Introduction

The Program

The LODGEICAL program and its accompanying manua were
writ ten by Nor man M. Schultz, aPas master of Ocean Park Lodge#
369. Theprogramisintendedtobeanaidtotherecoprdersof Coun-
cilsin per forming some of their rou tinetasks.

Note: Thisprogramisnotintendedtobeusedasareplacementfor
any of therec ord keepingrequirementsof your Grand Coun cil.

Minimum System Requirements

Themini mum systemrequire mentsto op er atethepro gramarean
IBM 386 or higher com pati ble com puter with 4 MEGS of RAM,
DOS 3.0 or higher, Win dows 3.1 or higher, SVGA Moni tor, 1.44
MB Floppy Drive and a Hard Drive with at least 10 Mega bytes of
free space.

Note: Whiletheap pli cation will run of themini mum con figu ra-
tion, you will not be happy with the per form ance.

System Recommendations

| strongly rec om mend if you have a 386 and/or 4 MEGS of RAM
that you giveseri ousconsiderationto up grading your com puter.

I would up grade to at a 486 or Pen tium with at least 16 MEGS of
RAM and Win dows 95 or later. With the priceswhat they areto day
thecost would beinthelow to mod er aterangeto makethe up grade.
A com pletely new machinewould still beamod er atein vest ment
andtheincreasein per formancewould sur priseyou.

Anotherreason...

Thenewer appli cationsareall beingwrittenfor Windows95and a
386 will just not han dlethat plat formwith any degreeof user satis
faction. Astimegoesonyouwill becomeunabletoruntheupgrades
forthisandother appli cationswithany degreeof ef fi ciencyif atall.

Author’s Note

Itismy hopethat thispro gramwill makethejob of beinga Council

Recorder alittleeasier. It cameintobeinga most by acci dentina
conver sationoninanof ficeof theCali for niaGrand L odge. Thefirst
appli cationwasdevel opedfor theMasonicL odge Secretary. Since
then the and other ver sions have been added. It has been one of the
mostinter esting and rewarding ex peri encesof my life. | have met
hun dreds of fine Masonsthat | would never haveknown. Initsevo
lution, | have had the help of many fineand dedi cated secretar ies.
“LODGEICAL " hascomealongway sincethereleaseof Version
in 1986. New features have been added and oth ersex panded to in-
cludeaddi tional options. Noprogramcanever besaidtobefinished
becauseof theever changing demandsof thejob. No oneper soncan
think of, nor antici pate, all that isneededtowritethe* per fect ap pli-
cation.” Butwiththegoal of creatingthe* near per fect appli cation”

or at least onethat isasre spon sivetoyour needsasispossi ble, | wek
comeyour com mentsand sug gestionsfor itsim prove ment.

Liability Disclaimer

Be cause | have no idea how you will use this program (I am re-
minded of thefel low who at tempted to trim hiswhisk erswitharo
tary lawn mower) | cannot be held responsible for any damage
caused or a leged to have been caused by any part of this prod uct.
This includes, but is not limited to: paper cuts from the manual
pages, pinched fin gersfrom the binder rings, loss of vi sionfrom an
angrily tossed disk ette, mili tary coups, polar ozonedepletion, core
melt downs, or ademo crat in the White House.

IBM - PC/XT/AT/PSII, LODGEi CAL aretrademarksor registered trademarksof their re spective companies.
The LODGEi CAL pro gram and thisman ual are copy righted by Nor man. M. Schultz
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Installation

Installing LODGEICAL when
running Windows 3.x

Installing the
Postal Bar Code Font

Y ou must have Win dows 3.x run ning on your com puter when you
begintheinstal lationprocess. Placetheinstal lationdiskinei therthe
A or B drive. From your Program Manager select File and then
RUN. Type “A:\SETUP” or “B:\SETUP” depending on which
driveyouhaveplacedtheinstal lationdisk. PressEN TERandfol low
thein structionson the screen. Ac cept all default set tings. The pro-
gramwill install fromthein stal lation disksinyour floppy driveto
your hard drivein adi rectory called WIN CONCL.

Note: Even though thein stal lation programasksyou at one point
if you wish to changethedriveand/or di rectory, accept thedefault.
(c:\win concl) Donot at tempt to changethisdriveor di rectory. The
pro gram will not run if you do.

Installing LODGEICAL when
running Windows 95

Y ou must have Win dows 95 run ning on your com puter when you
begintheinstal lationprocess. Placetheinstal lationdiskinei therthe
A or Bdrive. Mouseclick onthe* Start” but ton at thelower left hand
cor ner of the screen. Select “run” from the pop up menu. Typein
“A:\setup.exe’ or“ B:\setup.exe” and mouseclick onthe“ OK” but-
ton. Fol low thein structions on the screen. Ac cept all default set-
tings. The programwill in stall fromthein stal lation disksin your
floppy drivehardin adi rectory called WIN CONCL

Note: Even though thein stal lation programasksyou at one point
if you wish to changethedriveand/or di rectory, accept thedefault.
(c:\win concl) Donot at tempt to changethisdriveor di rectory. The
pro gramwill not run if you do.
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Note: You mustdothefol lowingwhether or notyouintendtotake
ad van tage of the Postal Bar Code Sort Discount. | f you do notin-
stall thefonttheprogramwill not op er ateproperly.

In or der that the pro gram will be ableto print Postal Zip Bar Codes
onthemail inglabelsyoumustfirstinstall thebar- codetypefont on
your system. Thefont wascopiedto your “ Windows\System” di-
rectory onyour harddriveduringtheinstal lation process. How ever
it must bein stalled manu ally before the pro gram can useit.

Windows 3.1 installation

1. Open the Main Group.

2. Open the Con trol Panel.

3. Open Fonts.

4. Click onthe*Add” but ton.

5.Inthe”Directory” openthe” C:\Windows\System” di rectory.

6. Scroll down until you find the “ZipCodeBarcodeT T-Regular
(True Type)” font.

7.Highlightit.

8. Click on the “OK” but ton.

9. Close down all of thewin dows.

Windows 95 installation

1. Click on the “ Start” but ton, the “ Set tings” but ton and open the
Control Panel.

2. Open Fonts.

3. Click on File.

4.Click on In stall New Fonts.

5. In the “Directory” window open the “C\Windows\System”
folder.

6. Scroll down until you find the “ZipCodeBarcodeTT-Regular
(True Type)” font.

7.Highlightit.

8. Click on the“ OK” but ton.

9.Closeadll of thewin dows.



Read This
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Important Information

Things You Will Need

It isimperative that dataen triesbe madein acer tain man ner. The
“computerize” termforthisis”convention.” Vari oussectionsof the
pro gramlook for datato be stored in cer tain or der. If itisnot stored
theway the com puter ex pectstofindit, er rorswill result, Thereisa
“computerize’ termforthisalso; “GIGO.” It standsfor Gar bageln
Gar bageOut. Pleasefol low thein struc tions. If a“space” isasked
for, pressthe spacebar, if a“ comma’” isre quested, typeinacomma,
etc. Thereisareasonfor theseinstructionsand doingitthisway now
will savealot of reentry timelater.

Full Name Field

Names must be en tered in the fol low ing man ner. Last Name (any
suf fix like, I1, Jr. etc.) acomma, First Name - a space and then the
Mid dleNameor Mid dleNamesif more than one. Ex am ple: A per-
son named John Wil liam Wil son Jr. who goes by the name of Bill
Wil sonor JohnW. Wil son, would beenteredasfol lows; inthename
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 thisfield or rosters, mail ing labels and
other formswill not print prop erly.

Date Fields

Thedatefieldsrequiresomeat tention. They useafour (4) digit year.
Sin gledigit months and daysrequirealead ing “0" when en tered,
Example: If the date is January 5, 1987, you would enter it as
01/05/1987. Af ter you have pressed the EN TER key it will display
asei ther Jan 05, 1987 or as 1/ 5/1995.

PrintingofContinuousForms

If you have no printer in stalled on your system capableof printing
continuousformsyouwill besonoti fied. If you have morethat one
printer in stalled which can print contin uousformsthe programwill

prompt you to select the printer you wish to use when print ing atest
in or der align the form. When you have the form prop erly aligned
you will again be prompted to select the desired printer and the
formswill then beprinted. If you haveonly one printer onthesystem
that can print contin uousformsthe printer selection screenwill not
appear.

Pin Feed - Dot MatrixPrinter Mail ing Labels

In or der that you may print Mail ing Labels you must use the same
sizelabelsthat thepro gram ex pectstofindintheprinter. Pin Fed la
belsuse Avery Num ber 4014 Pin Fed Labels. Y ou may use an other
manu fac turer if you wish but thelabelsmust be 4 incheswide by 1
7/16 inch high, one up.

Laser 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 51608, 1 by 2
5/8inches, 30 per page. The Avery num bersfor these sheet labelsin
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. Y ou may usela
belssup plied by adif fer ent manufacturersbut they must beex actly
the same size as those listed above. The pro gram was tested using
Avery Labelsandtheprogramwill print properly withtheselabels.

LabelFormatting

Thetoplineonthelabel printsthreedif fer ent piecesof infor mation.
The number on the left most sideisthe number of thelabel printed.
Inthiscaseit would bethe 125th label. Thelet ter “D” indi catesthe
sort code. “D” is 5 digit sort, “3” is 3 digit sort, “A” isADC (Area
Distri bution Center)sortand“MS” isthemiscel laneousleft over.

4 N
125 - D **x**x*x*xx Al for ADC 901
Nor manM. Schultz
39705 Golf ersDrive
Palmdale, Cali for nia93551-2947
0355129094705

AN 4

The“All for ADC 901" indi catesthat thisisthefirst label of apar-
ticular bundlewhichisto beroutedtothat ADC number, inthiscase
901. Thisinformation will print only on thefirst label of each bun-
dle. Placethelabel withthe ADC number ontop of each new bundle
and moveontothenext oneand continuethisprocedureuntil you' ve
finishedthemiscel laneousgroupwhichwill bethelast bundle.
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Terms Used In This Manual

Menu Bar

A menuwithareversed areal o cated at thetop of thescreenindi cat-

ingaparticular sectionorfiletowhichtogoor afunctiontoperform.

Themenu bar hasthefol low ing selections. Files, Lists, FormsRe-
ports, Mail ing Labels, Duesand Contri butions, Hel p and Exit.

Combo Box

A special fieldlo cated near thetop of the screen usedtolo cateapar-
ticular record or makeagiven selection. Thereisanar row but tonat
theright of the combo box. When pressed, it will cause adrop down
selection menu to ap pear from which your selec tion may be made.
Generallyinthisprogramitwill beusedtoselect namesof indi vidu
alsinthevari ousfiles. Al thoughitwill alsobeusedto select groups
of indi vidu alswithinthosefilesat timesfor listsor re ports.

Group Code
A codelet ter en tered in the Group Codefield toin di cate agiven

“group” towhich that in di vid ual belongs. i.e. you may wish to di-
videtheindi viduasinthevari ousfilesinto dif fer ent groupsso that
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they may be con tacted by that group. Those who livein the lo cal
area, thosewho are shut in, crafts men, etc. Y ou may wishto di vide
your mem ber ship upintogroupsfor phonecommit teedistri bution.
Thisisan optional feature, butitisuseful.

CommitteeCode

A codelet ter likethe Group Codefield above but for the pur pose of
placingamember intoacommit tee.

Scroll Bar

A “Bar” attheright side of the screen whenlistsof vari ouskindsare
displayed. With the ar row but tons at the top and bot tom of the bar
youareabletoscroll upanddownthroughtheinfor mationdisplayed
thereon.

RecordSelectors
A group of ar row but tons at the bot tom of the screen which al low

youto select theei ther thefirst or last rec ord in thefile or scroll be-
tweenrecords.



Getting

Started

Thisman ual makescer tainassumptions. Themajor assumptionis
that you arefamil iar with use of theDOS op er at ing system and the
WindowsGUI, (graphi cal user inter face). Thisman ual isin struc-
tional in the use of the Win dows ver sion of the LODGEi CAL soft-
ware application alone. If you need help with either DOS or
Windows, consultyour distri butionmanuals, usetheonlinehelpfor
Windows, or contact Mi crosofttechni cal sup port.

Tobeginthe program Mouse Click onthe LODGEi CAL icon. The
first screen you will seeisthe Open ing Menu. From the Menu Bar
makeyour selection.

The System File

From the menu bar, choose “Files” and then System. En ter the date
chartered. Enter the name of your Council Recorder. Enter the
Coun cil phone number. Close the screen.

Exporting Data

Al though| havetriedtoincludeall thenec essary and desir ablefea
turesin“LODGEI CAL" | real izethat no ap pli cation can everin-
cludeevery possi ble method of datamanipu lationto sat isfy every
user of the pro gram. Onepossi bleuseisfor CASScer ti fi cationre-
quired by thePost Of ficeinor der totakead vantageof Bar CodeDis
counts. Toex portthedatainthefilestoacommadelimitedfilegetto

the Main Menu screen Menu Bar, Files drop down menu. Thereisa
selectioncalled“Ex port...." By selectingthisitemyouwill beable
toex port all thedatainthe Ar chive, Candi date, Member, NonMem
ber, Sojourner, Suspended and Wid owsfiles. Y oumay thenusethis
datain what ever man ner you wish.

Requirements for “CASS Certified
Bar Code Sort” discounts

In or der for your Coun cil to be able to take ad van tage of the Bar
Code Bulk Rate Discount you must first have your mailing list
“Coding Accuracy Sup port System” (CASS) certi fied. Thiscanbe
doneby the Post Of fice onetimeat no charge. Af ter which you must
haveyour mail inglist cer ti fiedan nu ally by someout sideagencyor
pur chase soft ware from a third party ven dor and do it your self
each year. | havenoinfor mationastothecost of havinganout side
vendor cer tify your list. If you chooseto doit your self the soft ware
will printtheCerti fi cation Cer tifi catewhichyouwill needtotaketo
the Post Of ficein or der to qual ify for the next cal en dar year. The
soft ware | have priced costs be tween $100.00 and $300.00 with art
nual up grades sold at an ad di tional fee and re quirethat you have a
CD ROM Driveonyour Com puter. Thesavingsonatypi cal mail ing
of 500 piecesisin theneigh bor hood of $4.00to $5.50 amonth or be-
tween $48.00 and $66.00 annu aly, depending uponthebreak down
of your mail inglist. Y oumay wishto con sider thecost of pur chasing
aCD ROM Driveandinstall ingitinyour com puter along with the
addi tional cost of thesoft wareandannual up gradeswhencompared
tothe“savings’ todeter minewhether it would beeconomi cal toap
ply for the CASScer ti fi cationinthefirst place.
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Changing Default Printer or FAX

If you have only one printer and do not have ei ther aninter nal or ex-
ter nal aFAX/Mo dem con nected to your com puter you may disre-
gard thissection.

The Default Printer

If you have more than one printer and/or a FAX/Mo dem con nected
to your computer you must select one of them as your “Default
Printer.” Thedefault printer isthe printer whichisselected eachtime
youopenany appli cation. Thisistheprinter towhichall reportswill
be sent, nor mally. How ever thereareex cep tionsto thisrulewhich
will bediscussed below.

Setting the DefaultPrinter

To set the default 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.

Temporally Changing Default Printer

Withinthisappli cationyouareal lowedtotemporally changethede
fault printer. Thetem porary changewill remainin ef fect until you
closetheappli cationortemporally changeisagain. For themost part
you will use the default printer to print your forms and re ports.
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FAX

If you haveaFAX/Mo demin stalled on your system you can FAX
any re port you can print if desired. The computer looks not to a
printer but to afile called a printer driver. These printer driv ers set
theparametersneededtoproperly for mat theinfor mationsenttothe
printer FAX/Mo dem also hasadriver. Thisdriver setsthe parame-
tersneeded by the FAX/Mo dem and al so launch the FAX soft ware.
Consultyour FAX manual.

Dot Matrix Printers

If you have more than one dot matrix printer driv ersinstalledon

your system and you use pin fed labels or receipts you will be
promptedto select thedesired printer auto mati cally at printtime. A

win dow will pop up listing all the dot matrix print ers(driv ers) in-
stalledonyour system. Maketheselectionand continue. Thedefault
printer se lected above will bere set at the end of the print run.

Problems with some printers

Someprint ershaveproblemswith someforms, receiptsandreports.
Some Panasonic printer driv ersdo not prop erly increment mail ing
labels. One work around for this problem is to install an Epson
printer driver and “fool” the com puter into think ingitisprintingto
anEpson. If youhaveproblemscontact theprinter manufacturer for
thelat est driv ersor al ter natedriv erswhich can be used in place of
those sup plied with the printer.



The People Files

Things Common To All Files

Click onthe“Files’ selection of theMenu Bar. A drop down menu
will ap pear. Mouseclick onfileyouwishtouse. Theselected screen
will next ap pear. If there are no rec ords in the file the Combo Box
will be empty. If there arerec ordsin the file, alist of them will ap-
pear just below the combo box. Y ouwill also noticeaseriesof but-
tons in the bot tom left hand cor ner of the screen. These in clude
“Notes, Of fices(Member ship Screen Only), Af filiations(Member-
ship Screen Only), Ar chive Data (Mem ber ship Screen Only), New
Record, Save Record, Undo Edit, and Delete Record.

Combo Box

If there are no rec ords in the file the Combo Box will be empty. If
therearerec ordsinthefile, alist of them will ap pear just below the
combobox. Youwill alsonoticeaseriesof but tonsinthebot tom| eft
hand cor ner of the screen. Thesein clude“ New Re cord, Save Re-
cord, Undo Edit, and Delete.

New Record

Mouse click on the “New Re cord” but ton and then in the “Name”
field. Enter thenameinthefor mat ex plained ear lier inthismanual.
Pressei ther Enter or Tab and en ter the com mon nameinthe“Conm-
mon Name” field asinthefor mat ex plained ear lier inthisman ual.
Continuetoenterinfor mationineachfield.

Full Name

Names must be enteredin thefol low ing man ner in or der for the
other sectionsof theprogramto han dletheinfor mationproperly.

EntertheLast Nameandany “Jr.’s” or “11’s” fol lowed by acomma
“” then a space, the First Name, another space and the Middle
Name(s). Do not use theini tial asasub sti tute for the namein this

field. Herearesomeex amples: “Wil son, JohnWil liam,” or “Wil son
Jr., John Wil liam.” The pro gram storesthe namein thisman ner so

that it may properly al phabet izethe mem ber ship fileand for use
when printing of fi cial Grand Council re portswherethefull nameis

required.

IMPORTANT: In addition to being used on all reports sent to
Grand Coun cil which requirethefull namethisfieldisusedtorec
ordimpor tantinfor mation such asthehistoryof duespayments. I t
is VERY IMPORTANT that you enter the name as described
abovefromthestart. If you placeanini tial rather than thenamein
thisfield and later cor rect thiser ror you will also haveto go into
theDuesHistoryfileand cor rect all en triesmadebeforeyour cor-
rection wasmade. Doit right in thefirst place and save your self a
lot of work later.

Common Name

Note: A name must be en tered in thisfield or the mail ing la bels
androsterswill not printany namefor thein di vid ual.

Thisisforenteringtheinfor mal nameasitwill appearonmail ingla
bels, rosters, etc.. Enter first namefirst andlast namelast in thisfield
or First Name, Middlelni tial, Last Name, etc.. Ex am ple: John Wil
son, John A. Wil son, Bill Wil son, etc..

AddressLines

Therearetwo (2) ad dresslinesprovided. Thesecondisfor an apart
ment or space number etc. Note: An en try must be madein the first
addressfield.

City, State, Zip Code

Spaceisprovided for an (11) digit zip code. If thelast four num bers
areun known leave blank, it will not ef fect the op eration 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

Enter the date of theevent inthe cor respondingfields.

Notes:

To enter Notes about thisin 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
corner of the screen and enter any infor mation about thisper son
which you feel in clined to do. Click on close to close the win dow.
Group Code

Any digit (0-9), letter (A-Z), or any other sym bol such asthe %, #, +,
etc. may beenteredinthisfield for each mem ber. Upto sixty- eight
dif fer ent groupscanbeestab lished When printing Mail ing Labels
for vari ousmem ber ship fileyou, will be asked whether youwishto
use agroup code. How ever in or der to use the codes they must be
first enteredinthe Group Codetable. Oth er wisethey will not show
upasaselectionwhen printinglabels.

Save Record

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

Thisbuttonwill causeall changesmadetotherecordonaparticular
screentobeundoneandtheorigi nal infor mationrestored. Itisused
tocor rectamistakeorinadvertent changing of agivenfieldwhichis
not desired. CAU TION: Thisbut tonwill not undo changesmadeto
therec 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, thein for mation
will be saved asit 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
upwindow whichisactiveat thetime.

Delete Record:

Thisbut tonisself ex planatory. It removesarec ord fromthefile. It

should be used with cau tion as once arec ord has been re moved it

cannot berecov ered. For themost part youwill never havetousethis
buttonexcepttodeletearecordenterediner ror. Thenor mal method

of movingamembertoadif ferentfileisdoneasdescribedintheAr-

chive Data sec tion above.

Membership File Only

Im por tantDate Information

Therearespecificreasonsfor enter ing thedateinfor mationandit
must bedone prop erly for other sectionsof theap pli cationtowork
prop erly. Most are self ex planatory. How ever thefol low ing three
shouldreceiveyour careful attention.

DateApplied: Thisisthedatethemem ber ap plied for mem ber ship
in your Council, if anaffili ate, dateinhisorigi nal Council.

DateElected: Thisisthedatethemember waselectedtoreceivethe
degreesinyour Coucil, if anaffili ate, dateinhisorigi nal Council.

AffiliationDate: Thisisthe date the mem ber &f fili ated with your
Council if that ishow he gained mem ber ship rather thantak ing the
degreesinyour Council.

Note: Itisimperativethat you en ter thesedatesin theproper fields.
I f you do not, the monthly re portsgen er ated by thisap pli cation
will notbeaccurate.

OfficesButton

Click onthe Of ficesBut ton. Enter theyear servedinthevari ousof-
ficesof your Coun cil. If the mem ber has served more than oneyear
inarow, enter bothorif sev eral enter as1955- 72 etc. Al waysenter
theearli estyear if morethanone. Example: If thell lustri ousMaster
servedin 1973, 1988, and 1991, enter inthat or der; 1973,1988,1991,
or 1973,88,91. Thisisnec essary in or der that thelist ing of the Past
Il lustri ousMasterswill beinproper or der.

Note: If youwishtolistthePast Il lustri ousMastersof other Coun-
cilswho have af fili ated with your Coun cil at theend of thelist of
theyour Past Il lustri ousMasters, pressthe* spacebar” onceand
then type* Af fili ated” in thefield for Year Served Asl| lustri ous
Master.
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Affiliations

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 Masonic or gani zationsto
which amem ber may belong.

Ar chive Data

Thisbut tonwill causeapop upwindow to ap pear intowhichyouen
ter thedate of Death, Dimit, Suspensionor Ex pul sion. Af ter thisin
for mationisentered and thewin dow closed thedataonthismem ber
will betransferredto ei ther the Ar chiveor Suspensionfile.

Life Mem ber

Clickingonthisbut tonwill openawindow for enteringthedatethe
mem ber be came alife mem ber and the amount of the fee charged.

Merit and Vet eran Awards

Enter theDatefor thevari ousawards. Therearethreedatefieldsfor
Veteran Awards. Twoarerec og nized by Grand Council. Oneispro
vided for those Coun cil sthat present awardsfor mem ber ship peri-
odsof lessthan 50years. If your Coun cil makessuch anaward enter
thedate of presentation. Theother two datesarefor the Grand Coun
cil 50 and 75 year Awards.

CurrentOfficer

If themem ber isan Of fi cer other than the stan dard onesenter the of-
fice he holds. Example: Assistant Recorder, etc. Other wiseenter
them fromthe Enter New Of fi cerssection on the opening menu.
Wife’s Name

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

Wife’s Birth Date

En ter wife' sdate of birth.

Anniversary

Enter their wed ding date.

Place of Birth

En ter mem ber’ s place of birth.

Occupation

Y oumay wishtousehislastforprinci pal occupationif heisretired.



Archive File Only

New Record

Click onthisbut tontoenter anew rec ordintothefile. Theclosethe
combo box will close. Thecur sor will movetotheNamefield. Begin
enteringdata.

Note: A messagebox will ap pear on thescreen with amessageon it
indi catingthat clickingon the* Other Data” but ton below it will

allowyoutoenterinfor mationregardingCandi datesF eesFor fei-

ture, the Ex pul sion of aMem ber of the Coun cil andin for mation

relatingto hisstatusasaLife Mem ber of your Coun cil. Thisbut-

tonwill not ap pear atany other timethanwhen enteringaNewRe

cord. If themem ber being en tered in the Ar chiveFileisei ther a
LifeMem ber, Can di datefor whom dueswerefor feited or amem-

ber who had been ex pelled, click on thisbut ton at thistimeand en-

ter thedateof thefor fei tureof duesor thein for mation requested
regardingtheex pul sionfrommember shipin Masonry.

Candidate & Applicant Files Only

Membership#

Click onthisfield and en ter the Mem ber ship Num ber sup plied by
Grand Council af ter you havesentinthereportindi catingyou have
ini ti atedthiscandi date.

Degree Date

When hereceiveshis Select Master degree click on thisbut ton and
en ter the date received.

FeeForfeiture

Click onthisbuttontoenter thedatethell lustri ousMaster declared
his Feesto have been for feited.

Wife’s Name

Enter thefirst name of hiswife.
Anniversary
Entertheirwed ding date.
Place of Birth

En ter hisplace of birth.

Occupation

Y oumay wishtousehislastfor princi pal occupationif heisretired.

Suspended File Only

RestorationDate

When (if) the member is restored from suspen sion enter thedate
here. Thiswill cause a sen tence to be added to the “Notes” field of
themembersrecordindi catingthat hisdate of suspensionandresto
ration if he was suspended by having that information entered
through the mem ber ship filenot origi nally entered asanew rec ord
inthisfile. Thisisuseful infor mationwhencal culationtimeinserv
iceforveteran’ sawards.

Click onthe“Files’ selection of the Menu Bar. A drop down menu
will appear. Mouse click on “Suspended.” The Suspended File
Screenwill next ap pear.

Combo Box

If there are no rec ords in the file the Combo Box will be empty. If
therearerec ordsinthefile, alist of themwill ap pear just below the
combobox. Y ouwill alsonoticeaseriesof but tonsinthebot tom| eft
hand cor ner of the screen. Thesein clude“ New Re cord, Save Re-
cord, Undo Edit, and De lete.

Sojourners File Only

Home Council

En ter the name of hishome Coun cil.

Council City

Enter the city in which hishome Council islo cated.
Council State

En ter the Statein which hishome Coun cil islo cated.

Widows File Only

Husband’s Name

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

Council of fi cerscan beentered fromtheMainMenuonly. Click on
“Files” andthenclick on“Enter Coun cil Of fi cers.” Thiswill loada
pop upwindow. Thepur poseof thiswindowistoal lowyoutoenter,
changeor deleteof fi cersof your Council.

To Start a New Year

At thebegin ning of anew Masonic year you should deleteall of fi-
cers and en ter the new ones. To do thissim ply mouse click on the
“Clear All Of fi cers’ but ton at thetop of the screen. Thiswill delete
all of fi cer designationsfromthefiles. Y ouarenow ready toenter the
of fi cersfor thecur rent year.

Entering New Officers

Mouseclick onthedown ar row | o cated at the right hand edge of the
combo box marked names. Select thenameof theof fi cer desired by
typ ing a por tion of his name and then when it ap pearsin thelist,
clickingonit. Next mouse click on thedown ar row at theright edge
of the “Of fi cers” combo box. Lo cate the name of the of fice and
mouseclick onit. Fol low thisprocedureuntil all theof fi cersof your
Council havebeen desig nated. Then closethewin dow.
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The Tiler and Organist

The Sentinel and Or ganist do not haveto be mem bersof your Coun
cil. All other officers must belong to your Council. If you Tiler
and/or Or ganist are mem bers of some other Coun cil and you want
themtoappearintheListof Of fi cersandhavemail inglabelsprinted
at thetimeyou print Of fi cerslabels, they must first be entered into
the Non Mem ber file.

Changing A Single Officer

Intheevent of achange of of ficedur ingtheyear duetoadeath or for
any other reasonyoumay deletethecur rent of fi cer andre placehim
withthenewly ap pointed or el ected mem ber with out havingtoreen
ter al of theof fi cersfor theyear. Todothisselect theoutgoing of fi-
cer’ snamefrom the combo box and then click on thedown ar row on
the“ Of fices” combo box. Scroll uptothetop of thelistif not a ready
there. Select the “blank” rec ord at the top of the list just above the
“II'lustri ousMaster” andclick onit. Thiswill replacethenameof the
of ficewithablank recordin di cat ing that he no longer holds as of-
fice. Next, from the Name combo box select the name of the new of-
fi cer. Thenfromthe Of fi cer combo box select the proper of ficeand
savetherecord.



Entering Committeemen

Fromtheopening screenclick on“Files’ from themenu bar and then
select “Enter New Com mit tee men” from the drop down menu. A
pop upwindow will ap pear withtwo combo boxesandthreebut tons.

Begin a new year

Toenterthecommitteemenfor theensuing Masonicyear youfirst
must clear the rec ordsfrom thelast year. To do thissim ply click on
the“Remove All Mem bersform All Com mit tees but ton. Thiswill
clear all rec ordsfor 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.
Thenfrom the other combo box select thedesired com mit tee. Then
clickonthe* AddMembertocommittee” button. Theselected mem-
ber has now been added to the selected com mit tee.

At this point you may do ei ther of thefol low ing. If other mem bers
areto be added to thiscom mit tee select their namesfrom the Mem-
berscombobox whileleavingthecommitteeselectionasisandclick
onthe“ Add Member tocommittee” buttonuntil all membersof this
committeehavebeenadded. Then select thenext committeeand add
it’smem bersin the same man ner.

Y ou havetheop tion of leav ing the selected com mit tee“live” and
adding ad di tional mem bersor leav ingthemember “live” and add
ing himto dif fer ent commit tees.

Af ter each selectionalist of the com mit teesto which agiven mem:
ber belongswill bedisplayedinthe box on theright side of thewin
dow.

Remove a single committeeman

Toremoveagivenmember fromall of hiscommitteeassignmentsas
inthe case of hishav ing moved out of thearea, select hisnamefrom
the combo box and click on the “Re move this Mem ber from All
Committees” button.

Note: Some Tem ple Boards al low mem bers on the board who are
not membersof your Council. Inthe case of mul ti ple Councilsshar-
ingthesamebuildingor al lowing membersof other Masonicbodies
meet ing in the same build ing to sit on the board. In or der that you
may en ter thesein di vidu als, should you wish to do so, first en ter
theminthe“ Non- Members’ filesoastoal lowtheir nameto ap pear
in the combo box.
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Lists

Click on“Lists’ ontheMenu Bar and adrop down menuwill ap pear
withthefol lowingselections, Listingsor Rosters. ClickonListings
and se lect from the drop down menu. Thelist ing for other than the
major files have a print but ton which will ap pear at the top of the
screen. If you wish a printed copy sim ply click on the print but ton
and one will be printed.

Archive

Click on thisselec tion and afly out menu will ap pear with the fol-
lowingselections, All Recordsor Range. If youselect“ All Records’
a listing of all the records in the Archive file will appear on the
screen. Select ing “Range” will cause an other cause a pop up win-
dow to ap pear request ing you enter thefirst | et ter or asmany of the
let tersof thelast name of themem bersyouwishlisted. Click onthe
“OK” buttonandthenenter thelet ter beforewhichyouwishthelist
toter mi nateinthenext window. Thenclick onthe® OK” but tonand
thelist will ap pear.

Candidates

Click onthisselectionand afly out win dow will ap pear withthefol-
lowing selections. All Candi dates, Entered Ap prentices, and Fel-
low crafts. Makeyour selectionandthelist will ap pear onthescreen.

Committee Codes

Click onthisselectionfor alisting of theCommitteeCodesandtheir
cor respondingdescriptionswhichyouhaveenteredintheCommit-
tee Code Section.

Group Codes

Click onthisselectionfor alisting of the Group Codesandtheir cor-
respondingdescriptionswhichyouhaveenteredinthe Group Code
Section. Usethescroll bar or ar rowsto navi gatethroughthelist and
whenfinished, click onthe” Close” toreturntheunder ling screen.

Members

Coun cil Mem bersmay belisted in sev eral man ners. When thisse-
lectionismadeapull downwindow will ap pear withthefol lowing
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options. Al phabeti cal, By BirthDate, By ThirdDegreeAnni versary,
Members Who's Dues Are Not Current, Dual Members, Plural
Mem bers, and Suspended Members.

De gree by Month

Select” Degreeby Month.” inthe usual man ner and then select the
desired month by enter ingthe number of themonth desired. Ex am
ple: 1for January, 2for February 3for March, etc.. Thelistsfor those
mem bersraisedintheselected monthwill beproduced startingwith
thefirst day of themonth and runningtothelast. Usethescroll bar or
ar rowsto navi gate through the list and when fin ished, click onthe
“Close” toreturntheunder ling screen.

Birth days by Month

Select “Birthdays by Month” the choose “Members Only” or
“Mem bersand Candi dates” intheusual man ner andthenselect the
desired month by enter ing the number of themonth desired. Ex am
ple: 1forJanuary, 2for February 3for March, etc.. Thelistsfor those
membersraisedintheselected monthwill beproduced startingwith
thefirst day of themonth and run ningtothelast. Usethescroll bar or
ar rowsto navi gate through the list and when fin ished, click onthe
“Close” toreturntheunder ling screen.

Committeemen

Select “Com mit teemen” from the drop down menu and alist of all
thecommit teemenwill ap pear onthescreen. A Combo Box will be
at thetop of the screen. If youwhichtolist the mem bersof apar ticu-
lar com mit tee click on the down ar row on the right of the Combo
Box and make your selec tion. Use the scroll bar or ar rows to navi-
gatethrough thelist and when finished, click onthe“Close” to close
this screen.

DelinquentDues

Select “Delin quent Dues’ from the drop down menu and afly out

menu will ap pear withthefol low ing selections, By Name, By Age,
By Date Raised or Two yearsdelin quent. Thefirst three selections
will list all of the mem berswho do not have acur rent dues card will

appear onthescreen. Thelastselection,“ Twoyearsdelinquent, will

listonly thosetwoyearsinar rears. Scroll bar or ar rowswill navi gate
through the list.

Dual Mem bers
Select “Dual Members’ and alist will ap pear onthe screen of all of

your Coun cil Mem berswho hold dual mem ber ship in other Coun-
cils.



DuesHistory

Thissectionwill produceahistory al phabeti cally andthenby dateof
the dues paid by each member since the file was last cleared. A
Combo Box at thetop of the screen will a low you to select agiven
mem ber and list the dues history for that mem ber alone.

DuesRemissions

Selecting thisoptionwill causealist of the mem berswho have had
their duesremit ted by action of the Council.

Merit Awards

A list of theliv ing Merit Award hold erswill be sent ei ther to the
screen. Thelist will beinal phabeti cal or der.

Contributions

Thisselectionwill causeafly out menutoap pear withthefol low ing
options. By Amount and By Name. Makeyour selectionand alist of
thememberscontributingtotheResearch Assistance Fund by name
or amount contrib uted.

Life Mem bers

A list of theliving Life Mem berswill be sent to the screen. Thelist
will beinal phabeti cal or der.

Of fi cersof the Council

Alistof theCouncil Of fi cerswill beproducedinal phabeti cal or der
ei ther to the screen or printer.

PossibleVeteranEligibility

Thislistingisof mem berswho wereraised morethanfifty yearsago
but who have not been pre sented with avet er an’ saward. Possi ble
reasonswould beasuspensioninthe past.

Members

Thisselectionwill causeafly out menutoap pear withthefol low ing
options. Al phabeti cally, By age or By Date Raised. Make your se-

lectionandalistwill appear. If youchoosetolist al phabeti cally alist
of theentiremember shipwill ap pear andinad di tionthisscreenwill

have aCombo Box so that you may select tolist by aselected group.

Click onthedown ar row lo cated at the right of the Combo Box and
makeyour selection for thelist.

AffiliateMemberships

Thisselectionwill causeafly out menutoap pear withthefol lowing
selections. Y ork Rite, Scot tish Rite, Shrine, and East ern Star. Make
your selectionandtheap propri atelist will ap pear.

Past Illustrious Masters

A fly outmenuwill ap pear withthefol lowingselections.Livingand

All.Makeyour selectionandalist of all or of theliving Past Il lustri-
ousMasters. Thelist of all of thePast I lustri ousMasterswill havea

box to the left of the name. If thereisan “x” in the box, it in di cates
that thisPast Il lustri ousMaster isde ceased.

PluralMembers
Thisselectionwill list the Plural Mem bersof your Council.
Wedding Anniversary

A pop- up win dow will ap pear. En ter the number of the month for
whichyouwishtoproducealist.i.e.. 1for January, 2for February,
3, for March ... 12 for De cem ber.

Veteran’s Awards

A fly out menuwill ap pear withthefol lowingselections. Special, 5
Year,and 75 Year. The" Special” selectionisusedif y our Council
hasestab lished an award of their own for lessthan fifty yearsof con
tinual member ship. Many havetwenty- fiveor othertimeperi odsfor
awardsgivenmy theCouncil inad di tiontotheV et er ansAwards of
Grand Council..

Wedding Anniversaries

Enter the number of the number of thedesired month. 1 for Janu ary,
2for February, etc.. Thiswill pro ducealist of those mem berswho
were mar ried in any given month. If you chooseto print thelist you
will be prompted to re en ter the month number.

Wives'Birth days

A pop upwindow will ap pear request ing that you en ter the nu meri-
cal equivalent of themonthdesired. 1 for January, 2for February, 6
for June, etc. A list of those wivesborn it the selected month will be
cre ated on the screen. Y ou may also print the list.

Non Members

From the “Lists Sec tion” select Non- Members, A list of those en-
teredintheNon- Member filewill bepro ducedtothescreen. Usethe
scroll bar or ar rowsto navi gate through the list and when fin ished,
click onthe“Close” toreturntheun der ling screen.

Sojourners

Mak ing thisselectionwill causealist ing of the So journ ersto the
screen. Usethe scroll bar or ar rowsto navi gate through thelist and
whenfinished, click onthe” Close” toreturntheunder ling screen.

Suspended

Mak ing thisselec tion will cause alist ing of the Sus pended to the
screen. Usethe scroll bar or ar rowsto navi gate through thelist and
whenfinished, click onthe” Close” toreturntheunder ling screen.
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Widows Birthdays

Thissectionwill prompt you to enter thenu meri cal equivalent for

Fromthe“Lists Sec tion” select Wid ows. A list of thoseen tered in themonth desi rgd. 1forJanuary, 2for Fep ruary, 7for_JuIy, etc..You

will then get alist on the screen of the Wid ows born isthe se lected
month. Y ou may print thelist by click ing onthe"Print But ton". Y ou
will again be prompted to en ter the number of the month.

theWidow’ sfilewill belisted onthescreen. Usethescroll bar or ar-
rows to navi gate through the list and when fin ished, click on the
“Close” toreturntheunder ling screen.
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Rosters

Click on“Lists’ ontheMenu Bar and adrop down menuwill ap pear
withthefol lowingselections, Listingsor Rosters. Select Rosters
and choosethe de sired file.

Archive

Click on “Ar chive” from the drop down menu and a fly out menu
will ap pear withthefol lowing choices, “1 Col umnList”, 3 Col umn

List” and “Within aRange.” Click on one of thefirst two choicesto
print al 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
withwhichyouwishtobeginthelist. Example; If youentertheletter
“B” asthebeginning of thelist andthelet ter “D” astheend, thelist
will containall thenamesbeginningwiththeletter“B” andend with
thelast namebeginningwiththeletter “C.” If youenter asthebegin

ning of the search the let ters“ Smith J' and as the end of the search
thelet ters“Thom” thelist sill contain namesrang ing from thefirst
per son names* Smith” who’ sfirst namebeganwiththeletter“J’ and
end before awith alast name that be gan with the let ters“ Thom.”

Sojourners

Click on“Sojourners’ and select the 1 or 3 col umn for mat to print
thelist.

Suspended

Click on“Sus pended” and select the 1 or 3 col umnfor mat to print
the list.

Widows

Click on“Wid ows” and select the 1 or 3 col umnfor mat to print the
list.

Full Data on Individuals

Candidates

Click on“Candi dates’ and select the 1 or 3 col umn for mat to print
thelist.

Membership

Clickon“Members’ andselectthel, 3, and 4 col umnfor mat to print
thelist. Y ou may also chooseto get alist of names and phone num-
bersonly or namesand ad dressall onasingleline.

Non Members

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

Single Individual

Thissectiongivesyoutheabil ity toprintall of theinfor mationisthe
systemonagivenindividual.Y oucanselectfromthecombobox the
indi vidual forwhomyouwithaprinted rec ord. Thisisuseful when
hejoinsan other Coun cil or Masonic or gani zation or at thetime of
hisdeath. Theselectionismadefromindi vidualsinall of thefiles
withtheex ception of thenon- members, sojourners, andwid ows.

EntireFile

Thereisasotheabil ity toprintthecompletedataonall indi viduas
withinagivenfile. Sim ply select thefileyouwishto printandthein
for mation of every in di vid ual within that filewill be printed.This
will take sometime and afair amount of pa per as only two rec ords
will fitonapage. Soif youwishto print thear chivefileand you have
every mem ber who ever belonged to your Coun cil enteredit could
be a for mi dabletask. Re cordsmay be gen er ated for the Ar chive,
Candi dates, Membersand Suspendedfiles.
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Forms and Reports

Thissectionisdesignedto print vari ousCouncil and Grand Council
formsand re ports. It isdi vided into two main sections. Thefirstin-
cludes the Council and Grand Coun cil forms and re ports. The cur-
rent Council formsavail ablearethe Candi datesinvesti gationform
andtheappli cationfor Vet er ansawards. TheGrand Council section
includesActiv ity, both Gains and L osses, Death of Grand Coun cil
Mem bers, and Dues Re missions. Oth erswill be added asthereare
approvedby Grand Council. Thesecondincludesrostersof thevari-
ousfiles. These are printed in dif fer ent styles and in the case of the
some of thefiles, by dif fer ent cri teria. Thisisex plained below.

Council

CertificateofStanding

Thissectionprintsa“ Cer tifi cateof Standing” foraMasonwhenre-
quested. Af ter selectingtheindi vidual forwhomthecer tifi cateif to
beprinted, fill inasmuch of theinfor mation asyou canandclick on
the print but ton.

Dimitlssuance

Thissec tion will print the “Dimit of amember” formis sued to the
mem ber who hasre quested and been granted adimit by your Coun-
cil. Note: You firstmust en ter thedimit datein hisrecordandthen
savetherecordin or der to print thisform.

DimitRe quest

Select the Mem ber who has af fili ated with your Coun cil and who
also wishesto dimit from the other Coun cil to which hebelongsand
click on the Print but ton.

Note: Themem ber must have been elected to mem ber shipin your
Coun cil andthedate of hisaf filiation en tered in that field in his
recordbeforeyou printthisrequest.

VeteransAwardApplication

Thissectionisusedfor fill ing out thein for mation neededto ap ply
for ei ther a50 or 75year Vet er ansAward. Fromthe Combo Box se-
lect thedesired mem ber. Next enter thein for mation onthescreen
andclick onei ther the“Print 50 Y ear App.” or “Print 75 Y ear App.”
but tondependingonwhich Awardyouarerequesting. Inthe* Coun
cil Namefield” enter the nameof the Council only. (Ocean Park not
Ocean Park Coun cil) In the sec tion where you en ter his Ma sonic
History usethefull Coun cil nameand number (Ocean Park Council
Number 369).
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Merit Award Or der Form

This sec tion prints to Merit Award Or der Form. From the “Forms
Reports’ select“Merit Award Or der Form™ and pick themember for
whom the Award isto be or dered. En ter the date sched uled for the
pres en tation and the number of thein specto ral district. Click on
Print.

DiscontinuanceofMultipleMembership

Thisformisusedtonotify other Coun cilstowhichthemem ber may
belong that he has dis con tin ued hismem ber shipit your Council.
Clickon“FormsReports’ andthenon* Discontinuanceof Mul ti ple
Mem ber ship” . From the combo box select the name of themem ber.
Enter thename, number, if knownandjurisdiction of the Council to
benoti fied. Enter the date the dis continu ance of mem ber ship be-
cameeffective.

Notice of Inten tion to Sus pend (To Bodies)

Thisformisused to notify other Coun cilsto which amem ber may
be long that he is about to be sus pended for non pay ment of dues.
Clickon“Noticeof Intentionto Suspend (Other Bodies)” and select
the Mem ber for whom you wish to no tice printed form the combo
box intheusual man ner. Next enter the name, number and the Grand
Jurisdictionof theCouncil towhichthenoticeistobesent. Next en
ter the date of the Stated Meet ing at which your Coun cil intendsto
suspendthemem ber should henot being hisduescur rent. Thenclick
onthe“Print” but ton and thenoticewill be printed. Dothisfor each
such Coun cil the Mem ber be longs and then close the pop up win-
dow.

Notice of IntentiontoSuspend (ToMem bers)

Thisformisusedtonotify themem bersof your Council whoaretwo
years in arrears in their dues that they are about to be suspended.
Clickon“Noticeof Intentionto Suspend(ToMembers)” . Nextenter
the amount of your an nual dues. Then en ter the date of the Stated
Meet ing at whichyour Coun cil intendsto suspend them. Thenclick
on the“Print” but ton.

Grand Council

This sec tion is used for the print ing of vari ous Grand Coun cil Re-
ports. The fol lowingarecur rently avail able. Activity, both Gains
and Losses, Death of Grand Coun cil Mem bers, and Dues Remis
sions. Otherswill beadded asthereareap proved by Grand Council.



Activity

Thisselectionwill causeafly out menutoap pear withthefol lowing
choices. Gainsand L osses. Select the desired form and an other pop
up win dow will ap pear re quest ing you to en ter the be gin ning and
end ing for the period cov ered by the re port. En ter these dates and
click on “Print” and the re port will be printed.

Change of Ad dress

Thiswill print alist of those mem bersand can di dateswho have had
achangeof ad dressif you choseto savetherec ord at thetimeyou en
tered the change. Thisshould bere ported to the Grand Council ona
monthly basis.

Note: Thereareseveral categoriesof gainsandlosses. Onlythose
categoriesfor which therehasbeen someactivity will be printed.
Theform may look dif fer ent each month.

Death of Grand Council Member

Select thisreport from thedrop down menu and enter thebeginning
andendingdatefor period desired. Thenclick onthe® Print” button
and the re port will be printed.

DuesRemissions

Select thisreport from thedrop down menu and enter thebegin ning
and end ing dates for the period de sired. Then click on the “Print”
but ton and there port will be printed.

ElectionCertificate

Thisformisto besent to Grand Coun cil af ter thean nual election of
of fi cersisheld. Choose this op tion and the form will be printed.

50YearPresentation

Makethisselection,fill intheinfor mationandclick ontheprint but
ton.

Page 17



Mailing Labels

Main Files

Labelsmay be printed for agroup of filesor onefileat atime. Click
on“Regular Mail ing” from the menu and select thefileor filesfor
which you wish to have labels printed. Se lect the files of filesto
whichthemail ingisintended. If you chooseto print label sfor twoor
morefiles, they will bemergedintoasinglefilefor printing. If there
aremorethan 200 piecesthey will be sorted into postal bulk mail or-
der, not by Zip Code. Check withthePost Of ficefor sortregulations.

Group Code

If youwishtoprintlabelsforaparticular groupdothefol lowing. Ei-
ther beforeor af ter selecting thefileor filesfor which you wish to
print labelsclick onthe*down ar row” at theright side of the Combo
Box lo cated near the bot tom of the screen. A list of the groupsyou
have entered in the Group Code Sec tion will ap pear. Select thede-
sired group and then click onthe“ Sort List” But ton. Thefilewill be
built.

Sort Code

A sort codeis printed in the up per right hand cor ner of each la bel
Thiscodeishelpful if for somereasonthemail ing getsout of or der
af ter thelabel had beenap plied. Thecoderepresentsthefol lowing:
Num bersfol lowedby “NC” desti nationsout sidetheUnited States.
Theletter “D ", Ten or more pieces where al five dig its of the zip
codematch. TheNumber “3”, Tenor more pieceswiththefirst three
zipcodedigitsmatching. Theletters“A”, AreaDistri butionCenters
with ten of more pieces. The let ters“MS”, left over pieces.

Printing

To print labelsclick on the“Pin Fed” or “ Sheet” but ton.
La bels for Laser 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. Theother two print bar codesand are ei ther two by seven (14)
to apageor two by ten (20) per page. Theselabelscan be pur chased
inmost of ficesup ply stores. Most labelswill work how ever | have
in cluded the Avery Part Num ber for each sizein pack agesize. The
most eco nomi cal method isto pur chasethe 500 sheet size. Depend-
ing on thelabel size you get from 700 to 1500 per pack age. Seethe

Page 18

infor mationonPage3under“ThingsY ouWill Need” for label size
and Avery num bers.

Dot MatrixPrinters
Thereisonly onelabel sizewhichwill oper ateproperly withdot ma:

trix labels. Theinfor mation may befound on Page 3under “ Things
You Will Need.”

Correct Paper Jam

Incaseof apaperjamor if yourunout of labelsitwill benecessary to
restart thelabel printing pro cess. Thissectionisdesignedtoal low

you to pick up whereyou left off. Select “ Cor rect Paper Jam” form
theMail ing Labelsdrop down menu. Enter thenumber intheup per
right hand cor ner of thelabel with out the codelet ter or number. (D,
3,S,0r MS). Example: If thecodeintheup per right hand cor nerisD

125, enter only 125. If itisMS 314, enter only 314. Click on ei ther
“Pin Fed" or “ Sheet” tofinish printingthelabels..

Special Occurrence Labels

DelinquentMembers

Prints mail ing labelsfor all mem berswho are not cur rent in their
duespay ments..

Delinquent Mem bersno tice tosus pend

Printsmail ing labelsfor all memberswhoaretwoyearsinar rearsin
their duespay ments.

Of fi cers, Past lllustrious Masters, Merit Award
or Veterans

Select oneof thecategorieslisted totheleft and mail ing labelswill

beprinted for thosemem berswho areei ther Of fi cers, Past I lustri-
ousMasters, Merit Award hold ersor havere ceived their Vet er ans
Awarddependingupontheselection.

Note: Toex cludeanyindividual fromthemail ing, removetheZip
Codefromtheir record. Their label will beprinted at thetop of the
fileinthe* Non-Qualified” group. Simplyremovethislabel. Since
itnotin cludedintheBulk RateSort, its' removal will not ef fectthe
sort or der of theother labels. Itisim por tanttodoit thisway. Oth-
er wise you might re move a la bel from a group of only 10 pieces.
You would havetoresorttheen tirelist by hand.



Dues Payments and Contributions

Thissectional lowsyoutoenter both DuesPay mentsand Contri bu-
tionsat thesametimeorindi vidually. Firstyou must enter the*De-
fault DuesEx pi ration Date.” Thisdatewill be 12/31/XXXX where
XXXX istheyear for which the cur rent en trieswill ex pire.

Dues Payments and Contributions
entered at the same time

From the Combo Box select the name of the mem ber.

If theduesaretoberemit ted movethemousetothe“Remit” box and
click. Enter azerointhe Pay ment Amount field. If the duesare not
remited enter the Check Number if any. Enter the Pay ment Amount.

TheLast Pay ment, Date Entered and Expi ration Datefieldswill be
automati cally updated.PresstheEn ter key. (If you movethecur sor

teh the“ Save Pay ment” but ton with out pressing the en ter key you
may haveto click twiceto savetherec ord.) Click on the“ Save Pay-

ment” but ton. Movethe mousetothe* Cur rent Contri bution” field.

Enter theamount and click onthe* Save Contri bution” 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 uretodothiswill resultin oneof theentriesbeinglost.

DuesPay mentwithoutContributions

AfterenteringtheDefault DuesEx pi ration Date, selectthedesired
mem ber and pro ceed asdescribed abovebut with out entering or sav-
ingany contri butionitem. Thenclick onthe* Save Pay ment” button
ONLY.

ContributionswithoutDuesPay ment

AfterenteringtheDefault DuesEx pi ration Date, selectthedesired
mem ber and pro ceed asdescribed abovebut without entering or sav
ing any duespay ment. Then click onthe* Save Contri bution” but tor
ONLY.

Update Life Members

Thissectionwill reset theduesex pi ration datefor all lifemembers.
Open thewin dow and en ter the ex pi ration date. Click onthe“Up-
dateandClose” button. All living lifememberswill havetheex pi ra
tion date of their dues set to the date en tered.

Dues Error Correction

With the scroll bar at the right hand side of the win dow moveto the
recordwhichcontainstheerror. Highlight theentirerecord by click
ing inthegray square at im medi ateleft side of the de sired rec ord.
Pressthe Delete key onthekey board. If you have not al ready done
so, returntothepay ment entry sectionand maketheproper entry. In
acasewhereyou have madeadu pli cateentry sim ply delete one of
them.

Note: I n the case whereyou 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 triesfor both “names.” You must changethe
“W.” to“ Wil liam” intheDuesHistoryfileoth er wisethecomputer
will not list hisen tire history. Thissection will al low you to make
editstohisnameonly.

Begin New Fiscal Year for Research
Assistance Contributions

All records of the Research Assistance Contributions will be

cleared. Thismust bedoneon July 1st of eachyearinor der tobegin
thenewfiscal year for Research Assistancecontri butionsrecords.
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Banking Section

Thissectionisusedfortrack ingtheCouncil ex pensesandincomeas
well askeepingafileonany fixed assetsowned by you Council. Itis
not a General Ledger al thoughin cor poratesaChart of Ac counts.
That is the only similarity. Accountants 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 makeacor responding cor rectingentry. They would de-
mand that you havean un der standing asto which ac countsare Deb-
its and which are Credits, and why some Assets are Debitswhile
othersareCredit ac counts. They would requirethat you under stand
when “add” to adebit and sub tract from a“credit” and at oth ersdo
justtheop posite. Sincel do not un der stand thesethings| thought it
would be bet ter if | stuck with asim ple method. Hence the fol low-
ing, withapol o giestothemem bersof the Ameri can I nsti tuteof Cer-
tifiedPublicAccountants.

Chart of Accounts

First youmust enter anac count number and descriptionfor eacharea
where you will have an ex pense and each source of in come. The
num ber ing system you usefor thisisup to you. (Again with apolo-
giestotheac count ants) Thissystem may beassim pleor ascompli-
cated as you wish. Y ou may have asin gle ex pense ac count for al
committeeactiv ity or you may wishto haveaseparateac count for
each com mit tee so asto track the ex penses of the“Wid owsNight”
andthe“Annual Steak Fry” etc. asindi vid ual ac counts.

Thereisat least one areawhere you will have both an ex pense and
income ac count for the sameitem. Con tri bu tionsto the Re search
Assistance show up as income when donated and as an expense
when sent to Grand Coun cil. There foreyou need aCOA entry in
both places.

Mak ing COAentries

From the drop down menu under “Bank” on the menu bar select
“COA Ex pense...” and apop up win dow will ap pear. Enter an ac-
count number and de scrip tion for each area of ex penseyouwishto
track. Some are nec es sary such as Grand Coun cil ex penses. Here
again you may be as creative asyou wish. Y ou may lump all Grand
Coun cil ex pensesun der one head ing or break them down into sev-
eral such asPer CapitaTax, Forms, Candi dates Fees, etc.. Onceen-
tered you may estab lish abudget for each ac count. Asanex am ple
you will estab lish an ac count for therent your Coun cil paysto the
landlord,inmost casesthe Tem ple Association. Enter theamount of
the monthly rent times 12 in the Budget col umn and move on the
next ac count until all have been entered.

Nextselectthe” COA Income...” andfol low thesameprocedurefor

thear easfromwhichincomewill bederived. Y oumay alsoenter an
ex pected in come amount for each of these ac counts.
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Entering Checks

From the drop down list un der Bank on the menu bar select “Enter
Checks...” A pop up window will ap pear. Enter the date, the check
number, the amount if the check and to whom it was paid.

Next fromtheDistri bution combo box select theac count for which
the pay ment was made and en ter the amount. In most casesthiswill
be the same amount of the check. How ever thiswill not al ways be
so0. Anex am plewouldbeif your Junior War den pur chased somere-
fresh mentsand while out al so picked up somelet ter headsfrom the
printer and stamps from the Post Of fice. Y ou could write him one
check and “spread” the various amounts to the three dif ferentac-
counts.

Optional Description field

After selectingtheaccounttowhichthepay mentistobecreditedthe
check number and ac count number in the distri bu tion sec tion will
automatically be filled in by the application. You must enter the
amount. How ever you may also en ter an op tional de scrip tion for
each spread item. Thefol low ing aretwo ex am ples:

1. Your Junior War den pur chased somere fresh mentsfor an of fi-
cer’ spracticeand al so picked up someprinting and post age. Y ou ern
ter the date, check number, to tal amount and his name in the up per
section. Inthe“ Distri bution” areayouselect“ refreshments’, “ print
ing” and “ petty cash” and enter thein di vid ual amountsfor each to-
tal ing the amount of the check. Inthe op tional “Descrip tion” field
you enter, “Officers Practice” under therefreshment distri bution
item, “ Steak Feed Flyer” under printingdistri butionitemand* Post
age” under thepetty cashdistri butionitem.

2. Hereisan other method you might use. Say your Wid ow’ sNight
com mitteehad a$500.00 budget. Af ter enter ing thecheck number,
etc. you select the“Wid ow’ sNight” from the combo box and en ter
$150.00andintheoptional descriptionfieldenter “Flow ers’. Next
you againselect “Wid ow’ sNight” and enter $125.00 for “ Refresh
ments” and lastly you choose “Widow’s Night” again and enter
$125.00for “Enter tain ment” which to talsthe $500.00 spend.

There is no need enter any thingintheoptional descriptionfield.
How ever whenyou do adetailed print out of thecheck book you will
havethe ad van tage of know ingwhere eachitemwasal lo cated.

Reviewing and/or deletingacheck

From the combo box at the top of the window entitled “ Select
Check” click onthedown ar row onthefar right hand side and select
thecheck desired. Y oumay edit or deletetheentiretransactionfrom
thispoint. If youchoosetodeletetheentry click ontheDelete Check
but ton at the bot tom of thewin dow. Thiswill removethecheck and



al entriesmadeinthedistri bution arearelated tothistransaction.
Y ou may then re en ter the check with the proper infor mationisde-
sired.

Reconciling Checks

Af ter select ing agiven check asin di cated in the paragraph above
you may click on the “Reconcile” box to indicate the check has
cleared your bank.

List Checks

Select “List Checks’ from the drop down menu. A list of the checks
will ap pear onthe screenwhich may beprinted. Y oumay alsorecon
cile the check which have cleared your bank from this form.

Print Check Detail

This selec tion will send to the printer ade tail break down of each
check with the date, ac count num bersand op tional de scription (if
used) for each check in thefile.

PrintEx penses

Twomethod areavail able. A summary and detail listing of ex penses
by Chart of Ac count Num ber. Thesummary will giveonly thetotal
amount ex pended for each ac count. Thedetail will list eachtransac
tion ef fect ing the ac count with the date, amount and op tional de-
scriptionif used.

Enter Income

FromtheBank dropdownmenuselect“Enter Income” and apop up
window will ap pear. Fromthecombo box select theac countdesired.
Nextenterthedateandamount andoptional descriptionif desired.

Example: Say youselectedtoentertheincomefromtheAppli cation
Fees paid by acan di date. Y ou would select “Fees’” (which would
have had to have al ready entered. See“ Chart of Ac counts’ above)
and en ter the date and amount. Y ou may then, if desired, en ter the
name of theap pli cantintheoptional “Notes’ field.

If you have morein cometo en ter make an other selec tion from the
combo box and pro ceed asbefore.

List Income

Thisselectionwill listtothescreenthein comeactiv ity by ac count
number. Also you may print ei ther asum mary listing by ac count
whichwill giveac count numbers, namesandtotalsor adetailedlist
ing. Thedetailedwill list ac count num bers, namesand abreak down
of each entry along with the date, amount and op tional notesif used
along with ato tal for each ac count and agrand to tal of all in come.

Usethisprint out along with the Ex pense Re port for mak ing fi nan
cial reportstothe Council.

Budget and History

This sec tion will list to the screen and to the printer are port of the
cur rent budget, the year to date ex penses and a his tory of the ex-
pensesover the past three years. Y ou may list theactiv ity ei ther by
the COA number or ac count name.

Begin a New Accounting Year

Thissectionshould beused at yearsend af ter all entriesbothincome
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 anew ac count ing
year.

Atthesametimeit “ages’ the previ ousyearsactiv ity. Thecur rent
budget, ex pense and in come amountsare moved to “last years’ rec-
ords. Thisisdoneeachtimeyourunthissection. Af ter usingthepro
gram for aperiod of time you will be able to com pare the budget,
ex penseandincomeover afour year period. Thiswill giveyouahis
tory fortheincoming of fi cerstohelpinestablishingtheir budget for
thecomingyear.

IM PORTANT: Onlyrun thissection onceayear.
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