Introduction

The Program

The LODGEICAL program and its accompanying manual were
written by Norman M. Schultz, a Pasmaster of Ocean Park Lodge #
369. Theprogramisintended to be an aid to the Secretaries of Royal
Arch Chapters in performing some of their routine tasks.

Note: Thisprogramisnot intended to be used asa replacement for
any of the record keeping reguirements of your Grand Chapter.

Minimum System Requirements

The minimum system requirements to operate the program are an
IBM 386 or higher compatible computer with 4 MEGS of RAM,
DOS 3.0 or higher, Windows 3.1 or higher, SYGA Monitor, 1.44
MB Floppy Drive and a Hard Drive with at least 10 Megabytes of
free space.

Note: While the application will run of the minimum configura-
tion, you will not be happy with the performance.

System Recommendations

| strongly recommend if you have a 386 and/or 4 MEGS of RAM
that you give serious consideration to upgrading your computer.

| would upgrade to at a 486 or Pentium with at least 16 MEGS of
RAM and Windows 95 or later. With the prices what they are today
the cost would bein thelow to moderate range to make the upgrade.
A completely new machine would still be a moderate investment
and the increase in performance would surprise you.

Another reason...

The newer applications are all being written for Windows 95 and a
386 will just not handle that platform with any degree of user satis-

IBM - PC/XT/AT/PS 11, LODGEICAL are trademarks or registered trade marks of th
The LODGEICAL program and this manual are copyrighted by Norman. M. Schultz

faction. Astime goeson you will become unableto run theupgrades
for thisand other applicationswith any degreeof efficiency if at all.

Author’s Note

It is my hope that this program will make the job of being a Royal
Arch Chapter Secretary alittle easier. It camein to being almost by
accident in a conversation on in an office of the California Grand
Lodge. Thefirst application was developed for the Masonic Lodge
Secretary. Since then the Roya Arch and other versions have been
added. It has been one of the most interesting and rewarding experi-
ences of my life. | have met hundreds of fine Masons that | would
never have known. Initsevolution, | have had the help of many fine
and dedicated secretaries. “L ODGEICAL” has come a long way
sincetherel easeof Version 1in 1986. New featureshave been added
and others expanded to include additional options. No program can
ever be said to be finished because of the ever changing demands of
thejob. No one person can think of, nor anticipate, all that is needed
to write the “ perfect application.” But with the goa of creating the
“near perfect application” or at |east onethat isasresponsiveto your
needs asis possible, | welcome your comments and suggestions for
its improvement.

Liability Disclaimer

Because | have no idea how you will use this program (I am re-
minded of the fellow who attempted to trim his whiskers with aro-
tary lawn mower) | cannot be held responsible for any damage
caused or alleged to have been caused by any part of this product.
This includes, but is not limited to: paper cuts from the manual
pages, pinched fingers from the binder rings, loss of vision from an
angrily tossed diskette, military coups, polar ozone depletion, core
meltdowns, or ademocrat in the White House.

eir respective companies.
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Installation

Installing LODGEICAL when
running Windows 3.x

Installing the
Postal Bar Code Font

Y ou must have Windows 3.x running on your computer when you
begintheinstallation process. Placetheinstallation disk in either the
A or B drive. From your Program Manager select File and then
RUN. Type “A:\SETUP” or “B:\SETUP” depending on which
driveyou haveplaced theinstallation disk. PressENTER and follow
the instructions on the screen. Accept all default settings. The pro-
gramwill install from theinstallation disksinyour floppy drive hard
inadirectory called WINARCH.

Note: Even though theinstallation program asksyou at one point
if you wish to changethedriveand/or directory, accept the default.
(c:\winarch) Do not attempt to changethisdrive or directory. The
program will not run if you do.

Installing LODGEICAL when
running Windows 95

Y ou must have Windows 95 running on your computer when you
begintheinstallation process. Placetheinstallation disk in either the
A or B drive. Mouseclick onthe*® Start” button at thelower left hand
corner of the screen. Select “run” from the pop up menu. Typein
“A:\setup.exe” or “B:\setup.exe” and mouseclick onthe* OK” but-
ton. Follow the instructions on the screen. Accept all default set-
tings. The program will install from the installation disks in your
floppy drive hard in adirectory called WINARCH

Note: Even though theinstallation program asksyou at one point
if you wish to changethedriveand/or directory, accept the default.
(c:\winarch) Do not attempt to changethisdrive or directory. The
program will not run if you do.
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Note: You must do thefollowing whether or not you intend to take
advantage of the Postal Bar Code Sort Discount. | f you do not in-
stall the font the program will not operate properly.

In order that the program will be able to print Postal Zip Bar Codes
onthemailing labelsyou must first install the bar-code typefont on
your system. The font was copied to your “ Windows\System” di-
rectory on your hard drive during the installation process. However
it must be installed manually before the program can use it.

Windows 3.1 installation

1. Open the Main Group.

2. Open the Control Panel.

3. Open Fonts.

4. Click on the“Add” button.

5. Inthe “Directory” open the “C:\Windows\System” directory.

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

7. Highlight it.

8. Click on the “OK” button.

9. Close down all of the windows.

Windows 95 installation

1. Click on the “ Start” button, the “ Settings’ button and open the
Control Panel.

2. Open Fonts.

3. Click on File.

4. Click on Install New Fonts.

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

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

7. Highlight it.

8. Click on the “OK” button.

9. Close al of the windows.



Read This
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Important Information

Things You Will Need

It is imperative that data entries be made in a certain manner. The
“computerize” term for thisis* convention.” Various sections of the
program look for datato be stored in certain order. If it is not stored
the way the computer expectsto find it, errorswill result, Thereisa
“computerize” term for thisalso; “GIGO.” It stands for Garbage In
Garbage Out. Please follow the instructions. If a“space” is asked
for, pressthe spacebar, if a“comma’ isrequested, typeinacomma,
etc. Thereisareason for theseinstructionsand doingit thisway now
will save alot of reentry time later.

Full Name Field

Names must be entered in the following manner. Last Name (any
suffix like, 11, Jr. etc.) acomma, First Name - a space and then the
Middle Name or Middle Namesif more than one. Example: A per-
son named John William Wilson Jr. who goes by the name of Bill
Wilson or John W. Wilson, would be entered asfollows; inthename
field, Wilson Jr., John William.

Common Name Field

In the “Common Name” field as Bill Wilson or John W. Wilson.
There must be an entry in this field or rosters, mailing labels and
other forms will not print properly.

Date Fields

Thedatefieldsrequire someattention. They useafour (4) digit year.
Single digit months and days require a leading “0" when entered,
Example: If the date is January 5, 1987, you would enter it as
01/05/1987. After you have pressed the ENTER key it will display
as either Jan 05, 1987 or as 1/ 5/1995.

Printing of Continuous Forms

If you have no printer installed on your system capable of printing
continuous formsyou will be so notified. If you have more that one
printer installed which can print continuous forms the program will
prompt you to select the printer you wish to use when printing atest
in order align the form. When you have the form properly aligned
you will again be prompted to select the desired printer and the
formswill then be printed. If you have only oneprinter onthe system
that can print continuous forms the printer selection screen will not

Pin Feed - Dot Matrix Printer Mailing Labels

In order that you may print Mailing Labels you must use the same
sizelabelsthat the program expectsto find inthe printer. Pin Fed la-
belsuse Avery Number 4014 Pin Fed Labels. Y ou may use another
manufacturer if you wish but the labels must be 4 incheswide by 1
7/16 inch high, one up.

Laser and Ink Jet Printer Mailing Labels

Sheet Labels are Avery Number 5262, 5162 or 5162B, 1 /3 by 4
inches, 14 per page; or Avery Number 5261, 5161 or 5161B, 1 by 4
inches, 20 per page; or Avery Number 5260, 5160 or 5160B, 1 by 2
5/8inches, 30 per page. The Avery numbersfor these sheet 1abelsin-
dicate the number packaged 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-
bels supplied by adifferent manufacturers but they must be exactly
the same size as those listed above. The program was tested using
Avery Labelsand the programwill print properly with theselabels.

Label Formatting

Thetop line on thelabel printsthree different pieces of information.
The number on the left most side isthe number of the label printed.
Inthis caseit would be the 125th label. The letter “D” indicates the
sort code. “D” is5 digit sort, “3" is 3 digit sort, “A” iSADC (Area
Distribution Center)sort and “MS” is the miscellaneous left over.

/ N
125 - D **x*xxxx%x Al for ADC 901
Norman M. Schultz
39705 Golfers Drive
Palmdale, California 93551-2947
035512204705

. J

The"All for ADC 901" indicates that thisisthe first label of a par-
ticular bundlewhichisto berouted to that ADC number, inthiscase
901. Thisinformation will print only on the first label of each bun-
dle. Placethelabel with the ADC number on top of each new bundle
and move onto the next oneand continuethisprocedureuntil you' ve
finished the miscellaneous group which will be the last bundle.
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Terms Used In This Manual

Menu Bar

A menu with areversed arealocated at the top of the screen indicat-
ing aparticular sectionor filetowhichto go or afunctionto perform.
The menu bar has the following selections. Files, Lists, Forms Re-
ports, Mailing Labels, Dues and Contributions, Help and Exit.

Combo Box

A special field located near thetop of the screen used to locate apar-
ticular record or make a given selection. Thereisan arrow button at
theright of the combo box. When pressed, it will cause adrop down
selection menu to appear from which your selection may be made.
Generally inthisprogramit will be used to select names of individu-
alsinthevariousfiles. Althoughit will also be used to select groups
of individuals within those files at times for lists or reports.

Group Code
A code letter entered in the Group Code field to indicate a given

“group” to which that individual belongs. i.e. you may wish to di-
videtheindividualsin the variousfilesinto different groups so that
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they may be contacted by that group. Those who live in the local
area, those who are shut in, craftsmen, etc. Y ou may wish to divide
your membership up into groups for phone committee distribution.
Thisisan optional feature, but it is useful.

Committee Code

A codeletter like the Group Code field above but for the purpose of
placing a member into a committee.

Scroll Bar

A “Bar” at theright side of the screen when lists of variouskindsare
displayed. With the arrow buttons at the top and bottom of the bar
you areableto scroll up and down through theinformation displayed
thereon.

Record Selectors
A group of arrow buttons at the bottom of the screen which allow

you to select the either thefirst or last record in thefile or scroll be-
tween records.



Getting

Started

This manual makes certain assumptions. The major assumption is
that you are familiar with use of the DOS operating system and the
Windows GUI, (graphical user interface). This manual is instruc-
tional in the use of the Windows version of the LODGEiICAL soft-
ware application alone. If you need help with either DOS or
Windows, consult your distribution manuals, usetheonlinehelpfor
Windows, or contact Microsoft technical support.

To begin the program Mouse Click on the LODGEICAL icon. The
first screen you will see is the Opening Menu. From the Menu Bar
make your selection.

The System File

From the menu bar, choose “Files’ and then System. Enter the date
chartered. Enter the name of your Chapter Secretary. Enter the
Chapter phone number. Close the screen.

Exporting Data

Although | havetried to include all the necessary and desirable fea-
turesin “LODGEICAL" | redlize that no application can ever in-
clude every possible method of data manipulation to satisfy every
user of the program. One possible use is for CASS certification re-
quired by the Post Officein order to take advantage of Bar Code Dis-
counts. Toexport thedatainthefilestoacommadelimitedfileget to

the Main Menu screen Menu Bar, Filesdrop down menu. Thereisa
selection called “Export ... .” By selecting thisitem you will be able
toexport all thedatainthe Archive, Candidate, Member, Non Mem-
ber, Sojourner, Suspended and Widowsfiles. Y ou may then usethis
datain what ever manner you wish.

Requirements for “CASS Certified
Bar Code Sort” discounts

In order for your Chapter to be able to take advantage of the Bar
Code Bulk Rate Discount you must first have your mailing list
“Coding Accuracy Support System” (CASS) certified. This can be
doneby the Post Office onetimeat no charge. After which you must
haveyour mailinglist certified annually by someoutsideagency or
purchase software from a third party vendor and do it yourself
each year. | have no information as to the cost of having an outside
vendor certify your list. If you choose to do it yourself the software
will print the Certification Certificate which you will need to taketo
the Post Office in order to qualify for the next calendar year. The
software | have priced costs between $100.00 and $300.00 with an-
nual upgrades sold at an additional fee and require that you have a
CD ROM Drive onyour Computer. Thesavingson atypical mailing
of 500 piecesisinthe neighborhood of $4.00to $5.50 amonth or be-
tween $48.00 and $66.00 annually, depending upon the breakdown
of your mailing list. Y ou may wish to consider the cost of purchasing
aCD ROM Drive and installing it in your computer along with the
additional cost of the software and annual upgradeswhen compared
tothe " savings’ to determine whether it would be economical to ap-
ply for the CASS certification in the first place.
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Changing Default Printer or FAX

If you have only one printer and do not have either aninternal or ex-
ternal a FAX/Modem connected to your computer you may disre-
gard this section.

The Default Printer

If you have more than one printer and/or a FAX/Modem connected
to your computer you must select one of them as your “Default
Printer.” Thedefault printer isthe printer whichisselected eachtime
you open any application. Thisisthe printer to which all reportswill
be sent, normally. However there are exceptions to this rule which
will be discussed below.

Setting the Default Printer

To set the default printer you must get to the Control Panel in Win-
dows and click on the printer icon. Then select the printer desired
and set it to be the default. Consult your Windows manual for in-
structions or how to set the default printer.

Temporally Changing Default Printer

Withinthisapplicationyou are allowed to temporally changethede-
fault printer. The temporary change will remain in effect until you
closetheapplication or temporally changeisagain. For themost part
you will use the default printer to print your forms and reports.
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FAX

If you have a FAX/Modem installed on your system you can FAX
any report you can print if desired. The computer looks not to a
printer but to afile called a printer driver. These printer drivers set
the parameters needed to properly format theinformation sent to the
printer FAX/Modem also has adriver. Thisdriver setsthe parame-
ters needed by the FAX/Modem and al so launch the FAX software.
Consult your FAX manual.

Dot Matrix Printers

If you have more than one dot matrix printer drivers installed on
your system and you use pin fed labels or receipts you will be
prompted to select the desired printer automatically at print time. A
window will pop up listing all the dot matrix printers (drivers) in-
stalled onyour system. Makethe sel ection and continue. The default
printer selected above will be reset at the end of the print run.

Problems with some printers

Some printers have problemswith someforms, receiptsand reports.
Some Panasonic printer drivers do not properly increment mailing
labels. One work around for this problem is to install an Epson
printer driver and “fool” the computer into thinking it is printing to
an Epson. If you have problems contact the printer manufacturer for
the latest drivers or alternate drivers which can be used in place of
those supplied with the printer.



The People Files

Things Common To All Files

Click onthe “Files’ selection of the Menu Bar. A drop down menu
will appear. Mouseclick on fileyouwish to use. The sel ected screen
will next appear. If there are no records in the file the Combo Box
will be empty. If there are records in thefile, alist of them will ap-
pear just below the combo box. Y ou will also notice a series of but-
tons in the bottom left hand corner of the screen. These include
“Notes, Offices (Membership Screen Only), Affiliations (Member-
ship Screen Only), Archive Data (Membership Screen Only), New
Record, Save Record, Undo Edit, and Delete Record.

Combo Box

If there are no records in the file the Combo Box will be empty. If
there arerecordsin thefile, alist of them will appear just below the
combo box. Y ouwill also noticeaseriesof buttonsin the bottom | eft
hand corner of the screen. These include “ New Record, Save Re-
cord, Undo Edit, and Delete.

New Record

Mouse click on the “New Record” button and then in the “Name”
field. Enter the namein the format explained earlier in this manual.
Press either Enter or Tab and enter the common namein the “ Com-
mon Name” field asin the format explained earlier in this manual.
Continue to enter information in each field.

Full Name

Names must be entered in the following manner in order for the
other sections of the program to handle the information properly.
Enter the Last Nameand any “Jr.’s” or “II's’ followed by acomma
“ then a space, the First Name, another space and the Middle
Name(s). Do not use the initial as a substitute for the name in this
field. Hereare some examples: “Wilson, John William,” or “Wilson
Jr., John William.” The program stores the name in this manner so
that it may properly alphabetize the membership file and for use
when printing official Grand Chapter reportswherethefull nameis

required.

IMPORTANT: In addition to being used on all reports sent to
Grand Chapter which requirethefull namethisfieldisusedtorec-
ordimportant information such asthehistory of duespayments. It
is VERY IMPORTANT that you enter the name as described
abovefromthestart. If you placeaninitial rather than thenamein
thisfield and later correct this error you will also haveto go into
the DuesHistory fileand correct all entries made before your cor-
rection was made. Dot right in thefirst place and save yourself a
lot of work later.

Common Name

Note: A name must be entered in this field or the mailing labels
and rosterswill not print any name for theindividual.

Thisisfor entering theinformal nameasitwill appear onmailingla-
bels, rosters, etc.. Enter first namefirst and last namelastinthisfield
or First Name, Middle Initial, Last Name, etc.. Example: John Wil-
son, John A. Wilson, Bill Wilson, etc..

Address Lines

Therearetwo (2) addresslines provided. The second isfor an apart-
ment or space number etc. Note: An entry must be made in the first
addressfield.

City, State, Zip Code

Spaceisprovided for an (11) digit zip code. If the last four numbers
are unknown leave blank, it will not effect the operation of the pro-
gram.

Phone Numbers

Starting with the Area Code etc. The business phone has an exten-
sion field if needed.

Date Fields

Enter the date of the event in the corresponding fields.

Notes:

To enter Notes about this individual, mouse click on the “Notes”

button. A pop up window will appear. Click in the upper left hand
corner of the screen and enter any information about this person
which you feel inclined to do. Click on close to close the window.

Group Code

Any digit (0-9), letter (A-Z), or any other symbol such asthe %, #, +,
etc. may be entered in thisfield for each member. Up to sixty- eight
different groups can be established When printing Mailing Labels
for various membership file you, will be asked whether you wish to
use a group code. However in order to use the codes they must be
first entered in the Group Code table. Otherwise they will not show
up as a selection when printing labels.

Save Record

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

Thisbutton will cause al changes madeto the record on aparticular
screen to be undone and the original information restored. It isused
to correct amistake or inadvertent changing of agivenfieldwhichis
not desired. CAUTION: This button will not undo changes madeto
therecord in any of the pop up windows. They each have their own
Undo Button. If you close one of these windows, the information
will be saved asit is at the time of the window closure. The Undo
Button will only undo what has been changed on the screen or pop
up window which is active at the time.

Delete Record:

Thisbutton is self explanatory. It removes arecord from thefile. It
should be used with caution as once a record has been removed it
cannot berecovered. For themost part youwill never haveto usethis
button except to delete arecord entered in error. The normal method
of moving amember to adifferent fileisdoneasdescribedinthe Ar-
chive Data section above.

Membership File Only

Important Date Information

There are specific reasons for entering the date information and it
must be done properly for other sections of the application to work
properly. Most are self explanatory. However the following three
should receive your careful attention.

Date Applied: Thisisthe date the member applied for membership
in your Chapter, if an affiliate, date in his original Chapter.

DateElected: Thisisthedatethemember waselected toreceivethe
degreesinyour Chapter, if an affiliate, datein hisoriginal Chapter.

Affiliation Date: Thisis the date the member affiliated with your
Chapter if that is how he gained membership rather than taking the
degrees in your Chapter.

Note: Itisimperativethat you enter thesedatesin theproper fields.
If you do not, the monthly reports generated by this application
will not be accurate.

Offices Button

Click onthe Offices Button. Enter the year served in the various of-
fices of your Chapter. If the member has served more than one year
inarow, enter both or if several enter as 1955-72 etc. Always enter
theearliest year if morethan one. Example: If theHigh Priest served
in 1973, 1988, and 1991, enter in that order; 1973,1988,1991, or
1973,88,91. This is necessary in order that the listing of the Past
High Priests will be in proper order.

Note: If you wish to list the Past High Priests of other Chapters
who have affiliated with your Chapter at the end of thelist of the
your Past High Priests, press the “ space bar” once and then type
“ Affiliated” in thefield for Year Served AsHigh Priest.
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Affiliations
This button will cause a pop up window to appear into which you
may enter the name of the various other Masonic organizations to
which a member may belong.
Archive Data
Thisbuttonwill causeapop up window to appear into which you en-
ter the date of Death, Dimit, Suspension or Expulsion. After thisin-
formationisentered and thewindow closed the data.on this member
will be transferred to either the Archive or Suspension file.

Life Member

Clicking on this button will open awindow for entering the date the
member became alife member and the amount of the fee charged.

Merit and Veteran Awards

Enter the Datefor the variousawards. There arethree date fieldsfor
Veteran Awards. Two arerecognized by Grand Chapter. Oneispro-
vided for those Chapters that present awards for membership peri-
odsof lessthan 50 years. If your Chapter makes such an award enter
the date of presentation. The other two datesarefor the Grand Chap-
ter 50 and 75 year Awards.

Current Officer

If the member isan Officer other than the standard ones enter the of -
fice he holds. Example: Assistant Secretary, etc. Otherwise enter
them from the Enter New Officers section on the opening menu.
Wife’s Name

Enter the first name of the wife of the member.

Wife’s Birth Date

Enter wife's date of birth.

Anniversary

Enter their wedding date.

Place of Birth

Enter member’ s place of birth.

Occupation

Y oumay wishtousehislast for principal occupationif heisretired.



Archive File Only

New Record

Click on this button to enter anew record into thefile. The closethe
combo box will close. Thecursor will movetotheNamefield. Begin
entering data.

Note: A messagebox will appear on the screen with amessageon it
indicating that clicking on the “ Other Data” button below it will
allow you to enter information regarding Candidates Fees Forfei-
ture, the Expulsion of a Member of the Chapter and information
relating to hisstatusasa Life Member of your Chapter. This but-
ton will not appear at any other timethan when enteringaNew Re-
cord. If the member being entered in the Archive Fileis either a
Life Member, Candidate for whom dues were forfeited or a mem-
ber who had been expelled, click on thisbutton at thistimeand en-
ter the date of the forfeiture of dues or the information requested
regarding the expulsion from membership in Masonry.

Candidate & Applicant Files Only

Membership #

Click on this field and enter the Membership Number supplied by
Grand Chapter after you have sent in the report indicating you have
initiated this candidate.

Royal Arch Degree Date

When hereceiveshisHigh Priest Masons degree click on thisbutton
and enter the date raised.

Fee Forfeiture

Click on this button to enter the date the High Priest declared his
Fees to have been forfeited.

Wife’s Name

Enter the first name of hiswife.
Anniversary

Enter their wedding date.
Place of Birth

Enter his place of birth.

Occupation

Y oumay wishtousehislast for principal occupationif heisretired.

Suspended File Only

Restoration Date

When (if) the member is restored from suspension enter the date
here. Thiswill cause a sentence to be added to the “Notes’ field of
the membersrecord indicating that his date of suspension and resto-
ration if he was suspended by having that information entered
through the membership file not originally entered as anew record
inthisfile. Thisisuseful information when calculation timein serv-
ice for veteran's awards.

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

Combo Box

If there are no records in the file the Combo Box will be empty. If
therearerecordsin thefile, alist of them will appear just below the
combo box. Y ouwill also notice aseriesof buttonsin the bottom left
hand corner of the screen. These include “ New Record, Save Re-
cord, Undo Edit, and Delete.

Sojourners File Only

Home Chapter

Enter the name of his home Chapter.

Chapter City

Enter the city in which his home Chapter islocated.
Chapter State

Enter the State in which his home Chapter is located.

Widows File Only

Husband’s Name

Enter the name of her |late husband
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Entering Chapter Officers

Chapter officers can be entered from the Main Menu only. Click on
“Files” and then click on “Enter Chapter Officers.” Thiswill load a
pop up window. The purpose of thiswindow istoallow youto enter,
change or delete officers of your Chapter.

To Start a New Year

At the beginning of anew Masonic year you should delete all offi-
cers and enter the new ones. To do this simply mouse click on the
“Clear All Officers’ button at the top of the screen. Thiswill delete
all officer designationsfromthefiles. Y ou are now ready to enter the
officersfor the current year.

Entering New Officers

Mouse click on the down arrow located at the right hand edge of the
combo box marked names. Select the name of the officer desired by
typing a portion of his name and then when it appears in the list,
clicking onit. Next mouse click on the down arrow at theright edge
of the “Officers’ combo box. Locate the name of the office and
mouse click onit. Follow thisprocedure until al the officersof your
Chapter have been designated. Then close the window.
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The Tiler and Organist

The Sentinel and Organist do not have to be members of your Chap-
ter. All other officers must belong to your Chapter. If you Tiler
and/or Organist are members of some other Chapter and you want
themtoappear intheList of Officersand havemailing labelsprinted
at the time you print Officers labels, they must first be entered into
the Non Member file.

Changing A Single Officer

Intheevent of achange of office during theyear dueto adeath or for
any other reason you may delete the current officer and replace him
with the newly appointed or elected member without having to reen-
ter al of the officersfor theyear. To do this select the outgoing offi-
cer’ snamefrom the combo box and then click on the down arrow on
the* Offices’ combo box. Scroll up tothetop of thelist if not already
there. Select the “blank” record at the top of the list just above the
“High Priest” and click onit. Thiswill replacethe name of the office
with ablank recordindicating that henolonger holdsasoffice. Next,
from the Name combo box select the name of the new officer. Then
fromthe Officer combo box select the proper officeand savetherec-
ord.



Entering Committeemen

Fromthe opening screenclick on“Files” from the menu bar and then
select “Enter New Committeemen” from the drop down menu. A
pop up window will appear with two combo boxesand three buttons.

Begin a new year

To enter the committeemen for the ensuing Masonic year you first
must clear the records from the last year. To do thissimply click on
the “Remove All Members form All Committees button. This will
clear all recordsfor the file. Next from the Member combo box se-
lect the name of the person to be appointed to a given committee.
Then from the other combo box select the desired committee. Then
click onthe* Add Member to committee” button. The sel ected mem-
ber has now been added to the selected committee.

At this point you may do either of the following. If other members
are to be added to this committee select their names from the Mem-
berscombo box whileleavingthe committeeselection asisand click
onthe“Add Member to committee” button until all membersof this
committee havebeen added. Then select the next committeeand add
it’s members in the same manner.

Y ou have the option of leaving the selected committee “live” and
adding additional members or leaving the member “live” and add-
ing him to different committees.

After each selection alist of the committees to which agiven mem-
ber belongswill be displayed in the box on theright side of thewin-
dow.

Remove a single committeeman

Toremoveagiven member fromall of hiscommittee assignmentsas
inthe case of hishaving moved out of the area, select hisnamefrom
the combo box and click on the “Remove this Member from All
Committees’ button.

Note: Some Temple Boards allow members on the board who are
not member sof your Chapter. Inthe case of multiple Chaptersshar-
ing the same building or allowing member s of other Masonic bodies
meeting in the same building to sit on the board. In order that you
may enter these individuals, should you wish to do so, first enter
theminthe" Non-Members’ fileso asto allowtheir nameto appear
in the combo box.
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Lists

Clickon*“Lists” onthe Menu Bar and adrop down menu will appear
with the following selections, Listings or Rosters. Click on Listings
and select from the drop down menu. Thelisting for other than the
major files have a print button which will appear at the top of the
screen. If you wish a printed copy simply click on the print button
and one will be printed.

Archive

Click on this selection and afly out menu will appear with the fol-
lowing selections, All Recordsor Range. If you select “ All Records”
a listing of al the records in the Archive file will appear on the
screen. Selecting “Range” will cause another cause a pop up win-
dow to appear requesting you enter the first letter or as many of the
letters of the last name of the membersyou wish listed. Click on the
“OK” button and then enter the letter before which you wish thelist
to terminatein the next window. Then click onthe“OK” button and
the list will appear.

Candidates

Click onthisselection and afly out window will appear with thefol-
lowing selections. All Candidates, Entered Apprentices, and Fel-
lowcrafts. Makeyour sel ection and thelist will appear onthescreen.

Committee Codes

Click onthisselectionfor alisting of the Committee Codesand their
corresponding descriptions which you have entered in the Commit-
tee Code Section.

Group Codes

Click onthisselection for alisting of the Group Codes and their cor-
responding descriptions which you have entered in the Group Code
Section. Usethe scroll bar or arrowsto navigate through thelist and
whenfinished, click onthe* Close” to return theunderling screen.

Members

Chapter Members may be listed in several manners. When this se-
lection is made a pull down window will appear with the following
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options. Alphabetical, By Birth Date, By Third Degree Anniversary,
Members Who's Dues Are Not Current, Dua Members, Plural
Members, and Suspended Members.

Royal Arch Degree by Month

Select “ Royal Arch Degreeby Month.” inthe usual manner and then
select the desired month by entering the number of the month de-
sired. Example: 1 for January, 2 for February 3 for March, etc.. The
listsfor those membersraisedin the selected monthwill be produced
starting with the first day of the month and running to the last. Use
the scroll bar or arrows to navigate through the list and when fin-
ished, click on the “Close” to return the underling screen.

Birthdays by Month

Select “Birthdays by Month” the choose “Members Only” or
“Members and Candidates’ in the usual manner and then select the
desired month by entering the number of the month desired. Exam-
ple: 1for January, 2 for February 3for March, etc.. Thelistsfor those
membersraised in the selected month will be produced starting with
thefirst day of themonth and running to thelast. Usethescroll bar or
arrows to navigate through the list and when finished, click on the
“Close” to return the underling screen.

Committeemen

Select “ Committeemen” from the drop down menu and alist of all
the committeemen will appear on the screen. A Combo Box will be
at thetop of the screen. If you whichtolist the membersof aparticu-
lar committee click on the down arrow on the right of the Combo
Box and make your selection. Use the scroll bar or arrows to navi-
gatethrough thelist and when finished, click onthe“ Close” to close
this screen.

Delinquent Dues

Select “Delinquent Dues’ from the drop down menu and a fly out
menu will appear with the following selections, By Name, By Age,
By Date Raised or Two years delinquent. The first three selections
will list all of the memberswho do not have a current dues card will
appear onthe screen. Thelast selection, “ Two yearsdelinquent, will
list only thosetwoyearsinarrears. Scroll bar or arrowswill navigate
through the list.

Dual Members
Select “Dual Members’ and alist will appear on the screen of all of

your Chapter Members who hold dual membership in other Chap-
ters.



Dues History

Thissectionwill produceabhistory al phabetically and then by date of
the dues paid by each member since the file was last cleared. A
Combo Box at the top of the screen will allow you to select agiven
member and list the dues history for that member alone.

Dues Remissions

Selecting this option will cause alist of the memberswho have had
their dues remitted by action of the Chapter.

Merit Awards

A list of the living Merit Award holders will be sent either to the
screen. Thelist will bein alphabetical order.

Contributions

Thisselectionwill causeafly out menuto appear with thefollowing
options. By Amount and By Name. Makeyour selectionand alist of
the members contributing to the Research Assistance Fund by name
or amount contributed.

Life Members

A list of theliving Life Memberswill be sent to the screen. Thelist
will bein alphabetical order.

Officers of the Chapter

A list of the Chapter Officerswill be produced in al phabetical order
either to the screen or printer.

Possible Veteran Eligibility

Thislistingisof memberswho wereraised morethan fifty yearsago
but who have not been presented with a veteran's award. Possible
reasons would be a suspension in the past.

Members

Thisselectionwill causeafly out menuto appear with thefollowing
options. Alphabetically, By age or By Date Raised. Make your se-
lectionand alist will appear. If you choosetolist alphabetically alist
of the entire membership will appear and in addition this screen will
have aCombo Box so that you may select tolist by aselected group.
Click onthe down arrow located at the right of the Combo Box and
make your selection for thelist.

Affiliate Memberships

Thisselectionwill causeafly out menuto appear with thefollowing
selections. Y ork Rite, Scottish Rite, Shrine, and Eastern Star. Make
your selection and the appropriate list will appear.

Past High Priests

A fly out menuwill appear with thefollowing selections. Living and

All. Make your selection and alist of all or of the living Past High
Priests. Thelist of al of the Past High Priestswill have abox to the

|eft of thename. If thereisan“x” inthebox, it indicatesthat this Past
High Priest is deceased.

Plural Members
This selection will list the Plural Members of your Chapter.
Wedding Anniversary

A pop-up window will appear. Enter the number of the month for
which you wish to producealist. i.e.. 1 for January, 2 for February,
3, for March ... 12 for December.

Veteran’s Awards

A fly out menu will appear with thefoll owing selections. Special, 50
Year, and 75 Year. The “ Special” selection is used if your Chapter
has established an award of their own for lessthan fifty yearsof con-
tinual membership. Many havetwenty-fiveor other timeperiodsfor
awards given my the Chapter in addition to the Veterans Awards of
Grand Chapter.

Wedding Anniversaries

Enter the number of the number of the desired month. 1 for January,
2 for February, etc.. Thiswill produce alist of those memberswho
were married in any given month. If you chooseto print thelist you
will be prompted to reenter the month number.

Wives' Birthdays

A pop up window will appear requesting that you enter the numeri-
cal equivalent of the month desired. 1 for January, 2 for February, 6
for June, etc. A list of those wives born it the selected month will be
created on the screen. You may also print the list.

Non Members

From the “Lists Section” select Non-Members, A list of those en-
teredinthe Non-Member filewill be produced to the screen. Usethe
scroll bar or arrows to navigate through the list and when finished,
click on the“Close” to return the underling screen.

Sojourners

Making this selection will cause alisting of the Sojourners to the
screen. Use the scroll bar or arrows to navigate through the list and
whenfinished, click onthe” Close” toreturntheunderling screen.

Suspended

Making this selection will cause alisting of the Suspended to the
screen. Use the scroll bar or arrows to navigate through the list and
whenfinished, click onthe" Close” to returntheunderling screen.
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Widows

From the “Lists Section” select Widows. A list of those entered in
the Widow’ sfilewill belisted on the screen. Usethe scroll bar or ar-
rows to navigate through the list and when finished, click on the
“Close” to return the underling screen.
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Birthdays

This section will prompt you to enter the numerical equivalent for
themonth desired. 1 for January, 2 for February, 7 for July, etc.. You
will then get alist on the screen of the Widows born is the selected
month. Y ou may print thelist by clicking onthe"Print Button". Y ou
will again be prompted to enter the number of the month.



Rosters

Clickon*“Lists” onthe Menu Bar and adrop down menu will appear
with the following selections, Listings or Rosters. Select Rosters
and choose the desired file.

Archive

Click on “Archive’ from the drop down menu and a fly out menu
will appear withthefollowing choices, “1 ColumnList”, “3 Column
List” and “WithinaRange.” Click on one of the first two choicesto
print all the namesin the Archive file. Click on “Within a Range”
and a pop up window will appear. Enter the letter or set of letters
withwhichyouwishtobeginthelist. Example; If you enter theletter
“B” asthebeginning of thelist and the letter “D” asthe end, thelist
will contain all the namesbeginning with theletter “B” and end with
thelast namebeginning with theletter “C.” If you enter asthebegin-
ning of the search the letters “ Smith J* and as the end of the search
the letters“ Thom” thelist sill contain names ranging from the first
person names*“ Smith” who' sfirst namebeganwiththeletter “J’ and
end before awith alast name that began with the letters “ Thom.”

Sojourners

Click on “Sojourners’ and select the 1 or 3 column format to print
thelist.

Suspended

Click on “Suspended” and select the 1 or 3 column format to print
thelist.

Widows

Click on“Widows" and select the 1 or 3 column format to print the
list.

Full Data on Individuals

Candidates

Click on “Candidates’ and select the 1 or 3 column format to print
thelist.

Membership

Clickon“Members’ and select the 1, 3, and 4 column format to print
thelist. Y ou may also chooseto get alist of names and phone num-
bers only or names and address al on asingleline.

Non Members

Click on “Non Members’ and select the 1 or 3 column format to
print the list.

Single Individual

Thissection givesyoutheability to print all of theinformationisthe
systemonagivenindividual. Y ou can select from the combo box the
individual for whom you with aprinted record. Thisis useful when
he joins another Chapter or Masonic organization or at the time of
his death. The selection is made from individualsin all of the files
with the exception of the non-members, sojourners, and widows.

Entire File

Thereisalso the ability to print the complete dataon all individuals
withinagivenfile. Simply select thefileyouwishto print and thein-
formation of every individual within that file will be printed.This
will take some time and afair amount of paper as only two records
will fitonapage. Soif youwishto printthearchivefileand you have
every member who ever belonged to your Chapter entered it could
be a formidable task. Records may be generated for the Archive,
Candidates, Members and Suspended files.
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Forms and Reports

This sectionisdesigned to print various Chapter and Grand Chapter
forms and reports. It is divided into two main sections. Thefirst in-
cludes the Blue Chapter and Grand Chapter forms and reports. The
current Blue Chapter forms available are the Candidates Investiga-
tionform and the application for Veteransawards. The Grand Chap-
ter section includes Activity, both Gainsand L osses, Death of Grand
Chapter Members, and Dues Remissions. Others will be added as
thereare approved by Grand Chapter. The second includesrostersof
thevariousfiles. These are printed in different stylesand in the case
of thesomeof thefiles, by different criteria. Thisisexplained below.

Chapter

Certificate of Standing

This section printsa* Certificate of Standing” for aMason when re-
guested. After selecting theindividual for whom the certificateif to
be printed, fill in asmuch of theinformation asyou can and click on
the print button.

Dimit Issuance

This section will print the “Dimit of a member” form issued to the
member who has requested and been granted adimit by your Chap-
ter. Note: You first must enter thedimit datein hisrecord and then
save the record in order to print thisform.

Dimit Request

Select the Member who has affiliated with your Chapter and who
also wishesto dimit from the other Chapter to which he belongsand
click on the Print button.

Note: The member must have been elected to membershipin your
Chapter and the date of his affiliation entered in that field in his
record before you print thisrequest.

Veterans Award Application

This section is used for filling out the information needed to apply
for either a50 or 75 year Veterans Award. From the Combo Box se-
lect the desired member. Next enter the information on the screen
and click on either the“ Print 50 Y ear App.” or “Print 75Y ear App.”
button depending on which Award you are requesting. Inthe* Chap-
ter Namefield” enter the name of the Chapter only. (Ocean Park not
Ocean Park Chapter) In the section where you enter his Masonic
History usethefull Chapter name and number (Ocean Park Chapter
Number 369).
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Merit Award Order Form

This section printsto Merit Award Order Form. From the “Forms
Reports’ select “Merit Award Order Form” and pick themember for
whom the Award is to be ordered. Enter the date scheduled for the
presentation and the number of the inspectoral district. Click on
Print.

Discontinuance of Multiple Membership

Thisformisused to notify other Chaptersto which the member may
belong that he has discontinued his membership it your Chapter.
Click on“FormsReports’ and then on “ Discontinuance of Multiple
Membership”. From the combo box select the name of the member.
Enter the name, number, A.F. & A. M. or F. & A. M. if known and
jurisdiction of the Chapter to be notified. Enter the date the discon-
tinuance of membership became effective.

Notice of Intention to Suspend (To Bodies)

Thisform is used to notify other Chapters to which a member may
belong that he is about to be suspended for nonpayment of dues.
Click on“Notice of Intentionto Suspend (Other Bodies)” and select
the Member for whom you wish to notice printed form the combo
box intheusual manner. Next enter the name, number and the Grand
Jurisdiction of the Chapter to which the noticeisto be sent. Next en-
ter the date of the Stated Meeting at which your Chapter intends to
suspend themember should henot being hisduescurrent. Thenclick
onthe*“Print” button and the notice will be printed. Do thisfor each
such Chapter the Member belongs and then close the pop up win-
dow.

Notice of Intention to Suspend (To Members)

Thisformisused to notify the membersof your Chapter who aretwo
years in arrears in their dues that they are about to be suspended.
Click on“Noticeof Intention to Suspend (To Members)”. Next enter
the amount of your annual dues. Then enter the date of the Stated
Meeting at which your Chapter intendsto suspend them. Then click
on the “Print” button.

Grand Chapter

T his section is used for the printing of various Grand Chapter
Reports. Thefollowing are currently available. Activity, both
Gainsand L osses, Death of Grand Chapter Members, and Dues Re-
missions. Others will be added as there are approved by Grand
Chapter.



Activity

Thisselectionwill causeafly out menuto appear with thefollowing
choices. Gains and L osses. Select the desired form and another pop
up window will appear requesting you to enter the beginning and
ending for the period covered by the report. Enter these dates and
click on “Print” and the report will be printed.

Change of Address

Thiswill print alist of those members and candidateswho have had
achangeof addressif you choseto savetherecord at thetimeyou en-
tered the change. This should be reported to the Grand Chapter on a
monthly basis.

Note: Thereare several categories of gainsand losses. Only those
categories for which there has been some activity will be printed.
The form may look different each month.

Death of Grand Chapter Member

Select thisreport from the drop down menu and enter the beginning
and ending date for period desired. Then click onthe“Print” button
and the report will be printed.

Dues Remissions

Select thisreport from the drop down menu and enter the beginning
and ending dates for the period desired. Then click on the “Print”
button and the report will be printed.

Election Certificate

Thisformisto be sent to Grand Chapter after the annual election of
officersis held. Choose this option and the form will be printed.

50 Year Presentation

Makethisselection, fill intheinformationand click ontheprint but-
ton.
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Mailing Labels

Main Files

Labelsmay be printed for agroup of filesor onefileat atime. Click
on “Regular Mailing” from the menu and select the file or files for
which you wish to have labels printed. Select the files of files to
whichthemailingisintended. If you chooseto print labelsfor two or
morefiles, they will bemerged into asinglefilefor printing. If there
aremorethan 200 piecesthey will be sortedinto postal bulk mail or-
der, not by Zip Code. Check withthe Post Officefor sort regulations.

Group Code

If youwishto print|abelsfor aparticular group do thefollowing. Ei-
ther before or after selecting the file or files for which you wish to
print labelsclick onthe“ down arrow” at theright side of the Combo
Box located near the bottom of the screen. A list of the groups you
have entered in the Group Code Section will appear. Select the de-
sired group and then click onthe“ Sort List” Button. Thefilewill be
built.

Sort Code

A sort code is printed in the upper right hand corner of each label
Thiscodeishelpful if for some reason the mailing gets out of order
after the label had been applied. The code represents the following:
Numbersfollowed by “NC” destinations outside the United States.
Theletter “D ", Ten or more pieces where al five digits of the zip
codematch. TheNumber “3”, Ten or more pieceswith thefirst three
zip codedigitsmatching. Theletters“A”, AreaDistribution Centers
with ten of more pieces. The letters“MS’, left over pieces.

Printing

To print labels click on the “Pin Fed” or “ Sheet” button.
Labels for Laser or Ink Jet Printers

If you choose “ Sheet” you will be given a choice of three different
sizes. One three across and ten down or thirty to a page with no bar
code. The other two print bar codes and are either two by seven (14)
to apage or two by ten (20) per page. Theselabels can be purchased
in most office supply stores. Most labels will work however | have
included the Avery Part Number for each sizein package size. The
most economical method isto purchase the 500 sheet size. Depend-
ing on the label size you get from 700 to 1500 per package. See the
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information on Page 3 under “Things Y ou Will Need” for label size
and Avery numbers.

Dot Matrix Printers
Thereisonly onelabel sizewhichwill operate properly with dot ma-

trix labels. The information may be found on Page 3 under “Things
You Will Need.”

Correct Paper Jam

Incaseof apaper jamor if yourunout of labelsitwill benecessary to
restart the label printing process. This section is designed to allow
you to pick up where you left off. Select “ Correct Paper Jam” form
the Mailing L abels drop down menu. Enter the number in the upper
right hand corner of the label without the code letter or number. (D,
3, S, or MS). Example: If thecodeinthe upper right hand cornerisD
125, enter only 125. If it isM S 314, enter only 314. Click on either
“Pin Fed" or “ Sheet” to finish printing the labels..

Special Occurrence Labels

Delinquent Members

Prints mailing labels for all members who are not current in their
dues payments..

Delinquent Members notice to suspend

Printsmailing labelsfor all memberswho aretwo yearsin arrearsin
their dues payments.

Officers, Past High Priests, Merit Award or
Veterans

Select one of the categories listed to the left and mailing labels will
be printed for those members who are either Officers, Past High
Priests, Merit Award holdersor havereceived their Veterans Award
depending upon the selection.

Note: To exclude any individual from the mailing, remove the Zip
Codefromtheir record. Their label will be printed at thetop of the
filein the" Non-Qualified” group. Simply removethislabel. Since
itnotincludedintheBulk Rate Sort, its' removal will not effect the
sort order of the other labels. Itisimportant to do it thisway. Oth-
erwise you might remove a label from a group of only 10 pieces.
You would haveto resort the entire list by hand.



Dues Payments and Contributions

This section alows you to enter both Dues Payments and Contribu-
tions at the sametime or individually. First you must enter the “De-
fault Dues Expiration Date.” Thisdate will be 12/31L/XXXX where
XXXX isthe year for which the current entries will expire.

Dues Payments and Contributions
entered at the same time

From the Combo Box select the name of the member.

If theduesareto beremitted movethemouseto the* Remit” box and

click. Enter azero in the Payment Amount field. If the dues are not
remited enter the Check Number if any. Enter the Payment Amount.
The Last Payment, Date Entered and Expiration Date fields will be
automatically updated. Pressthe Enter key. (I1f you movethe cursor
teh the “Save Payment” button without pressing the enter key you
may haveto click twiceto savetherecord.) Click onthe“ Save Pay-
ment” button. Move the mouse to the “ Current Contribution” field.
Enter the amount and click on the “ Save Contribution” button.

Note: In order to save both the Dues Payment and the Contribu-
tion, should both have been entered, you MUST click on BOTH
the “ Save Payment” and the “ Save Contribution” buttons sepa-
rately. Failuretodothiswill resultin oneof theentriesbeinglost.

Dues Payment without Contributions

After entering the Default Dues Expiration Date, select the desired
member and proceed as described above but without entering or sav-
ing any contribution item. Then click on the " Save Payment” button
ONLY.

Contributions without Dues Payment

After entering the Default Dues Expiration Date, select the desired
member and proceed as described above but without entering or sav-
ing any duespayment. Then click onthe* Save Contribution” button
ONLY.

Update Life Members

This section will reset the dues expiration date for all life members.
Open the window and enter the expiration date. Click on the “Up-
dateand Close” button. All living lifememberswill havethe expira-
tion date of their dues set to the date entered.

Dues Error Correction

With the scroll bar at the right hand side of the window moveto the
record which containstheerror. Highlight the entirerecord by click-
ing in the gray square at immediate left side of the desired record.
Press the Delete key on the keyboard. If you have not already done
so, return to the payment entry section and makethe proper entry. In
a case Where you have made a duplicate entry simply delete one of
them.

Note: I n the case where you have changed a members name (Wil-
son, John W. to Wilson, John William) the dues payment records
will now contain entries for both “names.” You must change the
“W.” to“William” inthe DuesHistory file otherwisethe computer
will not list hisentire history. This section will allow you to make
edits to his name only.

Begin New Fiscal Year for Research
Assistance Contributions

All records of the Research Assistance Contributions will be

cleared. Thismust be done on July 1st of each year in order to begin
the new fiscal year for Research Assistance contributions records.
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Banking Section

Thissectionisused for tracking the Chapter expensesand income as
well askeeping afile on any fixed assets owned by you Chapter. Itis
not a General Ledger athough incorporates a Chart of Accounts.
That is the only similarity. Accountants would roll over in their
grave at the fact that you are able to delete an entry made in error
rather than make a corresponding correcting entry. They would de-
mand that you have an understanding as to which accounts are Deb-
its and which are Credits, and why some Assets are Debits while
othersare Credit accounts. They would require that you understand
when “add” to adebit and subtract from a“ credit” and at others do
just the opposite. Since | do not understand these things | thought it
would be better if | stuck with a simple method. Hence the follow-
ing, with apologiesto the members of the American Institute of Cer-
tified Public Accountants.

Chart of Accounts

First you must enter an account number and description for each area
where you will have an expense and each source of income. The
numbering system you use for thisis up to you. (Again with apolo-
giesto the accountants) This system may be as simple or as compli-
cated as you wish. You may have a single expense account for all
committee activity or you may wish to have a separate account for
each committee so as to track the expenses of the “Widows Night”
and the “Annual Steak Fry” etc. asindividual accounts.

Thereis at least one area where you will have both an expense and
income account for the same item. Contributions to the Research
Assistance show up as income when donated and as an expense
when sent to Grand Chapter. Therefore you need a COA entry in
both places.

Making COA entries

From the drop down menu under “Bank” on the menu bar select
“COA Expense...” and a pop up window will appear. Enter an ac-
count number and description for each area of expense you wish to
track. Some are necessary such as Grand Chapter expenses. Here
again you may be as creative as you wish. Y ou may lump all Grand
Chapter expenses under one heading or break them down into sev-
era such as Per Capita Tax, Forms, Candidates Fees, etc.. Once en-
tered you may establish a budget for each account. As an example
you will establish an account for the rent your Chapter pays to the
landlord, in most casesthe Templ e Association. Enter the amount of
the monthly rent times 12 in the Budget column and move on the
next account until al have been entered.

Next select the COA Income...” and follow the same procedurefor

theareasfrom which incomewill be derived. Y ou may also enter an
expected income amount for each of these accounts.

Page 20

Entering Checks

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

Next from the Distribution combo box select the account for which
the payment was made and enter the amount. In most casesthiswill
be the same amount of the check. However this will not always be
so. An examplewould beif your Junior Warden purchased somere-
freshments and while out also picked up some |etterheads from the
printer and stamps from the Post Office. Y ou could write him one
check and “spread” the various amounts to the three different ac-
counts.

Optional Description field

After sel ecting theaccount to which the payment isto be credited the
check number and account number in the distribution section will
automatically be filled in by the application. Y ou must enter the
amount. However you may also enter an optional description for
each spread item. The following are two examples:

1. Your Junior Warden purchased some refreshments for an offi-
cer’ spracticeand al so picked up someprinting and postage. Y ou en-
ter the date, check number, total amount and his name in the upper
section. Inthe“ Distribution” areayou select “refreshments’, “ print-
ing” and “ petty cash” and enter the individual amounts for each to-
taling the amount of the check. In the optional “Description” field
you enter, “Officers Practice” under the refreshment distribution
item, “ Steak Feed Flyer” under printing distribution item and “ Post-
age” under the petty cash distribution item.

2. Hereis another method you might use. Say your Widow’ s Night
committee had a $500.00 budget. After entering the check number,
etc. you select the “Widow’ s Night” from the combo box and enter
$150.00 and in the optional description field enter “Flowers’. Next
you again select “Widow’ s Night” and enter $125.00 for “ Refresh-
ments’ and lastly you choose “Widow’'s Night” again and enter
$125.00 for “Entertainment” which totals the $500.00 spend.

There is no need enter anything in the optional description field.
However whenyou do adetailed print out of the check book you will
have the advantage of knowing where each item was allocated.

Reviewing and/or deleting a check

From the combo box at the top of the window entitled “Select
Check” click onthedown arrow onthefar right hand side and select
the check desired. Y ou may edit or del ete the entire transaction from
thispoint. If you chooseto deletetheentry click onthe Delete Check
button at the bottom of the window. Thiswill remove the check and



all entries made in the distribution area related to this transaction.
Y ou may then reenter the check with the proper information is de-
sired.

Reconciling Checks

After selecting a given check as indicated 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 appear onthe screen which may beprinted. Y oumay alsorecon-
cile the check which have cleared your bank from this form.

Print Check Detail

This selection will send to the printer a detail breakdown of each
check with the date, account numbers and optional description (if
used) for each check in the file.

Print Expenses

Twomethod areavailable. A summary and detail listing of expenses
by Chart of Account Number. The summary will give only the total
amount expended for each account. Thedetail will list each transac-
tion effecting the account with the date, amount and optional de-
scription if used.

Enter Income

From the Bank drop down menu select “ Enter Income” and apop up
window will appear. From the combo box sel ect theaccount desired.
Next enter the date and amount and optional descriptionif desired.

Example: Say you selected to enter theincomefromthe Application
Fees paid by a candidate. Y ou would select “Fees’ (which would
have had to have already entered. See “ Chart of Accounts’ above)
and enter the date and amount. Y ou may then, if desired, enter the
name of the applicant in the optional “Notes” field.

If you have more income to enter make another selection from the
combo box and proceed as before.

List Income

This selection will list to the screen the income activity by account
number. Also you may print either a summary listing by account
whichwill give account numbers, namesand totalsor adetailed list-
ing. Thedetailed will list account numbers, names and abreakdown
of each entry along with the date, amount and optional notesif used
along with atotal for each account and a grand total of all income.

Use this printout along with the Expense Report for making finan-
cial reportsto the Chapter.

Budget and History

This section will list to the screen and to the printer a report of the
current budget, the year to date expenses and a history of the ex-
penses over the past three years. Y ou may list the activity either by
the COA number or account name.

Begin a New Accounting Year

Thissection should be used at yearsend after all entriesboth income
and expenses have been made and all reports for the current year
have been printed. It will clear out the current budget, expense and
income amounts so that you are ready to begin a new accounting
year.

At the same time it “ages’ the previous years activity. The current
budget, expense and income amounts are moved to “last years’ rec-
ords. Thisisdoneeach timeyou run thissection. After using the pro-
gram for a period of time you will be able to compare the budget,
expenseandincomeover afour year period. Thiswill giveyouahis-
tory for theincoming officersto help in establishing their budget for
the coming year.

IMPORTANT: Only run this section once a year.
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