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The Main Screen

PENTAD  CR|

» CRMS Main Menu

CONSTITUENT
RELATIONSHIP

§ MANAGEMENT
1ii & SYSTEM

» Pentad Systems

Constituent Relationship Management System
Main Menu

P Constituent Management I

P Reports
P> E-mail Management

P Check for Duplicates I

LOG OuT

» After loggingin, the screen above is shown.
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Constituent Management

TR # CONSTITUENT
Peyan..  CRMSES]
== Ll svoTem

DCRMSanMEE »[DISPLAY | »[EDIT | CMM Admin Menu

Select a Constituent to Display

CONSTITUENT NAME SEARCH CONSTITUENTS

|Tg.rpe partial name, ENTER |
Indmdual -

SEARCH BY © NAMES @ E-MAL

[”] SHOW INACTIVE CONSTITUENTS?

[ ADD CONSTITUENT

¢ Select[> emwmmmsemn | from the Main Menu to display a
Constituent. You can filter results either by Name or E-
Mail. You can also ADD CONSTITUENT by clicking :

Pentad Systems Randy Nichols, president Page 4 of 26
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Constituent Management

LT conniuewr
PENTAD S B
G/y-/f s LLLC - { SYSTEM

» CRMS Main Menu > [BTSPLAY] » [ED 1T ] » CMM Admin Menu

- Choose - [.
— Choose —
Indvdual
\Company

* Addinga Constituent(Individual or Company).
Select your choice from the Drop-Down List.
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Constituent Management
PE . CRMSES

* CHMS Main Menu » [DISPLAY] »[ED 1T | » CMM Admin Menu

i

LAST NAME &th LD

Emad 11207

SALUTATION

| (Opt 1) 117872007 Emai Fundramser
OCCUPATION AFFILIATES 117207 Emad

11/8/07 Emai

Lo

Nalngs Help

Parades

VP S T P

* Addingan Individual allows you to enter the
Individual Constituent’s details.
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Constituent Management

PENTAD  CRMSEE

» CRMS Main Menu > [DISPLAY | » 01T ] » CMM Admin Menu

7 ACTIVE?

AFFILIATED INDIVIDUAL S

aaaaaaa

* Addinga Company allows you to enter the
Company’s details and then attach Affiliated
Individuals (Constituents).
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Constituent Management

P .  CRMSES

i RELATIONSHIP
i | MANAGEMENT
- i SYSTEM

» CRMS Main Menu »[DISPLAY | »[ED 1T | » CMM Admin Menu

Select a Constituent to Display

CONSTITUENT NAME SEARCH CONSTITUENT S

[Allen | [ Allen, Alin & Margaret
Indnvidual - Allen, Andrew

Allen, Ben & Denyse
Allen, Benson & Conie
Allen, Dale & llona
Allen, Earl
Allen, Eddie & Wendy
Allen, Edward
Allen, Elizabeth
Allen, Elma
Allen, Elwin
- Allen, Ethan & Stephanie
Allen, Geraldine

Allen, Gilbert

SHOW INACTIVE CONSTITUENTS?

Allen, Ivan & Irene
Allae. lamsss @ Dliabss

* To Search for a Constituent, type their nameiin
the box and hit Enter. The list of results

displays to the right. Select one from the list to
display.
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Constituent Management

PENTAD £ N consTITUENT
/ c R i & i RELATIONSHIP
e itom s . . § MANAGEMENT
¢ y’/(m»; LLC AVAL TS A crem
» CRMS Main Menu »[DISPLAY | »[ ED 1T | » CMM Admin Menu
EDIT THIS CONSTITUENT
ACTIVE SOURCE
Andrew Allen GOP - Spokane County
NOTES People Table Nov 04
VOLUNTEER CATEGORIES

ADDRESSES

HOME 1328 N Lincoln St
SPOKRNE, WA 99201-2508
SPOKANE COUNTY

CONTACT INFORMATION|ACTIVE

509-448-2642 (home)

* The Constituent Card displays the Name,
Address, Contact Information, Source,
Volunteer Categories, and Notes. To Edit the
Constituent, click :
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Constituent Management

B CONSTITUENT

l ENTAD c R - i RELATIONSHIP
o . Wl | MANAGEMENT
G/y:{fmu LLC 4 = 8 system
» CRMS Main Menu » [DiSPLAY | » [ ED 1T | » CMM Admin Menu
[@acrver SOURCE
FIRST NAME LAST NAME &th LD
v HAndrew [
[Andrew. | {Alen Emel 117807
SALUTATION
] (Optional) 11/8/2007 Email Fundraiser
OCCUPATION AFFILIATES 11/8/07 Email
|
! 11/8/07 Email
NOTES
R 4th LD
- Add New — « -

Doorbeling

ADDRESSES

EDIT HOME 1328 N Lincoln St

| A 99201-2508

Endorse - Historical 05/06

Endorse - Send 10 Cards

CONTACT INFORMATION ACTIVE Yard Sign - Finding 3 Location
| 509-. x, I}
[EDIT 509-448-2642 (home) Bl | [T usings Hep

Parades

L

* When Editing a Constituent, you can edit the
Name, Address, Contact Information, Source,
and Volunteer Categories.
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Constituent Management

fiae | CONSTITUENT
PENTAD = ELATIONSHIP
ystems LLC 2 il

» CRMS Main Menu » [DISPLAY | »[EDIT | » i

Select a Constituent to Edit

CONSTITUENT NAME SEARCH CONSTITUENTS

1 |

Individual -

SEARCH BY © NAMES @ E-MAL

| SHOW INACTIVE CONSTITUENTS?

[ ADD CONSTITUENT

* You can also select at the top of the Display
screen to filter and Edit a Constituent.
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Constituent Management

* Petae . CRN

» CRMS Main Menu » CMM Main Menu

S8 CONSTITUENT
§ RELATIONSHIP
| MANAGEMENT

Constituent Management Module

Administration Menu

Edit a constituent

Delete a constituent

CONSTITUENTS CATEGORIES & CODES
Display a constituent Manage Categories
Add a new constituent Manage Codes

Select ressisava™™ at the top of the screen to administrate the
Constituent Module. You can either Display, Add, Edit, or Delete a
Constituent through this menu, or Manage the Categories and

Codes for the Module.

Pentad Systems

509-599-6805
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Constituent Management

(BB 55: CONSTITUENT
PENTAD M S R
Hlystems 11.C W 5 ooy

A — — i e ——

- Choose - -

Current Categories

* Click “Manage Categories” to Manage the
Categoriesin the Constituent Menu.
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PENTAD
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Phone: 509-535-4130

Email: sales@pentadsys.com
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Constituent Management

PENT AD “SS8 CONSTITUENT
N 4| RELATIONSHIP
TN Sl | MANAGEMENT
G/y»/f s LLC L 2> svsTem
* CRMS Main Menu » CMM Main Menu » CMM Admin Menu
- Choose - -
.
Category-Volunteer Current Categories
Category-Source

* Select an Item from the Drop-Down List to

Managethe Categories

Pentad Systems Randy Nichols, president
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Constituent Management

CONSTITUENT
RELATIONSHIP
MANAGEMENT
SYSTEM

* PEAR. CRI

> CRMS Main Menu » CMM Main Menu
ENTER NEW CATEGORY NAME ENTER CONFIRMATION CODE
Category-Volunteer ~

MERGE CATEGORIES

Current Categories
\"_| Doorbeliing ["I Host Event "I signs Storage & Delivery [ city chair
| Endorse - Historical 05/06 ["] otfered General Campaign Help ["] voter Registration B County Chair
"] Endorse - Send 10 Cards B Telephone Banking | Volunteer 07/08 [ County Sign Chair
[Tl vard Sign - Finding 3 Location \"_| Phones | GOTV & Leg District Chair
7] Mailings Help [ steering Commitee [T Endorse 07/08 [7] Bumper Sticker - 07/08
"] parades [7] Grassroots | Yard Sign 07/08 [ :Sigh Help - 07/08
[Tl vard Signs - Historical [T] coalitions || Event Volunteers [] Table Captain
[7] Letter Writing [ volunteer - Historical Area Chair ["I cotege R's

* The Volunteer Category. Here you can Add,
Merge, and View Current Categories.
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Constituent Management

PENTAD Al & B

‘G/yfifmpj LLC YA s siny e
ENTER NEW CATEGORY NAME ENTER CONFIRMATION CODE
Category-Source = ' '
Current Categories
["] sth District Contacts 9/03 Physical Therapist 8/16/05 ["]susanB Anthony Fund [] 1072872006 Colvile Rally
[} coP - spokane County [TI pasco ar2s/05 ["] June DC Wine Event [1 1020106 Halloween Bash
[Tl cop- state committee 903~ [ John Stone 8-5-05 [] 2006 June Mailer [7] Letter to the Editor
[T Friends DB 1994-2002 ("] cantor/Bev.Hills 9/24/05 ["] 2006 Pink Flamingo BBQ [T cotvite Rany
[l wana walla/asotin (Silzel) ["] Goodiatte Othelio 10-1-05 [ ar22/06 Boehner Golf [ victory cub 2007
["] need First Cathy for Cong ("] Goodiatte Tech 10-1-05 [] 8117106 Schneidmiller Recep [T 2r20/07 Otympia Luncheon
[] assn - Spokane Builders 2004 ("] Blunt 10-8-05 ["] 8r23/06 Beohner VC Recep [E12007 Top O' Morning
[T] Assn - Spokane Dentists 2004 ("] Othelio 10-1 [T] 824106 Walia Walla [ prospective Donors

* The Source Category. Here you can Add,
Merge, and View Current Categories.
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Reports Menu
PENTAD

U / wens LLC ; MANAGEMENT

» CRMS Main Menu » CMM Main Menu
Data Export to Microsoft Excel™

[ VOLUNTEER CATEGORES JATABASE FELDS OTHER CRITERIA
[ _' e 11 _' Area Chair - : Title -~ : | Include Inactive Constituents
[ 08 Doctor Coaition £ || ] Bumper sticker - 07108 V] First & Last Names £ Sort iy Last Nema. v
[71101 Second Autumn Open [Clcity chair _||!¥! Company 9 Either/Or
- ] Coaltions ~ || 7] address Line 1 Does Have
£ 1102106 ASC [ cotlege R's V] Address Line 2 Doesn't Have
o HOISIG Jof Skoae ] County Chair ¥ City, State ZIP Address
L11017/06 Potiach [ County Sign Chair | [no county riLTer 8 - 9 Match Any Categories
= UL e L [T Doorbeling Match All Categories
:10&1!06 M akvinta ["] Endorse - Historical 05/06 [ cONTRIBUTIONS
: g 102G SFokaks Hacspiion [T] endorse - Send 10 Cards
£ 1052000 el et [] Endorse 07/08
b ot Colile ety [ Event Volunteers
|"110/30/06 Halloween Bash risory L
7 Se‘l;:l:;ernr ;w;re ;ource and’or Volunteer categories. " NEW SELECTION || GETCOUNT |

2. Select one or more database fields.

* Click » rerors . from the Main Menu to enter
the Reports Menu. In this section, data can be
exported to Excel according to the criteria you
select.

Pentad Systems Randy Nichols, president Page 17 of 26
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P.O. Box 13128
PENTAD Spokane, WA. 99213

@;ﬁffﬁ @ LLC

Reports Menu

15106
ards

V| City, State ZIP = Address -
NO COUNTY FILTER Jug @) Match Any Categories

Match All Categories
[l conTrIBUTIONS

[ NEW SELECTION " EXPORT DATA

Total records returned: 32

Phone: 509-535-4130
Email: sales@pentadsys.com
Web: www.pentadsys.com

* Selecting === with your selected criteria
updates the page with “Export Data”.

Pentad Systems

509-599-6805

Randy Nichols, president

nichols@pentadsys.com
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PENTAD

(Q{;ﬂffﬁ @ LLC

P.O. Box 13128
Spokane, WA. 99213

Reports Menu

File Download

Do you want to open or save this file?

V] Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
y  ham your computer. i you do not trust the source, do not open or
save this file. What's the risk?

Name: ExportStage2.xls
Type: Microsoft Office Excel 97-2003 Worksheet, 7.37KB
From: www.cathyconnects.com

[ Open | | Save | Cancel

Phone: 509-535-4130
Email: sales@pentadsys.com
Web: www.pentadsys.com

* Selecting=== will give you an Excel File with

the records.

Pentad Systems

509-599-6805

Randy Nichols, president

nichols@pentadsys.com
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PENT D P.0.Box 13128 Phone: 509-535-4130
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Reports Menu

( o_v - o
- Home | Insert Page Layout Formulas Dasts  Review  View Developer Acrobat W - = x
= 4 Ca T [ i ! % X AutoSum =
- - - {132 . | =
B i Calibal 1n AR = ¥ [Fweetm| General P;a gd =y _J"' 3- ] Jem a?’ L}‘}
Paste - IF. . - . - - Conditional Format  Cell h\(ﬂ Delett Forlul Sort & Find &
2 Fromatpunte || B4 L [E O A ||BE 3 |3 5 | cH Merge & Center LS e Formatting = a3 Table = Styles = L Clear™  Fimer~ Select -
Crpboard ) Font ic Alignment HNumber * Stylet Celis Edting
Al - __ {EI_ ConstiD Z
A B c D f i G i ] ) =
1 ConstiD [Title |FullName (Organization |Addressl Address2 |City P Sal County
2 1567 Pauline Battien 251 N Elm 5t Apt 2a COLVILLE WA 99114 2955 Pauling STEVENS
3 | 15612 Jon & Julie Castle 5217 W Myrtlewood Court SPOKANE WA 99208 3475 Jon & Julie SPOKANE
4 37225 Aaron Chivers |822 E Garland SPOKANE WA 99207 Aaron SPOKANE
5| 13591 Rob & Chris Crick 427 W 24th Ave SPOKANE WA 99203 Rob & Chris SPOKANE
] 27087 ‘William Deilke 4318 5§ Tampa |SPOKANE WA 99223 William SPOKANE
7 33783 Grant, Michael & Kathleen Eickstadt 14711 N Jennifer Ct MEAD WA 99021 Grant, Michael & Kathleen |SPOKANE
8 1084 Laurence & Margaret Ensor 1312 Jefferson 5t DAVENPORT WA 991225412 Laurence & Margaret LINCOLN
9 4464 Susan Fagan 829 SE Edgeknoll Dr PULLMAN WA 99163 Susan WHITMAN
10 391 Ry | y:
an & Beth Fix qu‘] 5 Williamson Ln SPOKANE WA 99223 Ryan & Beth SPOKANE
M <> M| ExportStaged <) il =
resy T 8 =
* Above are the contents of the Excel
Spreadsheet from the Export.
Page 20 of 26

Pentad Systems Randy Nichols, president

509-599-6805 nichols@pentadsys.com




PENTAD

P.O. Box 13128
Spokane, WA. 99213

@;ﬂffﬁ @ LLC

Reports Menu

Phone: 509-535-4130
Email: sales@pentadsys.com
Web: www.pentadsys.com

PENTAD c comeTven
Cyitems LLC MANAGEMENT
— 1YY = CMM Main Menu
Send a New E-Mail Messnge
rmota  Cathy McMonia -
" sumser [subect]
e s8AcE
w anal cl@w ~ B I YU EEE EEERE BN
—=Q@aoo @
[message)

Selectr=sana. gbove the Reports Menu to send custom
E-Mail messages according to the criteria you select.

resident Page 21 of 26
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PENTAD

@;ﬂffﬁ @ LLC

Phone: 509-535-4130
Email: sales@pentadsys.com
Web: www.pentadsys.com

P.O. Box 13128
Spokane, WA. 99213

E-Mail Management

PENTAD

(L]y—/r wid LLC

CRMSE=

= CMM Main Menu

PCRMSMuaMoon .
Send a New E-Mail Message

B/ U EER S Tk

W anal . 10
—=Q@oc @

[message]

| from the Main Menu

* Selecting [= smtmsenen

also brings you to the custom e-mail screen.

Page 22 of 26
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Sample Email

P EOt Yew et Fomat Jook  Adins leb

L pBesty | gRestvton) | yromwd o v X @ B QT LALB 2 U S S R R
i Chck her to turn on links, To help protect your securtty, inks are tumed off in this message,
From: & Cathry McMoris for Congress [cathicathyforcongress.com] Serk:  Fri 4/18/2008 3:27 PM
To: richoladPertadSys.com
o

| Subject: Campaign Kicklf for Rob Mckerna

McMorris

; CONGRESS (R)
Thank you [or your support. Togther, we can make & diftrence. vk : P’ 4

Dear Friends,
o 1 would lke to pass along this invitation for Rob McKenna's 2008 Campaign Kickoff. As Attorey General of Washignton State, Rob
has fought hard to:
. . Page 23 of 26
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Sample Email Report

0 d 0 g B L)
Pl ER Yew [met Fomat Jook Acions Heb
i aResty | aRephito) | gronmd | o ¥ X @ B D LALBLL U 3 s = e s

Chick here o tum on inks. To help protect your security, Inks are turmed off in this message. H

From: & Cathry McMorrs for Congress [cathyicathyforcongress.com] Sent: Fri4/18/2008 3:52 PM
Tz Cathy McMorris for Congress. 1
Ce: richoks@pentadsys.com

Subject: Report for 2068 emals that finished sending on 4/18/2008 at 3:51:46 PM

wﬁv

McM ()I'I'IG

Emails Successfully Sent: 2068
Malformed Email Addresses: 0

Sent Message

Pentad Systems Randy Nichols, president Page 24 of 26
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A Spokane, WA. 99213 Email: sales@pentadsys.com
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Check for Duplicates

File Download &2

Do you want to open or save this file?

L!—l ] Name: CheckDuplicates.ds

Type: Microsoft Office Excel 97-2003 Worksheet, 85.5KB
From: www.cathyconnects.com
| Aways ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
e ham your computer. ¥ you do not trust the source, do not open or
save this file. What 's the nsk?

* Select » eawowiaes | from the Main Menu to
download a spreadsheet of Constituents to
check for Duplicate Constituents.

Pentad Systems Randy Nichols, president Page 25 of 26
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L

Check for Duplicates

:‘__' Nl z
o= )
—) Home Insert Page Layout Formulsi Data Review Wiew Developer Agrobat 2 -9 X
=1 kot . e AT | (= -] [Faweetas] . 1 Be L v T "E | E Autosum - 2
| Y Calibei T S = @ [Twestem Genenal Pja B B S o J!_J Feu: ar ﬁ
Paste : - = - - - Conditionsl Format  Cefl  Insert Delete Format Sort & Find &
T Sromatpaine B4 D] A {230 8 G} | S Merge & Center $ommein |9 Formatting = a3 Tabie = Styles = - = - LClear™  Fimer= Select*
Clipboard Font s Alignment ] Humber & Styles Cedlsy Edding
| Al - __{- ConstiD1 E
A 8 ] c D E i) G " 1 I x m
1 Ic_ansllol L lamel FirstNamel Addressl ZIP1 |ConstiD2 [LastName2 2 (Address2 21P2
2 38728|Allen Steve 258 NW Sunrise Dr 599163)  38727|Allen James R 258 NW Sunrise Dr 99163
3 27719|Alwine Dennis & Marian 3712 N Caffell Rd 99109)  3%412|Alwine Sarah 3712 N Caffell Rd 99109
4 27719|Alwine Dennis & Marian 3712 N Caffell Rd 99109 39411 |Alwine Joshua 3712 N Caffell Rd 99109
5 35018|Ames Perry & Kathleen  |3462 Hwy 231 99181 38017|Ames Jett 3462 Hwy 231 99181
L] 34737| Anderson lames R PO Box 274 99032 39336/ Anderson JR & Mary PO Box 274 99032
7 20766| Anderson Phillip PO Box 110 59114 A09|Anderson Phil & Iris PO Box 110 99114
8 38637|Anderson Carl & Jenelle 2050 Ray Anderson 9141 834|Anderson Ray & Wanda 2050-B Ray Anderson Rd 99141
9 36662 | Atteberry Melanie 302 Sorghum Hollow 59328 36660|Atteberry Clinton 302 Sorghum Hollow 99328
10 35652|ﬂ!teherry 1 302 E Hollow 99328' 36661|Atteberry James & Mary 302 Sorgl Hollow 99328'
T
M 4 b M| CheckDuplcates %3 [ = — - i
Resoy | L8 00 U il

* Openingthe Excel File, we see the
Constituents that are in the system. Now, we
can check the file for duplicates.

Pentad Systems Randy Nichols, president Page 26 of 26

509-599-6805 nichols@pentadsys.com




