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P.O. Box 13128 Phone: 509-535-4130
PENTAD e all

Spokane, WA. 99213 Email: sales@pentadsys.com
@;’-ﬂfﬁfﬁé LLC Web: www.pentadsys.com

Adding Codes

P T You are not logged in CONSTITUENT
E NTAD i RELATIONSHIP
Gﬂf/;/r'ﬁw ;;:::;EHENT

£ 2003-2008 Pentad Systems, LLC

USERNANE | |

PASSWORD | |

LoGIN_ |

1. Loginto the Pentad CRMS.

Pentad User, you are logged in. SONSTITUENT
F ENTAD RELATIONSHIP
Tystems Losout_| HANAGENENT

Main Menu Constituents Reports Email ( Administration ) & 2003-2008 Pentad Systems, LLC
S I

| CRMS Main Menu |

Constituent Management

Reports Module

E-mail Management Module

CRMS Administration

2. Inthe top Menu Bar, click on “Administration”.

P Pentad User, you are logged in. B ITUENT
ENTAD RELATIONSHIP
l,’"ﬁ"}/xi!r’m'fj LOG oUT MANAGEMENT

f SYSTEM

Main Menu Constituents Reports Email Administration £ 2003-2008 Pentad Systems, LLC

| Constituent Management Module Administration Menu |

CONSTITUENTS ADMINISTRATION
Display a constituent

Add a new constituent

Edit a constituent

Delete a constituent Manage Security

3. Inthe right pane, under “Administration”, click on “Manage Codes”.
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PENT D P.O. Box 13128 Phone: 509-535-4130
A Spokane, WA. 99213 Email: sales@pentadsys.com

@-ﬂ?‘ﬁﬁ?& LLC Web: www.pentadsys.com

CONSTITUENT

P E N TAD Pentad User, you are logged in. S
(r/{; dde wnd LOG OUT MANAGEMENT
7 SYSTEM

Main Menu Constituents Reports Email Administration & 2003-2008 Pentad Systems, LLC

Codes Administration

——

C( Add New Code )

L —
NOTE TYPES E -

LABOR CODE B E
HR-DIVISION B E
NG

®

= CATEGORY-SOURCE E]E]
SOURCE SAMPLE
TESTING1
CATEGORY-VOLUNTEER BE

CONTRIBUTION TYPE BE
ADDRESS LOCATIOHS BE
TEST E]

B B &

| Add New Code

4. To Add a New Code, click on

CONSTITUENT

Pentad Support, you are logged in.
PE NTAD RELATIONSHIP
(;yyaifﬂmfj LOG OuT ;::::EHENT

Main Menu Constituents Reports Email Administration e e
Codes Administration
cooes | Add New Code PARENT ITEM
NOTE TYPES |+ = ROOT |~ CODEID
LABOR CODE BE NOTE TYPES DESCRIPTION | |
LABOR CODE
HR-DIVISION E | ACTIVE
HR-DIVISION =
HR-STATE (a]¥] HRLSTATE [ Add || Cancel |
ADDRESS LOCATIONS E ADDRESS LOCATIONS

TITLE BE 2

CATEGORY-S0URCE E =  CATEGORY-SOURCE

E

m

3]

R
CATEGORY-ISSUES

E

ASSNEDU

CATECORY SOt E 07 PINK FLAMINGO
=/ CONTRIBUTION TYPE B 07 TOP 0" MORNING
CREDIT CARD E 07 ADAMS COUNTY LTR
Tren E 07 CDA NRCC EVENT
B 08 PLEDGED
o o
= - 08 PROSPECTIVE DONORS -

5. Inthe middle pane, choose the immediate Parent Item that your Code will be listed under. In this
example, we selected Category-Source.
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PENT D P.O. Box 13128 Phone: 509-535-4130
A Spokane, WA. 99213 Email: sales@pentadsys.com

@-ﬂ?‘ﬁﬁ?& LLC Web: www.pentadsys.com

CONSTITUENT

P E N TAD Pentad Support, you are logged in. L
f:’/{! Atend _Logour | f 4 \GEMENT
/ SYSTEM

Main Menu Constituents Reports Email Administration I ATTEANE S A LLE
Codes Administration
copes | Add New Code PARENT ITEM
NOTE TYPES E; = ROOT = CODE ID
LABOR CODE E NOTE TYPES DESCRIPTION Testing |
LABOR CODE
HR-DIVISION E 1
HR-DIVISION =
HR-STATE E HR-STATE
ADDRESS LOCATIONS E ADDRESS LOCATIONS
TITLE [E TITLE
ETIET TSRS E E = | CATEGORY-SOURCE
ASSN
CATEGORY-ISSUES E
ASSNEDU
CATEGORY-VOLUNTEER E HETTREGTTER
= CONTRIBUTION TYPE 07 TOP O MORNING
CREDIT CARD E 07 ADAMS COUNTY LTR
T 2 07 CDA NRCC EVENT
E B 08 PLEDGED
OTHER BE
= - 08 PROSPECTIVE DONORS -
6. Inthe Right Pane, add the Code Description for your new Code. Keep the Active check-box checked
_ . o . Add
for the new Code. When you are finished adding the Description, click on
P E N TAD Pentad Support, you are logged in. ::_'::’T(I).I:JSE}::
(’.jfyfjfﬂmrj _Losour | C RMS MANAGEMENT
SYSTEM
Main Menu Constituents Reports Email Administration & HTIRATIS A g LT
Codes Administration
copes | Add New Code PARENT ITEM
T .
ADDRESS LOCATIONS BE B Gy CODEID 138
NOTE TYPES DESCRIPTION [Testing |
TITLE BE T LABOR CODE
(= ’CATEGOW_SOURCE @E TREEY ACTIVE
ASSH = HR-STATE | Update |[ Cancel |

®

ASSNEDU ADDRESS LOCATIONS

|
&

TITLE ADD CHILD CODE
CATEGORY-SOURCE

07 PINK FLAMINGO

#

DESCRIPTION | |
CATEGORY-ISSUES :

Add Child Code
CATEGORY-VOLUNTEER

CONTRIBUTION TYPE

07 TOP 0" MORNING

®

07 ADAMS COUNTY LTR

07 CDA NRCC EVENT

®

02 PLEDGED

0& PROSPECTWE DONCRS

R COALITION
TESTING

S —

MEMEEEEME

DONOOOOO0ON

7. Expand the Left Pane Category to see the new Code that was just added.
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P.O. Box 13128 Phone: 509-535-4130
PENTAD Spokane, WA. 99213

Email: sales@pentadsys.com
@-ﬂ?‘ﬁﬁ?& LLC Web: www.pentadsys.com
Editing Codes

P Pentad Support, you are logged in. SONSTITUENT
E NTAD RELATIONSHIP

(9/{; dlened LOG outT MANAGEMENT

g SYSTEM
Main Menu Constituents Reports Email Administration & 2003-2008 Pentad Systems, LLC

Codes Administration

ADDRESS LOCATIONS

(TITLE

NOTE TYPES E i
LABOR CODE E =
HR-DIVISION BE B
HR-STATE E

av
av

MR. E]
MRS. E
ng
o A
REV. E
REP. BE
PASTOR E] il
| s | —

1. Clicking on the plus-signs ( *') next to a Code in the Left Pane will display the Child list.

copes | Add New Code

NOTE TYPES

| »

LABOR CODE

HR-DIVISION

m

HR-STATE

ADDRESS LOCATIONS
TITLE

= CATEGORY-SOURCE

()]0 ) )> )]
HEEEEEE]

ASSN
ASSNEDU

07 PINK FLAMINGO

07 TOP 0" THE MORNING

07 ADAMS COUNTY LTR
07 CDA NRCC EVENT

IEIE] B BRI Y

100000

2. Clicking the UP and DOWN arrows will change the order of the entries here and in all areas
throughout the system.
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PENTAD

g@f/ﬁﬁ; ¢ LLC

P.O.Box 13128
Spokane, WA. 99213

Phone: 509-535-4130

Email: sales@pentadsys.com

Web: www.pentadsys.com

. CONSTITUENT
Pentad 5 t, logged in.
P E NTAD ‘entad Support, you are logged in NP
(’/{! alennd —ILOG out f RS ENENT
/ SYSTEM
Main Menu Constituents Reports Email Administration 2 ALTHANTE Tonen 2 LE
Codes Administration

copes | Add New Code

ADDRESS LOCATIONS

»

TITLE

DO
E[TQ[EJ[

(: B)CATEGORY—SOI.IRCE

m

ASSN
ASSNEDU

07 PINK FLAMINGO
07 TOP 0" MORNING:
07 ADANMS COUNTY LTR
07 CDA NRCC EVENT
028 PLEDGED
0& PROSPECTIVE DONORS
02 DOCTOR COALTION
TESTING

MEMEEEEME

(0 )]0 )

3. Expand the desired Parent Code to edit a Child Code. For this example, we expanded Category-

Source.
P E N TAD Pentad Support, you are logged in. :::::_T(L:ﬁ::
(,”/{y dtemd _Losout | ;‘:’:::: EHENT
Main Menu Constituents Reports Email Administration ® 2003-2008 Pentad Systems, LLC
Codes Administration
copes | Add New Code PARENT ITEM
NOTE TYPES E *1 | = ROOT CODE ID 65
# NOTE TYPES -
LABOR CODE BE = DESCRIPTION |[]T Top O Morning |
HR-DIVISION @E E LABOR CODE
B 1 HR-DIVISION ACTIVE
R E]E] HR-STATE ’ Update ] ’ Cancel ]
ADDRESS LOCATIONS E M ADDRESS LOCATIONS
TITLE B E TITLE ADD CHILD CODE
= CATEGORY-SOURCE BE CATEGORY-SOURCE DESCRIPTION| |

®

CATEGORY-ISSUES
CATEGORY-VOLUNTEER
CONTRIBUTION TYPE

ASSN

®

ASSNEDU

®

07 PINK

07 TOP 0" MORNING

07 CDA NRCC EVENT

MEEEE

1

100000

Add Child Code

4. Select the Child Code that you wish to edit. In this example, we selected “07 Top O’ Morning”.
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PENT D P.O. Box 13128 Phone: 509-535-4130
A Spokane, WA. 99213 Email: sales@pentadsys.com

g&%f-ﬂ?‘ﬁfﬁé LLC Web: www.pentadsys.com

CONSTITUENT

P Pentad 5 t, I din.
ENTAD entat upport, you are logged in RELATIONSHIP
E}/; Al nd LOG OUT MANAGEMENT
/ SYSTEM
Main Menu Constituents Reports Email Administration ® 2003-2008 Pentad Systems, LLC

Codes Administration

copes | Add New Code PARENT ITEM

HOTE TYPES “| | = ROOT 1 CODEID 65
NOTE TYPES : .
. DESCRIPTION |[]T Top O the Moming |
HR-DMISION L LABOR CODE
) 1 HR-DIVISION ACTIVE
HR-STATE

srare Cpite ) Gancei |
—

ADDRESS LOCATIONS

ADDRESS LOCATIONS

]

TITLE TITLE ADD CHILD CODE

CATEGORY-50URCE

3}

= CATEGORY-SOURCE DESCRIPTION | |

CATEGORY-ISSUES Add Child Code
CATEGORY-VOLUNTEER

CONTRIBUTION TYPE

BIRIRIREIRIE]

3}

ASSN

3}

ASSHEDU

07 PIKELAMINGD
07 TOF O THE MORNING
07 ADAMS COUNTY LTR
07 CDA NRCC EVENT

1
1

IEEEEE 55 eeE
Ipaaonas3a4aa

5. Inthe Right Pane, you see the Description of the Code. Edit the Description and click .
Note the changed Code Description at the Left Pane.
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PENT D P.O. Box 13128 Phone: 509-535-4130
A Spokane, WA. 99213 Email: sales@pentadsys.com

@-ﬂ?‘ﬁﬁ?& LLC Web: www.pentadsys.com

Adding Grandchildren and Great-Grandchildren

CONSTITUENT

P E N TAD Pentad Support, you are logged in. i
(’/; Sée wnd LOG OUT MANAGEMENT
/ SYSTEM

Main Menu Constituents Reports Email Administration B 2003-2008 Pentad Systems, LLC

Codes Administration

copes | Add New Code

NOTE TYPES

| »

LABOR CODE
HR-DIVISION

m

HR-STATE

ADDRESS LOCATIONS
TITLE

(=] ’EATEGOR'Y—SOLI RCE

ASSN

DOOO00
BIRIRIRIRIEIE]

L~

ASSNEDU

07 PINK FLAMINGO
07 TOP 0" THE MORNING
07 ADAMS COUNTY LTR
07 CDA NRCC EVENT

)0 > 1> )(>]
IREIRIEIEIE)

1

1. Inthe Left Pane, expand desired Parent Code. In this example, we expanded Category-Source.

CONSTITUENT

P E N TAD Pentad Support, you are logged in. oI
(r’?jf{ ddend LOG OUT MANAGEMENT
/ SYSTEM

Main Menu Constituents Reports Email Administration & 2003-2008 Pentad Systems, LLC
Codes Administration
copes | Add Mew Code PARENT ITEM
MOTE TYPES E “| | = ROOT 1 CODE ID 65
® NOTE TYPES -
LABOR CODE (a]¥] i DESCRIPTION [07 Top O' the Moming |
HR-DIVISION BE E LABOR CODE
B i HR-DIVISION .

HR-STATE BE HR-STATE [ Update ] ’ Cancel ]

ADDRESS LOCATIONS E o ADDRESS LOCATIONS

TITLE TITLE ADD CHILD CODE

CATEGORY-S0URCE DESCRIPTION ” |

CATEGORY-ISSUES Add Child Code
CATEGORY-VOLUNTEER

CONTRIBUTION TYPE

=l CATEGORY-S0URCE

#

ASSN

ASSNEDU @E

Al (a[¥]
(a]¥]
07 ADAT BE

07 CDA NRCC EVENT BE
e e

oo
MeE

®

®

2. Select the desired Child Code. In this example, we selected “07 Top O’ the Morning”.
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PENTAD

g@f/ﬁﬁ; ¢ LLC

P.O.Box 13128
Spokane, WA. 99213

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

CONSTITUENT

P E N TAD Pentad Support, you are logged in. S
(f/fy Alened _togout | O GEMENT
SYSTEM
Main Menu Constituents Reports Email Administration ® 2003-2008 Pentad Systems, LLC
Codes Administration
cooes | Add New Code PARENT ITEM
NOTE TYPES E ~| | = root CODE ID 65
® NOTE TYPES -
LABOR CODE (v] = DESCRIPTION [07 Top O' the Morning |
HR-DMVISION E = LABOR CODE
) 1 HR-DMISION LELES
HR-STATE E HR-STATE [ Update ] [ Cancel ]
ADDRESS LOCATIONS E Bl ADDRESS LOCATIONS
TITLE E LT ADD CHILD CODE
[ CATEGORY-SOURCE (v] CATEGORY-SOURCE

)

CATEGORY-ISSUES
CATEGORY-VOLUNTEER
CONTRIBUTION TYPE

ASSN

B

ASSNEDU

07 PINK FLAMINGO
07 TOP 0" THE MORNING
07 ADAMS COUNTY LTR

07 CDA NRCC EVENT

IoR00 B
OO0 ES8588

1

DESCRIPTION |Attendee
Add Child Code

3. Inthe Right Pane, add the Code Description for your new Code. When you are finished with the

Code Description, click | Add Child Code |

CONSTITUENT

P E N TAD Pentad Support, you are logged in. e ONsLip
(f/{y ale td _tosout | [ OGEMENT
SYSTEM
Main Menu Constituents Reports Email Administration 2 AT Foilan s LUE
Codes Administration
copes | Add New Code PARENT ITEM
NOTE TYPES (v]~| | = root CODE D 65
LABOR CODE (a][v] NOTETYPES DESCRIPTION 07 Top O the Moming |
HR-DIVISION E 3 LABOR CODE
) 1 HR-DIVISION LIS
1L BE HR-STATE | Update | [ Cancel |
ADDRESS LOCATIONS BE ADDRESS LOCATIONS
TITLE BE TITLE ADD CHILD CODE
= CATEGORY-SOURCE [B[E EIZETECL LB DESCRIPTION | Attendee |

®

CATEGORY-ISSUES
CATEGORY-VOLUNTEER
CONTRIBUTION TYPE

ASSN

®

ASSNEDU

®

[+ 07 Pl

07 TOP O' THE MORNIN
ATTENDEE

1

)
[ HEEE

HD)

Add Child Code

4. Note the addition of a Grandchild in the Left Pane.
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P.O. Box 13128 Phone: 509-535-4130
PENTAD Spokane, WA. 99213

Email: sales@pentadsys.com

@-ﬂ?’ﬁﬁ?& LLC Web: www.pentadsys.com

CONSTITUENT

P E N TAD Pentad Support, you are logged in. P
(’/{r ale s LOG OUT MANAGEMENT
/ SYSTEM

Main Menu Constituents Reports Email Administration @ 2003-2008 Pentad Systems, LLC
Codes Administration

copes | Add New Code PARENT ITEM

NOTE TYPES E - 07 TOP 0" THE MORNING - CODE ID 140
07 ADAMS COUNTY LTR
LABOR CODE (a]lv] DESCRIPTION |Attendee |
oSN E 1 07 CDA NRCC EVENT
} 1 08 PLEDGED ACTIVE

HR-STATE @[ﬂ 08 PROSPECTIVE DONORS — [ Update ] [ Cancel ]
ADDRESS LOCATIONS @E M 08 DOCTOR COALITION
T E 07/08 - EVENTS (HECLA) =|| |appcHip cone
= CATEGORY-SOURCE E WES= BRI AN DESCRIPTION | |

ASSN

07/08 - VICTORY CLUB [ Add Child Code ]
07/08 - WWA EVENTS i

DUNN DOME CLUB 2004

FERRY COUNTY KETTLE FALLS

HOGAN ADVISORY BOARD

CAMAS PRECINCT

WAITTS LAKE PRECINCT
SILZEL/BUSH/NRCC/PEQPLE 04 -

ASSNEDU
07 PINK FLAMINGO

= 07 TQE.CLTHE MORNING

1

1))
JEINEIEIEIEY

[
o
H)

5. You can add a Great-Grandchild Code to a Grandchild Code by selecting the Child Code in the Left
Pane. In this example, we are selecting Attendee.

CONSTITUENT

P E N TAD Pentad Support, you are logged in. o
(9/; dlenrd LOG ouT MANAGEMENT
7 SYSTEM

Main Menu Constituents Reports Email Administration ) 2003-2008 Pentad Systems, LLC
Codes Administration

copes | Add New Code PARENT ITEM

HOTE TYPES E *| | = ROOT I CODE ID 65
NOTE TYPES . .
LABOR CODE (a]l¥] DESCRIPTION |07 Top O the Moming |
HR-DIVISION @E E LABOR CODE
) 1 HR-DIVISION ACTIVE
HR-STATE BE HR-STATE ’ Update ] ’ Cancel ]
ADDRESS LOCATIONS @E ADDRESS LOCATIONS
TITLE E TITLE ADD CHILD CODE
= CATEGORY-SOURCE @E

®

CATEGORY-SOURCE DESCRIPTION | Attendes
CATEGORY-ISSUES i

Add Child Code
CATEGORY-VOLUNTEER

CONTRIBUTION TYPE

ASSN

®

ASSNEDU

®

07 PINK FLAMINGO
=/ OF TOP 0" THE MORNING
ATTENDEE
07 ADAMS COUNTY LTR

1
1

)]
e

H

AT s wnee o e

6. Inthe Right Pane, add the Code Description for your new Code. When you are finished with the

Code Description, click | AddChid Code |
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PENT D P.O. Box 13128 Phone: 509-535-4130
A Spokane, WA. 99213 Email: sales@pentadsys.com

@-ﬂ?‘ﬁﬁ?& LLC Web: www.pentadsys.com

CONSTITUENT

P E N TAD Pentad Support, you are logged in. B
(,}, aée s LOG ouT MANAGEMENT
g SYSTEM

Main Menu Constituents Reports Email Administration £ 2003-2008 Pentad Systems, LLC
Codes Administration
copes | Add Mew Code PARENT ITEM
= 07 TOP O" THE MORNING - CODEID 140
LABOR CODE E_ 07 ADAMS COUNTY LTR
TNEET E DESCRIPTION [Attendee |
= 07 CDA NRCC EVENT

HR-STATE E 3 08 PLEDGED ACTIVE
ADDRESS LOCATIONS BE 08 PROSPECTIVE DONORS: = [ Update | [ Cancel |
TITLE E 08 DOCTOR COALITION

07/08 - EVENTS (HECLA} 1

= CATEGORY-SOURCE E E || [ERRE s

ASSN eselsnE AN B DESCRIPTION |Fair Attendee
07108 - VICTORY CLUB .
Add Child Code
07108 - WA EVENTS

DUNN DOME CLUB 2004
FERRY COUNTY KETTLE FALLS

ASSNEDU

07 PINK FLAMINGO

=3 QRNING

)]
BRI

=  ATTENDEE HOGAN ADVISORY BOARD
FAIR ATTENDEI CAMAS PRECINCT
WAITTS LAKE PRECINCT
@@ = SILZEL/BUSHMNRCC/PEOPLE 04 -

7. Note the addition of a Great-Grandchild Code in the Left Pane.
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PENT D P.O. Box 13128 Phone: 509-535-4130
A Spokane, WA. 99213 Email: sales@pentadsys.com

g&%f-ﬂ?‘ﬁfﬁé LLC Web: www.pentadsys.com

De-Activating Codes

CONSTITUENT

Pentad Support, you are logged in.
PENTAD RELATIONSHIP
@’y,;xwm,; LOG ouT MANAGEMENT
SYSTEM

Main Menu Constituents Reports Email Administration & 2003-2008 Pentad Systems, LLC

Codes Administration

copes | Add New Code

NOTE TYPES

»

LABOR CODE

HR-DIVISION

HR-STATE
ADDRESS LOCATIONS
TITLE
CATEGORY-SOURCE

.CATEGORY—ISSIJES

CATEGORY-VOLUNTEER

DOOO0ON0O0O0N
HEEEEMEEE

CONTRIBUTION TYPE

1. Expand the desired Parent Code.

CONSTITUENT

P E N TAD Pentad Support, you are logged in. L
(f/! Alenrd LoG ouTt MANAGEMENT
7 SYSTEM

Main Menu Constituents Reports Email Administration B
Codes Administration
copes | Add Mew Code PARENT ITEM
NOTE TYPES E “| | = ROOT 1 CODEID 29
NOTE TYPES - —
LABOR CODE (a]v] DESCRIPTION [Bob's 1998 Surveys/Mailir|
HR-DIVISION E LABOR CODE
1 HR-DIVISION ACTIVE

RIESTEIE E 1 HR-STATE [ Update ] ’ Cancel ]

ADDRESS LOCATIONS E ADDRESS LOCATIONS

TITLE E TITLE ADD CHILD CODE

CATEGORY-50URCE

®

DESCRIPTION | |
CATEGORY-ISSUES :

Add Child Code
CATEGORY-VOLUNTEER

CONTRIBUTION TYPE

CATEGORY-S0URCE E

=] CATEGORY-ISSUES

e

AGRICULTURE

SMALL BUSINESS OWNER BE
CONTRIBUTOR BE
FRIENDLY E

BOB'S 1998 SURVEYSMAILING E
==L o s

®

2. Select the Child Code that you wish to deactivate. In this example, we selected “Bob’s 1998
Surveys/Mailing”.
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PENTAD

g@f/ﬁﬁ; ¢ LLC

P.O.Box 13128
Spokane, WA. 99213

Phone: 509-535-4130

Email: sales@pentadsys.com

Web: www.pentadsys.com

CONSTITUENT

P E N TAD Pentad Support, you are logged in. Bl IoNSH P
(’./{y ddennd __Ltocour | ;‘21::: EHENT
Main Menu Constituents Reports Email Administration  2003-2008 Pentad Systems, LLC
Codes Administration
copes | Add Mew Code PARENT ITEM
NOTE TYPES E *| | = ROOT CODEID 29
NOTE TYPES S —
LABOR CODE E DESCRIPTION |Bobs 1998 Sur\teys!l\n"lamd
LABOR CODE
HR-DIVISION E
| HR-DIVISION
HR-STATE E 3 HR-STATE Update Cancel
ADDRESS LOCATIONS E ADDRESS LOCATIONS
TITLE E TITLE ADD CHILD CODE
ETIET LTI TR E CATEGORY-SOURCE — | |
CATEGORY-ISSUES =
= CATEGORY-ISSUES (a]¥] Add Child Code
. CATEGORY-VOLUNTEER
RELEIAILRE E CONTRIBUTION TYPE
SMALL BUSINESS OWNER E
CONTRIBUTOR E
FRIENDLY E
BOB'S 1998 SURVEYSMAILING BE
i

3. Inthe right pane, you see a checkbox next to “ACTIVE”. To de-activate the Code, un-check this

checkbox and click .

CONSTITUENT

PE NTAD Pentad Support, you are logged in. NP
(’.Jya'fﬂm i LOG OUT MANAGEMENT
SYSTEM
Main Menu Constituents Reports Email Administration O BT IS (e e (S
Codes Administration
copes | Add New Code PARENT ITEM
NOTE TYPES E *| | = ROOT CODE ID 29
NOTE TYPES . —
LABOR CODE (a][v] DESCRIPTION |Bob's 1998 Surveys/Mailir}
HR-DIVISION BE LABOR CODE
B HR-DIVISION SIETLE L
ER ST E @E 3 HR-STATE [ Update || Cancel |
ADDRESS LOCATIONS BE ADDRESS LOCATIONS
TITLE @ E TITLE ADD CHILD CODE
CATEGQRX=BOD E M CAIEGUIRCSOIRCE DESCRIPTION | |
CATEGORY-ISSUES :
ATEGORY-ISSUES M 7| Add Child Cade

®

CATEGORY-VOLUNTEER

AGRICULTURE CONTRIBUTION TYPE

®

SMALL BUSINESS OWNER

NEIEIE)

CONTRIBUTOR B
L
ey
—

FRIENDLY
OWERS & SHAKERS -STEVENS COQ

Ui

4. The code will disappear from the left pane.
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