on a schedule by year and month, with tasks and activity log.  

b. GUI Summary from Supplemental Definitions drives labels and display
3. From the Launcher, choose Manage My Accounts.  Your training login has been associated with an SPL and some names have been added to your caseload.
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4. Upcoming Tasks
a. Choose time frame parameter

b. Lists appropriate set of Tasks (MCA records in this demo – Major Donor Caseload Action)
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5. Recent Activities 

a. Choose time frame  parameter

b. Lists appropriate set of Log entries (MCL – Major Donor Caseload Log)
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6. My Accounts

a. List all Accounts on assigned SPL

b. Choose an Account and View Activity Plan

c. Uses Supplemental Explorer to drill down thru records

d. Add activity plans, tasks, log contacts
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7. View Other Reps 

PRACTICE
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Add Major Donor Caseload Year records
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Add some Major Donor Caseload Month records
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Add some Major Donor Activity (Task) records with different dates
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Add some Major Donor Log records with different dates

View Recent Activity and Upcoming Tasks with different time frame parameters

View Account from the Manage My Accounts

Q&A

Let’s talk about how to get from where you are now with major donor tracking to Manage My Accounts.

Caseload Assignments

· Manage My Accounts uses Special Lists to mark an account as belonging to major donor rep’s caseload

· Reps will need a dasco login

· Reps need a dasco account with a “d3p” record that matches their login to their SPL
Activity Plan and Contact Tracking

Activity Plan starts with a “MCY’ record (major donor caseload year)

Drill down to monthly plan, action points, and a contact log
Default setup of the Activity Plan includes:

· MCY – Major Donor Caseload Year goals

· MCM - Major Donor Caseload Monthly goals

· MCA - Major Donor Caseload Action Points (specific dates and actions)

· MCL - Major Donor Caseload Activity Log (contacts)

Use normal dasco  features for other data requirements (additional notes, contacts, income center assignments, etc)

Does NOT use the legacy “PSM” system or the data records associated with it.

Want a different configuration?  See https://donor.com/d3help/myaccounts for how to start.  

DAILY ADMINISTRATION  (To be released in 3.2)
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MANAGE DAYS AND BATCHES
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1. Recent Data Entry Days
a. Again, can resize, reposition, etc and D3 remembers your preferences (practice resizing columns)
b. Parallel’s the D2 Set Receipt Date/Deposit Amt View with drill down capabilities

c. Can resort by any column by clicking on that column

d. Use File / New Day or New Day Icon to open a new batch date
e. Focus on a day and choose Balance (right click or Day(Balance)

f. Double click on a day to view batches for that day
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2. Choose Set Deposit to set the bank deposit total for the day  

3. Can also Balance day from here  
4. Focus on a specific batch and delete it
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5. Dbl click on any date to see the list of batches for that date  (choose a date that obviously has $$ on it)  (Can also right click on date, or focus on the date and use ENTER)
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6. Dbl click on any batch to view the items in that batch 
a. (= Inq/Del items in Batch Check)
b. Click on any column to resort

c. Adjust column widths to your preference (again, D3 remembers!)

d. Scroll right/left to review more columns
e. Click on any item in the batch to go to View Account  

f. Right click on an item to delete it   
g. Will be able to modify items in the batch (not quite yet)

k. Can change “should be” amount, accept calculated amt, delete batch, etc.  
7. Shortcuts – for those who like to keep your hands on the keyboard
a. Alt (letter) to access drop down menus  (e.g.  Alt F = File, Alt B = Batch, Alt H = Help)

b. Up/Down Arrows to focus on items in a list

c. ENTER to choose an item

d. Alt F4 to quit
8. Other “mouse” actions

a. Focus on an item and right click to choose an action

b. Use Icons to choose an action

PRACTICE

CREDIT CARD TRANSACTIONS

Not yet implemented – for demo only
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1. Action-centric … what you need to do next.

2. Charge

3. Remove Declines

4. Remove All  Unapproved

5. Print Report

LOAD RECURRING TRANSACTIONS
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1. Load Recurring EFT or CC Transactions

2. Replicates D2 Enter Recurring Transactions
PRODUCE RECEIPTS
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1. Shows various receipt segments 

2. File ( Produce All

3. Focus on a particular segment and choose Produce Segment (right click or Segment ( Produce Segment) 

SELECT FILE MANAGER / MODEL MANAGER
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1. Displays select output files (Display Previously Selected Files)

a. Limit results with

i. Since
ii. Filter
iii. Max Number of Files

b. Click on any column to sort by that column
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2. Split a files into smaller files

a. By number of records per file

b. By number of files

c. By the value of a field within the file
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3. Convert from one data format to another
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4. Add, Subtract, or “And” files

5. Get a Google Earth view of the accounts in a file 
a. Takes some configuration to get set up initially

b. The PC must have google earth installed for it to work

c. Let me demo it

MODEL MANAGER [image: image52.png]<IModelManacer:
Ele Edt_telp

50 Matching Models v |

Last Run Date.

'WEB records wi/trans today,yest

Annual Stmnt-used by giftstmt

Adv pledge sample

Rest of all names

Caseloads

DE utility model

Load gifts for demo

Select for 3440 rpt

‘Select for 3441 rpt
drkutiity.smd  General Purpose Select Model
emailaccts.smd  Email accts
emailnof.smd  Names without an EML record
emailoksmd  Names okay to Email

Select by email

2006-11-16 12:22
2007-04-16 13:08
2007-04-05 16:40
2007-07-10 16:08
2008-04-18 00:30
2007-08-08 10:34
2007-08-08 10:33
2008-04-16 17:43
2007-04-09 22:02
2005-07-26 12:09
2006-02-26 18:13
2006-03-13 16:28

04/21/08

11/16/06
04/16/07
04/05/07
07/10/07
04/18/08
08/08/07
08/08/07
04/16/08
04/09/07
07/26/05
02/26/06
03/13/06

18 Models found in 2174 ms





1. Display existing select models
2. Limit results with

a. Since

b. Filter

c. Max

3. Click on any column to sort by that column

4. Focus on a model name and choose to run it  (hide progress dialogue and refresh)

5. Delete a model

6. Coming Soon:  Create new model; edit model  (Note:  There are 1173 possible fields in a select model ! )

SPONSORSHIP
Find a Child
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1. Find a Child by name or child id

2. Double click to view ChildInfo
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3. Notes tab: to enter free form text
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4. Case History tab to update info
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5. If the child is sponsored, choose View ( View Sponsored to view the Account of their sponsor

CODE MANAGER
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1. The D3 version of Designation, Motivation, and Code Definition all in one

2. List of code groups on the right

3. Choose a Group
[image: image60.png]<JCodeManaser;
Ele Edt_telp

Groups () [semen | Vit Codk Tabes
Descrpton Table [ Description
Desnatons Recelpt Preference
TG Email Preference
Al Defritons e et
oo ne Preference
s Monthly Pledge PLM Cycles
G Ratad Codes
Sponsorship Codes.

Letter and Label Process..
Management Cumuative

g

Direct Mail LG (Int Date 5)
Direct Mail Freq (Int Date 5)
Direct Mail Recency (IntDat...
Selective Mailings

Marital Status

Gender

Life Situation

Number of Selects

VIP Contact

PR

5

flag
flag
flag
flag
flag
flag
flag
flag
flag
flag

Turbo Reeted Codes.
Defitons inno group
System Codies and Defin
7o Tables.

IEEEE

Ik
i

123 Matching Code Tables found in 9580 me[acm: /|




4. List of Matching Code Tables on upper right
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5. Double click on a specific table and see Matching Codes in lower right

6. INS or Edit(Insert to insert new values

7. DEL or Edit(Delete to delete a value
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8. Check boxes to turn various features on/off vs the good ole’ “add up the bit values”

9. “Logical fields” to give meaning to generic codf records

10. In line help
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11. Sample of a Designation Code Manager

12. Double click on Pledge and see drop down for valid choices
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13. Sample Motivation Code Manager
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14. Nifty Search tool

QUERIES AND REPORTS

Report Manager
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1. The D3 view of Select/Produce Management Reports

2. Choose a Report Group and Matching Reports populates

3. Choose a specific report and the report parameters populate  
4. Choose destination (aka “printer”) … email, pdf

PRACTICE

Run report 2100, 2400, 2200  to PDF

Gift Inquiry
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1. Motivation and Designation Inquiry rolled into one

2. Chart Options (Motivation, Dollar Type, Date)
3. Focus on a single gift and choose View Account or View Related Batch

4. Click on any column to resort data by that value

PRACTICE


Designations:  2015, 1011, 1010, 99910


Motivation:   U000-0000,  F000-JAYC


Try different chart options

View Trends

[image: image68.png]2 ViewTrends

BEX]

e Edt Hep

i) &)

Secton: [Designations

Code: [3910

Enter code, widcards or zoom

Scope: [Calendar vontn v

Range: [Custom Date Range

8000

Amount of Gifts

6000

4000

2000

From: [60months.

o

Deco0 Augot

v o AW 02 De302 AU AW OH DecOd MO
show Count of Gifts
o
Period | _Amount | C. [A]
Beor 0 E
om0t o o
Febo1 00 0 0
Meoi o0 0
Apr 01 100.00 1 10
veyo: 00 0
201 © o 02000 0T Fe02 S 02 A 03 Moy G5 o4 Ja 05 Aug
iy w o o)

158 records found in 0,70 seconds

[ALPHA testL





5. Based on new “mgcf2” table … a much more granular version of the legacy MGCF.

6. Able to choose a “scope”, time frame range

7. Shows Amount and Count of Gifts in chart form

8. Can copy data and  either chart to clipboard to paste into document, spreadsheet or power point application

HELP SYSTEM

1. Tool Tips

a. Turned on in Launcher ( File ( Preferences

b. “Hover over” help text
c. Can turn them off if preferred
2. On-Line Help

a. Info Icon or Help ( Online Help or F1
b. Frame-specific

c. Opens a browser

d. Password protected

e. Choose  Help from the Launcher and review
3. FAQs

a. Part of on-line help

b. Will grow as common questions come up

c. See FAQ’s on Launcher help page

4. Glossary of Terms

5. Help system will be built out as new functionality is added.

KEYBOARD SHORTCUTS
Global

F1 = Help


Alt 4 = Exit


Alt {letter} = Access Drop Down Menu by key letter
Find Accounts


Ctrl A = Add New Account


Ctrl N = New Search


F9 = View Account


F10 = Update Account

View Account


Ctrl P = Print Profile


F10 = Update Account


Ctrl Page Down = Prev Tab


Ctrl Page Up  = Next Tab


Ctrl {#} = Go to Tab #

Batches


F11 = Add Dollars


F12 = Add Order 


SHIFT F9 = Add Pledge


SHIFT F10 = Add Label


SHIFT F11= Add Form Letter

SHIFT F12 = Send Email (not yet implemented)






