Version

PADG, INC.

The Great Multitude

User Manual



THE GREAT MULTITUDE
User Manual

©2002, 2003 - PADG, Inc.
7112 Riviera Dr. » Fort Smith, AR 72903
Phone 866. THEPADG (866.843.7234) » Fax 775.923.3293
E-Mail: info@TheGreatMultitude.com

Technical Suppott:: Support@TheGreatMultitude.com
1.866.843.7234

www.TheGreatMultitude.com * www.ThePADG.com



Table of Contents

SECTION 1 - ABOUT

rorl Bookmark not defined.

1.1 Introduction

or! Bookmark not defined.

1.2 About This Manual
.................................................................................................... Err
or! Bookmark not defined.

1.3 Who, What & Where
...................................................................................................... Err

or! Bookmark not defined.

Figure 1-1 www. TheGreatMultitude.com
.......................................................................................... Err
or! Bookmark not defined.
1.4 Signing Up
...................................................................................................... Err
or! Bookmark not defined.
Figure 1-2 TheGreatMultitude
.......................................................................................... Err
or! Bookmark not defined.
Figure 1-2.1 Try It Now Window
.......................................................................................... Err
or! Bookmark not defined.
Figure 1-3 Sign Up Window
.......................................................................................... Err
or! Bookmark not defined.
1.5 Billing
...................................................................................................... Err
or! Bookmark not defined.
Figure 1-4 Enter Billing Information
.......................................................................................... Err
or! Bookmark not defined.
Figure 1-5 Billing Service Window
.......................................................................................... Err

or! Bookmark not defined.

SECTION 2 - GETTING STARTED

ror! Bookmark not defined.

2.1 Objective

or! Bookmark not defined.

Figure 2-1 Login Step 1
........................................................................................... Err
or! Bookmark not defined.
Figure 2.2 Login Step 2
........................................................................................... Err
or! Bookmark not defined.
Figure 2-3 The Opening Screen
........................................................................................... Err
or! Bookmark not defined.
2.2 Adding Partners
...................................................................................................... Err
or! Bookmark not defined.
Figure 2-4 New Partner Icon
........................................................................................... Err
or! Bookmark not defined.
Figure 2-5 Partner Info — Name Detail Window
........................................................................................... Err
or! Bookmark not defined.
Figure 2-6 Partner Info — Address Detail Window
........................................................................................... Err
or! Bookmark not defined.
Figure 2-7 Main Partner Screen
........................................................................................... Err
or! Bookmark not defined.
Figure 2-8 Edit Personal
........................................................................................... Err
or! Bookmark not defined.
Figure 2-9 Contributions
........................................................................................... Err
or! Bookmark not defined.
Figure 2-10 Add New Contribution
........................................................................................... Err
or! Bookmark not defined.
Figure 2-11 Add Contribution

or! Bookmark not defined.

Figure 2-12 Contribution History
........................................................................................... Err
or! Bookmark not defined.

Figure 2-13 Search/Lookup Icon
........................................................................................... Err
or! Bookmark not defined.

Figure 2-14 Partner Lookup Window
........................................................................................... Err
or! Bookmark not defined.

Figure 2-15 Searching
........................................................................................... Err
or! Bookmark not defined.

Figure 2-16 Search Results
........................................................................................... Err
or! Bookmark not defined.

Figure 2-17 Edit Phones
........................................................................................... Err
or! Bookmark not defined.

Figure 2-18 Add Phone

or! Bookmark not defined.

Figure 2-19 Save Phone
........................................................................................... Err
or! Bookmark not defined.

Figure 2-20 Phone Detail
........................................................................................... Err
or! Bookmark not defined.

Figure 2-21 Main Partner W/Gifts
........................................................................................... Err

or! Bookmark not defined.




...................................................................................................... Err

or! Bookmark not defined.
Figure 2-22 Reports
.......................................................................................... Err
or! Bookmark not defined.
Figure 2-23 View Report
.......................................................................................... Err
or! Bookmark not defined.
Figure 2-24 Close View Report
.......................................................................................... Err
or! Bookmark not defined.
Figure 2-25 Mailing Labels
.......................................................................................... Err
or! Bookmark not defined.
Figure 2-26 View Mailing Labels
.......................................................................................... Err
or! Bookmark not defined.
Figure 2-27 Contribution Reports Window
.......................................................................................... Err
or! Bookmark not defined.
Figure 2-28 Detail Contribution Report

or! Bookmark not defined.

SECTION 3 - TOOLS

ror! Bookmark not defined.

3.1 Introduction

or! Bookmark not defined.

3.2 Objective

or! Bookmark not defined.

3.3 Accessing Tools
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-1 Tools
.......................................................................................... Err
or! Bookmark not defined.
Figure 3-2 Tools Menu
.......................................................................................... Err
or! Bookmark not defined.
3.4 Change Password
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-3 Change Password
.......................................................................................... Err

or! Bookmark not defined.

3.5 Users
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-4 Edit Users
........................................................................................... Err
or! Bookmark not defined.
Figure 3-5 Add New User
........................................................................................... Err
or! Bookmark not defined.
3.6 Default Options
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-6 Edit Default Options
........................................................................................... Err
or! Bookmark not defined.
3.7 Drop-Down Choices
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-7 Edit Drop-Down Choices
........................................................................................... Err

or! Bookmark not defined.
Figure 3-8 Edit Drop-Down Choices -  Marital

or! Bookmark not defined.
Figure 3-9 Add New Drop-down Choice

........................................................................................... Err
or! Bookmark not defined.
3.8 Search Groups/Categories
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-10 Edit Search Groups
........................................................................................... Err

or! Bookmark not defined.
Figure 3-11 Edit Search Group Description

........................................................................................... Err
or! Bookmark not defined.
Figure 3-12 Search Group
........................................................................................... Err
or! Bookmark not defined.
3.9 User Defined Fields
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-13 User Defined Fields
........................................................................................... Err

or! Bookmark not defined.
Figure 3-14 Edit User Defined Fields

3.10 Gift Codes

or! Bookmark not defined.
Figure 3-14.1 Select Giftsource

or! Bookmark not defined.
Figure 3-14.2 Gift Source Choices Window

or! Bookmark not defined.
Figure 3-14.3 Add New Gift Source

........................................................................................... Err
or! Bookmark not defined.

Figure 3-14.4 Sample Gift
........................................................................................... Err

or! Bookmark not defined.




.......................................................................................... Err
or! Bookmark not defined.
Figure 3-16 Add New Gift Code
.......................................................................................... Err
or! Bookmark not defined.
3.1 Donor Levels
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-17 Edit Donor Levels
.......................................................................................... Err

or! Bookmark not defined.
Figure 3-18 Add New Donor Level

.......................................................................................... Err
or! Bookmark not defined.
3.12 Pledge Names
...................................................................................................... Err
or! Bookmark not defined.
Figure 3-19 Edit Pledge Name
.......................................................................................... Err

or! Bookmark not defined.
Figure 3-20 Add New Pledge Name

or! Bookmark not defined.

SECTION 4 - SEARCH/LOOKUP

ror! Bookmark not defined.

4.1 Introduction

or! Bookmark not defined.

4.2 Objective

or! Bookmark not defined.

4.3 Accessing Search/Lookup
...................................................................................................... Err
or! Bookmark not defined.
Figure 4-1 Search/Lookup
.......................................................................................... Err
or! Bookmark not defined.
Figure 4-2 Partner Lookup
.......................................................................................... Err
or! Bookmark not defined.
4.4 Searching
...................................................................................................... Err
or! Bookmark not defined.
Figure 4-3 Search For Rubble
.......................................................................................... Err
or! Bookmark not defined.
Figure 4-4 Search For R
.......................................................................................... Err

or! Bookmark not defined.
Figure 4-5 Search For R & B

or! Bookmark not defined.

4.5 Selecting Records
...................................................................................................... Err
or! Bookmark not defined.
Figure 4-6 OK
........................................................................................... Err
or! Bookmark not defined.
4.6 VCR Buttons
...................................................................................................... Err
or! Bookmark not defined.
Figure 4-7 VCR Buttons
........................................................................................... Err

or! Bookmark not defined.

SECTION 5 - MAIN PARTNER SCREEN

ror! Bookmark not defined.

5.1 Introduction
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-1 Main Partner Screen
........................................................................................... Err
or! Bookmark not defined.
5.2 Objective
...................................................................................................... Err

or! Bookmark not defined.

53 Accessing The Main Partner Screen

54 Menu Bar
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-2 The Menu Bar
........................................................................................... Err

or! Bookmark not defined.
Figure 5-2.1 The Bug Report Window

........................................................................................... Err
or! Bookmark not defined.
55 Toolbar
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-3 The Toolbar
........................................................................................... Err
or! Bookmark not defined.
5.6 Vertical Toolbar
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-4 Vertical Toolbar
........................................................................................... Err

or! Bookmark not defined.




5.7 Partner Information
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-5 Partner Information
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-6 Edit Personal
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-7 Partner Info - Name Detail
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-8 Non-Default Salutations
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-9 Alternate Mailing Addresses
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-10 Edit Address
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-11 Partner Info

5-12

or! Bookmark not defined.

Figure 5-13 Override Donor Level
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-14 Edit Phones
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-15 Phone Detail
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-16 No Mail Check Box
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-17 E-Mail and Web Site
.......................................................................................... Err
or! Bookmark not defined.
5.8 Partners Module
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-18 Partner Module Display
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-19 Comments/Search Groups

or! Bookmark not defined.

Figure 5-21 Edit Child Data
.......................................................................................... Err
or! Bookmark not defined.
59 Contributions Module
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-22 Contributions Module Display
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-23 Add Contribution
.......................................................................................... Err
or! Bookmark not defined.
Figure 5-24 Sample Donation
.......................................................................................... Err

or! Bookmark not defined.

5.10 Pledges Module
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-25 Pledges
........................................................................................... Err
or! Bookmark not defined.
Figure 5-26 Add Pledge
........................................................................................... Err
or! Bookmark not defined.
5.11 Opening Screen
...................................................................................................... Err
or! Bookmark not defined.
Figure 5-27 Opening Screen
........................................................................................... Err
or! Bookmark not defined.
Figure 5-28 Number of Partners
........................................................................................... Err
or! Bookmark not defined.
SECTION 6 - REPORTS
............................................... Er
ror! Bookmark not defined.
6.1 Introduction
...................................................................................................... Err
or! Bookmark not defined.
6.2 Objective
...................................................................................................... Err
or! Bookmark not defined.
6.3 Accessing Reports
...................................................................................................... Err
or! Bookmark not defined.
6.4 Menu Bar
...................................................................................................... Err
or! Bookmark not defined.
Figure 6-1 Menu Bar
........................................................................................... Err
or! Bookmark not defined.
6.5 Vertical Toolbar
...................................................................................................... Err
or! Bookmark not defined.
Figure 6-2 Reports Vertical Toolbar
........................................................................................... Err
or! Bookmark not defined.
6.6 Partner Reports
...................................................................................................... Err
or! Bookmark not defined.
Figure 6-3 Partner Reports
........................................................................................... Err

or! Bookmark not defined.




Figure 6-4 Partner Reports Selection List
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-5 Partner Address Report Options
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-5.1 Select Report Criteria
.......................................................................................... Err

or! Bookmark not defined.
Figure 6-6 Partner Address and Phone Listing Output

.......................................................................................... Err
or! Bookmark not defined.

Figure 6-7 Selection - Mailing Labels
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-8 Label Size
or! Bookmark not defined.

Figure 6-9 Avery 5160 Labels
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-10 Avery 5164 Labels
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-11 Selection Table - Datasheets
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-12 Partner Datasheet
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-13 Selection - Partner Letters

or! Bookmark not defined.
Figure 6-14 Partner Letter Option Area

or! Bookmark not defined.
Figure 6-15 View

- Broadcast E-Mails
.......................................................................................... Err
or! Bookmark not defined.
Figure 6-17 E-Mail Distribution Window
.......................................................................................... Err
or! Bookmark not defined.
Figure 6-18 Send E-Mail
.......................................................................................... Err
or! Bookmark not defined.
Figure 6-19 Body Format
.......................................................................................... Err
or! Bookmark not defined.
Figure 6-20 E-Mail Confirmation
.......................................................................................... Err
or! Bookmark not defined.
Contribution Reports
...................................................................................................... Err

or! Bookmark not defined.

Figure  6-22  Contributions  Reports  Selection  List

.......................................................................................... Err
or! Bookmark not defined.

Figure 6-23 Contribution Report Options
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-24 Groupings
.......................................................................................... Err
or! Bookmark not defined.

Figure 6-25 Detail Contribution Report
.......................................................................................... Err

or! Bookmark not defined.

Figure 6-26 Selection - Contribution Letters

.......................................................................................... Err
or! Bookmark not defined.

Figure 6-27 Contribution Letters Options
.......................................................................................... Err

or! Bookmark not defined.

Figure 6-28 Contribution Letter
........................................................................................... Err
or! Bookmark not defined.

Figure 6-28.1 Avery 5160 Labels
........................................................................................... Err

or! Bookmark not defined.
Figure  6-28.2  Selection - Daily Mail  Report

........................................................................................... Err
or! Bookmark not defined.

Figure 6-28.3 Daily Mail Report
........................................................................................... Err
or! Bookmark not defined.

Figure 6-28.3 Non-Contributor Report
........................................................................................... Err
or! Bookmark not defined.

Figure 6-28.4 Non-Contributor Report

or! Bookmark not defined.

Pledge Reports

or! Bookmark not defined.
Figure 6-29 Pledge

Reports Selection List

or! Bookmark not defined.
Figure 6-30 Pledge
........................................................................................... Err
or! Bookmark not defined.
Figure 6-31 All

Pledges Summary Report

........................................................................................... Err
or! Bookmark not defined.
6.9 Print and Deliver Service (PADS)
...................................................................................................... Err
or! Bookmark not defined.
Figure 6-32 Pads Button
........................................................................................... Err
or! Bookmark not defined.
Figure 6-33 PADS Order Window
........................................................................................... Err
or! Bookmark not defined.
Figure 6-34 Billing Information Window
........................................................................................... Err
or! Bookmark not defined.
Figure 6-35 Billing Confirmation Window
........................................................................................... Err
or! Bookmark not defined.
Figure 6-36 Authorization completed.
........................................................................................... Err
or! Bookmark not defined.
Figure 6-37 Order Acknowledgement Window
........................................................................ Err
or! Bookmark not defined.
SECTION 7 - CUSTOM REPORTS
............................................... Er

rorl Bookmark not defined.

71 Introduction
...................................................................................................... Err
or! Bookmark not defined.

7.2 Objective
...................................................................................................... Err

or! Bookmark not defined.




7.3 Accessing Reports

or! Bookmark not defined.

7.4 Custom Reporting Tool

or! Bookmark not defined.
Figure 7-1  Selection — Custom Reporting  Tool

or! Bookmark not defined.
Figure 7-2 Custom Reporting Tool (Partner Module)

.......................................................................................... Err
or! Bookmark not defined.
7.5 Building A New Report
...................................................................................................... Err

or! Bookmark not defined.
Figure 7-3 Partner Module Report Builder

.......................................................................................... Err
or! Bookmark not defined.

Figure 7-4 Selected Output Fileds
.......................................................................................... Err
or! Bookmark not defined.

Figure 7-5 Selected Sort Order
.......................................................................................... Err

or! Bookmark not defined.
Figure 7-6 Sort Result Example One

.......................................................................................... Err
or! Bookmark not defined.

Figure 7-7 Sort Example Two
.......................................................................................... Err

or! Bookmark not defined.
Figure 7-8 Sort Result Example Two

or! Bookmark not defined.
Figure 7-9

7-10 Select a field

or! Bookmark not defined.
Figure 7-11 Select a Logical Operator

.......................................................................................... Err
or! Bookmark not defined.

Figure 7-12 Target Value
.......................................................................................... Err
or! Bookmark not defined.

Figure  7-13 Web Site Is Not Equal To
.......................................................................................... Err

or! Bookmark not defined.
Figure 7-14 Enter User Defined Values Window

.......................................................................................... Err
or! Bookmark not defined.

Figure 7-15 Filter/Condition List
.......................................................................................... Err

or! Bookmark not defined.

Figure 7-16 Select Report Criteria Window

or! Bookmark not defined.
Figure 7-17 Adding A Search Code

........................................................................................... Err
or! Bookmark not defined.

Figure 7-18 Report Control Panel
........................................................................................... Err

or! Bookmark not defined.
Figure 7-19 Title of Report Textbox

........................................................................................... Err
or! Bookmark not defined.

Figure 7-20 Error Message
........................................................................................... Err

or! Bookmark not defined.
Figure 7-21

or! Bookmark not defined.

7.6 Custom Reports

or! Bookmark not defined.
Figure 7-22 Custom Reporting Tool Menu

or! Bookmark not defined.

Figure 7-23 User Emailer Manager
........................................................................................... Err
or! Bookmark not defined.

Figure 7-24 Add New User
........................................................................................... Err
or! Bookmark not defined.

Figure 7-25 User Selection Form
........................................................................................... Err
or! Bookmark not defined.

Figure 7-26 Emailer Confirmation Message
........................................................................................... Err

or! Bookmark not defined.

7.7 Custom Reporting Tool (Contribution Reports)

or! Bookmark not defined.
Figure 7-27 Selection - Custom Reporting Tool

........................................................................................... Err
or! Bookmark not defined.
APPENDIX A - HOT KEYS ........cvuuuss 8
AT INtroduction ..., 8
A2 USING HOt KBYS ..ot 8
ABHOt Key List ..o 8




Hot Keys

A.1 Introduction

Hot Keys enable the user to quickly navigate on a page, screen or window by using the keyboard to make a
selection instead of requiring the user to transition from the keyboard to the mouse, click on a selection, and
transition back to the keyboard. This not only saves time when multiple tasks are to be completed, but also
allows the user to maintain focus and concentration on the entry of data without interruption.

A.2 Using Hot Keys

In TheGreatMultitude, Hot Keys are activated by pressing and holding down the Alt Key on the keyboard and
then pressing the appropriate letter key to initiate the desired action, then releasing the Alt Key.

Hot Keys can usually be identified on a particular page, screen or window by the underlined letter of a menu
item or within a button. For example, the Hot Key to activate the Tools utility is Alt+O, note that the letter o in

Tools is underlined. The Hot Key to activate the Save button is Alt+S, note that the letter S is
undetrlined on the button.

Hot Keys are identified in this manual by the abbreviation Alt+X where X is the letter key to press to initiate a
desired action.

A.3 Hot Key List

The following Hot Keys are available from within TheGreatMultitude. Not all Hot Keys are available from all
pages, screen and windows. Some Hot Keys initiate a different action depending upon which page, screen or
window is currently active.

ALT+C Activates the Cancel Button or the Clear Button
ALT+D Activates the Set Defaults Button

ALT+E Activates the Edit Button

ALT+H Opens the Help Window




ALT+K

ALT+L

ALT+N

ALT+O

ALT+P

ALT+R

ALT+S

ALT+T

ALT+V

ALT+X

Activates the OK Button

Activates the Search/Lookup Utlity

Activates the Add New Button

Activates the Tools utility

Activates the Report a Problem Utility

Returns to the Main Partner Screen or Opens the Reports Window
Activates the Save Button or the Search Button

Activates the Delete Button

Opens the Revision History Window

Activates the Exit Button or Exits the Program
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