
 Introduction

The Pro gram

The LODGEi CAL pro gram and its ac com pa ny ing man ual were
writ ten by Nor man M. Schultz, a Past mas ter of Ocean Park Lodge #
369. The pro gram is in tended to be an aid to the Sec re tar ies of Ma -
sonic Lodges in per form ing some of their rou tine tasks.

Note: This pro gram is not in tended to be used as a re place ment for
any of the rec ord keep ing re quire ments of The Grand Lodge of
Cali for nia.

Minimum System Re quire ments

The mini mum sys tem re quire ments to op er ate the pro gram are an
IBM 486 or higher com pati ble com puter with 4 MEGS of RAM,
DOS 3.0 or higher, Win dows 95 or higher, SVGA Moni tor, 1.44 MB 
Floppy Drive and a Hard Drive with at least 10 Mega bytes of free
space.

Note: While the ap pli ca tion will run of the mini mum con figu ra -
tion, you will not be happy with the per form ance.

System Rec om men da tions

I strongly rec om mend if you have a 486 and/or 8 MEGS of RAM
that you give se ri ous con sid era tion to up grad ing your com puter. 

I would up grade to at a 486/133 or Pen tium 100 with at least 16
MEGS of RAM and Win dows 95 or later. With the prices what they
are to day the cost would be in the low to mod er ate range to make the
up grade. A com pletely new ma chine would still be a mod er ate in -
vest ment and the in crease in per form ance would sur prise you.

An other rea son...

The newer ap pli ca tions are all be ing writ ten for Win dows 95 and
higher and a 386 will just not han dle that plat form with any de gree of 
user sat is fac tion. As time goes on you will be come un able to run the
up grades for this and other ap pli ca tions with any de gree of ef fi -
ciency if at all.

Author’s Note

It is my hope that this pro gram will make the job of be ing a Lodge
Sec re tary a lit tle eas ier. It came in to be ing al most by ac ci dent in a
con ver sa tion on in an of fice of the Cali for nia Grand Lodge. It has
been one of the most in ter est ing and re ward ing ex pe ri ences of my
life. I have met hun dreds of fine Ma sons that I would never have
known. In its evo lu tion, I have had the help of many fine and dedi -
cated sec re tar ies. “LODGEi CAL” has come a long way since the
re lease of Ver sion 1 in 1986. New fea tures have been added and oth -
ers ex panded to in clude ad di tional op tions. No pro gram can ever be
said to be fin ished be cause of the ever chang ing de mands of the job.
No one per son can think of, nor an tici pate, all that is needed to write
the “per fect ap pli ca tion.” But with the goal of cre at ing the “near per -
fect ap pli ca tion” or at least one that is as re spon sive to your needs as
is pos si ble, I wel come your com ments and sug ges tions for its im -
prove ment.

Li abil ity Dis claimer

Be cause I have no idea how you will use this pro gram (I am re -
minded of the fel low who at tempted to trim his whisk ers with a ro -
tary lawn mower) I can not be held re spon si ble for any dam age
caused or al leged to have been caused by any part of this prod uct.
This in cludes, but is not lim ited to: pa per cuts from the man ual
pages, pinched fin gers from the binder rings, loss of vi sion from an
an grily tossed disk ette, mili tary coups, po lar ozone de ple tion, core
melt downs, or a demo crat in the White House.
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Installation

In stall ing LODGEi CAL when
run ning Win dows 3.x

You must have Win dows 3.x run ning on your com puter when you
be gin the in stal la tion pro cess. Place the in stal la tion disk in ei ther the
A or B drive. From your Pro gram Man ager se lect File and then
RUN. Type “A:\SETUP” or “B:\SETUP” de pend ing on which
drive you have placed the in stal la tion disk. Press EN TER and fol low 
the in struc tions on the screen. Ac cept all de fault set tings. The pro -
gram will in stall from the in stal la tion disks in your floppy drive hard
in a di rec tory called WIN LODGE. 

Note: Even though the in stal la tion pro gram asks you at one point
if you wish to change the drive and/or di rec tory, accept the de fault.
(c:\win lodge) Do not at tempt to change this drive or di rec tory. The
pro gram will not run if you do. 

In stall ing LODGEi CAL when
run ning Win dows 95/98

You must have Win dows 95/98 run ning on your com puter when you 
be gin the in stal la tion pro cess. Place the in stal la tion disk in ei ther the
A or B drive. Mouse click on the “Start” but ton at the lower left hand
cor ner of the screen. Se lect “run” from the pop up menu. Type in
“A:\setup.exe” or “B:\setup.exe” and mouse click on the “OK” but -
ton. Fol low the in struc tions on the screen. Ac cept all de fault set -
tings. The pro gram will in stall from the in stal la tion disks in your
floppy drive hard in a di rec tory called WIN LODGE

Note: Even though the in stal la tion pro gram asks you at one point
if you wish to change the drive and/or di rec tory, accept the de fault.
(c:\win lodge) Do not at tempt to change this drive or di rec tory. The
pro gram will not run if you do. 

In stall ing the 
Postal Bar Code Font

Dur ing in stal la tion the font was cop ied to your “Win dows\Sys tem”
di rec tory on your hard drive. How ever it must be in stalled manu ally
be fore the pro gram can use it.

 Note: You must do the fol low ing whether or not you in tend to take
ad van tage of the Postal Bar Code Sort Dis count. If you do not in -
stall the font the pro gram will not op er ate prop erly.

1. Click on the “Start” but ton, the “Set tings” but ton and open the
Con trol Panel.
2. Open Fonts.
3. Click on File.
4. Click on In stall New Fonts.
5. In the “Di rec tory” win dow open the “C\Win dows\Sys tem”
folder.
6. Scroll down un til you find the “ZipCodeBarcodeTT- Regular
(True Type)” font.
7. High light it.
8. Click on the “OK” but ton.
9. Close all of the win dows.

Up grad ing from ear lier ver sion

1. Place the up grade disk in the A or B drive.
2.  Go to DOS or open a DOS win dow.
3. Type A: or B: de pend ing on which drive has the up grade disk.
4. Type UP GRADE (does not have to be in caps.)
5. Press the EN TER key.
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Read This Page First

Important Information

It is im pera tive that data en tries be made in a cer tain man ner. The
“com put er ize” term for this is “con ven tion.” Vari ous sec tions of the
pro gram look for data to be stored in cer tain or der. If it is not stored
the way the com puter ex pects to find it, er rors will re sult, There is a
“com put er ize” term for this also; “GIGO.” It stands for Gar bage In
Gar bage Out. Please fol low the in struc tions. If a “space” is asked
for, press the space bar, if a “comma” is re quested, type in a comma,
etc. There is a rea son for these in struc tions and do ing it this way now
will save a lot of re en try time later.

Full Name Field

Names must be en tered in the fol low ing man ner. Last Name (any
suf fix like, II, Jr. etc.) a comma, First Name - a space and then the
Mid dle Name or Mid dle Names if more than one. Ex am ple: A per -
son named John Wil liam Wil son Jr. who goes by the name of Bill
Wil son or John W. Wil son, would be en tered as fol lows; in the name
field, Wil son Jr., John Wil liam. 

Com mon Name Field

In the “Com mon Name” field as Bill Wil son or John W. Wil son.
There must be an en try in this field or ros ters, mail ing la bels and
other forms will not print prop erly.

Date Fields

The date fields re quire some at ten tion. They use a four (4) digit year.
Sin gle digit months and days re quire a lead ing “0" when en tered,
Ex am ple: If the date is Janu ary 5, 1987, you would en ter it as
01/05/1987. Af ter you have pressed the EN TER key it will dis play
as ei ther Jan 05, 1987 or as 1/ 5/1987.

De gree Dates

It is im pera tive that all three de gree dates be en tered. Vari ous sec -
tions of the ap pli ca tion will no func tion prop erly if they are not.

Print ing of Con tinu ous Forms

If you have no printer in stalled on your sys tem ca pa ble of print ing
con tin uous forms you will be so no ti fied. If you have more that one
printer in stalled which can print con tin uous forms the pro gram will
prompt you to se lect the printer you wish to use when print ing a test
in or der align the form. When you have the form prop erly aligned
you will again be prompted to se lect the de sired printer and the
forms will then be printed. If you have only one printer on the sys tem 
that can print con tin uous forms the printer se lec tion screen will not
ap pear. 

Things You Will Need

Dues Re ceipts and Life Mem ber ship Certificates 

When you place you or der for ei ther these receipts or cer tifi cate be
sure to in di cate that you are us ing this ap pli ca tion and you wish the
re ceipts which were de signed to be printed by com puter.

Pin Feed - Dot Ma trix Printer Mail ing La bels

In or der that you may print Mail ing La bels you must use the same
size la bels that the pro gram ex pects to find in the printer. Pin Fed la -
bels use Avery Num ber 4014 Pin Fed La bels. You may use an other
manu fac turer if you wish but the la bels must be 4 inches wide by 1
7/16 inch high, one up. 

La ser and Ink Jet Printer Mail ing La bels

Sheet La bels are Avery Num ber 5262, 5162 or 5162B, 1 /3 by 4
inches, 14 per page; or Avery Num ber 5261, 5161 or 5161B, 1 by 4
inches, 20 per page; or Avery Num ber 5260, 5160 or 5160B, 1 by 2
5/8 inches, 30 per page. The Avery num bers for these sheet la bels in -
di cate the number pack aged as follows. The 5260, 5261 and 5262
have 25 sheets, the 5160, 5161 or 5162 have 100 sheets, and the
5060, 5061 and 5162B have 500 sheet per package. You may use la -
bels sup plied by a dif fer ent manu fac turers but they must be ex actly
the same size as those listed above. The pro gram was tested us ing
Avery La bels and the pro gram will print prop erly with these la bels.

La bel For mat ting

The top line on the la bel prints three dif fer ent pieces of in for ma tion.
The number on the left most side is the number of the la bel printed.
In this case it would be the 125th la bel. The let ter “D” in di cates the
sort code. “D” is 5 digit sort, “3” is 3 digit sort, “A” is ADC (Area
Dis tri bu tion Cen ter)sort and “MS” is the mis cel la ne ous left over.
The “All for ADC 901” in di cates that this is the first la bel of a par -
ticu lar bun dle which is to be routed to that ADC number, in this case
901. This information will print only on the first la bel of each bun -
dle. Place the la bel with the ADC number on top of each new bun dle
and move on to the next one and con tinue this pro ce dure un til you’ve 
fin ished the mis cel la ne ous group which will be the last bun dle.
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Terms Used In This Manual

Menu Bar

A menu with a re versed area lo cated at the top of the screen in di cat -
ing a par ticu lar sec tion or file to which to go or a func tion to per form. 
The menu bar has the fol low ing se lec tions. Files, Lists, Forms Re -
ports, Mail ing La bels, Dues/Homes, Re ceipts, Help and Exit.

Combo Box

A spe cial field lo cated near the top of the screen used to lo cate a par -
ticu lar rec ord or make a given se lec tion. There is an ar row but ton at
the right of the combo box. When pressed, it will cause a drop down
se lec tion menu to ap pear from which your se lec tion may be made.
Gen er ally in this pro gram it will be used to se lect names of in di vidu -
als in the vari ous files. Al though it will also be used to se lect groups
of in di vidu als within those files at times for lists or re ports.

Group Code

A code let ter en tered in the Group Code field to in di cate a given
“group” to which that in di vid ual be longs. i.e. you may wish to di -
vide the in di vidu als in the vari ous files into dif fer ent groups so that

they may be con tacted by that group. Those who live in the lo cal
area, those who are shut in, crafts men, etc. You may wish to di vide
your mem ber ship up into groups for phone com mit tee dis tri bu tion.
This is an op tional fea ture, but it is use ful.

Com mit tee Code

A code let ter like the Group Code field above but for the pur pose of
plac ing a mem ber into a com mit tee.

Scroll Bar

A “Bar” at the right side of the screen when lists of vari ous kinds are
dis played. With the ar row but tons at the top and bot tom of the bar
you are able to scroll up and down through the in for ma tion dis played 
thereon.

Re cord Se lec tors

A group of ar row but tons at the bot tom of the screen which al low
you to se lect the ei ther the first or last rec ord in the file or scroll be -
tween rec ords.
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Getting Started

This man ual makes cer tain as sump tions. The ma jor as sump tion is
that you are fa mil iar with use of the DOS op er at ing sys tem and the
Win dows GUI, (graphi cal user in ter face). This man ual is in struc -
tional in the use of the Win dows ver sion of the LODGEi CAL soft -
ware ap pli ca tion alone. If you need help with ei ther DOS or
Win dows, con sult your dis tri bu tion manu als, use the on line help for
Win dows, or con tact Mi cro soft tech ni cal sup port. 

To be gin the pro gram Mouse Click on the LODGEi CAL icon. The
first screen you will see is the Open ing Menu. From the Menu Bar
make your se lec tion.

The Sys tem File

From the menu bar, choose “Files” and then Sys tem. En ter the date
char tered. En ter the name of your Lodge Sec re tary. En ter the Lodge
phone number. Close the screen. 

Ex port ing Data

Al though I have tried to in clude all the nec es sary and de sir able fea -
tures in “LODGEi CAL” I re al ize that no ap pli ca tion can ever in -
clude every pos si ble method of data ma nipu la tion to sat isfy every
user of the pro gram. One pos si ble use is for CASS cer ti fi ca tion re -
quired by the Post Of fice in or der to take ad van tage of Bar Code Dis -
counts. To ex port the data in the files to a comma de lim ited file get to 
the Main Menu screen Menu Bar, Files drop down menu. There is a
se lec tion called “Ex port ... .” By se lect ing this item you will be able
to ex port all the data in the Ar chive, Can di date, Mem ber, Non Mem -
ber, So journer, Sus pended and Wid ows files. You may then use this
data in what ever man ner you wish.

Re quire ments for “CASS Cer ti fied 
Bar Code Sort” dis counts

In or der for your Lodge to be able to take ad van tage of the Bar Code
Bulk Rate Dis count you must first have your mail ing list “Cod ing
Ac cu racy Sup port Sys tem” (CASS) cer ti fied. This can be done by
the Post Of fice one time at no charge. Af ter which you must have
your mail ing list cer ti fied an nu ally by some out side agency or pur -
chase soft ware from a third party ven dor and do it your self each
year. I have no in for ma tion as to the cost of hav ing an out side ven dor 
cer tify your list. If you choose to do it your self the soft ware will print 

the Cer ti fi ca tion Cer tifi cate which you will need to take to the Post
Of fice in or der to qual ify for the next cal en dar year. The soft ware I
have priced costs be tween $100.00 and $300.00 with an nual up -
grades sold at an ad di tional fee and re quire that you have a CD ROM
Drive on your Com puter. The sav ings on a typi cal mail ing of 500
pieces is in the neigh bor hood of $4.00 to $5.50 a month or be tween
$48.00 and $66.00 an nu ally, de pend ing upon the break down of your 
mail ing list. You may wish to con sider the cost of pur chas ing a CD
ROM Drive and in stall ing it in your com puter along with the ad di -
tional cost of the soft ware and an nual up grades when com pared to
the “sav ings” to de ter mine whether it would be eco nomi cal to ap ply
for the CASS cer ti fi ca tion in the first place.

Set ting up Group
and Com mit tee Codes

Click on Files on the menu bar of the open ing screen. This will drop
down a list. At the top of the sec ond di vi sion your will see “Com mit -
tee Codes” and “Group Codes”. Se lect these one at a time and en ter a 
“code” and “de scrip tion” for each Com mit tee your Lodge wishes to
es tab lish and each Group into which you wish to de fine.

You will find that there are al ready a few en tries in each ta ble. The
Pub lic Schools and Con sti tu tion Ob ser vance com mit tees have al -
ready been en tered. In the Group Code sec tion there are also a few
codes there. They will serve as an ex am ple of how the en try should
be made. These may be de leted or modi fied as you wish.

The “code” for these com mit tees and groups can be any char ac ter on
the key board with the ex cep tion of the “*” which is re served. En ter
some char ac ter and then the name of the com mit tee or group your
are es tab lish ing.

Plac ing individuals into
Groups and Committees

Once these codes have been es tab lished you may en ter in di vidu als
into them. This is done by open ing ei ther the “Place In di vidu als into
Groups” or “En ter New Com mit tee men” sec tion from  the same
drop down list above. Se lect the in di vid ual and the com mit tee or
group into which you wish to place him from the combo boxes and
then use the but ton on the screen to place him in the com mit tee or
group de pend ing on which screen you have opened. A more de tailed 
ex plai na tion can be found in the sec tion en ti tled “En ter ing Groups
and Com mit tee men” later on in the man ual.
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Changing Default Printer or FAX

If you have only one printer and do not have ei ther an in ter nal or ex -
ter nal a FAX/Mo dem con nected to your com puter you may dis re -
gard this sec tion.

The De fault Printer

If you have more than one printer and/or a FAX/Mo dem con nected
to your com puter you must se lect one of them as your “De fault
Printer.” The de fault printer is the printer which is se lected each time 
you open any ap pli ca tion. This is the printer to which all re ports will
be sent, nor mally. How ever there are ex cep tions to this rule which
will be dis cussed be low.

Set ting the De fault Printer

To set the de fault printer you must get to the Con trol Panel in Win -
dows and click on the printer icon. Then se lect the printer de sired
and set it to be the de fault. Con sult your Win dows man ual for in -
struc tions or how to set the de fault printer.

Tem po rally Chang ing De fault Printer

Within this ap pli ca tion you are al lowed to tem po rally change the de -
fault printer. The tem po rary change will re main in ef fect un til you
close the ap pli ca tion or tem po rally change is again. For the most part 
you will use the de fault printer to print your forms and re ports.

FAX

If you have a FAX/Mo dem in stalled on your sys tem you can FAX
any re port you can print if de sired. The com puter looks not to a
printer but to a file called a printer driver. These printer driv ers set
the pa rame ters needed to prop erly for mat the in for ma tion sent to the
printer FAX/Mo dem also has a driver. This driver sets the pa rame -
ters needed by the FAX/Mo dem and also launch the FAX soft ware.
Con sult your FAX man ual.

Dot Ma trix Print ers

If you have more than one dot ma trix printer driv ers in stalled on
your sys tem and you use pin fed la bels or re ceipts you will be
prompted to se lect the de sired printer auto mati cally at print time. A
win dow will pop up list ing all the dot ma trix print ers (driv ers) in -
stalled on your sys tem. Make the se lec tion and con tinue. The de fault 
printer se lected above will be re set at the end of the print run.

Prob lems with some print ers

Some print ers have prob lems with some forms, re ceipts and re ports.
Some Pana sonic printer driv ers do not prop erly in cre ment mail ing
la bels. One work around for this prob lem is to in stall an Ep son
printer driver and “fool” the com puter into think ing it is print ing to
an Ep son. If you have prob lems con tact the printer manu fac turer for
the lat est driv ers or al ter nate driv ers which can be used in place of
those sup plied with the printer.
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The People Files

Things Com mon To All Files

Click on the “Files” se lec tion of the Menu Bar. A drop down menu
will ap pear. Mouse click on file you wish to use. The se lected screen
will next ap pear. If there are no rec ords in the file the Combo Box
will be empty. If there are rec ords in the file, a list of them will ap -
pear just be low the combo box. You will also no tice a se ries of but -
tons in the bot tom left hand cor ner of the screen. These in clude
“Notes, Of fices (Mem ber ship Screen Only), Af filia tions (Mem ber -
ship Screen Only), Ar chive Data (Mem ber ship Screen Only), New
Re cord, Save Re cord, Undo Edit, and De lete Re cord.

Combo Box

If there are no rec ords in the file the Combo Box will be empty. If
there are rec ords in the file, a list of them will ap pear just be low the
combo box. You will also no tice a se ries of but tons in the bot tom left
hand cor ner of the screen. These in clude “ New Re cord, Save Re -
cord, Undo Edit, and De lete.

New Re cord

Mouse click on the “New Re cord” but ton and then in the “Name”
field. En ter the name in the for mat ex plained ear lier in this man ual.
Press ei ther En ter or Tab and en ter the com mon name in the “Com -
mon Name” field as in the for mat ex plained ear lier in this man ual.
Con tinue to en ter in for ma tion in each field. 

Full Name

Names must be en tered in the fol low ing man ner in or der for the
other sec tions of the pro gram to han dle the in for ma tion prop erly.
En ter the Last Name and any “Jr.’s” or “II’s” fol lowed by a comma
“,” then a space, the First Name, an other space and the Mid dle
Name(s). Do not use the ini tial as a sub sti tute for the name in this
field. Here are some ex am ples: “Wil son, John Wil liam,” or “Wil son
Jr., John Wil liam.” The pro gram stores the name in this man ner so
that it may prop erly al pha bet ize the mem ber ship file and for use
when print ing of fi cial Grand Lodge re ports where the full name is
re quired.

IM POR TANT: In ad di tion to be ing used on all re ports sent to
Grand Lodge which re quire the full name this field is used to rec -
ord im por tant in for ma tion such as the his tory of dues pay ments. It
is VERY IM POR TANT that you en ter the name as de scribed
above from the start. If you place an ini tial rather than the name in
this field and later cor rect this er ror you will also have to go into
the Dues His tory file and cor rect all en tries made be fore your cor -
rec tion was made. Do it right in the first place and save your self a
lot of work later.

Common Name

Note: A name must be en tered in this field or the mail ing la bels
and ros ters will not print any name for the in di vid ual.

 This is for en ter ing the in for mal name as it will ap pear on mail ing la -
bels, ros ters, etc.. En ter first name first and last name last in this field
or First Name, Mid dle Ini tial, Last Name, etc.. Ex am ple: John Wil -
son, John A. Wil son, Bill Wil son, etc..

Ad dress Lines

There are two (2) ad dress lines pro vided. The sec ond is for an apart -
ment or space number etc. Note: An en try must be made in the first
ad dress field.

City, State, Zip Code

Space is pro vided for an (11) digit zip code. If the last four num bers
are un known leave blank, it will not ef fect the op era tion of the pro -
gram.

Phone Num bers

Start ing with the Area Code etc. The busi ness phone has an ex ten -
sion field if needed.

Date Fields

En ter the date of the event in the cor re spond ing fields.

Notes: 

To en ter Notes about this in di vid ual, mouse click on the “Notes”
but ton. A pop up win dow will ap pear. Click in the up per left hand
cor ner of the screen and en ter any in for ma tion about this per son
which you feel in clined to do. Click on close to close the win dow.

Group Code

Any digit (0-9), let ter (A-Z), or any other sym bol such as the %, #, +,
etc. may be en tered in this field for each mem ber. Up to sixty- eight
dif fer ent groups can be es tab lished When print ing Mail ing La bels
for vari ous mem ber ship file you, will be asked whether you wish to
use a group code. How ever in or der to use the codes they must be
first en tered in the Group Code ta ble. Oth er wise they will not show
up as a se lec tion when print ing la bels.

Save Re cord

Click here at any time to save the rec ord.
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Undo Edit: 

This but ton will cause all changes made to the rec ord on a par ticu lar
screen to be un done and the origi nal in for ma tion re stored. It is used
to cor rect a mis take or in ad ver tent chang ing of a given field which is
not de sired. CAU TION: This but ton will not undo changes made to
the rec ord in any of the pop up win dows. They each have their own
Undo But ton. If you close one of these win dows, the in for ma tion
will be saved as it is at the time of the win dow clo sure. The Undo
But ton will only undo what has been changed on the screen or pop
up win dow which is ac tive at the time.

De lete Re cord: 

This but ton is self ex plana tory. It re moves a rec ord from the file. It
should be used with cau tion as once a rec ord has been re moved it
can not be re cov ered. For the most part you will never have to use this 
but ton except to de lete a rec ord en tered in er ror. The nor mal method
of mov ing a mem ber to a dif fer ent file is done as de scribed in the Ar -
chive Data sec tion above.

Mem ber ship File Only

Im por tant Date Information

There are spe cific rea sons for en ter ing the date in for ma tion and it
must be done prop erly for other sec tions of the ap pli ca tion to work
prop erly. Most are self ex plana tory. How ever the fol low ing three
should re ceive your care ful at ten tion.

Date Ap plied: This is the date the mem ber ap plied for mem ber ship
in Ma sonry, if an af fili ate, date in his origi nal Lodge. 

Date Elected: This is the date the mem ber was elected to re ceive the
de grees on Ma sonry, if an af fili ate, date in his origi nal Lodge.

Af filia tion Date: This is the date the mem ber af fili ated with your
Lodge if that is how he gained mem ber ship rather than tak ing the de -
grees in your Lodge.

Note: It is im pera tive that you en ter these dates in the proper fields. 
If you do not, the monthly re ports gen er ated by this ap pli ca tion
will not be ac cu rate. 

E- Mail Ad dress

En ter the E- Mail ad dress.

Of fices But ton

Click on the Of fices But ton. En ter the year served in the vari ous of -
fices of your Lodge. If the mem ber has served more than one year in
a row, en ter both or if sev eral en ter as 1955- 72 etc. Al ways en ter the
ear li est year if more than one. Ex am ple: If the Mas ter served in
1973, 1988, and 1991, en ter in that or der; 1973,1988,1991, or
1973,88,91. This is nec es sary in or der that the list ing of the Past mas -
ters will be in proper or der.

Note: If you wish to list the Past mas ters of other Lodges who have
af fili ated with your Lodge at the end of the list of the your Past mas -
ters, press the “space bar” once and then type “Af fili ated” in the
field for Year Served As Mas ter.

 Af filia tions

This but ton will cause a pop up win dow to ap pear into which you
may en ter the name of the vari ous other Ma sonic or gani za tions to
which a mem ber may be long.

Ar chive Data 

This but ton will cause a pop up win dow to ap pear into which you en -
ter the date of Death, Dimit, Sus pen sion or Ex pul sion. Af ter this in -
for ma tion is en tered and the win dow closed the data on this mem ber
will be trans ferred to ei ther the Ar chive or Sus pen sion file.

Life Mem ber

Click ing on this but ton will open a win dow for en ter ing the date the
mem ber be came a life mem ber and the amount of the fee charged.

Hi ram and Vet eran Awards

En ter the Date for the vari ous awards. There are three date fields for
Vet eran Awards. Two are rec og nized by Grand Lodge. One is pro -
vided for those Lodges that pres ent awards for mem ber ship pe ri ods
of less than 50 years. If your Lodge makes such an award en ter the
date of pres en ta tion. The other two dates are for the Grand Lodge 50
and 75 year Awards.

Cur rent Of fi cer

If the mem ber is an Of fi cer other than the stan dard ones en ter the of -
fice he holds. Ex am ple: As sis tant Sec re tary, etc. Oth er wise en ter
them from the En ter New Of fi cers sec tion on the open ing menu.

Wife’s Name

En ter the first name of the wife of the mem ber.

Wife’s Birth Date

En ter wife’s date of birth.

An ni ver sary

En ter their wed ding date.

Place of Birth

En ter mem ber’s place of birth.

Oc cu pa tion

You may wish to use his last for prin ci pal oc cu pa tion if he is re tired.
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Archive File Only

New Re cord 

Click on this but ton to en ter a new rec ord into the file. The close the
combo box will close. The cur sor will move to the Name field. Be gin 
en ter ing data.

Note: A mes sage box will ap pear on the screen with a mes sage on it 
in di cat ing that click ing on the “Other Data” but ton be low it will
al low you to en ter in for ma tion re gard ing Can di dates Fees For fei -
ture, the Ex pul sion of a Mem ber of the Lodge and in for ma tion re -
lat ing to his status as a Life Mem ber of your Lodge. This but ton
will not ap pear at any other time than when en ter ing a New Re -
cord. If the mem ber be ing en tered in the Ar chive File is ei ther a
Life Mem ber, Can di date for whom dues were for feited or a mem -
ber who had been ex pelled, click on this but ton at this time and en -
ter the date of the for fei ture of dues or the in for ma tion re quested
re gard ing the ex pul sion from mem ber ship in Ma sonry.

Candidate & Applicant Files Only

Mem ber ship #

Click on this field and en ter the Mem ber ship Num ber sup plied by
Grand Lodge af ter you have sent in the re port in di cat ing you have
ini ti ated this can di date.

3rd De gree Date

When he re ceives his Mas ter Ma sons de gree click on this but ton and
en ter the date raised. 

Rejected

Click on this but ton to en ter the date the Ap pli cant was re jucted tor
mem ber ship ei ther by vote or opbjec tion to the Mas ter of the Lodge.

Wife’s Name

En ter the first name of his wife.

An ni ver sary

En ter their wed ding date.

Place of Birth

En ter his place of birth.

Oc cu pa tion

You may wish to use his last for prin ci pal oc cu pa tion if he is re tired.

Suspended File Only

Click on the “Files” se lec tion of the Menu Bar. A drop down menu
will ap pear. Mouse click on “Sus pended.” The Sus pended File
Screen will next ap pear. /*

Res to ra tion Date

En ter the date of res to ra tion here when (if) the mem ber is re stored
from sus pen sion. This will re store him to mem ber ship. It will also
place a sen tence in the “Notes” sec tion of his rec ord in di cat ing the
dates of his sus pen sion, res to ra tion and the length of time in years,
months and days.  This is use ful in for ma tion when cal cu la tion time
in serv ice for vet er an’s awards.

Pen alty Raised to Ex pul sion

The use of this field is a rare oc cur rence. It is used ONLYif the pen -
alty set at trial of “Sus pen sion” be raised to “Ex pul sion” by ac tion of
the Grand Lodge. When a date is en tered in this field the mem ber
will be placed in the Ar chive Sec tion and you will be trans ferred to
the Ar chive screen so that other in for ma tion may be en tered if nec es -
sary.

Sojourners File Only

Home Lodge

En ter the name of his home Lodge.

Lodge City

En ter the city in which his home Lodge is lo cated.

Lodge State

En ter the State in which his home Lodge is lo cated.

Af fili ated

En ter ing a date will cause the in di vid ual to be trans fered to the Mem -
ber ship sec tion should he be elected to your Lodge.

Date of Death

When you en ter a date in this field it will cause the rec ord to be de -
leted from the file and make an en try in the Wid ows sec tion if he has
a wife.

Widows File Only

Hus band’s Name

En ter the name of her late hus band
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Entering Lodge Officers

Lodge of fi cers can be en tered from the Main Menu only. Click on
“Files” and then click on “En ter Lodge Of fi cers.” This will load a
pop up win dow. The pur pose of this win dow is to al low you to en ter,
change or de lete of fi cers of your Lodge. 

To Start a New Year

At the be gin ning of a new Ma sonic year you should de lete all of fi -
cers and en ter the new ones. To do this sim ply mouse click on the
“Clear All Of fi cers” but ton at the top of the screen. This will de lete
all of fi cer des ig na tions from the files. You are now ready to en ter the 
of fi cers for the cur rent year.

En ter ing New Of fi cers

Mouse click on the down ar row lo cated at the right hand edge of the
combo box marked names. Se lect the name of the of fi cer de sired by
typ ing a por tion of his name and then when it ap pears in the list,
click ing on it. Next mouse click on the down ar row at the right edge
of the “Of fi cers” combo box. Lo cate the name of the of fice and
mouse click on it. Fol low this pro ce dure un til all the of fi cers of your
Lodge have been des ig nated. Then close the win dow.

The Ti ler and Or gan ist

The Ti ler and Or gan ist do not have to be mem bers of your Lodge.
All other of fi cers must be long to your Lodge. If you Ti ler and/or Or -
gan ist are mem bers of some other Lodge and you want them to ap -
pear in the List of Of fi cers and have mail ing la bels printed at the
time you print Of fi cers la bels, they must first be en tered into the Non 
Mem ber file.

Chang ing A Sin gle Of fi cer

In the event of a change of of fice dur ing the year due to a death or for
any other rea son you may de lete the cur rent of fi cer and re place him
with the newly ap pointed or elected mem ber with out hav ing to re en -
ter all of the of fi cers for the year. To do this se lect the outgo ing of fi -
cer’s name from the combo box and then click on the down ar row on
the “Of fices” combo box. Scroll up to the top of the list if not al ready
there. Se lect the “blank” rec ord at the top of the list just above the
“Mas ter” and click on it. This will re place the name of the of fice with 
a blank rec ord in di cat ing that he no longer holds as of fice. Next,
from the Name combo box se lect the name of the new of fi cer. Then
from the Of fi cer combo box se lect the proper of fice and save the rec -
ord.
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Entering Committeemen and Groups

Committeemen

From the open ing screen click on “Files” from the menu bar and then 
se lect “En ter New Com mit tee men” from the drop down menu. A
pop up win dow will ap pear with two combo boxes and three but tons.

Be gin a new year

To en ter the com mit tee men for the en su ing Ma sonic year you first
must clear the rec ords from the last year. To do this sim ply click on
the “Re move All Mem bers form All Com mit tees but ton. This will
clear all rec ords for the file. Next from the Mem ber combo box se -
lect the name of the per son to be ap pointed to a given com mit tee.
Then from the other combo box se lect the de sired com mit tee. Then
click on the “Add Mem ber to com mit tee” but ton. The se lected mem -
ber has now been added to the se lected com mit tee.

At this point you may do ei ther of the fol low ing. If other mem bers
are to be added to this com mit tee se lect their names from the Mem -
bers combo box while leav ing the com mit tee se lec tion as is and click 
on the “Add Mem ber to com mit tee” but ton un til all mem bers of this
com mit tee have been added. Then se lect the next com mit tee and add 
it’s mem bers in the same man ner.

You have the op tion of leav ing the se lected com mit tee “live” and
add ing ad di tional mem bers or leav ing the mem ber “live” and add -
ing him to dif fer ent com mit tees.

Af ter each se lec tion a list of the com mit tees to which a given mem -
ber be longs will be dis played in the box on the right side of the win -
dow.

Re move a sin gle com mit tee man

To re move a given mem ber from all of his com mit tee as sign ments as 
in the case of his hav ing moved out of the area, se lect his name from
the combo box and click on the “Re move this Mem ber from All
Com mit tees” but ton.

Note: Some Tem ple Boards al low mem bers on the board who are
not mem bers of your Lodge. In the case of mul ti ple Lodges shar ing
the same build ing or al low ing mem bers of other Ma sonic bod ies
meet ing in the same build ing to sit on the board. In or der that you
may en ter these in di vidu als, should you wish to do so, first en ter
them in the “Non- Members” file so as to al low their name to ap pear
in the combo box.

Groups

Mem bers, Can di dates, Non Mem bers and
So journ ers

From the open ing screen click on Files on the menu bar and se lect 
“Place In di vidu als in Groups.” Se lect the in di vid ual from the drop
down list of the combo box. Next from the lower combo box, se lect
the group into which you wish to place this mem ber. Click on the
“Add Mem ber to group” but ton. The name of the group will ap pear
in the win dow on the left side of the screen. Con tinue to add this
individual to other group as de sired or se lect a dif fer ent in di vid ual.

Wid ows

At pres ent Wid ows can be added to groups only in the fol low ing
man ner. Open the Wid ows screen and en ter the group code char ac ter 
for the de sired group or groups into which you wish to place a par -
ticu lar widow.
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Lists, Printouts and Index Cards

Click on “Lists” on the Menu Bar and a drop down menu will ap pear
with the fol low ing se lec tions, “Lists Print outs and In dex Cards” or
“Ros ters.” Click on Lists Print outs and In dexCards and se lect from
the drop down menu. The list ing for other than the ma jor files have
two print but tons which will ap pear at the top right of the screen. If
you wish a printed copy or In dex Cards sim ply click on the ap pro pri -
ate but ton.

Ar chive

Click on this se lec tion and a fly out menu will ap pear with the fol -
low ing se lec tions, All Re cords or Range. If you se lect “All Re cords” 
a list ing of all the rec ords in the Ar chive file will ap pear on the
screen. Se lect ing “Range” will cause an other cause a pop up win -
dow to ap pear re quest ing you en ter the first let ter or as many of the
let ters of the last name of the mem bers you wish listed. Click on the
“OK” but ton and then en ter the let ter be fore which you wish the list
to ter mi nate in the next win dow. Then click on the “OK” but ton and
the list will ap pear.

Can di dates

Click on this se lec tion and a fly out win dow will ap pear with the fol -
low ing se lec tions. All Can di dates, En tered Ap pren tices, and Fel -
low crafts. Make your se lec tion and the list will ap pear on the screen. 

Com mit tee Codes

Click on this se lec tion for a list ing of the Com mit tee Codes and their
cor re spond ing de scrip tions which you have en tered in the Com mit -
tee Code Sec tion.

Group Codes

Click on this se lec tion for a list ing of the Group Codes and their cor -
re spond ing de scrip tions which you have en tered in the Group Code
Sec tion. Use the scroll bar or ar rows to navi gate through the list and
when fin ished, click on the “Close” to re turn the un der ling screen. 

Mem bers

Lodge Mem bers may be listed in sev eral man ners. When this se lec -
tion is made a pull down win dow will ap pear with the fol low ing op -
tions. Al pha beti cal, By Birth Date, By Third De gree An ni ver sary,
Mem bers Who’s Dues Are Not Cur rent, Dual Mem bers, Plu ral
Mem bers, and Sus pended Mem bers.

3rd De gree by Month

Se lect “3rd De gree by Month.” in the usual man ner and then se lect
the de sired month by en ter ing the number of the month de sired. Ex -
am ple: 1 for Janu ary, 2 for Feb ru ary 3 for March, etc.. The lists for
those mem bers raised in the se lected month will be pro duced start -
ing with the first day of the month and run ning to the last. Use the
scroll bar or ar rows to navi gate through the list and when fin ished,
click on the “Close” to re turn the un der ling screen.

Birth days by Month

Se lect “Birth days by Month” the choose “Mem bers Only” or
“Mem bers and Can di dates” in the usual man ner and then se lect the
de sired month by en ter ing the number of the month de sired. Ex am -
ple: 1 for Janu ary, 2 for Feb ru ary 3 for March, etc.. The lists for those 
mem bers raised in the se lected month will be pro duced start ing with
the first day of the month and run ning to the last. Use the scroll bar or
ar rows to navi gate through the list and when fin ished, click on the
“Close” to re turn the un der ling screen.

Com mit tee men

Se lect “Com mit tee men” from the drop down menu and a list of all
the com mit tee men will ap pear on the screen. A Combo Box will be
at the top of the screen. If you which to list the mem bers of a par ticu -
lar com mit tee click on the down ar row on the right of the Combo
Box and make your se lec tion. Use the scroll bar or ar rows to navi -
gate through the list and when fin ished, click on the “Close” to close
this screen.

De lin quent Dues

Se lect “De lin quent Dues” from the drop down menu and a fly out
menu will ap pear with the fol low ing se lec tions, By Name, By Age,
By Date Raised or Two years de lin quent. The first three se lec tions
will list all of the mem bers who do not have a cur rent dues card will
ap pear on the screen. The last se lec tion, “Two years de lin quent, will
list only those two years in ar rears. Scroll bar or ar rows will navi gate
through the list.
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Dual Mem bers

Se lect “Dual Mem bers” and a list will ap pear on the screen of all of
your Lodge Mem bers who hold dual mem ber ship in other Lodges. 

Dues His tory

This sec tion will pro duce a his tory al pha beti cally and then by date of 
the dues paid by each mem ber since the file was last cleared. A
Combo Box at the top of the screen will al low you to se lect a given
mem ber and list the dues his tory for that mem ber alone.

Dues Re mis sions

Se lect ing this op tion will cause a list of the mem bers who have had
their dues re mit ted by ac tion of the Lodge.

Hi ram Awards

A list of the liv ing Hi ram Award hold ers will be sent ei ther to the
screen. The list will be in al pha beti cal or der.

Homes Con tri bu tions

This se lec tion will cause a fly out menu to ap pear with the fol low ing
op tions. By Amount and By Name. Make your se lec tion and a list of
the mem bers con trib ut ing to the Ma sonic Homes En dow ment Fund
by name or amount con trib uted.

Life Mem bers

A list of the liv ing Life Mem bers will be sent to the screen. The list
will be in al pha beti cal or der. 

Of fi cers of the Lodge

A list of the Lodge Of fi cers will be pro duced in al pha beti cal or der
ei ther to the screen or printer.

Pos si ble Vet eran Eli gi bil ity

This list ing is of mem bers who were raised more than fifty years ago
but who have not been pre sented with a vet er an’s award. Pos si ble
rea sons would be a sus pen sion in the past.

Mem bers

This se lec tion will cause a fly out menu to ap pear with the fol low ing
op tions. 

Al pha beti cally, By Age, By Date Raised, or By a Se lected Zip
Code, With Email Addresses.

Make your se lec tion and a list will ap pear. If you choose to list al -
pha beti cally or by a se lected zip code, a list of the en tire mem ber ship 
will ap pear and in ad di tion this screen will have a Combo Box so that 
you may se lect to list by a se lected group. In dex Cards may be
printed for in di vid ual groups. Click on the down ar row lo cated at the 
right of the Combo Box and make your se lec tion for the list  If you
se lect By Se lected Zip Code you may print a list or  In dex Cards for a
a given Zip Code.

Af fili ate Mem ber ships 

This se lec tion will cause a fly out menu to ap pear with the fol low ing
se lec tions. York Rite, Scot tish Rite, Shrine, and East ern Star. Make
your se lec tion and the ap pro pri ate list will ap pear.

Past mas ters

A fly out menu will ap pear with the fol low ing se lec tions. Liv ing and
All. Make your se lec tion and a list of all or of the liv ing Past mas ters.
The list of all of the Past mas ters will have a box to the left of the
name. If there is an “x” in the box, it in di cates that this Past mas ter is
de ceased.

Plu ral Mem bers

This se lec tion will list the Plu ral Mem bers of your Lodge.

Wed ding Anniversary

A pop- up win dow will ap pear. En ter the number of the month for
which you wish to pro duce a list. i.e.. 1 for Janu ary, 2 for Feb ru ary,
3, for March ... 12 for De cem ber.

Vet er an’s Awards 

A fly out menu will ap pear with the fol low ing se lec tions. Spe cial, 50 
Year, and 75 Year. The “Spe cial” se lec tion is used in your Lodge has 
es tab lished an award of their own for less than fifty years of con tin -
ual mem ber ship. Many have twenty- five or other time pe ri ods for
awards given my the Lodge in ad di tion to the Golden Vet er ans
Awards of Grand Lodge.

Wed ding An ni ver sa ries

En ter the number of the number of the de sired month. 1 for Janu ary,
2 for Feb ru ary, etc.. This will pro duce a list of those mem bers who
were mar ried in any given month. If you choose to print the list you
will be prompted to re en ter the month number.

Wives' Birth days

A pop up win dow will ap pear re quest ing that you en ter the nu meri -
cal equiva lent of the month de sired. 1 for Janu ary, 2 for Feb ru ary, 6
for June, etc. A list of those wives born it the se lected month will be
cre ated on the screen. You may also print the list.

Non Mem bers

From the “Lists Sec tion” se lect Non- Members, A list of those en -
tered in the Non- Member file will be pro duced to the screen. Use the
scroll bar or ar rows to navi gate through the list and when fin ished,
click on the “Close” to re turn the un der ling screen. 
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So journ ers

Mak ing this se lec tion will cause a list ing of the So journ ers to the
screen. Use the scroll bar or ar rows to navi gate through the list and
when fin ished, click on the “Close” to re turn the un der ling screen. 

Sus pended

Mak ing this se lec tion will cause a list ing of the Sus pended to the
screen. Use the scroll bar or ar rows to navi gate through the list and
when fin ished, click on the “Close” to re turn the un der ling screen. 

Wid ows

From the “Lists Sec tion” se lect Ma sonic Wid ows. A list of those en -
tered in the Wid ow’s file will be listed on the screen. Use the scroll
bar or ar rows to navi gate through the list and when fin ished, click on
the “Close” to re turn the un der ling screen. 

Birth days

This sec tion will prompt you to en ter the nu meri cal equiva lent for
the month de sired. 1 for Janu ary, 2 for Feb ru ary, 7 for July, etc.. You
will then get a list on the screen of the Wid ows born is the se lected
month. You may print the list by click ing on the "Print But ton". You
will again be prompted to en ter the number of the month.

File Sta tis tics

This sec tion is reached only from the open ing screen. Click on
“Files” on the menu bar. Then se lect “File Stac tics” and a screen will 
ap pear with a break down of the mem ber ship and other files.
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Rosters

Click on “Lists” on the Menu Bar and a drop down menu will ap pear
with the fol low ing se lec tions, List ings or Ros ters. Se lect Ros ters
and choose the de sired file.

Ar chive

Click on “Ar chive” from the drop down menu and a fly out menu
will ap pear with the fol low ing choices, “1 Col umn List”, “3 Col umn
List”, “Within a Range” and Dim ited Brother.  Click on one of the
first two choices to print all the names in the Ar chive file. Click on
“Within a Range” and a pop up win dow will ap pear. En ter the let ter
or set of let ters with which you wish to be gin the list. Ex am ple; If
you en ter the let ter “B” as the be gin ning of the list and the let ter “D”
as the end, the list will con tain all the names be gin ning with the let ter 
“B” and end with the last name be gin ning with the let ter “C.” If you
en ter as the be gin ning of the search the let ters “Smith J” and as the
end of the search the let ters “Thom” the list sill con tain names rang -
ing from the first per son names “Smith” who’s first name be gan with 
the let ter “J” and end be fore a with a last name that be gan with the
let ters “Thom.” 

Can di dates

Click on “Can di dates” and se lect the 1 or 3 col umn for mat to print
the list. 

Mem ber ship

Click on “Members” and se lect the 1, 3, and 4 col umn for mat to print 
the list. You may also choose to get a list of names and phone num -
bers only or names and ad dress all on a sin gle line. 

Non Mem bers

Click on “Non Mem bers” and se lect the 1 or 3 col umn for mat to
print the list. 

So journ ers

Click on “So journ ers” and se lect the 1 or 3 col umn for mat to print
the list. 

Sus pended

Click on “Sus pended” and se lect the 1 or 3 col umn for mat to print
the list.

Wid ows

Click on “Wid ows” and se lect the 1 or 3 col umn for mat to print the
list. 

Full Data on Individuals

Sin gle Individual

This sec tion gives you the abil ity to print all of the in for ma tion is the
sys tem on a given in di vid ual. You can se lect from the combo box the 
in di vid ual for whom you with a printed rec ord. This is use ful when
he joins an other Lodge or Ma sonic or gani za tion or at the time of his
death. The se lec tion is made from in di vidu als in all of the files with
the ex cep tion of the non- members, so journ ers, and wid ows.

En tire File

There is also the abil ity to print the com plete data on all in di vidu als
within a given file. Sim ply se lect the file you wish to print and the in -
for ma tion of every in di vid ual within that file will be printed.This
will take some time and a fair amount of pa per as only two rec ords
will fit on a page. So if you wish to print the ar chive file and you have 
every mem ber who ever be longed to your Lodge en tered it could be
a for mi da ble task. Re cords may be gen er ated for the Ar chive, Can -
di dates, Mem bers and Sus pended files.
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Forms and Reports

This sec tion is de signed to print vari ous Lodge and Grand Lodge
forms and re ports. It is di vided into two main sec tions. The first in -
cludes the Blue Lodge and Grand Lodge forms and re ports. The cur -
rent Blue Lodge forms avail able are the Can di dates In ves ti ga tion
form and the ap pli ca tion for Golden Vet er ans awards. The Grand
Lodge sec tion in cludes Ac tiv ity, both Gains and Losses, Death of
Grand Lodge Mem bers, and Dues Re mis sions. Oth ers will be added
as there are ap proved by Grand Lodge. The sec ond in cludes ros ters
of the vari ous files. These are printed in dif fer ent styles and in the
case of the some of the files, by dif fer ent cri te ria. This is ex plained
be low.

Blue Lodge

Ap pli cants In ves ti ga tion Forms

Note: The ap pli cant’s name and other in for ma tion must be en -
tered in the “Can di date & Ap pli cant” file be fore the in ves ti ga tion
forms can be printed. 

To print the Ap pli cant In ves ti ga tions forms make this se lec tion. A
screen will ap pear into which the in for ma tion re gard ing the ap pli -
cant in en tered. Se lect the Ap pli cant from the combo box and en ter
the ad di tional in for ma tion re quested in the vari ous fields. There are
four but tons in the up per right hand cor ner of the screen. These but -
tons are num bered 7, 9, 10, and 11. When se lected they will cause a
pop up win dow to ap pear into which the in for ma tion con tained for
the cor re spond ing ques tions on the ap pli ca tion form filled out by the
ap pli cant. En ter the in for ma tion here and then close the win dow by
click ing on the bar at the bot tom of the win dow. Move to the next
but ton and con tinue as above. When all the ques tions have been an -
swered click on the “Print” but ton.

Note: You can not edit the in for ma tion con tained in one of the pop
up win dows ac ti vated by the “number but tons.” If you wish to
change the in for ma tion sim ply click on the but ton again. The win -
dow will re open with no in for ma tion dis played on the screen. Re -
en ter the cor rect in for ma tion and close the win dow. If, by
ac ci dent, you click on one of the but tons af ter en ter ing in for ma -
tion and clos ing the win dow noth ing is lost. The in for ma tion
which you had pre vi ously en tered is still there al though it will not
be dis played. Sim ply close the win dow and con tinue as if noth ing
has hap pened. Any change made here how ever will erase the pre -
vi ously en tered data.

Cer tifi cate of Stand ing

This sec tion prints a “Cer tifi cate of Stand ing” for a Ma son when re -
quested. Af ter se lect ing the in di vid ual for whom the cer tifi cate if to
be printed, fill in as much of the in for ma tion as you can and click on
the print but ton.

Dimit Is su ance

This sec tion will print the “Dimit of a Mas ter Ma son” form is sued to
the mem ber who has re quested and been granted a dimit by your
Lodge. Note: You first must en ter the dimit date in his rec ord and
then save the rec ord in or der to print this form.

Dimit Re quest

This sec tion is used ONLY for Mem bers of Cali for nia Lodges. See
C.M.C. Sec tion 26050. DO NOT USE FOR AF FILI ATES
TRANS FER RING FROM OTHER JU RIS DIC TIONS. This
form IS NOT re quired when af fili ate is re tain ing Plu ral Mem ber -
ship. This form prop erly filled out MUST ac com pany Ap pli ca tions
for Af filia tion pre sented for trans fer ring Mem ber ship WITHIN the
Ju ris dic tion of Cali for nia.

Se lect the Mem ber who has af fili ated with your Lodge and who also
wishes to dimit from the other Lodge to which he be longs and click
on the Print but ton.

Note: The mem ber must have been elected to mem ber ship in your
Lodge and the date of his af filia tion en tered in that field in his rec -
ord be fore you print this re quest.

Let ter to New Af fili ate

No ti fi ca tion of elec tion and let ter of wel come from the Lodge Mas -
ter to the newly elected af fili ated mem ber.

Let ter to Newly Elected Ap pli cant

Let ter of con gratu la tions and no ti fi ca tion of elec tion to re ceive the
de grees of Ma sonry to the newly elected ap pli cant.

Let ter to New En tered Ap pren tice

Let ter of con gratu la tions to the new En ter Ap pren tice.

Let ter to New Fel low craft

Let ter of con tratu la tions to the newly Passed Fellowcraft

Let ter to New Mas ter Mason

Let ter of con tratu la tions and wel come to the new Mas ter Ma son.

Let ter of Ap pre cia tion to Homes Con tribu tor

A let ter of thanks to those who con trib uted.
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Let ter of Ap pre cia tion to Com mit tee men

A let ter of thanks to those who served on com mit tees.

Dis con tinu ance of Mul ti ple Mem ber ship

This form is used to no tify other Lodges to which the mem ber may
be long that he has dis con tin ued his mem ber ship it your Lodge. From 
the combo box se lect the name of the mem ber. En ter the name,
number, A. F. & A. M. or F. & A. M. if known and ju ris dic tion of the
Lodge to be no ti fied. En ter the date the dis con tinu ance of mem ber -
ship be came ef fec tive.

No tice of In ten tion to Sus pend (To Lodges)

This form is used to no tify other Lodges to which a mem ber may be -
long that he is about to be sus pended for non pay ment of dues. Se lect
the Mem ber  from the combo box in the usual man ner. Next en ter the 
name, number and ei ther A. F. & A. M. or F. & A. M. if known and
the Grand Ju ris dic tion of the Lodge to which the no tice is to be sent.
Enter the date of the Stated Meet ing at which your Lodge in tends to
sus pend the mem ber should he not be ing his dues cur rent. Then click 
on the “Print” but ton and the no tice will be printed. Do this for each
such Lodge the Mem ber be longs and then close the pop up win dow.

No tice of Non Pay ment or In ten tion to Sus pend

This form is used to no tify the mem bers of your Lodge who are not
cur rent in their dues and those two years in ar rears that are about to
be sus pended. En ter the amount of your an nual dues. Then en ter the
date of the Stated Meet ing at which your Lodge in tends to sus pend
them. Then click on the “Non Pay ment No tice” or “In ten tion to Sus -
pend” but ton de pend ing on which no tices you with to print.

Sa cred Roll

Se lect the name in the usual man ner. En ter the of fices held and years
as there is room. En ter Ma sonic Awards such as the Hi ram Award. 

Grand Lodge

This sec tion is used for the print ing of vari ous Grand Lodge Re -
ports. The fol low ing are cur rently avail able. Ac tiv ity, both

Gains and Losses, Death of Grand Lodge Mem bers, and Dues Re -
mis sions. Oth ers will be added as there are ap proved by Grand
Lodge.

Ac tiv ity

This se lec tion will cause a pop up win dow to ap pear re quest ing you
to en ter the be gin ning and end ing dates for the pe riod to be cov ered
by the re port. Af ter you enter these dates click on “Print Gains” or
“Print Losses” and the se lected re port will be printed.

Note: There are sev eral cate go ries of gains and losses. Only those
cate go ries for which there has been some ac tiv ity will be printed.
The form may look dif fer ent each month.

Ad dress Change (Mem bers)

Prints a list of those mem bers and can di dates who have had a change
of ad dress if you chose to save the rec ord at the time you en tered the
change.

Ad mend ments to By Laws

The By Law Amend ments are found in this sec tion. Click ing on the
above se lec tion will cause a fly out menu to ap pear with the By Law
Amend ment se lec tions listed below.

Amount of Dues

Prints the Cer ti ficte of Am mend ment to change your Lodge dues.
CMC  For more in for ma tion con sute Sec tion 19040 Ar ti cle IX -
Dues

Amount of Fees

Prints the Cer tiofi cate of Am mend ment for the change of Lodge feel
for the de grees and af filia tions. You must en ter both the new
amounts and the old. For more in for ma tion con sute CMC Sec tion
19040 Ar ti cle VIII - Fees

Char ity Relief Amounts

Prints a Cer tifi cate of Am mend ment to change the amount the char -
ity com mit tee is author ized to give to a wor thy brother. En ter the
date of the vote taken in Lodge and both the new and old amounts.
For more in for ma tion con sute CMC Xrction 19040 Ar ti cle X -
Com mit tees

Lodge Meet ing Place

Prints a Cer tifi cate of Am mend ment to change the Lodge meet ing
place. For more in for ma tion con sute C.M.C. Sec tion 16110.

Lodge Name and Num ber

Prints a Cer tifi cate of Am mend ment to change the Name and/or
Num ber of your Lodge. You must en ter the old as well as the new
Name and Num ber even if one re mains the same. For ex am ple if
your Lodge Name re mains the same but the nume changes due to a
con soli da tion with an older Lodge your en ter the Name in both the
New Name and Old Name field. If the Lodge Name changes but the
number re mains the same due to any rea son you must en ter the
Lodge Num ber in both the New and Old Num ber fields. For more in -
for ma tion con sute CMC Sec tion 19040 Ar ti cle I Name and Of fi cers.

Stated Meet ing Day-Time

Prints a Cer tifi cate of Am mend ment to change to day and time of
your Stated Meet ing. You must en ter the old as well as the new day
and times of your Stated Meet ing. An al ter nate day and time that the
meet ing will be held should the regu lar date fall l on a holi day or dur -
ing the An nual Com mu ni cai ton of the Grand Lodge must also be
entered. For more in for ma tion con sute CMC Sec tion 19404 Ar ti cle
III Meet ings of Lodges
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End of By Law Amend ment Sec tion

Death of Grand Lodge Mem ber

Se lect this re port from the drop down menu and en ter the be gin ning
and end ing date for pe riod de sired. Then click on the “Print” but ton
and the re port will be printed.

Dis pen sa tions

This se lec tion will cause a fly out menu with a se lec tion of the fol -
low ing re quests for Dis pen sa tion.

Change Meet ing Date

This re quest for Dis pen sa tion is to hold your Stated Meet ing on a
dif fer ent date that that speci fied in your By laws. The ap proval of the 
in spec tor is re quired and a rea son must be given.

Change the Meet ing Lo ca tion

This re quest for Dis pen sa tion is to hold a Meet ing on a dif fer ent lo -
ca tion than that that speci fied in your By laws. The ap proval of the
in spec tor is re quired and a rea son must be given.

Hold a Spe cial Elec tion

This re quest for Dis pen sa tion is to hold a Spe cial Elec tion on a spe -
cific date. The ap proval of the in spec tor is re quired and a rea son
must be given

De grees for Servicmen

This re quest for Dis pen sa tion is to Ac cept and Act on a pe ti tion for
the de grees of Ma sonry re ceived from mem be long ingh to the
Armed Forces who do not pos ess the quali fi ca tions for residence.
The ap proval of the in spec tor is re quired and a rea son must be given

Wear ing of Ma sonic Regalia

This re quest for Dis pen sa tion is to wear Ma sonic cloth ing and Ma -
sonic Re ga lia in public. The ap proval of the in spec tor is re quired and 
a rea son must be given

End of Dis pen sa tion Sec tion

Dues Re mis sions

Se lect this re port from the drop down menu and en ter the be gin ning
and end ing dates for the pe riod de sired. Then click on the “Print”
but ton and the re port will be printed.

Elec tion Cer tifi cate

This form is to be sent to Grand Lodge af ter the an nual elec tion of of -
fi cers is held. Choose this op tion, se lect to ap pro pri ate elected and
ap pointed of fi cers for the en su ing year, fill in the ad dress and phone
number in for ma tion and print the form.

Golden Vet er ans Award Ap pli ca tion

This sec tion is used for fill ing out the in for ma tion needed to ap ply
for ei ther a 50 or 75 year Golden Vet er ans Award. From the Combo
Box se lect the de sired mem ber. Next en ter the in for ma tion on the
screen and click on ei ther the “Print 50 Year App.” or “Print 75 Year
App.” but ton de pend ing on which Award you are re quest ing. In the
“Lodge Name field” en ter the name of the Lodge only. (Ocean Park
not Ocean Park Lodge) In the sec tion where you en ter his Ma sonic
His tory use the full Lodge name and number (Ocean Park Lodge
Num ber 369).

Hi ram Award Or der Form

This sec tion prints to Hi ram Award Or der Form. From the “Forms
Re ports” se lect “Hi ram Award Or der Form” and pick the mem ber
for whom the Award is to be or dered. En ter the date sched uled for
the pres en ta tion and the number of the in spec to ral dis trict. Click on
Print.

50 Year Pres en ta tion

Fill in the in for ma tion an d click on the print but ton. 

Past mas ter’s Di ploma or der form

Se lect the Mas ter/Past mas ter. En ter the dates and print the form.

Wid ows Di ploma or der form

Se lect the de ceased Ma son. Make other se lec tions and print form.
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Mailing Labels

Main Files

La bels may be printed for a group of files or one file at a time. Click
on “Regu lar Mail ing” from the menu and se lect the file or files for
which you wish to have la bels printed. Se lect the files of files to
which the mail ing is in tended. If you choose to print la bels for two or 
more files, they will be merged into a sin gle file for print ing. If there
are more than 200 pieces they will be sorted into postal bulk mail or -
der, not by Zip Code. Check with the Post Of fice for sort regu la tions.

Group Code

If you wish to print la bels for a par ticu lar group do the fol low ing. Ei -
ther be fore or af ter se lect ing the file or files for which you wish to
print la bels click on the “down ar row” at the right side of the Combo
Box lo cated near the bot tom of the screen. A list of the groups you
have en tered in the Group Code Sec tion will ap pear. Se lect the de -
sired group and then click on the “Sort List” But ton. The file will be
built.

You can also ex clude a group from the mail ing by se lect ing that
group from the “Ex clude this group from mail ing” combo box.

You may use both se lec tions at the same time if de sired. Ex am ple;
only Lo cal Mem bers but ex clude the Shut Ins.

Sort Code

A sort code is printed in the up per right hand cor ner of each la bel
This code is help ful if for some rea son the mail ing gets out of or der
af ter the la bel had been ap plied. The code rep re sents the fol low ing:
Num bers fol lowed by “NC” des ti na tions out side the United States.
The let ter “D ”, Ten or more pieces where all five dig its of the zip
code match. The Num ber “3”, Ten or more pieces with the first three
zip code dig its match ing. The let ters “A”, Area Dis tri bu tion Cen ters
with ten of more pieces. The let ters “MS”, left over pieces.

Print ing

To print la bels click on the “Pin Fed” or “Sheet” but ton. 

La bels for La ser or Ink Jet Printers

If you choose “Sheet” you will be given a choice of three dif fer ent
sizes. One three across and ten down or thirty to a page with no bar
code. The other two print bar codes and are ei ther two by seven (14)
to a page or two by ten (20) per page. These la bels can be pur chased

in most of fice sup ply stores. Most la bels will work how ever I have
in cluded the Avery Part Num ber for each size in pack age size. The
most eco nomi cal method is to pur chase the 500 sheet size. De pend -
ing on the la bel size you get from 700 to 1500 per pack age. See the
in for ma tion on Page 3 un der “Things You Will Need” for la bel size
and Avery num bers.

Dot Ma trix Print ers

There is only one la bel size which will op er ate prop erly with dot ma -
trix la bels. The in for ma tion may be found on Page 3 un der “Things
You Will Need.”

Cor rect Pa per Jam

In case of a pa per jam or if you run out of la bels it will be nec es sary to 
re start the la bel print ing pro cess. This sec tion is de signed to al low
you to pick up where you left off. Se lect “Cor rect Pa per Jam” form
the Mail ing La bels drop down menu. En ter the number in the up per
right hand cor ner of the la bel with out the code let ter or number. (D,
3, S, or MS). Ex am ple: If the code in the up per right hand cor ner is D
125, en ter only 125. If it is MS 314, en ter only 314. Click on ei ther
“Pin Fed“ or “Sheet” to fin ish print ing the la bels..

Special Occurrence Labels

De lin quent Mem bers

Prints mail ing la bels for all mem bers who are not cur rent in their
dues pay ments.. 

De lin quent Mem bers no tice to sus pend 

Prints mail ing la bels for all mem bers who are two years in ar rears in
their dues pay ments.

Of fi cers, Past mas ters, Hi ram Award or Golden
Vet er ans

Se lect one of the cate go ries listed to the left and mail ing la bels will
be printed for those mem bers who are ei ther Of fi cers, Past mas ters,
Hi ram Award hold ers or have re ceived their Golden Vet er ans
Award de pend ing upon the se lec tion.

Mem bers in a Se lected Zip Code

Open this screen and en ter the de sired Zip Code. Se lect the la bel size
and mail ing la bels will be printed for all Mem bers in that Zip Code. 
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Dues Section

This sec tion al lows you to en ter both Dues Pay ments and Home
Con tri bu tions at the same time or in di vidu ally. First you must en ter
the “De fault Dues Ex pi ra tion Date.” This date will be 12/31/XXXX
where XXXX is the year for which the cur rent en tries will ex pire.

Note: Nor mally you should not re ceive con tri bu tions to the Ma -
sonic Homes En dow ment Fund. How ever there will be times when 
you do. When this oc curs en ter them as ex plained be low. If the
check is made out the Lodge you must de posit it and then make out
a sepa rate check to the Fund and in clude it with the Transmittal
Re port ex plained on page 17. If the check is made out to the Fund
send it along with the Trans mis sion Re port. Send in all con tri bu -
tions on a monthly ba sis.

Dues Pay ments and Con tri bu tions
en tered at the same time

From the Combo Box se lect the name of the mem ber. If the dues are
to be re mit ted move the mouse to the “Re mit” box and click. Oth er -
wise en ter the Check Num ber and the Amount of Pay ment. En ter the 
Re ceipt Num ber. The ex pi ra tion date and the date en tered will auto -
mati cally be en tered. Press the En ter key. (If you move the cur sor
teh the “Save Pay ment” but ton with out press ing the en ter key you
may have to click twice to save the rec ord.)  Click on the “Save Pay -
ment” but ton. Move the mouse to the “Cur rent Con tri bu tion” field.
En ter the amount and click on the “Save Con tri bu tion” but ton.

Note: In or der to save both the Dues Pay ment and the Con tri bu -
tion, should both have been en tered, you MUST click on BOTH
the “Save Pay ment” and the “Save Con tri bu tion” but tons sepa -
rately. Fail ure to do this will re sult in one of the en tries be ing lost.

Dues Pay ment with out Con tri bu tions

Af ter en ter ing the De fault Dues Ex pi ra tion Date, se lect the de sired
mem ber and pro ceed as de scribed above but with out en ter ing or sav -
ing any con tri bu tion item. Then click on the “Save Pay ment” but ton
ONLY. 

Con tri bu tions with out Dues Pay ment

Af ter en ter ing the De fault Dues Ex pi ra tion Date, se lect the de sired
mem ber and pro ceed as de scribed above but with out en ter ing or sav -
ing any dues pay ment. Then click on the “Save Con tri bu tion” but ton 
ONLY.

Over ride Amount or Ex pi ra tion Date

When you en ter the Dues Re ceipt Num ber the cur rent date will ap -
pear in the “Date En tered Field”, the date en tered in the “De fault
Dues Ex pi ra tion Date”and “De fault Pay ment Amount” you entered
at the top of the screen will be en tered in the appropriate fields. From

time to time it may be nec es sary to over ride these de fault en tries. If
you are re cord ing a pay ment for a past year while also re cord ing sev -
eral cur rent pay ments you can high light and over write the amount
and date in these fields. When you en ter the next pay ment the cur rent 
de fault ex pi ra tion date will again ap pear.

Cor rect Name of De lete Dues Re cord

With the scroll bar at the right hand side of the win dow move to the
rec ord which con tains the er ror. High light the en tire rec ord by click -
ing in the gray square at im me di ate left side of the de sired rec ord.
Press the De lete key on the key board. If you have not al ready done
so, re turn to the pay ment en try sec tion and make the proper en try. In
a case where you have made a du pli cate en try sim ply de lete one of
them.

Note: In the case where you have changed a mem bers name (Wil -
son, John W. to Wil son, John Wil liam) the dues pay ment rec ords
will now con tain en tries for both “names.” You must change the
“W.” to “Wil liam” in the Dues His tory file oth er wise the com puter
will not list his en tire his tory. This sec tion will al low you to make
ed its to his name only.

Dues Re ceipts

The dues re ceipts for regu lar mem bers are printed all at one time.
There are two types of re ceipts in use. Those printed in con tinu ous
forms and on sin gle sheets. Re ceipts will print in al pha beti cal or der
for all mem bers in the file with the ex cep tion of the Life Mem bers
should you Lodge have Life Mem bers. 

Print Dues “Amount Owed” La bels

En ter the re quested in for ma tion and print the la bels that are to be af -
fixed to the “Dues” por tion of the two part Dues/Homes Con tri bu -
tion en ve lopes sup plied by Grand Lodge.

You may wish to print a run of the mail ing la bels for the mem ber ship 
file in al pha beti cal or der and keep them with the re ceipts.

Regu lar Re ceipts

Note: La ser, Ink and/or Bub ble Jet printer must use the new four
to a page forms Grand Lodge sup plies for these print ers. Check
with the Grand Lodge Sup ply Of fice.

Note: Ig nore the combo box. See “Cor rect Paper Jam or Printer
Prob lem” be low for ex plai na tion. 
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Click on “Dues” and then on “Regu lar” and a pop up win dow will
ap pear with the name of your Lodge, your Lodge Num ber and the
name of the Lodge sec re tary. There are also boxes into which you
must en ter the date of ex pi ra tion, (this would be 12/31 or the year for
which the re ceipts are be ing printed) and the amount of your an nual
dues. Next click on the but ton for the for mat you wish to prnt.

4 Per Page Blank Regu lar Re ceipts

It may be nec es sary to print a re ceipt for a new mem ber ei ther by af -
filia tion or the rais ing of a can di date dur ing the year. Print the new
four to a page Blank for mat for this pur pose. It will print a set of four
re ceipts with no name or other in for ma tion on it. Then fill it in.

Life Mem bers

Click on “Dues” and then on “Life” and then se lect ei ther “Sheets”
or Pin Fed” and a pop up win dow will ap pear with the name of your
Lodge, your Lodge Num ber and the name of the Lodge sec re tary.
There are also a field into which you must en ter the date of ex pi ra -
tion, (this would be 12/31 or the year for which the re ceipts are be ing
printed) . Next click on the “Print Re ceipts” but ton and the re ceipts
will be printed.

Note: Be cause the printer will al ways be gin the print ing with the up -
per right hand re ceipt in nec es sary that you be gin the print ing pro -
cess with an un used sheets at all times.

4 Per Page Blank Re ceipts

It may be nec es sary to print a re ceipt for a new mem ber ei ther by af -
filia tion or the rais ing of a can di date dur ing the year. Print the new
four to a page Blank for mat for this pur pose. It will print a set of four
re ceipts with no name or other in for ma tion on it. Then fill it in.

Up date Life Mem ber’s Ex pi ra tion Date

Click on this op tion and en ter the new ex pi arion date (12/31/XXXX) 
for life mem ber’s dues re ceipts. This will up date the in for ma tion in
each life mem bers file to the date en tered in the field on the pop up
form.

Cor rect Printer Jam or Printer Prob lem

If you have a printer prob lem and not all of the re ceipts printed go to
the combo box and se lect the name of the Brother who fol lows the
name on the last re ceipt that printed prop erly. The print ing will be -
gin with this Brother and con tinue un til the end of the list. This para -
graph ap plies to both regu lar and life mem ber re ceipts.

Con tinu ous Form
Re ceipts Align ment

When us ing con tinu ous form re ceipts ei ther for Dues or Life Mem -
ber ship. There is a pro ce dure you should fol low which if dic tated by
the na ture of the pro gram ming lan guage in which LODGEi CAL
was writ ten. There is a quirk which will not al low the print ing of any
con tinu ous forms that are not in ei ther hole or half inch meas ure -
ments. As all three re ceipts are 2.33 inches tall the pro gram must be
fooled into think ing it is print ing three re ceipts on a sin gle form
which is 7 inches tall. There fore when you are print ing an align ment
test the pro gram will print a se ries of X’s on the top re ceipt and then
skip the next two and stop one what will be the forth one, ready to
have you make any ad just ments be fore print ing an other test or con -
tinu ing with the print run. I sug gest that if the X’s did not print in the
proper lo ca tion on the top re ceipt that you back up the forms and rea -
lign them at the sec ond re ceipt and print an other test and so on un til
you have them prop erly aligned. At this point you can note where
some ref er ence point is on the re ceipt in re la tion to the cur rent un -
printed re ceipt and back up the next two to that same po si tion and
start the print run or you may start the run from where you are, void -
ing the two un printed re ceipts. Sorry for the in con ven ience but it is
not as com pli cated as it sounds. 
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Check Book Section

This sec tion is used for track ing the Lodge ex penses and in come as
well as keep ing a file on any fixed as sets owned by you Lodge. It is
not a Gen eral Ledger al though in cor po rates a Chart of Ac counts.
That is the only simi lar ity. Ac count ants would roll over in their
grave at the fact that you are able to de lete an en try made in er ror
rather than make a cor re spond ing cor rect ing en try. They would de -
mand that you have an un der stand ing as to which ac counts are Deb -
its and which are Cred its, and why some As sets are Deb its while
oth ers are Credit ac counts. They would re quire that you un der stand
when “add” to a debit and sub tract from a “credit” and at oth ers do
just the op po site. I thought it would be bet ter if I stuck with a sim ple
method. Hence the fol low ing, with apolo gies to the mem bers of the
Ameri can In sti tute of Cer ti fied Pub lic Ac count ants.

Chart of Ac counts

First you must en ter an ac count number and de scrip tion for each area 
where you will have an ex pense and each source of in come. The
num ber ing sys tem you use for this is up to you. (Again with apolo -
gies to the ac count ants) This sys tem may be as sim ple or as com pli -
cated as you wish. You may have a sin gle ex pense ac count for all
com mit tee ac tiv ity or you may wish to have a sepa rate ac count for
each com mit tee so as to track the ex penses of the “Wid ows Night”
and the “An nual Steak Fry” etc. as in di vid ual ac counts.

There is at least one area where you will have both an ex pense and
in come ac count for the same item. Con tri bu tions to the Ma sonic
Homes show up as in come when do nated and as an ex pense when
sent to Grand Lodge. There fore you need a COA en try in both
places.

Mak ing COA en tries

From the drop down menu un der “Bank” on the menu bar se lect
“COA Ex pense ...” and a pop up win dow will ap pear. En ter an ac -
count number and de scrip tion for each area of ex pense you wish to
track. Some are nec es sary such as Grand Lodge ex penses. Here
again you may be as crea tive as you wish. You may lump all Grand
Lodge ex penses un der one head ing or break them down into sev eral
such as Per Cap ita Tax, Forms, Can di dates Fees, etc.. Once en tered
you may es tab lish a budget for each ac count. As an ex am ple you will 
es tab lish an ac count for the rent your Lodge pays to the land lord, in
most cases the Tem ple As so cia tion. En ter the amount of the an nual
ex pected rent in the Budget col umn and move on the next ac count
un til all have been en tered.

Next se lect the “COA In come ...” and fol low the same pro ce dure for
the ar eas from which in come will be de rived.

Rec on ciled Be gin ning Bank Bal ance

It is im pera tive that you en ter a “Reconciled” Be gin ning Bank Bal -
ance for the check ing ac count. The fig ure you should en ter here may

not be the one in di cated as the end ing bal ance on your De cem ber
bank state ment. It should be an amount ad justed to re flect what the
end ing bal ance would be as of Janu ary 1 af ter all out stand ing
checks writ ten dur ing the last have been de ducted.

Each year should start out fresh with no out stand ing items from the
pre vi ous year in or der to prop erly re flect the in come and ex penses
for that cal en dar year. This is not a Bank Ac count rec ord. You have
your bank state ments for that pur pose. This fig ure is used so that
your fi nan cial state ments will prop erly re flect the years fi nan cial ac -
tiv ity.

En ter ing Checks

From the drop down list un der Bank on the menu bar se lect “En ter
Checks ...” A pop up win dow will ap pear. En ter the date, the check
number, the amount if the check and to whom it was paid.

Next from the Dis tri bu tion combo box se lect the ac count for which
the pay ment was made and en ter the amount. In most cases this will
be the same amount of the check. How ever this will not al ways be
so. An ex am ple would be if your Jun ior War den pur chased some re -
fresh ments and while out also picked up some let ter heads from the
printer and stamps from the Post Of fice. You could write him one
check and “spread” the vari ous amounts to the three dif fer ent ac -
counts.

Op tional De scrip tion field

Af ter se lect ing the ac count to which the pay ment is to be cred ited the 
check number and ac count number in the dis tri bu tion sec tion will
auto mati cally be filled in by the ap pli ca tion. You must en ter the
amount. How ever you may also en ter an op tional de scrip tion for
each spread item. The fol low ing are two ex am ples:

1. Your Jun ior War den pur chased some re fresh ments for an of fi -
cer’s prac tice and also picked up some print ing and post age. You en -
ter the date, check number, to tal amount and his name in the up per
sec tion. In the “Dis tri bu tion” area you se lect “re fresh ments”, “print -
ing” and “petty cash” and en ter the in di vid ual amounts for each to -
tal ing the amount of the check. In the op tional “De scrip tion” field
you en ter, “Of fi cers Prac tice” un der the re fresh ment dis tri bu tion
item, “Steak Feed Flyer” un der print ing dis tri bu tion item and “Post -
age” un der the petty cash dis tri bu tion item.

2. Here is an other method you might use. Say your Wid ow’s Night
com mit tee had a $500.00 budget. Af ter en ter ing the check number,
etc. you se lect the “Wid ow’s Night” from the combo box and en ter
$150.00 and in the op tional de scrip tion field en ter “Flow ers”. Next
you again se lect “Wid ow’s Night” and en ter $125.00 for “Re fresh -
ments” and lastly you choose “Wid ow’s Night” again and en ter
$125.00 for “En ter tain ment” which to tals the $500.00 spend.
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There is no need en ter any thing in the op tional de scrip tion field.
How ever when you do a de tailed print out of the check book you will 
have the ad van tage of know ing where each item was al lo cated. 

Re view ing and/or de let ing a check

From the combo box at the top of the win dow en ti tled “Se lect
Check” click on the down ar row on the far right hand side and se lect
the check de sired. You may edit or de lete the en tire trans ac tion from
this point. If you choose to de lete the en try click on the De lete Check
but ton at the bot tom of the win dow. This will re move the check and
all en tries made in the dis tri bu tion area re lated to this trans ac tion.
You may then re en ter the check with the proper in for ma tion is de -
sired. 

Rec on cil ing Checks

Af ter se lect ing a given check as in di cated in the para graph above
you may click on the “Rec on cile” box to in di cate the check has
cleared your bank.

List Checks

Se lect “List Checks” from the drop down menu. A list of the checks
will ap pear on the screen which may be printed. You may also rec on -
cile the check which have cleared your bank from this form.

Print Check De tail

This se lec tion will send to the printer a de tail break down of each
check with the date, ac count num bers and op tional de scrip tion (if
used) for each check in the file. 

Print Ex penses

Two method are avail able. A sum mary and de tail list ing of ex penses 
by Chart of Ac count Num ber. The sum mary will give only the to tal
amount ex pended for each ac count. The de tail will list each trans ac -
tion ef fect ing the ac count with the date, amount and op tional de -
scrip tion if used.

En ter In come

From the Bank drop down menu se lect “En ter In come” and a pop up
win dow will ap pear. From the combo box se lect the ac count de sired. 
Next en ter the date and amount and op tional de scrip tion if de sired.

Ex am ple: Say you se lected to en ter the in come from the Ap pli ca tion
Fees paid by a can di date. You would se lect “Fees” (which would
have had to have al ready en tered. See “Chart of Ac counts” above)
and en ter the date and amount. You may then, if de sired, en ter the
name of the ap pli cant in the op tional “Notes” field.

If you have more in come to en ter make an other se lec tion from the
combo box and pro ceed as be fore.

List In come

This se lec tion will list to the screen the in come ac tiv ity by ac count
number. Also you may print ei ther a sum mary list ing by ac count
which will give ac count num bers, names and to tals or a de tailed list -
ing. The de tailed will list ac count num bers, names and a break down
of each en try along with the date, amount and op tional notes if used
along with a to tal for each ac count and a grand to tal of all in come.

Use this print out along with the Ex pense Re port for mak ing fi nan -
cial re ports to the Lodge.

Budget and His tory

Lists to the screen and to the printer a re port of the cur rent budget,
the year to date ex penses and a his tory of the ex penses over the past
three years. Lists ei ther by the COA number or ac count name.

Fixed As sets

This sec tion is for en ter ing all of your fixed as sets. These in clude,
but are not lim ited to, Cer tifi cates of De posit, sav ing ac counts, value 
of Lodge build ing, para pher na lia, etc. Click on the “Add New As -
set” but ton and en ter an ac count number, a de scrip tion or name or
the ac count and value for your fixed as sets. Ex am ple;

    087- 6787- 098                       West ern Sav ings    CD     10,000.00
  100                               Lodge Para phe na lia       2,500.00
  200                               Stock in Tem ple Ass. 375,000.00
  123- 456                       B of A Sav ing Acct        5,000.00  

Print Fi nan cial Re port

Mak ing this se lec tion will print a re port in di cat ing the be gin ning
bal ance of the check ing ac count, all ex penses listed by ac count
number, a to tal of all ex penses, all in come listed by ac count number,
a to tal of all in come, all fixed as sets with their value, a to tal of the
value of all fixed as sets and a grand to tal or net worth.

Note: If you have not en tered any fixed as sets the re port will re turn 
an er ror for the to tal worth of the Lodge.

Be gin a New Ac count ing Year

This sec tion should be used at years end af ter all en tries both in come
and ex penses have been made and all re ports for the cur rent year
have been printed. It will clear out the cur rent budget, ex pense and
in come amounts so that you are ready to be gin a new ac count ing
year. You must re en ter the “Rec on ciled Bank Bal ance” to be gin a
new year.

At the same time it “ages” the pre vi ous years ac tiv ity. The cur rent
budget, ex pense and in come amounts are moved to “last years” rec -
ords. This is done each time you run this sec tion. Af ter us ing the pro -
gram for a pe riod of time you will be able to com pare the budget,
ex pense and in come over a four year pe riod. This will give you a his -
tory for the in com ing of fi cers to help in es tab lish ing their budget for
the com ing year.

IM POR TANT: Only run this sec tion once a year.
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