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Introduction 

Thank you for your interest in the CharityTrak software program.  CharityTrak is designed 
to allow charities to effectively track their clients without putting an undo amount of work 
into keeping the data in the software.  There are some innovations in this package to make it 
flexible and easy to use.  The author’s goal is to provide quality software at reasonable 
prices.   

The software on the CD is a fully functional, single user, evaluation package for up to 25 
clients.  Once the software is registered, a serial number will be provided that will allow an 
unlimited number of clients to be entered. 

Highlights of ����������	   

CharityTrak incorporates some innovations not found in many software packages.  These 
innovations will be explained in detailed later in this manual, but are highlighted here. 

Customized Pull-down Lists for selections such as Reason for contact, or Payee.  This al-
lows organizations to enumerate the more common choices, allowing the operator to enter 
data in the field easily and consistently.  On most lists, if the entry is not among the choices, 
the user can enter whatever is needed as in a normal text field 

Smart Zip allows the program to learn the city, state and province for a given zip code and 
will auto-enter the data on other records simply by entering the zip code. 

User Security allows for multiple users to be defined to the system and given different lev-
els of security.  For example, all caseworkers may be able to examine all client payment 
data, but only the payment clerk can update the payment details 

Global User provides the ability to use the program without needing to login each time the 
program is activated. If CharityTrak is used in a secure environment, the administrator can 
turn on the Global User.  Once enabled, CharityTrak will bypass the log in screen and pro-
vide immediate access to the data. 

Multi-User support.  With purchase of the multi-user license, multiple users may access the 
data at the same time.  This allows the person at the front desk to enter demographic data for 
one client while a caseworker is entering contact information for a second client.   

Registering the Software 

When first installed, the software is the Evaluation Version that is a single user version lim-
ited to 25 clients.  The product must be unlocked before adding more than 25 users or to al-
low multi-user access.  To obtain a valid serial number, fill out the form in the back of this 
manual and send it to Five Gulf Software, along with the appropriate fees.  Once the funds 
have been received by Five Gulf, a serial number will be both emailed and sent via the 
United States Post Office to allow the software to be unlocked.   

In a multi computer environment, the software should be installed on each computer.  The 
serial number must be installed on each machine that is to access a common database. 
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To enter the serial number, log on as an administrator, Select the About menu form the 
menu bar.  On the About screen is a button labeled Enter Serial Number.  Click that button 
and enter the Serial Number obtained from Five Gulf Software.   

Manual Conventions  

This manual is written for a user that is somewhat familiar with windows and the standard 
terms that are used in describing windows functionality.  A novice to the windows environ-
ment should not rely on this manual to be a windows instructional document.   

The following documentation conventions are used throughout this manual: 

Keystrokes the user should enter are shown in monotype .  These characters should be en-
tered exactly as shown. 

Fieldnames on the screen, such as operator id are displayed in italics. 

Special keys and click buttons are entered in a box.  For example, to exit ����������	 , 
press Alt F4 . 

Note:  Important information will be displayed in a box such as this.  Please pay par-
ticular attention to what is inside the box. 

Glossary 

Words can mean different things to different people.  This manual strives to use the same 
wording throughout the manual to mean the same thing.  Below are words used that may be 
confusing at first. 

Check Box  Square check boxes are used throughout the program to indicate op-
tions; there can be many check boxes, with none, one, or many selected.  
To set, place the mouse pointer over the box and click. 

Click Within this document, “click” always means clicking the left hand button 
on the mouse.  The right mouse button will always be labeled “right-
click”. 

Combo Box    Several of the text input fields are pull down boxes and 
look like the one pictured here.  By clicking on the down arrow, a list of 
options will appear.  Simply click on the choice desired and that will be 
entered.  If none of the choices are correct, the user can enter whatever is 
necessary from the keyboard. 

CSV File A CSV, or Comma Separated Value, file is a file in which individual 
fields in the file are separated by commas.  The first line of the file con-
tains the field names.  All subsequent lines contain data.  Text data, i.e. 
names and addresses are surrounded by quotes.   

 The primary use of a CSV file is to export data from CharityTrak into a 
spreadsheet or Access for further manipulation.  If Microsoft Excel is in-
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stalled on the user’s computer, clicking on a CSV file will cause Excel to 
start and the CSV file to be loaded. 

RTF File A Rich Text Format file (RTF) is a text file that contains formatting as 
well as data.  For the most part, RTF Files are the universal interchange 
document files.  Most word processors will accept RTF files for both in-
put and saving.   

 CharityTrak’s Report Viewer allows the saving of reports in RTF format.  
If Microsoft Word is installed on a users computer, clicking on an RTF 
file will cause Word to open and the document to be loaded. 

Scroll Box In the Windows environment, lists of items are displayed in a box called a 
scroll box.  A scroll box usually allows selection of an item, and provides 
a method to display which entry is the current entry.   

 If there is more information for the list than what can be displayed on the 
screen, scroll boxes with appear to the right and/or along the bottom of 
the box.  Arrow buttons ( ) will appear to allow scrolling of the box 
up, down, left or right.  By clicking on the arrows, the data in the box will 
move.  Additionally, the scroll bar itself  may be clicked and held 
down to quickly scroll the window. 

Security 

Any time confidential data is captured access to that data must be controlled.  CharityTrak 
has addressed that issue in several ways.  First, the Access database is password protected to 
prevent access to the data by anything but the program.  Secondly, user access to the data-
base via the program is limited by user names and passwords.  The section on Administra-
tion covers the procedures for administering the security.  This section outlines how the se-
curity works. 

Admin User 

CharityTrak ships with one user id established in the system, that being the ADMIN, with a 
password of PASSWORD.  One of the first tasks of establishing security is to change the 
administrative password (see section on User Maintenance) to something else.  In fact, good 
security would be to establish another user id / password combination, grant that user full 
rights, and delete the ADMIN user id.   

User Ids and Passwords 

CharityTrak supports user id and password access to the data within the system.  Although 
the flexibility exists to not having user id and/or setting the passwords to null, Five Gulf 
Software advises thinking through the risks of not using good security in any software appli-
cation.  
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User ids and passwords should be distinctive enough not to be guessed.  In practice, pass-
words should be a minimum of six (6) characters and should contain both letters and num-
bers.  The password should never be the same as the user id. 

Note:  In CharityTrak, both the user id and password are not case sensitive. 

Global User 

One unique feature of CharityTrak is the concept of a Global User.  There are instances 
where all record keeping for a charity is done on one computer in a secure environment.  In 
such a situation, logging into software is a waste of time and a hassle.  In other cases, there 
may be a need for everyone in the shop to be able to access part of the data without having 
to login all the time, while allowing some users greater access via a secure user id. 

To help in this area, CharityTrak provides the Global User option.  One of the options on the 
Administration menu is the Global Settings selection.  Once an administrator establishes the 
Global User the program will automatically log in as Global User whenever the program be-
gins or a new database is opened.  If a user needs to log in with another ID, there is a Login 
selection on the File menu, which brings up the login window.  To revert back to the Global 
User, the user clicks on the Login Global User selection on the File menu.  

One word or caution on using the global user:  When a database has Global User access, the 
ability to track access of data is compromised.  Even though the user access level of the 
Global User can be limited, there still may exist lapses in security that may compromise the 
audit trail.  Five Gulf highly recommends that Global User access not be enabled in any 
shop where more then two or three users have physical access to the data. 

Database Level Security 

Security rights are granted for a database, not at the program level.  This distinction is unim-
portant for most installations that use only one database for all activity.  However, if there is 
a need for more than one database, each database must have the users defined to it.  This can 
be accomplished during creation time by copying the user list (see Database Copy/Export in 
the Administration section).   

There are two things to be mindful of with database security:  First, for multi-user installa-
tions, the security established for the database will be the same on all computers.  There is 
no need to worry about setting up security for each workstation.   

Secondly, if there are more than one database in use, switching between databases may re-
quire logging in to the new database.  If a user, logged into one database opens another data-
base, CharityTrak tries to open the new database with the same user id and password used to 
open the previous database.  If the user id and password are the same, the new database 
opens seamlessly.  If the user id and password don’t match, then the system tries to login as 
the global user.  If that also fails, the login window will be displayed. 
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User Permissions 

Security for the user is set on the four major types of data contained within CharityTrak, that 
being client data, Family members, payment history and contact history.  Users can be lim-
ited to what they can see and what abilities they have in each of the four areas.  Setting user 
rights is done through the User Administration selection on the administration menu. 

Each data type can be restricted independently of the others.  There are three levels of re-
striction on the Client data, and four, adding none, to the other three.  Below is a list of the 
security levels and what each level has the ability to see and what actions can be performed 
on the data. 

All  The user may read, add, change, or delete any data for the given area. 

Read Only The user may view all the data in the area, both on the main window and the 
detail windows.  They may not, however, add, change, or delete any data. 

Main Window Only  
The user can only see the data displayed on the main window.  They may not 
bring up the detail data window.  They also have no rights to add, change, or 
delete any data. 

None The user has no rights to the data.  On the main window, the quadrant con-
taining that data is blank 

lBackups 

One of the first axioms learned in Information Technology is “It’s not ‘IF I lose data’, it’s 
‘WHEN’”.  More than once data has been lost to the drunk driver that takes out a telephone 
pole miles from where the computer resides.  Hard drives fail, files become corrupted, light-
ening hits, toddlers press reset buttons, and these are just one person’s experience!   

The author freely admits he is paranoid about losing data.  He has personally reentered and 
watched others reenter data due to not having backups.  To be honest, in the writing of this 
very manual, the working document became corrupted and a backup was used to recover the 
document!  Reentering data is unproductive, stressful, and a waste of precious time.  Preven-
tive maintenance, in the form of backups is necessary. 

CharityTrak provides a simple backup function under the File Menu.  This selection will 
backup the current database to another location as a .BAK file.  This should be done regu-
larly, preferably to a removable media such as a read/write CD, or floppy.  It is also accept-
able to write to another computer on the network. 

Backing Up  

To backup the data, select the Backup Database option 
from the file menu.  The window pictured to the right 
will appear.  The backup directory defaults to the A:\ 
drive, but can be changed by either entering the drive 
path, or clicking the Browse button to bring up the di-
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rectory selection.  When the path is correct, click the Backup button to backup the data.  Af-
ter the program has backed the data, a message will be displayed saying the database has 
been backed up.  The program will also reopen the database and log the user back in auto-
matically. 

Restoring the Data 

If for some reason the file needs to be restored, copy the *.BAK file from the target direc-
tory to the location where the bad database resides.  Rename the old database *.OLD and re-
name the *.BAK database to *.MDB.  If nothing else is wrong, the database should open. 

A More Excellent Way 

Sometimes data gets corrupt on a database, and it may be a period of time before the corrup-
tion is known.  A good backup strategy is to have multiple copies of the database on multi-
ple media.  Below is a comprehensive plan to backup utilizing nine (9) read/write CDs and a 
supply of RO CDs. 

Setting Up 

All nine CDs need to be pre formatted.   On some systems, this may take some time.  Label 
the CDs as follows 

1.  Monday    4.  Thursday   7.  Friday 3 

2.  Tuesday   5.  Friday 1   8.  Friday 4 

3.  Wednesday   6.  Friday 2   9.  Friday 5 

Backing up 

Each Evening during the week, backup on the CD for that day.  These can be stored near the 
computer.  Friday evening, backup the files on the Friday CD corresponding to the number 
of Fridays in the month (i.e., on the first Friday, Friday 1.  The second, Friday 2).  These 
need to be stored AWAY FROM THE COMPUTER.  The best place is at the home of the 
administrator or some other responsible person.  This protects the data from a catastrophic 
event at the facility loosing all the data.  If offsite is impractical, store the Friday CDs in a 
fireproof container, or in another room.   

On the last day of each month, burn a Read Only CD of the backup.  This can be part of the 
permanent archives of the charity, and provides an historical audit trail.  

A Good Compromise  

For smaller charities, the above may be overkill.  Following is a good compromise to allow 
multiple backups and yet not have an extensive collection of CDs.  This also requires the ac-
tive database is small enough to fit multiple times on a CD.   
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Setup 

Format three read/write CDs.  On the first CD, create four subdirectories, Monday thru 
Thursday.  On the second CD, create five subdirectories, Friday-1 thru Friday-5.  The third 
CD should have multiple directories of the form YYYYMM, to hold month end  

Backing Up 

Backup, as in the Excellent Way, only changing the directory each day.  The weekly CD 
should be kept away from the computer, preferably offsite. The monthly should be used till 
filled and then permanently archived. 

A Bad Choice 

DO NOT backup on to one removable media time and time again without checking the 
backup.  Some have run backups on bad media for months only to find out when the time 
came to restore after a crash, the media was bad.  No matter what backup method you use, 
make sure multiple copies are made, and not all on the same hard drive! 

Testing Backups 

CharityTrak has the ability to open backups.  To open a backup, go to the File / Open menu 
and select the backup file.  CharityTrak will open the .BAK file in read/only mode and allow 
browsing the data.  This proves the backup is solid and could be restored at a later time. 

County / Country 

CharityTrak has a field labeled County/Country used throughout the system.  This field can 
be used either to track the county or country of a client’s residence.  Some charities have the 
need to accumulate statistics at the county level while others don’t.  Default for this field is 
the country USA, but may be changed as needed. 

This field is populated via the SmartZip feature.  If this field is used for county, and the zip 
crosses county lines, put the most populous county in the Zip Table. 

Revision History  

Release 1.0 – December, 2003 

Release 1.1 – January, 2004 

Added the ability to search the database by Social Security Number 

Added more fields to the report extract.  

Added Statistical Analysis report to generate percentage breakdowns by various options. 
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Release 2.0 – March 1, 2004 

Added Marital Status to clients and family members. 

Added the ability to view all reports on line as well as printing them on the printer.   

Added the ability to save viewed reports as RTF files for importing to documents. 

Added the ability to search for household members as well as clients.  

Added Food Bank Report which shows the number of clients and families that have received 
assistance from the food bank in the last month.   

Added the ability to select records based on input criteria in the data extract and statistic re-
ports. 

Release 2.1 – May, 2004 

Added search feature to allow locating clients by last name, first name, social security num-
ber, address, zip code, phone number, or drivers license number 

Added Payment Account field to payment data  

Added three fields to contact information to track food bank distributions. 

Add payment extract function to extract all payment information within a given time frame 

Add contact extract function to extract all contact and food bank information within a given 
time frame. 

Revised food Bank report to include detail of clients utilizing the food bank over a given 
time frame. 

Release 2.2 – September, 2004 

Updated Search feature allows improves the Client search feature to allow searching family 
members as well as primary clients  

Search function allows viewing of the client report from the list without loosing the list  

A field has been added associated with the STATUS OK field to allow indicating what data 
is missing.  

School name and Grade have been added to both the client and household members.  

CTArchive, a stand-alone program will allow archiving of old clients and/or contact infor-
mation  

For those not tracking payments through CharityTrak, the notes field for the client may be 
displayed in the payment area of the front screen,  

Multiple age groupings can be defined for use in the food bank and statistical reporting. 

Release 3.0 – January 2005 

· New Financials panel allows capturing of both multiple sources of income and expenses 
for a household.  
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· Statistical analysis can be run on everyone in the system (clients and household mem-
bers),   

· Unlimited Keywords allows building groups of clients for reporting  

· Three new fields on contact menu: 

· Disposition of contact to classify what was done as a result of contact.  

· Amount Requested to hold the amount a client has requested. 

· Amount Given tracks amount given to client. 

· On daily activity worksheet, provide count of visit reasons by reason  

· Add Save/Close buttons to all screens.  

· Statistics on gender can now be generated.  

· Displays Missing Info needs in place of OK in client name on main window. 

Release 3.1 – May, 2005  

· Added a field called Other-ID.  This is a searchable field to allow the charity to define 
it’s own key for look-up purposes. This key is available for both the client and all family 
members. 

· Added Contact Summary report. 

· Added ability for custom reports to be written for client by Five Gulf. 

Release 3.3 – September, 2005  

· Added Data Entry Date to program to allow the user to set the ‘current date’ for data en-
try purposes. 

· A System Parameters screen was added.  This panel allows entering the name of the 
charity, which is now printed on all reports, as well as setting system wide parameters. 

· An option to expand the notes fields to fill most of the active window was added.  This 
can be set up to manually expand, or automatically expand. 

· On line updating of CharityTrak program is available over the Internet. 

· Social Security Number is no longer normally shown on the front panel.  User has the 
option of enabling the viewing of the SSN from the System Parameters panel. 

· Reporting Modifications 

· Charity Name, entered on the System Parameters panel, not prints on the top line of all 
standard reports. 

· Reports printed from the Report Viewer now have margins and are paginated with 
the standard report footer at the bottom.  

· Check Number Lookup report allows searching payments by check number to de-
termine what client a check was cut to assist. 
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· Keyword Report allows generating a name and address list of all clients that have a 
keyword turned on.  

· Summary Client Report, printable from the main screen, provides a one-page synop-
sis of a client.  

Release 4.0  – January, 2006 

· Added Scheduling Module. 

· Added ability to merge one client with another. 

· Added Birthday Report. 

· Added Gender to age report and food bank report. 

Release 4.1 – May, 2006 

· Added standard per person food cost to system variables. 

· Added computation to contact to automatically compute food cost based on num in 
household when food bank flag is checked. 

· Added flags for Disabled, Retired, and Unemployed to both head of household and 
family members  

· Added the ability to optionally suppress display of client workers that are on vaca-
tion from being displayed on schedule screen.  

Release 4.2 – September, 2006 

· Added GL account report 

· Modified some of the statistical reports.. 

Release 4.3 – February, 2007 

· Added Education level pull-down selection and student indicator to both client and 
family member demographic information 

· Added the ability to select by keyword on the following reports 

o Contact Summary – also added a detail switch for this report to allow detail-
ing the names of the clients assisted. 

o Food Bank Report 

o General Ledger account report – also added the payee on the detail form of 
the report. 

Release 4.4 – June, 2007 

· Added database repair tool to fix field not found errors. 
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· Added 50% Median income level for a family of four to the System Parameters 
screen. 

· Added Standard food weight per person to the System Parameters screen  

· Added three new reports 

o Median Income Report 

o School Report  

o Type / Reason / Disposition Report 
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Quick Start 

For those, like the author, who are too 
impatient to read the whole manual! 

 

Installing CharityTrak 

����������	  installation is straightforward. Place the CD is the CD drive and the software 
install will start automatically.  The Software will Create a folder in the Start / Programs / 
CharityTrak.  If the software is going to be used daily, Drag the icon from the folder to the 
desktop to make starting simpler 

Once the software is installed, start the software by going to Start Menu / Programs / Chari-
tyTrak and clicking on CharityTrak.  This starts the program for the first time.  The Login 
window will appear.  Enter ADMIN for the User Name and PASSWORD for the password.  Ei-
ther press the Enter key or click the OK  button to login 

Note:  Both the user name and the password are case insensitive.  There is no need to 
worry about upper and lower case when entering either field. 

Once the user name and password have been entered correctly, the Main Window will ap-
pear. The next step would be to load some entries in the different selections lists and then 
add users  

Populate the Combo Box Tables  

Under the Administration menu is Table Maintenance submenu.  On this menu the various 
tables that can be predefined for use throughout the program.  The Caseworker table is really 
the only table that must be populated here, as all the other fields allow entry of text on the 
screen.  To prevent misspelling and assure good audits, the caseworker field must be se-
lected from the list. 

Entering a new User 

To enter a new client, simply click the Add Client  button.  The Client Data Entry window 
will appear.  Fill out the forms with all available data.  Only the first name and last name is 
required to be entered.  When all the data has been entered, either click on the Save button 
or simply press Enter to save the data.  

Note:  Throughout ����������	 , the Save button will turn white if any of the fields are 
changed.  This alerts the user to save the data before exiting the screen.  If a 
user tries to close the screen or move to a different record without saving, a 
screen will pop up asking if the current data should be saved. 

If no other data entry is required.  Click the Close button to close the screen.  On the main 
screen the client’s name and address just entered will appear the white box in the top left-
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hand quadrant. To view the data for this client again, click anywhere in that white box.  The 
Client Data Entry window will appear.  

Multi-user Installation 

Installing CharityTrak for multi-users is fairly straightforward.  Install CharityTrak on each 
machine, making sure the serial number is entered.   

Once the software is installed, simply open the database that is on a computer or server that 
has file sharing enabled.  Please see your operating instructions for enabling file sharing un-
der the Windows operating system 

Note: Sharing of files can lead to vulnerability of the data.  If the computer hosting 
the database is directly tied to the Internet without a firewall or router, there is 
a chance someone could get to your computer.  If you are not sure what you are 
doing, please consult your I. T. Professional. 

 There is some firewall software that prevents file sharing.  If you are running 
firewall software, please consult your manual if you encounter problems. 

Unlocking the Evaluation copy  

When CharityTrak is first installed and executed, the software is in Evaluation mode.  The 
serial number for the site must be entered 
into EVERY computer that is to use Chari-
tyTrak.  This is done by bringing up the 
software and logging in as an administrator 
(default user is ADMIN with a password of 
PASSWORD).  Once the program starts, 
click on the About option of the menu bar 
across the top.  A screen, similar to the one 
to the right will display.  On the right is a 
button “Enter Serial Number”.  Press this 
button to display the serial number entry 
screen.  Enter the serial number obtained 
from Five Gulf on this screen and press En-
ter.  The number will be stored in the regis-
try.   

If you are running a multi-user environment, you should exit CharityTrak and restart the 
program to open the database for multiple users.   
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Using CharityTrak 

Logging In a User 

 
Figure 1 – Login Window 

When CharityTrak starts, the first window displayed is the User Login screen.  There are en-
try fields for the User ID and Password. Fill in both these fields and either press Enter or 
click the OK  button to login. 

If both the user id and password are entered correctly, the main window will be displayed.  
If either of them are not entered correctly, a message will appear in red between the pass-
word and the buttons.   

If a valid user ID has been entered, but the password is not correct, the password hint, if in-
stalled by the administrator, can be displayed in a tool-tip box by moving and pausing the 
mouse over the password text area.  After the mouse is still for a second, the password hint 
will appear in a yellow box.  The hint should be enough to remind you of the password. 
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Main Window 

 
Figure 2 – Main Window 

Pictured above is the Main Window of CharityTrak.  All program functions are accessed 
from this window.  The screen shown here is of a user that has all rights to the data in the 
system.  Depending on how security is set for an individual user, some of the quadrants may 
look different, or not be visible at all.  Please see the section on Security later in this manual 
for more details.  The heart of the screen displays the current client data.  This area is di-
vided into four quadrants.   

Screen Quads  

Client Information  In the upper left of the client data area is the Client information quad-
rant.  This shows the name, Address, phone, Social Security Number, and status for the cli-
ent.  Clicking on any of the white data area will bring up the Household Information Sheet 
allowing viewing and changing of the client data.  

To add a new client to the system, click the Add Client  button on the lower right-hand side 
of the quad.   

Across the bottom of the client are Three buttons. The first, Client Financials opens the cli-
ent financial worksheet.  The next two buttons, View Client Report and Print Client Re-
port , allow the user to either view or print all information about the current client.  The 
amount of data printed will be limited by the security clearance of the current user.   See 
Appendix A for report samples.  Information on using the report viewer can be found on 
page 60. 
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Family Members Below the Client information is the Family Member quad. This section 
displays the name, relationship age and status of all members of the client’s household as a 
small spreadsheet.  This program assumes that all household members live at the same ad-
dress, and such information is not captured for household members.  At the bottom of the 
family member list is the number of members in the family.  This count includes the head of 
household.  This number will always be one more then the number of entries in the family 
member table. 

To see more information on a household member, click on the member’s name.  The Family 
Member Detail window will open showing all the information available for that member.  
To add a new member to the household, click the Add Family Member button in the lower 
right hand corner of the quad. 

In both the Client Information and Family member areas is a status field.  The value is either 
blank, or OK.  This flag can be used to represent that all information for a given household / 
family member is complete. As an example, if the Charity requires certain information for 
all households and family members (like SSN), this flag can be kept unset until all the data 
is provided. 

Payment History On the Upper right is the Payment History quad.  Like the Family mem-
ber quad, historical entries are displayed in spreadsheet format.  The entries are stored in 
date order with the most recent payment on top.  If more payments are in the system than 
can be displayed in the box, a scroll bar will appear on the right hand side.  Clicking on an 
entry will bring up the Payment Detail screen displaying all information about that payment.  
To add a payment, click on the Add Payment button. 

Contacts  The lower right quad is for contacts. The layout of this quad is exactly like the 
others. 

Other controls on the Screen 

Across top is the menu bar.  For administrators there are six entries.  Non-administrators will 
only see five These menus are detailed in the section labeled Menus, starting on page 34. 

Data Entry Date  

In the upper right hand corner is the Data Entry Date field.  Many times data is entered one 
or more days after the contact has happened.  CharityTrak uses this date to automatically fill 
in the Date First Visit, Contact Date, and Payment Date when adding new information to 
the system.  The date can be set either typing in the date, or pressing the down arrow on the 
right of the field to display a pop up calendar. 

To the right of the date field is a button labeled Today.  Pressing this button sets the Data 
Entry Date to the current date.   
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Financials and Client Reports  

Between the Client Information and Family Members quad are five (5) buttons.  The large 
button to the left displays the Client Financial panel (see page 27).  To the right of that are 
four reporting buttons.  There are two View buttons and two Print buttons, one for each of 
the two client reports.  The View button runs the appropriate report and displays the report in 
the report viewer.  The Print button routes the report directly to the printer.  

There are two reports for available for a client.  The Client Report is a comprehensive report 
detailing all data captured for a particular client.  This includes all demographics for the cli-
ent and all family members; all of the information in the Financials section; a listing of all 
payments made on behalf of the client; and a listing of all contacts made.  Depending on the 
number if members in the family, and the number of contacts, this report quickly becomes 
multi-paged. 

The Summary report, on the other hand, provides a quick report of a client.  The client’s 
name, address, and pertinent information are displayed on the report.  For each member of 
the household, two lines are generated with the family member’s name,  status, relation, 
DOB and age.   The client financials are next displayed.  On the financials, only lines that 
have amounts entered are printed.  Lines with zero amounts are suppressed.  Following that 
are summaries of payments and contacts.  Again, much depends on the number of household 
members, and the extensiveness of the financials.   

Client Display Buttons 

There are four client display buttons above the client information quad.  These are used to 
select what client is currently being displayed in the main window. 

Previous   Display the information for the client whose last name is alphabetically just 
before the current client. If there is no client currently being displayed, the 
last client in the database will be displayed. 

Next  Display the information for the client whose last name is alphabetically just 
after the current client.  If there is no client currently being displayed, the first 
client in the database will be displayed. 

 

Find Client  The find client button brings up the 
Client Find screen pictured to the right.  
This screen allows searching for a cli-
ent by either the last name or social se-
curity number.   

 To search for a name enter some or the 
entire last name in the text field.  If no 
text is entered, all clients will be dis-
played.  If a partial name is entered, all 
clients whose last name starts with the 
letters entered will be displayed.  Once 
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the search key has been entered, either press Enter or click the Search but-
ton.   

 To search by social security number, enter part or all of the number.  Dashes 
are not necessary and will be inserted automatically.  Again, either press En-
ter or click the Search button to start the search 

 Occasionally, there may be a need to look up a name other then the client 
name.  Simply uncheck the Clients Only option box in the lower left hand 
corner, and CharityTrak will search an display both clients and family mem-
bers.  All clients and family members that meet the search criteria will be dis-
played. 

Note:  CharityTrak uses the first character of the search string to deter-
mine if the search is for name or social security number.  If the 
first character is a number, then the SSN search is performed. 

 The program will display a columnar display showing all names that match 
the criteria given.  Click on the name to have that client displayed in the Main 
Window. If only one client meets the criteria, that client will be automatically 
selected and displayed on the main window 

Search The search button opens the Client Search window that allows searching for a 
client by last name, first name, social security number, address, zip code, 
phone number, or driver’s license number.  The next section of this manual 
covers usage of Client Search. 

Clear  The clear button clears all data from the Main Window.  For security reasons 
it is a good idea not to leave data displayed on the screen when the operator is 
not working with the data.  

 The screen does not have to be cleared prior to clicking the Find Client  but-
ton.  Find Client clears the screen automatically. 

Client Search 

 

 
Figure 3 – Client Search Window 

The Client Search window permits looking up by one of 7 fields, First Name, Last Name, 
Social Security Number, Address, Zip Code, Phone Number, Or Drivers License Number.   
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Searching for a string match can be done one of two ways.  The first is to look for the data 
entered in the start of the data field.  When the Starts with radio button is highlighted, any 
data entered in the right hand text box must be found in the start of the field.  This is the de-
fault for Last Name, First Name, and Social Security Number. 

The second search is the contains search.  This search looks for the string anywhere in the 
field selected.  This is useful for searching for a street name.   

Below the data selection field is a check box for Client Only.  If this box is checked,  only 
clients themselves are examined for matches.  Unchecking this box will cause the program 
to look at both clients and family members for matches.  Note that Address, Zip code, and 
Home Phone number are the same for all members of a household. 

Searching for a client 

In the upper left of the window is a selection box that contain the seven fields that can be 
searched on.  Select one of the fields and enter the search string to the right.  Click on the 
Search button (or press Enter) and the program will fill out the data grid with all clients 
that meet the criteria.   

The data will be sorted by the field selected for screening.  The top of that column will have 
a cyan background, with the rest gray.  . 

To sort the output by a different column, simply click the column header.  The program will 
sort the column in ascending order. Clicking on the column header again will reverse the 
sort. 

To view a Client Report for the client, click on the View field to the left of the client’s name.  
This will bring up the Comprehensive Client The client is not loaded into the main screen 
during this viewing  

To select a client, simply click anywhere on the row (except the first column labeled view) 
containing the client data.  That person will be brought up. On the main screen. 

Note:  It is possible to look up and view a client’s record without loading the record 
into the man screen.  This makes it possible to look up a client and still keep a 
client open for further work.  After viewing the Comprehensive Client Report, 
simply press Close to return to the main screen. 
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Household Information Data Sheet 

 
Figure 4 – Household Information Window 

 
When the user clicks on the Add Client  button, or clicks on the name & address area con-
taining a client name, the Household information screen appears.  On this screen information 
about the household is captured.  Also, personal information about the head of household is 
captured.   

Fields  

Most of the fields on this screen are self-explanatory.  There are a few fields that need some 
explanation: 

City / State / Country / Zip   
When a user adds a client to the system, all fields, except the country name, 
which defaults to “USA”, will be blank.  As the user tabs through the fields, 
the cursor will jump from the address to the zip code, bypassing the city and 
state.  This is to allow entry of the zip code and have the program look up the 
city, state, and county/country via Smart Zip.  When the user enters a zip 
code in the zip code field and tabs out, the program will check to see if it 
knows the zip code.  If the zip code had been previously entered in the sys-
tem, CharityTrak will fill in the city, state, and county/country, and place the 
cursor in the home phone field.  If CharityTrak does not recognize the zip, it 
will place the cursor in the City field allowing the user to enter the city, state, 
and country. 



  ����������	  User Guide 

Document Release 4.4.0  Page 25 

 When the user saves the record, CharityTrak will add or modify the Zip Code 
table to ‘learn’ the zip codes in use by the charity.  Through the Administra-
tion menu, the Smart Zip table can be modified directly. 

 The Country/County field can be used for either the value, depending on the 
need of the charity.  The Zip code field can remember either of the values.  

Phone Numbers  
There are several phone numbers on the screen.  When entering numbers into 
the screen, the users don’t need to worry about formatting the numbers.  
CharityTrak will format the numbers automatically. When the user enters 
data in the field, the program temporarily removes all formatting showing 
just the ten numeric digits.  When the user tabs out of the field, the field will 
again be formatted with dashes in the right place. 

Social Security Number  
Like the phone numbers, the social security number auto formats. 

Race The Race field works either as a data entry field or a pull down field.  The 
administrator can define the race information that can be entered in this field 
via table maintenance, or a user can enter a description.   

Yearly Income   
Most needs-based charities use household yearly income for determining the 
eligibility of the family for assistance.  Many times the client knows only 
what makes in a given period of 
time.   

If the user clicks on the calculator 

 to the right of the Yearly In-
come field, a box will appear to as-
sist in calculating the yearly 
7777income for the client (see 
right).  The first field in the window is the income of the client.  This can be 
either an hourly, weekly, every two weeks, twice a month, or monthly in-
come.  The second box is the period pull down box.  The above time frames 
are listed.  Select the one that is appropriate.  The calculator will compute the 
yearly income and display the value in the last field.  

 When either the Enter key is pressed or the OK  button is clicked, the yearly 
income will be entered automatically in the field on the window. 

Employer City State Zip  
Employer city, state, and zip code are all stored in one field.  Smart Zip, how-
ever, is enabled for this field. If only a zip code is entered in this field, Chari-
tyTrak will look up the zip code and populate the city, state and zip in normal 
format. 

Note Fields There are four note fields for each household:  Client Notes, Personal Notes, 
Health Problems, and Christmas wish list.  The latter two are for the individ-
ual person and are also available for each household member.  Each field can 
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hold up to 65,000 characters, so there is no need to worry about field over-
flow.  On the Client report, these fields will print in multi line fashion. 

 Normally these fields are small and only show a sentence or two.  To make 
the field larger for bulk data entry, press the F2 key.  This will expand the 
field to almost the size of the window.  To reduce the window again, either 
press F2 again, or simply tab out of the field.  The field will reduce to its 
normal size.  The data will not be lost. 

  
Total Household Income  

In the lower left hand corner, CharityTrak displays the total household in-
come.  This is calculated by summing all the yearly incomes of the family 
members.  Be aware that changing the data in the yearly income field in this 
window will not be reflected on this amount until after the save button is 
pressed.   

 

Keywords Midway down the right hand side of the screen is a box called keywords.  
This box allows adding a client to groupings of individuals. Setting up the  
Keyword list is discussed elsewhere.  Here, simply check the keywords that 
apply to the client in question.  Note:  when you first click on the box it will 
expand to about 3 times normal size.  When you click anywhere else on the 
screen it will reduce back to it’s normal size. 

Other ID  This field is a searchable key for the client.  This can be used for any Charity 
Defined need.  It does not have to be unique. 

Buttons 

Save The save button commits changes made on the screen to the database.  When 
any of the fields on the screen are changed, the Save button ‘lights up’ by 
turning white to indicate a save is needed.  Clicking the save Button will 
cause the changes to be made to the database. 

 To exit without saving, click the Close button and select No when prompted 
to save now. 

Save/Close Performs both a save and a close. 

Delete The delete button deletes the household, and all related information from the 
database.  The related information includes payment information, household 
members, and contacts.  Care should be taken to make sure the record should 
be deleted. 

 When the delete key is pressed, two message boxes will appear, the first giv-
ing the above warning, and the second confirming the delete.  Both message 
boxes give the user the chance to stop the deletion. 



  ����������	  User Guide 

Document Release 4.4.0  Page 27 

Close The close button closes this window and returns the user to the main window.  
If the record has not been saved, the program will prompt the user to save the 
data.  

 

Financial Profile 

 
Figure 5 - Financial Profile 

 
The financial Profile window allows the CharityTrak user to capture a client’s financial pro-
file including income and expenses.  Through the Administration menu, the categories, both 
Income and Expenses are defined.  

When the Client Financials button is pressed on the main screen, the financial profile win-
dow will appear.  The categories are displayed to the left.  Click on one of the white fields to 
edit that field.  Tab and Enter both move the cursor to the next field.  CharityTrak will auto-
matically update the totals. 

Note:  the income fields for the client and family members to not post to this screen. 
The numbers must be entered on each screen. 

 

Buttons 

Save Save contents to database and remain in this window 

Save/Close Save data and close this window.   
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Close The close button closes this window and returns the user to the main window.  
If the record has not been saved, the program will prompt the user to save the 
data.  

 

 

Family Member Detail 

 

 
Figure 6 – Family Member Detail 

The family member detail window allows capturing information on other members of the 
household.  As household usually means those living in the same location, the address and 
phone number are not captured for each member. 

Fields 

All the fields in this window behave exactly like they do in the Household window. Please 
refer to the previous section for details 

Note Fields There are three note fields for each family member:  Personal Notes, Health 
Problems, and Christmas wish list.    Each field can hold up to 65,000 charac-
ters, so there is no need to worry about field overflow.  On the Client report, 
these fields will print in multi line fashion. 
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 Normally these fields are small and only show a sentence or two.  To make 
the field larger for bulk data entry, press the F2 key.  This will expand the 
field to almost the size of the window.  To reduce the window again, either 
press F2 again, or simply tab out of the field.  The field will reduce to its 
normal size.  The data will not be lost. 

 

Buttons 

��� �   Display previous member. The members are simply ordered in the same or-
der they were added to the system. 

Save The Save button commits changes made on the screen to the database.  When 
any of the fields on the screen are changed, the Save button ‘lights up’ by 
turning white to indicate a save is needed.  Clicking the save Button will 
cause the changes to be made to the database. 

 To exit without saving, click the Close button and select No when prompted 
to save now. 

Save/Close The Save/Close button saves changes made to data and close the window. 

Add New The add button allows adding another household member.  

Delete The delete button deletes the member from the system.  A confirmation box 
will be displayed allowing the user the ability to recover from accidentally 
clicking the delete button. 

Close The close button closes this window and returns the user to the main window.  
If the record has not been saved, the program will prompt the user to save the 
data or not  

��� �  Display the next family member. 
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Payment Detail 

 
Figure 7 – Payment Detail Window 

The Payment detail window allows capturing and displaying the data about payments the 
charity has made on behalf of the client.   

Fields 

Payment Date  
The date of payment can be entered one of two ways; either click on the date 
and manually enter the date.  To move to the next section of the date, use the 
arrow keys.  The other way to enter a date is to click on the down arrow ( ) 
at the end of the field and select the date from the calendar.  The default date 
is the current date. 

Paid To The paid to field is a combo box allowing either the entry of a payee, or the 
ability to choose from a standard list of payees.  To choose from the standard 
list, click on the down arrow at the end of the field.  To enter a payee, enter 
the name of the payee in the field.  This field    is required. 

Amount  Enter the check amount.  This field is required  

Check Num Enter the check number of the payment.  In actuality, this is a 15-character 
text field 

G/L Account The G/L account field can be used to track payments by different accounts.  
These can be either a general ledger account, or a bank account. 

Note:   In CharityTrak, capture by account is either on or off.  If any ac-
counts are defined to the system, a selection must be made, and 
cannot be left blank.  
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Paid By The Paid By field contains the name of the staffer that either authorized the 
payment, or actually cut the check.  This field should be used as part of the 
installation’s audit trail.  To insure data integrity, this field is a pick list only.  
An administrator must enter the names of the caseworkers via Tables Main-
tenance.   

 When adding a new entry to the system, the program checks to see of the 
name of the user (Not the user ID) is in the caseworker table.  If the name is 
found, it will be defaulted in this field.  Otherwise, the first name, alphabeti-
cally, will be displayed.  

Notes Freeform field containing notes about payments.  Like the notes fields in the 
household information and family member field, F2 expands the notes to a 
larger format. 

Buttons 

��� �   Display a more current payment then the current payment. The payments are 
displayed in reverse date order, with the most current payment being the first 
one displayed. 

Save The save button commits changes made on the screen to the database.  When 
any of the fields on the screen are changed, the Save button ‘lights up’ by 
turning white to indicate a save is needed.  Clicking the save Button will 
cause the changes to be made to the database. 

 To exit without saving, click the Close button and select No when prompted 
to save now. 

Save/Close The Save/Close button saves changes made to data and close the window. 

Add New The add button allows adding more payment information for this client. 

Delete The delete button deletes the displayed payment from the system.  A confir-
mation box will be displayed allowing the user the ability to recover from ac-
cidentally clicking the delete button. 

Close The close button closes this window and returns the user to the main window.  
If the record has not been saved, the program will prompt the user to save the 
data or not  

��� �  Display the next older payment 
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Contact Detail 

 

 
Figure 8 - Contact Detail Window 

The Contact Detail window permits the gathering of information about contacts the charity 
has with a client.  Any type of contact can be collected and categorized here. 

Fields 

Date Date of visit.  The date can be entered one of two ways; either click on the 
date and manually enter the date.  To move to the next section of the date, use 
the arrow keys.  The other way to enter a date is to click on the down arrow 
( ) at the end of the field and select the date from the calendar.  The default 
date is the current date. 

Time Enter the time of the contact.  The arrows on the right can be used to click the 
digits of the clock. 

Contact Type   
Contact Type captures the method of contact, i.e., phone call, office visit, 
correspondence, etc.  A combo box allows selection from one of the prede-
fined contact types entered by the administrator, or a freeform description can 
be entered. 

Contacted By  
This field should contain the name or identity of the client or client’s repre-
sentative making the contact.  This combo box is originally populated with 
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the names of all the household members in the family.  On a new entry the 
client’s name will be in the field.  To enter another name (such as “Land-
lord”), simply overtype the name. 

Contact Reason  
The Reason field details the overall reason for the contact contained in this 
field.  As with contact type, the administrator can define standard reasons via 
Tables Maintenance, or the user may enter a reason manually. 

Food Bank Visit Information    
The next four fields deal with gathering information on food bank distribu-
tion.   

 Food Bank  
The Food Bank check box can be used to track food bank pickups and is used 
by the food bank report for reporting purposes.  If the contact reason is blank 
when this box is checked, CharityTrak will populate the contact reason field 
with Food Bank Pickup  automatically.   Also, it there is a standard per-
person food cost entered as a system parameter (see page 45), the program 
will populate the Dollar Value field with the proper amount  

 Item Count   
Total number of items given to client. 

 Weight (LBs)  
Total weight of items given to client. 

 Dollar Value  
Total value of items given to client. 

Case Worker The Paid By field contains the name of the staffer making the contact.  It is a 
pull down box and there is no provision for adding another name.  When add-
ing a new entry to the system, the program checks to see of the name of the 
user (Not the user ID) is in the caseworker table.  If the name is found, it will 
be defaulted in this field.  Otherwise, the first name, alphabetically, will be 
displayed.  

Notes on Contact  
The last field on the screen is the Notes field.  This is in a scroll box and may 
be as long as necessary (up to 65,000 characters) to capture any pertinent in-
formation about the contact.  Like the notes fields in the household informa-
tion and family member field, F2 expands the notes to a larger format. 

 

Buttons 

��� �   Display next older contact. 

Save The save button commits changes made on the screen to the database.  When 
any of the fields on the screen are changed, the Save button ‘lights up’ by 
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turning white to indicate a save is needed.  Clicking the save Button will 
cause the changes to be made to the database. 

 To exit without saving, click the Close button and select No when prompted 
to save now. 

Save/Close The Save/Close button saves changes made to data and close the window. 

Add New The add button allows adding another contact. 

Delete The delete button deletes the member from the system.  A confirmation box 
will be displayed allowing the user the ability to recover from accidentally 
clicking the delete button. 

Close The close button closes this window and returns the user to the main window.  
If the record has not been saved, the program will prompt the user to save the 
data or not  

 The window may also be closed by pressing the X in the upper right hand 
corner of THIS window, pressing Alt -C, or pressing Ctrl -F4. 

��� �� �� � Display next newer contact. 
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Menus 

Across the top of CharityTrak’s main screen are up to five pull down menus.  These menus provide 
access to other functions within the program.  Four of the five top menus, File; Edit; Reports / Ex-
tract and About; are visible to all users.  The administration menu is only available to users that 
have been granted Administration rights.  Below is a chart of the menu flow. 

 

Open
Close
Backup
Database
Compress
Database
Repair Database
Login
Login Global User
Logout
Select Priniter
Exit

File

Cut
Copy
Paste
Clear

Edit Scheduling

Global User
System Paremeters
User Admistration
Database Copy/Export
Merge Clients

Sxhedule Meeting
Schedule Vacation

Scheduling

Age Grouping
Table
Case Worker
Client Race
Contact Type
Contact Reason
Disposition
Family Relation
Payment Account
Payment Recipient
Keywords
Financial Profile
Zip Code

Table Maintenance

Administration

Payment Lookup

Daily Schedule
Caseworker Schedule

Activity Summary
Birthday Report
Contact Summary
Christmas Report
Daily Activity
Food Bank Report
GL Account Report
Keyword Report
Keyword Summary Report
Median Income Report
Payment Log
School Report
Statistical Report
Type/Reason/Disposition Report

Extract Client Data
Extract Payment Data
Extract Contact Data

Reports/Extract

Enter Serial No.
Update

About

 
 
  

File Menu  

The first menu on the menu bar is the File Menu.  From the file menu, the user can open and 
close databases, backup the database, log into or out of a database, change the printer, or exit 
the program  

Open The Open menu option allows selecting a database to be viewed or edited. 
When Open is selected a file selection window will display all MDB files in 
the same directory as the current database.   

 Backup files can also be opened in CharityTrak for proofing or viewing.  
Simply change the Files of Type drop down box to *.BAK  and locate the 
backup file.  When selected, CharityTrak opens the database in Read/Only 
mode and prevents any changes to be made to that database. 
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 CharityTrak has no provisions to have more than one database open at the 
same time.   

Close The Close menu option closes the current database.  The screen will turn dark 
gray, and only the File and About menu options will be active. 

Backup Database  
The Backup Database selection allows the user to backup the database to an-
other subdirectory.  Please see page 9 for a detailed look at backing up data. 

Compress Database  
From time to time the Access database should be compressed to ensure opti-
mal performance.  Before compacting the database, make sure everyone else 
is out of the database.  Next, backup the existing database.  Following that, 
compress the database. 

Repair Database  
Occasionally, an update to the database will not function correctly.  a mes-
sage ““Item not found in this collection” will display and the program will 
terminate.  This option makes sure all fields are properly defined to the data-
base.  Only one computer should be logged into CharityTrak when executing 
this option.       

Login The Login selection logs the current user out of the database and present the 
login screen.   

Login Global User  
The Login Global User menu option logs out the current user and tries to 
login the Global User.  If the Global User has been defined to the database, 
the standard screen will appear. If the Global User is no defined, a message 
box will appear stating so, and the logged out screen will be displayed with 
no data showing. 

Logout The logout option will log the current user out and display the logout screen.   

Select Printer   
The select printer menu option dis-
plays the printer selection list.  All 
printers defined to the printer will be 
presented in a pull down list.  Any 
changes in the printer selection are in effect for this session of CharityTrak 
only.     

Exit The last option on the File Menu is the Exit Program button.  It closes all 
windows and halts execution of the program. 

Edit Menu 

The second pull down menu is a standard Windows Edit menu.  This menu provides the 
standard cut / copy / paste / delete options that most Windows base programs provide.  The 
user may also use the standard keyboard shortcuts to perform the same functions. 
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Scheduling 

The third menu item is the Scheduling / Client selection.  When the client data is showing, 
this will be labeled “scheduling”.  Click this option to display the Schedule screen.  When 
the Scheduling screen is displayed, this option will be labeled “Clients”.   

 

 
Figure 9 - Scheduling Grid 

Release 4.0 includes Caseworker scheduling.  This functionality allows all the users to see 
all  caseworker scheduling on one screen. It also provides click and schedule functionality 
for scheduling a client. Administrators have the ability to schedule meetings and vacations 
for caseworkers. This scheduling is not intended to be a full-fledged scheduling system, but 
rather an asset for planning.  CharityTrak does not prevent double booking, overbooking or 
other scheduling conflicts.  The user is responsible for making sure scheduling conflicts are 
not entered.  

Note:  This screen will not display until at least one Caseworker is defined to the sys-
tem.  Caseworkers are defined via the Administration / Table Maintenance / 
Caseworker option. 

The screen is composed of two regions.  On the left is the calendar.  The calendar is shows 
the current month, and the next three months.  At the top of the calendar are arrows that al-
low moving the calendar forward and backward. One may also click on the either the month 
name or year to change either.  Some of the dates on the calendar are highlighted.  These are 
dates that have scheduled items in the system for that date. Clicking on and date on the cal-
endar will display that day’s schedule in the daily fid  
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To the right of the calendar is the daily grid.  The gird displays time periods for the normal 
office hours defined under System Parameters (see page 45).  If the standard office hours 
have not been set, the default is 8:00 AM to 5 PM with 15 minute appointment spacing.  The 
appointment time will contain the name (or reason for non-client events) of the client.  If the 
appointment last longer then one time slot, a vertical line “|” will be displayed in each suc-
cessive slot.  Moving the mouse over an appointment time will show the reason for that ap-
pointment as a tool tip. 

 
To schedule an appointment, double-click the appointment time.  The appointment window 
(see next) will be displayed.  Enter the data there, save, and close that window.  The ap-
pointment will be displayed on the grid..  To edit an appointment, click on the first entry (the 
one with the name), 

The grid is color coded for quick reference.  Unscheduled time is shown in white.  Time 
scheduled with clients is shown in cyan.  Time off, either before work, during regular lunch 
break, or after work, is shown in pink.  Vacations are show in light blue.  Conflicts on the 
grid are displayed in RED with white lettering. 

The Manual Schedule button on the left will open the Appointment Scheduling form (see 
below). The date field will default to the date on the schedule.  All other fields will be blank.  
The Caseworker field will be populated with all the case workers, but the default will be 
blank 

On the upper right is a button labeled Refresh. CharityTrak automatically refreshes the grid 
any time a change is made to the schedule on that computer.  However, if there are net-
worked computers sharing the CharityTrak data, it is possible that someone else updates the 
schedule while your machine is quiet.  Pressing the Refresh button causes CharityTrak to 
reload the grid with the latest changes. 

Appointment Scheduling 

 
Figure 10  - Appointment Window 
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The appointment screen allows scheduling of either an appointment of either a client or an 
out-of-office appointment for one caseworker.  Meetings and vacations are scheduled via the 
Administration menu. 

When a time slot on the grid is double-clicked, this menu is displayed.  The date, time, and 
caseworker are filled in.  The appointment length defaults to the grid time slot increment.  If 
an there is an existing appointment for that grid time, the information for that appointment is 
displayed. 

To schedule an appointment for a client, press the Lookup button to the left of the client 
field and the Person Search panel will appear.  This screen is very similar to the Client 
Search screen (see page 22) and is not detailed in this manual. The main difference is this 
lookup defaults to all people in the system, not just clients.  Select one of the people on from 
the Person Search panel by clicking anywhere on that person’s row.  The search window 
will close and the person’s name, address, and other id (if populated) will be displayed in the 
client information area.  Click either Schedule, or Sched/Close to schedule the appointment 
and optionally close the panel.  The information will be put on the grid on the main schedul-
ing screen. 

Occasionally there are needs to schedule time when a caseworker is not available for taking 
appointments.  This may be for meetings, seminars, personal time off, etc.  This panel al-
lows marking that time on the grid.  Below the client name is a drop down box containing 
different types of appointments.  Changing the appointment type to anything but ‘Appoint-
ment’ requires an explanation be put in the reason field.   

Moving an Appointment 

Appointments can easily be moved.  To move an appointment, click on the appointment on 
the grid to open the Appointment Scheduling panel.  Change the date, time, and length by 
changing the fields on the top of the panel.  To move to another caseworker, simply click on 
the down arrow right of the caseworker name and select a new caseworker.  Click Schedule 
or Sched/Close to save the changes. 

Note:  Appointment groups for meetings and vacations cannot be moved as a group.  
Either the group must be deleted and rescheduled at the appropriate time, or 
each entry must be moved independently. 

Deleting an appointment 

Appointments can also be deleted from this screen.  To delete an appointment, click on the 
appointment on the scheduling grid to open the Appointment Scheduling window.  Click the 
delete button to delete an appointment.  CharityTrak will delete the appointment, close the 
appointment-scheduling window and return to the appointment grid. 

A group of appointment entries (see next section) can also be deleted the same way.  If the 
system detects the appointment is part of a group of appointments (either a meeting, or a va-
cation), the user will be prompted to delete either the group, i.e. delete all attendees to a 
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meeting, or delete only the appointment selected (one caseworker is not attending a meeting 
while all others are.  Appointment groups are further discussed in the next section. 

Meetings and Vacations  

Meetings and vacations can be scheduled be system administrators via the Schedule Meeting 
or Schedule Vacation option under the Administration / Scheduling menus.   

When a meeting or a vacation is entered, CharityTrak enters an appointment for occurrence 
of that appointment.  For example, if a meeting was scheduled for all five caseworkers for 
Tuesday at 4:00 pm, CharityTrak would insert 5 appointment entries, one for each case-
worker in the appointment table.  All five records would contain the same grouping ID 
which allows them to all be deleted together if necessary. 

Scheduling a meeting 

To schedule a meeting, click on the Administration / Scheduling / Schedule Meeting menu 
option.  The following panel will be displayed. 

 
Figure 11 - Meeting Scheduler 

On the left is a list of all the caseworkers in the system.  Either click the first entry, (ALL 
Caseworkers) which will mark all caseworkers, or check the individuals involved in the 
meeting.  Next, enter the date, time, and length of the meeting.  After all has been entered, 
press either the Schedule button or the Sched/Close button to scheduled. 
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Scheduling Vacations 

 
Figure 12 - Vacation Scheduling 

Vacation scheduling works basically the same as meeting scheduling.  The top field is a 
pull-down list containing all the caseworkers defined to the program.  Select the name from 
the list and enter the start and end dates of the vacation.  The vacation reason defaults to 
“Vacation” but anything can be entered in this field.   

Caseworker Maintenance 

  
Figure 13 - Caseworker maintenance 

The Caseworker Maintenance screen allows adding, updating and deleting of caseworkers 
from the system.  Caseworkers are used in three different areas of the program.  They are the 



  ����������	  User Guide 

Document Release 4.4.0  Page 42 

primary item of interest in scheduling.  Caseworker names are also entered on both the pay-
ment and contact panels for auditing purposes. 

On the left hand side of the panel are all the caseworkers defined to the system.  To the right 
is the caseworker edit area.  If no caseworker is currently being edited, this area will be gray.  
When editing a caseworker, the area will be light blue like the rest of the panel 

To edit a caseworker, click on his/her name on the left.  To add a new caseworker, click the 
very top entry in the list (Add New).  In either case the right hand area will change color and 
the data from an existing record will be displayed.  

The top field is the Caseworker Name.  Usually, a caseworker name should be entered as 
last_name, First_name as they are usually displayed in alphabetical order.  Below the name 
is the Schedule check box, which is normally checked.  Most caseworkers will be scheduled 
on the scheduling.  However, there may be a need to enter a caseworker name for a person 
who doesn’t schedule appointments.  An example of this would be a check clerk that is re-
sponsible for payments, but doesn’t see clients.  Unchecking this box will prevent this case-
worker from appearing on the appointment grid. 

Next is the caseworker schedule.  Many charities use less then full time caseworkers.  This 
area allows tailoring for each caseworker.  Times when a caseworker is normally off will be 
displayed in gray.   The WD check box to the left of the day name indicates normal work-
days for that caseworker.  Following the Workday indicator is the work schedule for that 
day.  For new caseworkers the default is the normal workday for the charity as defined on 
the System Parameters menu (see page 45). 

Deleting a caseworker 

To delete a caseworker, click on the caseworker, click on his/her name on the left.  Next, 
press the delete button.  A confirmation prompt will be displayed to confirm the deletion.  

Note: When a caseworker is deleted, all of their appointments are also deleted.  Make 
sure to move all their appointments to another caseworker prior to the delete. 
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Administration Menu 

The third entry across the top of the CharityTrak main window is the Administration Menu. 
There are four (4) selections beneath this menu, the first two relating to security. The third 
allowing the database to be copied or exported.  The fourth option opens a sub menu of ta-
bles that are used by the system 

The security settings of a user direct affect what options are visible on this menu.  If the user 
has no administration privileges the Administration entry will not even be displayed.  If they 
are an administrator, but not an User Administrator, they will not see the top two entries.   

Global User 

 
Figure 14 – Global Settings Window 

The Global User window permits setting the user rights for the Global User.  As discussed in 
the Security Section (page 8), the Global User allows the program to open up a database 
without the user having to log in.  The Global User can be granted all rights except for User 
Administration.  Only a named user can be granted the right to change user privileges.   

Fields  

Global Access Allowed?  
The first field in the window is a check box to indicate whether global access 
via the Global User is permitted for this database.  If the box has a check 
mark, then the Global User is enabled.  When the Global User menu option is 
first selected, this will default to off. 

Global Allowed Administrator Rights?  
The second field on the screen is the Administrator Rights permission check 
box.  If a check appears in this box, the user has the rights to perform admin-
istrator rights of database copy/export, Tables maintenance and print the ad-
ministrative reports.   
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User Permissions  
Beneath the check boxes are the permission boxes to assign user privileges to 
the Global User.  There are four different areas of security.  Each area has 
four levels of privileges except for client, which excludes the “NONE” level.  
See section on Security (page 9) for details on the security levels 

Note:  Before clicking the Save & Close buttons make sure all the User 
privilege boxes are white on a blue background.  If they are black 
on a white background, the selection is being viewed, but not yet 
selected. 

Buttons 

Save  & Close  
Clicking the Save & Close buttons commits the changes to the database and 
returns to the Main Window. 

Cancel  & Close  
The Cancel & Close button drops all changes and returns to the main screen.  
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System Parameters 

 
 Figure 15 - System Parameters     

The system parameters menu allows the administrator to define global parameters for all us-
ers of CharityTrak.  Changes made to this screen affect all copies of CharityTrak that use the 
active database. 

Changes made on this screen will take effect immediately on the computer where the 
changes are made.  On other computers that may be on CharityTrak at the time may not see 
the changes until they exit and reenter the program.   

Field Description 

Charity Name  
CharityTrak will use the name entered here on the top line of every regular 
report (all but the extracts).  Enter the name exactly as is should be shown on 
the reports. 

Search Default Field  
The Search button on the main panel allows the user to search on one of sev-
eral fields.  The default field is the last name.  A charity may change the de-
fault by setting this field to another field name.  Each time the  
search window is opened, the field name will default to the field chosen here. 

Comments in Payment Quad   
For charities that do not track payments via CharityTrak, this option can be 
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set to display the Client Comments data from the household information data 
sheet place of the payment history.   

View SSN on Main Screen  
The first line of the Client Information quad on the main panel contains the 
client’s name.  To the right of that is a place for the Social Security Number.  
For security purposes, CharityTrak does not normally display the SSN on the 
front panel. A charity may choose to display the SSN on the front panel by 
checking this option. 

Automatically Expand Notes Field  
As mentioned above, several of the notes fields in CharityTrak can be ex-
panded to a large size by pressing F2.  However, the charity may, by check-
ing this option, have CharityTrak expand all notes field to the large size 
automatically when the cursor goes in the field.  If auto expand is set on, the 
f2 button will still toggle the sizing.  Pressing the tab key, or clicking else-
where will also reduce the field back to normal size. 

50% Med Fam 4  
50% of the median income for a family of four (4). 

 The U. S. Department of Housing and Urban Development (HUD) releases 
median income levels for all of America.  Each area can have a different Me-
dian income level then other areas of the state.  Many organizations giving 
grants request a breakdown of a charity’s clientele by income grouping.  
CharityTrak can reports client income in one of six (6) categories: 

· Families not reporting income  
· Families below 30% of median income (Extremely Low Income)  
· Families below 50% of median income (Very Low Income)  
· Families below 80% of median income  (Low Income)  
· Families below 100% of median income  
· Families Over 100% of median income 

 CharityTrak must know the median income for your particular area in order 
to group the clients.  HUD has a web site 
http://www.huduser.org/datasets/il.html that provides access to this informa-
tion.  On the System Parameter panel is a link labeled HUB Website to this 
page.  This link displays a pull-down list, either by state or metropolitan area 
for the entire country.  

 



  ����������	  User Guide 

Document Release 4.4.0  Page 47 

 
 

Once selected, a table, like the one pictured below, will be displayed.   
 

 
 
 This table is actually calculated based on one figure, the 4 person, very low 

(50%) income limit.  For the Dallas metro area that figure, shown in reverse 
colors above, is $33,250.  Place that number in the 50% Median Fam 4 field.   
 

 There are two other pieces of data that are critical to running the median in-
come report.  The first is the number of people in the family.  CharityTrak 
uses the number of people defined in the Family member table to compute 
the family size.  The other is the family income.  CharityTrak sums the 
Yearly Income field for all members of the family to determine the total fam-
ily income.  

 

Food Bank Parameters 

Standard Food Cost Per Person  
A food bank tracking costs of food distributed can declare a standard food 
cost per person.  When the Food Bank Visit check box is marked on the con-
tact screen, the program calculates the cost of the food by multiplying this 
number times the number of people in the household and automatically popu-
lates the Dollar Value field. 

Standard Food Weight Per Person  
A food bank tracking costs of food distributed can declare a standard food 
weight per person.  When the Food Bank Visit check box is marked on the 
contact screen, the program calculates the weight of the food by multiplying 
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this number times the number of people in the household and automatically 
populates the weight field. 

Scheduling Parameters  

Office Hours The two office hours fields define the normal open hours of a charity for 
scheduling purposes.  The Scheduling grid is built from the start to the stop 
time.  Default is 8:00 AM to 5:00 PM. 

 Lunch The lunch times are the default time for a caseworker to be scheduled for 
lunch.   

Appointment Spacing  
The appointment spacing parameter defines the amount of time between each 
appointment slot on the appointment grid.  This should be a portion of an 
hour such as 10, 15 or 30 minutes.  

Suppress Display of Caseworkers off/on Vacation  
This checkbox allows the charity to submit  

  

Save Save changes on screen and leave the screen open 

Save/Close Save changes on screen and close screen. 

Close/NoSave  
Confirm the user wants to exit without saving and exit panel, dumping all 
changes to the screen.   
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User Administration 

 
Figure 16 – User Administration Window 

The User Administration screen allows definition and maintenance of Users to the Charity-
Trak database.   

Fields 

User ID The User ID field contains the ID that the user will use to login to the system.  
It the example pictured, the first name of the user.  The ID needs to be long 
enough to be unique in within the installation, but not long enough to be 
troublesome to enter.  Once the User ID has been established, it cannot be 
changed.  To change a user ID, first delete the old ID and add the new ID to 
the system  

User Name The User Name field contains the full name of the user.  This name is dis-
played on the Main Window and is used to initialize the caseworker fields in 
the Payment and Contact windows.   

 When a new ID is added to the system, CharityTrak takes the user name and 
adds it automatically to the caseworker table.  This is ONLY done the first 
time the Save button is clicked for a new user.  If there is a typo in the name, 
it should be fixed here and in the caseworker table also. 

Password & Password Confirm  
There are two password fields in this window to enter the user password and 
they must match.  The double entry prevents a typo causing the password to 
be unusable.   
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There is no provision in CharityTrak for anyone to look up a password on the system.  If a 
user forgets his or her password, assign a new password to the user.   

Password Hint  
At the administrator’s discretion, a password hint can be added for a user.  
This password hint\ will be visible as a tool tip for the password field on the 
Login screen. A user tries to login with a valid user id, but an invalid pass-
word, CharityTrak will set the tool tip for the password to this hint.  By mov-
ing the mouse over the password field and pausing, the hint will display.   

User Permissions  
Beneath the passwords are the permission boxes to assign user privileges.  
There are four different areas of security.  Each area has four levels of privi-
leges except for client, which excludes the “NONE” level.  See section on 
Security (page 9) for details on the security levels 

Note:  Before clicking the Save & Close buttons make sure all the User 
privilege boxes are white on a blue background.  If they are black 
on a white background, the selection is being viewed, but not yet 
selected. 

Active User  
The Active User check box determines if a user ID is active on the system.  
There are several reasons why a user ID may need to be disabled, and not 
removed such as the user is on vacation, or this ID is for a temp that only 
works irregularly.   Unchecking the box will prevent anyone from logging in 
on this ID. 

Administrator  
The next check box is the Administrator Permission box.  Administrators 
have rights to copy and export the database, perform table maintenance, and 
run administrative reports. They do not have the right to add, change, or de-
lete users. 

User Administrator  
The final check box in the window is the User administrator privilege.  If this 
box is checked the user can establish the Global user, as well as add change 
and delete regular users.  One cannot be a user administrator without also be-
ing an Administrator. 

Buttons 

Save The Save button commits the changes made on the screen to the database.  If 
any changes are made the fields on the screen, the Save button will ‘light up’ 
by turning white.  Changes must be saved or cancelled before leaving the cur-
rent record.  

Delete The delete button will delete the current user from the system.  A message 
box will appear asking for confirmation of the deletion.  Deleting the user 
here does not delete the user from the Caseworker table. 
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Cancel The cancel button disregards all changes made to the current record and re-
stores the original data.  The user is asked to confirm the cancellation. 

��� �  Display previous user ID.  User Ids are displayed alphabetical order 

��� �  Display next User ID  

 

Database Copy/Export 

 
Figure 17 – Database copy / Export 

CharityTrak provides a way to Copy or export databases for any purpose desired.  The user 
can select which tables are to be copied, as well as the name of the new file.  Unlike the da-
tabase backup, this function may be performed with others in the file. 

There are some differences between copying a database and exporting a database.  All data-
bases used by CharityTrak are locked with a password.  This is not to prevent users from 
getting access to the data, but rather to protect the database from accidental corruption that 
would cause the program to abort.  Copying a database allows copying all the tables in the 
system to another file, including control tables.  Databases created this way are still pass-
word protected and can be used by CharityTrak at any time. 

There are times, however, when a user needs access to the data to write customized reports.  
CharityTrak provides two methods to extract data for user report writing.  The first is the 
data extract function cover later in this manual.  The second is to build an exported database 
containing all the data in the database.  See Appendix C for a detailed explanation of the ex-
ported file layout.  
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Extracting Data  

The Data Extract can copy and existing CharityTrak database.  When the window first 
opens, the current database is shown in the Source field. Make any necessary changes to the 
source file as necessary. 

Below the Source file name is the New file name.  Enter the name of the new database, or 
press the browse button to navigate to the correct directory.   

Below the New file name is the export option.  If this option is checked, Only the user data 
tables will be exported to the file, and the file password will be removed.  CharityTrak can-
not then open this file. 

Next are the tables to be copied.  All the tables can be copied, or individual tables can be 
copied.  Clicking on All highlights all the tables (or all available for exporting, if the export 
option is selected).  Following are the tables available for copying 

User List The user list table contains all the security information for the database such 
as user id and the Global User set up.  

Control Tables  
There are several tables used in CharityTrak to provide standardized wording 
(see Tables Maintenance, Below) All tables are stored here and must be cop-
ied together. 

Zip Code Table   
The Zip Code Table is used by SmartZip to populate the city, state, and 
county fields.   

Client Data The Client Data table contains all the demographic data about the client and 
the family members.  Note: this table must be exported if the payment or con-
tact table is export as they are linked.  If this table is unchecked, the next two 
tables will also be unchecked. 

Client Payment Data   
The Payment Data table contains all the payment details stored in the data-
base.   Checking this table forces the Client Data table also to be checked. 

Client Contact Data   
The Contact Data table contains all the contact details stored in the database.   
Checking this table forces the Client Data table also to be checked. 

Once the correct tables have been checked, press the Copy Database button to perform the 
copy.  A message will be displayed confirming the copy.  Either click on the X in the upper 
right hand corner of the screen or click Close to close the screen. 

Reporting from Extract Files 

One popular reason for extracting the tables to an Access database is to build custom re-
ports.  CharityTrak builds a fresh database on every extract, and is not designed to overlay 
only the tables in an existing Access file.  
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To build reports that will be run over and over again, create a separate database for report-
ing.  This involves two steps.  The first is to import the query qryclient, from the built data-
base.  This query allows access to all the information for a given client, event though the 
data is split between two tables.  This is done via the Files / Get External Data / Import 
menu under Access. 

The second step is to link to all the tables in the extract database.  This is done via the Files / 
Get External Data / Link menu under Access.  This instructs Access to use the data in that 
database for reporting. 

Once these are complete, reports can be written in the reporting Access file.  To refresh the 
data, simply export the data to the same file name, and open the report file in access.  The 
fresh data will be available for reporting 

Note:  Make sure on subsequent extracts you overlay the data file and not the report 
file.  CharityTrak deletes the existing file before overwriting it and it is not in 
the recycle bin. 

Client Merge 

 
Figure 18 – Client Merge 

Occasionally, two families need to be merged into one household.  This could either be to 
correct a situation where the household was set up improperly; or when one household 
moves in with another as an adult child possibly moving back in with his/her parents.  In 
such a case, the client merge function can be used. 

There are two fields on the screen for client names.  The target client is the household that 
will exist once the merge is complete.  The merge client will be merged into the target client 
and will no longer exist as a client in the system. 

When the merge is performed. Most of the information for the merge client will be moved 
under the target client household.  The merge client and all associated family members will 
become family members of the target household.  All payments contacts, and appointments 
will also be associated with the target client.  Any client notes on the merge client will be 
appended to the target’s client notes. 

The financial profile of the merge client will be lost.  CharityTrak does not have any way 
to efficiently merge the financial data. 
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Note:  Before merging two clients, it would be wise to print full reports on both the tar-
get and merge clients.  If there are any data problems after the merge, you will 
at least have a printed copy of the client data prior to the merge. 

Table Maintenance 

There are several tables that provide standardized wording when entering data into Charity-
Trak.  These tables are maintained via the Administration / Table Maintenance menu.  Six of 
these tables control the lists provided by various combo boxes in the window.  Maintenance 
on these works exactly the same.  The Lists Table defines the title of user lists that clients 
can be on.  The List Table will be covered separately after the general table maintenance 
section. The last table, the Zip Code table, will be covered in a later section.   

Following is the list of tables and where they are used.  All tables in the system are empty 
when shipped, and choices should be entered as part of the installation process. 

Age Grouping Table   
The age grouping table allows defining of one or more age groupings to be 
used in the food bank and statistical analysis reporting.  As differing agencies 
require differing groupings by age. This table allows the charity to define one 
or more age groupings.  The groupings can be named, and selected on appro-
priate reports.  See page 57 for details on entering data in this table. 

Caseworker Caseworker table maintenance allows adding and updating information on 
caseworkers.  Caseworker names are used in the contact and payment infor-
mation screens to indicate the person that either made the contact or approved 
a payment.  Caseworkers are also scheduled through the scheduling process.  
A detailed explanation of caseworker maintenance can be found in the sched-
uling section on page 41. 

 

Note:  The Caseworker fields in CharityTrak do not allow entry of any-
thing but what is provided in this table.  All others allow freeform 
entry. 

Client Race The Client Race table is used to provide standard wording on both the 
Household and Family member windows.   

Contact Reason   
The Contact Reason provides standard reasons for a client to contact the 
charity.  These may include Financial Assistance, Food Bank, Training, etc.   

Contact Type  
The contact type table lists the method of contact, i.e., Phone Call, Office 
Visit, Correspondence, etc.   

Disposition  Contact disposition:  Allows classifying the disposition of the visit, what 
happened, was it referred to another charity, etc. 
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Family Relation  
The family relation table is used to indicate the relationship a family member 
has with a client. 

Payment Recipient  
This table allows the institution to predefine payees that regularly receive 
payments on behalf of clients.  These may include the local electric company, 
the water company or other utilities. 

Payment Account   
The Payment Account table allows the charity to capture payments by GL 
account or bank account.  This data can be captured for each payment.  In 
CharityTrak, capture by account is either on or off.  If any accounts are de-
fined to the system, the payment screen will display the accounts available 
and cannot be left blank.  If account capture is desired, set up a default ac-
count. 

Keywords  
The Keyword list allows building multiple classifications of clients for re-
porting and/or grouping purposes.  There is no limit to the number of key-
words that can be defined to the system, nor the number of clients that can be 
classified to a list. 

Financial Profile  
The Financial Profile table defines what data points are captured on the fi-
nancial profile for a client.  This, along with the Age Groupings and Zip code 
has it own editor. 

Zip Code Normally, SmartZip needs no maintenance.  Occasionally, however, data 
may change, or when the data was entered the first time, it was entered incor-
rectly.  CharityTrak provides a way to add / change / delete zip codes from 
the SmartZip table. 

 

Note:  Changes on the tables only affect when the data is added to the system.  Any 
changes in the table data will not be reflected in client records where the data 
has already been stored. 
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Updating the Tables 

One of the options of the Administration Submenu is Table 
Maintenance.  When selected, the list shown to the right will ap-
pear.  Selecting one of the nine standard tables will display the 
standard Table maintenance screen (see right).  The Age group-
ing, Financial Profile, and Zip Code tables are maintained differ-
ently, and are covered in a later section. 

All nine tables are maintained the same way.  The Window subti-
tle will be the name of the table being updated. 

 
 
 

 
Figure 19 – Table Maintenance Window 

 
Release 3.0 introduces a new, easier to use, Table Editor.  The editor models normal spread-
sheet programs as far as changing, inserting and deleting data.   

When a table is first opened, 10 blank lines are shown.   The cursor will be on the first field, 
ready for data entry.  As seen above, the edited field is bold.  After the data has been en-
tered. Simply tab to the next line.  When all data has been entered, click Save or Save/Close 
to save the data.  Extra blank lines will not be saved.   

To insert or delete a line, right-click  on the first (tan) column of any line.  A pop-up menu 
will be displayed.  Choose either Insert or delete by clicking on the word.  Clicking any-
where else on the screen will close the pop-up without making the changes. Any line in-
serted will go AFTER the line selected.   

When entering choices, order is not important.  CharityTrak will sort the data when dis-
played on the screen.  It will also be in alphabetical order next time the editor is invoked.  
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Save The save button causes any information in the data entry field to be written to 
the database, 

Close The last button closes the maintenance window and returns the user to the 
Main Window 

Between the buttons and the data grid is the error message area.  If any errors occur, like a 
duplicate error, a message will be display here. 

The data grid takes up the bottom half of the window.  All entries for a particular table are 
displayed here.  To change or delete an entry, click on the entry in the data grid and Chari-
tyTrak will display that entry in the data entry field. 

Note:  The maintenance function checks for duplicate entries when entering new en-
tries to the list.  The duplicate check ignores the text case so if the user tries to 
enter “SPOUSE”, and “Spouse” will be flagged as a duplicate. 

Age Groups Table Maintenance  

 
Figure 20 - Age Groups Definition Table Maintenance 

From time to time most charities are required to generate statistical analysis reports.  One 
always requested is a breakdown by age group.  Unfortunately, sponsoring agencies rarely 
agree on the age divisions, and sometimes one agency may require two different break-
downs. Up to twenty age groups can be defined by to any one grouping name.  

The Age Groups Definition table solves that problem by giving the ability to define one or 
more age groups to the program.  Each definition is named (up to ten characters), and is able 
to be chosen on each report where age distribution can be reported. 
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When the Age Groups Table screen is first displayed, the Group Name will be blank and the 
first entry of the table will contain ‘0’ and ‘Over”.   Before defining the groupings, enter a 
name in the Group Name.  When the tab key is pressed, the cursor will jump to Line 2’s 
Lower field.  Enter the lower limit of each of the groups desired.  The program will auto-
matically enter the upper limit of the previous entry as one less then the current lower.  The 
word ‘OVER’ will always appear in the last line of the table to indicate there is no upper 
limit for that grouping 

Only the lower values are entered and must be entered in ascending order.  The program 
validates the current entry is greater then the previous.   If the data in the Lower field is de-
leted, the program deletes all entries after the current line, and sets the previous high value 
to “Over”.   

When all the groups have been defined, click the Save button to commit the data to the da-
tabase.  To discard all changes without saving, click the Reset button.  

To edit an existing grouping, use the down arrow on the right of the Group Name field and 
choose the appropriate grouping. 

Financial Profile Maintenance 

 
Figure 21 - Financial Profile Maintenance 

The Financial Profile Maintenance screen allows the administrator to define the categories 
of income and expenses the charity desires to track for each client.  In theory, up to 9999 
categories can be put in for either income or expenses.  Unlike the other tables in Charity-
Trak, order is important on this screen. Financial categories will be presented in the order 
entered on this screen 

On a new database there are no categories defined.  The first time the administrator opens 
this function, five blank lines will be available under both the Income and Expense labels.  



  ����������	  User Guide 

Document Release 4.4.0  Page 59 

Double click on the first line below “Income” and enter the categories to be tracked.  The 
tab or Enter key will advance the cursor to the next field, and from the bottom of the Income 
area to the top of the expense area.  Blank lines left in either area will be deleted when the 
window is closed. The groupings “Income” and “Expenses” cannot be changed. 

Insertions and deletions are handled like the table maintenance.  Right-click  on the first col-
umn and choose Insert or delete.    

Zip Code Table Maintenance 

As mentioned in the introduction, CharityTrak employs SmartZip to learn the Zip Code / 
City / State / Country combinations that are commonly used.  Through normal use of the 
Household window, the program captures and saves the City / State / Country / Zip codes 
used with the clients.  It does not, however, learn from the employer area. CharityTrak also 
provides a way of maintaining the Zip Code table directly. 

 

 
Figure 22 – SmartZip Maintenance Window 

SmartZip functions exactly like the other tables with the exception of having four fields in-
stead of one.   

To edit a zip code, double click on the field to edit.  The program will turn that field Bold, 
and allow the user to edit the field.  The zip code itself is not changeable.  To change the zip 
code, delete the existing zip and add a new one 

Inserts and deletions work like the Table Edit.  Right click on the first column and choose 
either delete or insert.  Insert will insert a blank entry AFTER the line selected.  On an in-
serted line, the zip code can be changed until the data is saved. 

 

New entries do not have to be inserted in order.  CharityTrak will sort the list next time it is 
displayed. 
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Reports / Extract Menu  

CharityTrak provides the ability to view or print several reports.  Some of these reports are 
administrative summaries, while others provide detailed information.  All reports are access 
from the Reports / Extract menu tab.   

Reports can either be viewed on-line or routed to the printer.  When viewing the reports on 
line, the user has the option of saving the file to an RTF formatted file for use into a word 
processing program such as Microsoft word or WordPad. 

On Line Report Viewing 

 
Figure 23 – Report Viewer 

CharityTrak allows viewing of all reports online and the saving of reports to an RTF file.  
All report screens give the option to either view the reports on line, or print the file.  If the 
online report is selected, the Report viewing screen is displayed.  This screen allows the user 
to easily scroll through the report.   

In the lower left hand button of the window is the Write File  button. This button allows the 
saving of the report to a RTF file for import into a word processor or other programs.  Click-
ing on this button will bring up a file open window where the destination directory can be 
selected, and the file name entered.  If no extension is entered, the default extension will be 
‘.RTF’.  
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Next to the Write file  button is the Print File  button.  This will route the report being 
printed to the printer.  

 

Note:  CharityTrak remembers the destination directory of all files exported by Chari-
tyTrak. It is recommended that the files be in a separate directory from the da-
tabase to prevent accidental deletion of the database. 

Finding Text 

The On-line report has a simple find function to allow a user to find text in a long report.  
On the menu bar is the Find option.  There are two choices under this entry Find, and Find 
Next.  Pressing Ctrl -F or F3 respectively can also choose these two items. 

The Find function activates a find box to allow the user to enter the search string.  Enter the 
string to be located and either click the Find button, or press enter.  The find function is not 
case sensitive. CharityTrak starts at the beginning of the report and searches for the string.  
When the string is found, the text is highlighted.  Pressing F3 will cause the program to 
search for the next matching string. 

If no string is found, the program will beep.  If F3 is pressed again, CharityTrak starts from 
the top searching for the string. 

Payment Lookup 

 
Figure 24 - Payment Lookup 
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Though technically not a report, the Payment Lookup panel is the first choice under the Re-
ports/Extract pull-down menu.  This panel allows looking up payment information by check 
number.  Enter the check number in the top field on the panel and either click the Search 
button or press Enter.  If the check number is found, the fields on the screen will be filled in 
with the appropriate information.  If the check number is not  found, a message will be dis-
played. 

There are four other buttons on the screen.  Previous and Next allow stepping through a se-
ries of checks in numerical order.  Find Client  loads the information for the client for whom 
the check was cut on the main panel and closes the panel.  The Close button also closes the 
screen. 

 

Destination / Date Selection 

 
Figure 25 – Report Destination / Date Selection 

 
Several of the reports start with the Report Destination / Date selection screen.  This panel 
allows the user to select how the program should output the report and enter the date range 
for the report. 

Directly below the report title is the destination selection. All reports can be viewed on line 
or routed to the printer.  (For printer selection, see page 36) When the Run Report button is 
pressed, the report will be sent to the destination.  If On Line is selected, the on line viewer 
will display.  If the printer is selected, the report will be printed and a confirmation box will 
be displayed. 

Below the destination selection is the date selection window.  To choose a date either enter 
the date, or click on the down arrow () to display the calendar.  On the calendar click on 
the date to start/stop the report.  If the report is to cover only one day (other than today), set 
the start date and click the Same-> between the dates.  To report on an entire month, set the 
start date and click the MnthEnd->  button. 

 To execute the report, next click on Run Report.  The report will be printed, and  the “Re-
port Complete” will be displayed on the Main Window at the bottom. 
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Schedule Reports 

Daily Schedule 

The daily schedule report is designed to be a front desk report of all appointments for all 
caseworkers.  The report consists of the caseworker name, appointment time, and the either 
the client name, and the reason for the visit.  for non-appointments, the reason appears in the 
same location as the client name. If more than one day is printed, the program page breaks 
between days. 

Caseworker Schedule  

The Caseworker Schedule report lists the appoint-
ment time, name, address,  phone number and rea-
son for visit.  This report can be used as a pull sheet 
to pull files for those that have appointments for the 
day.   

The selection screen allows selecting either all the 
caseworkers in the system, on one particular case-
worker.   If all caseworkers are selected, each will 
be printed on a separate page. 

Client Reports 

Activity Summary Report  

The Administrative Summary Report provides a count level report of all activity for a given 
period.  One line is generated for each day counting the number of new clients, the number 
of contacts, food bank visits, number of payments, and the total of payments.  The default 
for the date range is the first of last month to the end of last month.   

The report generates one line of data for each weekday no matter of any countable activity 
was entered or not. Activity for the weekend will be displayed only if present. Weekly and 
monthly totals are also displayed on the report.  Weekly totals are compute after Saturday 
totals have been processed.  Monthly totals are printed after the last day of the month.  

At the end of the report , week-to-date, month-to-date and report totals are displayed. 

Birthday Report   

The birthday report provides a report, sorted by 
month and day, of people’s birthdays.  The report 
can be run for any single month or for all months in 
the year.   

The report  list the month and day of the person, 
their address and city, state, and zip.  All people in 
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the system are included in the report.  Primary clients have an asterisk (*) after their name to 
indicate they are a primary client. 

Contact Summary Report 

The Contact summary report provides a count of all contacts, by contact reason, in a given 
period.  It summarizes the number of contacts, the number of households, and the number of 
lives touched.  

On several of the reports there are counts of contacts, and households.  In the case where a 
certain household is provided services twice in the reporting period, two contacts would be 
displayed, but only one household would be counted.   

Christmas Reports  

CharityTrak allows the char-
ity to add Christmas desires 
for any client or member of a 
household.  This information 
can then be retrieved and 
printed for distribution to 
volunteer organizations 
(such as churches) that may 
assist in the purchasing of 
presents for families. 

CharityTrak scans the database looking for all people that have text in the Christmas Wish 
List field. if the program finds anyone in a family with a wish, a report page is generated 
listing the Client name, address, and phone number.  Every member of the household is 
listed, along with his or her name and age, no matter if there is anything in the wish list field 
or not. 

The user has the option to either viewing the report one line, or printing the report.  When 
printing, the default is to print each family on a separate page, making it simple to distribute.  
By unchecking the Each Family on Separate Page box, the program will suppress the inter-
family page breaks and print one long report  

Daily Activity Report 

The Daily Activity provides a comprehensive report covering one day’s activity at the char-
ity.  One or more pages will be generated for each day in the reporting period.   
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Food Bank Report  

The Food Bank report details all food bank distribu-
tions recorded in the CharityTrak program for a 
given date range.  This report can either be viewed 
on line or routed to a printer.  

The report is divided into two sections.  The first 
section is a summary of the time span. A count of 
the number of food bank visits, families repre-
sented, and the number of lives touched is dis-
played.   If food statistics are entered, they are tal-
lied and printed next.  The program then displays an 
age distribution report for those lives touched in this 
reporting period.   

Following the summary report is the detail report.  
The detail report lists all the families that have obtained food during the time period.  This 
alphabetically ordered list gives the client’s name, address, number in family, distribution 
date, and the food statistics.   

The report is designed to cover a given time period. Below the report destination choice, is 
the start and stop dates.  Default is the first and end of the previous month.  If another date is 
desired, simply change the start and end dates.  To report on a given month other hen the de-
fault month, enter the start date, and press the MnthEnd->  button.  The program will auto-
matically calculate the end of month. 

Age Grouping 

Below the date field is the age grouping selection.  As explained in the table maintenance 
section, Age groupings can be defined for reporting purposes.  The pull down box for age 
grouping lists all groups defined, plus three others (yearly, by five years, and by 10 years).  
The user-defined groupings are at the top with  the defaults listed at the end.    

GL Account Report 

The General Ledger Account report provides 
either a summary or detail report of the people 
receiving payments by the charity, grouped by 
general ledger account category.   

The report has two modes:  The summary re-
port displays one line per account and displays 
the number of entries, the total amount, the 
number of unique households touched and the 
number of lives touched.   

The detail report lists the client name, the 
number in the family (as a number, in paren-
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thesis), the check date, the check number, and the amount.  Totals are displayed after each of 
the accounts are summarized.   

  

Keyword Report 

 
The Keyword report allows 
the charity to pull a name 
and address list of all clients 
that have a keyword selected 
on their household informa-
tion sheet.  A report contain-
ing the name, address, city, 
state, zip code, work and 
home phones, plus all key-
words for that client will be 
generated for eligible clients.   

More than one keyword may 
be selected.  CharityTrak 
processes the selection as an 
OR, meaning any client that has one of the keywords selected they will appear in the list.  At 
the present time there is no way to select only those clients that have more than one keyword 
selected.   

Keyword Summary report  

The Keyword Summary report provides either a summary count of families and individuals, 
or a list of all families that have a keyword selected in their household record.   

The report can either be run for all clients, or can be selected either by when they had a con-
tact with the charity, or when they first contacted the charity. 

 

Median Income Report 

 
The Median Income Report provides a breakdown of clients by standard income bracket. 
Like most CharityTrak reports, you can either run it for all the clientele, or only those that 
had contacts within a period of time. 

Payment Log  

The Payment Log displays a check-register like listing of all payment made in the reporting 
period.  The payments are listed in date, check number order. 
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School Report 

The School Report lists all schools attended by clientele or family members.  There are two 
levels; the summary report lists only schools and counts.  The Detail report lists all students 
in that school by name.  The report can be for those with contacts in a given time period, or 
all clients by selecting the “Ignore Dates” radio button.   

Statistical Analysis Report 

 
Figure 26 - Statistical Analysis Window 

The Statistical Analysis Report menu selection allows generation of percentage reports 
based on demographics.  Reports can be generated for City, State, Zip Code, Coun-
try/County, Age/Gender, Race, family size, or List count.  These reports count all people in 
the database, both clients and family members.  

The first portion of the window is the output location.  The report can either be routed to a 
printer or a Comma Separated Value (CSV) file that can be imported to other programs such 
as Excel.   

To extract to a CSV file, click on the File radio button and enter the name of the file to con-
tain the output.  Normally, Comma separated Value files have the extension  .CSV.   If no 
extension is specified, an extension of .CSV will be added to the file name.  The browse but-
ton allows navigating through the normal Windows open menus to the directory where the 
file should be written.  If the file exists, the program will prompt for permission to overwrite 
before overwriting the file. 

Next on the screen is the Field selection area.  On the left is a pull down box containing the 
fields that statistics can be reported on.  If the age is selected, another pull down box will 
appear to the right displaying the groupings,   
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Below the field selection is the Date Selection.  Statistical analysis can be done base on 
when a client last contacted the charity, when the client first visited the charity, or dates can 
be ignored.  To enter a date range, enter the starting date in the From field and the ending 
date in the To field.  If a month range is desired, enter the start of the month in the From 
field and click the MnthEnd->  button.  The program will put the month end date in the To 
field. 

Next is the keyword selection area.  Check any of the keywords to limit the report to only 
those clients that have that particular keyword checked. 

Right above the command buttons is the Data Selection field. In this field, a string, known as 
a where clause, which can be built to limit the data included in the report.  By clicking the 
Add button, a panel will be displayed to assist in building this string.  Although the user can 
enter a string directly (starting with the word ‘where’), usually, the string will be built with 
the Data Selection Criteria panel. See next section for a detailed explanation of the Data Se-
lection panel. 

When the selections have been made, press the Run Report button.  Either the report will 
print on the printer, or the CSV file will be written.  Press the Close button after the extract 
is complete to exit the panel. 

Type / Reason / Disposition Report 

This report counts all contacts with a given Contact Type / Reason / Disposition within a 
given time period.   
 

Data Selection 

 
Figure 27 – Data Selection Criteria 

Both the Statistical Analysis report and the Data Extract function allow the user to build data 
selection criteria to limit the output to a desired set of records. In database speak, this is 
called the where clause, and must start with the word “Where”.  This clause can be very 
simple or extensive as needed.  CharityTrak provides a tool to assist in building the where 
clause.   
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The screen pictured in Figure 27 is the data selection screen after at least one clause has 
been entered (Where (UCase([State]) = “TX” ).  The And/Or box will not be visi-
ble the first time the panel is displayed.  This field will be covered shortly. 

Center left of the panel is the Field Name combo box.  All the fields that may be used to 
limit data selection are in this box.   

To the right of the Field Names is the Field Values.  Simply enter the value desired for the 
field chosen.  To specify a wildcard, place an asterisk (*) in the string.  (For example, the se-
lect all names starting with a T, enter ‘T*’).  To select all records that have a blank in the 
field, enter NULL 

All clients on one of the four lists can also be selected using this panel. The field name is 
OnList#, in the field list.  Any name assigned to the list will appear in parentheses after the 
OnList#.  No data need to be entered in the Field Value area, as a client is either on the list 
or not.  The where clause will only show (OnList#) for that list. 

The Show Values button above the input field can be used to load all the current values of 
that field from the database into a combo box.  If there are records that contain no data for 
the field, ‘(NULL)’ will appear as the first entry in the combo box.  Once the value has been 
selected, press the Add button to add to the Selection Clause. 

Once the first selection has been added, the And/Or connection box will appear above the 
Field names.  This allows the user to build complex selection criteria, either specifying mul-
tiple values for the same field, or selecting on multiple fields.   

Through using the Show Values button and setting the And/Or field to or, the user can easily 
select multiple values of a field.  For instance, to select multiple states, Select State  for the 
field and click the Show Values button to load all values from the database. Next, select the 
state desired, click Add.  Next, select another state value and  click Add again.  The Selec-
tion clause will be properly built 

The next field down is the Selection Clause.  This field is usually built by the system, but 
can be edited by the user to correct typos entered. or other basic edits.  Care should be taken 
when making changes manually as typos may cause erratic behavior of the program. 

Note:  All comparisons between the database and data entered by the user are done in 
UPPER CASE.  If the user changes text on the selection clause field within 
quotes, it must remain upper case.  

The Clear button clears all selection criteria, and resets the screen as it was when first 
opened. 

The OK  button closes the window and returns to the calling panel, either the Statistical 
Analysis or the Data Extract function. 

Selection Fields  

The field names in the combo box are the actual field names in the database.  For technical 
reasons, some of the information (name, birth date, etc) or the client is stored in the same ta-
ble as the other family members and has ‘fam’ as part of the fieldname For data selection 
purposes, only the client information can be extracted via CharityTrak. If more information 
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is needed, it is recommended to extract the database to an Access database and the user 
writes his or her own reports. 

And/Or 

Once the first selection clause is entered, the And/Or selection box will appear near the top.   
This is used to help build a complex query.  For example, one might what to select all peo-
ple in two zip codes, after entering the first Zip and pressing Add, change the And/Or box to 
OR, enter another zip code, and press Add again.   

The AND clause can be used to screen two different fields, for example, you might need to 
see all people in Texarkana, Texas, you would first select City from the Field Name box, en-
ter Texarkana  in the field value box, and press Add.  After that select And in the And/Or 
box, State in the Field name box, and place TX in the state field.  The Selection Clause 
would look like this: 
Where (UCase([City]) = “TEXARKANA” And UCase([State ]) = “TX”) 
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Data Extracts 

Client Data Extract  

 
Figure 28 – Client Data Extract Window 

The Client Data Extract menu option allows the reporting or exporting of many of the data 
elements in CharityTrak.  Output can be either a report viewed on line, a report routed to the 
printer, or written to a Comma Separated Value (CSV) file.  This file can then be imported 
into Access, Excel, mail merge or other software packages.  

The first portion of the window is the output location. If the report is viewed on line or sent 
to a printer, the program will bold the first field for each record and indent multiple lines 
(See Appendix C, Page 81), for an example. 

To extract to a CSV file, click on the File radio button and enter the name of the file to con-
tain the output.  Normally, Comma separated Value files have the extension  .CSV.   If no 
extension is specified, an extension of .CSV will be added to the file name.  The browse but-
ton allows navigating through the normal Windows open menus to the directory where the 
file should be written.  If the file exists, the program will prompt for permission to overwrite 
before overwriting the file. 
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Below the output file is keyword selection area.  To limit output to only clients that have a 
keyword selected, check the keyword box.  If no keywords are selected then the program ig-
nores the keywords for selection. 

The data selection field is next in the panel.  Like on the Statistical Analysis panel, there is 
an Add button to bring up the Data selection window to assist in building the selection crite-
ria.  See the above section for details on using that panel.  The Clear button to the right re-
moves any criteria already specified.  To add additional selection criteria, simply press the 
Add button again.  The current clauses will be transferred to the Data Selection window. 

Next are the fields to extract.  Checking the All Fields box will mark all the fields on the list 
for extraction.   

When the selections have been made, press the Extract Data button.  Either the report will 
print on the printer, or the CSV file will be written.  The progress bar above the buttons will 
display the progress of the extract.   Press the Close button after the extract is complete. 

Special Field Selections  

Full Name The Full Name selection extracts one field containing the client’s last name, a 
comma, and the client’s first name. 

Financial Profile  
The financial profile selection extracts all the fields in the financial profile. 
The totals are place in front of the detail items under the labels “Income” and 
“Expense”. 
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Payment Data Extract  

 
Figure 29 – Payment Data Extract 

 

The Payment Data Extract works basically the same as the Client Data Extract.  It is mainly 
used to extract payment data for a given time period.   
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Contact Data Extract  

 
Figure 30 – Contact Data Extract 

 

As with the Client Data Extract and the Payment Data Extract, the contact extract allows de-
veloping of reports or CSV files containing data relative to contacts.  Within the contact in-
formation is the food bank information. 

Below the Date selection field is three radio buttons controlling the extract.  The default is to 
extract all data, whether  food bank related or not.   The field “Food Bank” in the extract will 
determine whether the record has been marked as a food bank entry or not.  Optionally, the 
extract can be limited to either food bank visits or non-food bank visits. 
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Updating CharityTrak 

CharityTrak has the ability to obtains updates to  
the software over the web from Five Gulf’s web-
site.  On the About screen, accessible from the 
menu bar is a new button called Check for Up-
dates.  This button causes the program to check 
and see if a newer release is available for 
download.   

When the button is pressed, CharityTrak ac-
cesses the website and sees of there is a new re-
lease.  If there is a new release, the users will be 
notified and asked if they want the new release 
downloaded.  If the user presses Yes, the program will download the new release, shut down 
the current program, and restart the new release.  The update software renames the current 
program to an ‘.OLD’ extension to keep the current version of the program handy.  

Note:  This feature is only available for those with a current maintenance agreement.  
If the agreement has run out, the software will notify the user and not provide 
the new software. 

Major changes to CharityTrak will be announced via email to all registered owners of Chari-
tyTrak.  Minor changes (i.e. bug fixes) may be posted without notification being sent.  If you 
encounter a problem with the software, please let me know and I can get a fix on the web in 
short order. 
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CTArchive 

CTArchive is a stand-alone program that archives and restores old records from the main da-
tabase to the archive database.  It is designed to either archive all clients with no activity af-
ter a given date, or archive just the activity segments of a client.  CT archive builds a data-
base that contains historical information no longer needed in the master database.  This ar-
chive database can be browsed, but not updated by CharityTrak.   

The program can be started from by clicking Start / Programs / CharityTrak / CTArchive.  
The following screen will appear. 

Note:  Make sure no one else is in the database before doing archive.  Archive must 
have exclusive access to the database to operate correctly 

 

 
Figure 31 - CTArchive Archive Menu 

 
The top of the window displays the database currently in use, and the archive name, which is 
derived by adding “_Archive” after the file name.  Below that is a place to enter the user ID 
and password of an administrator.   

Below the data input field are two tabs.  The archive tab controls the archive procedure.  The 
restore tab allows restoring of individual record to the main database. The restore side will 
be covered later in this section. 

Archive 

As mentioned above, archive can work in one of two ways:  Either all information for a cli-
ent can be archived, or only old activity is archived.  In the first case, all information for the 
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client (client, household members, and activities) is moved to the archive database, and the 
client is removed from the master database.  In the latter, all information for the client and 
household members are copied to the archive database but left on the master.  Activities 
prior to the given date are also copied to the archive and deleted from the master database.  
In both cases, the data can be restored, one client at a time, as need be.  Archiving is done by 
date.  There is no provision to archive by client.   

There are three boxes on the Archive tab that control the archiving of data.  On the left is the 
Client archive control.  There are two options:  either archive all clients with no activity (vis-
its, or payments) no later than the date given.  The default date is the end of the previous 
year.  The second option is to archive no clients.  Use this option when archiving only activ-
ity. 

On the right are the two controls for Contacts and Payments.  These work like the client 
side.  To archive activities, enter a date in the appropriate field, and click the top button 

Once all the parameters are set, simply click the Archive button.  This will start the archive 
process, the progress bar, located directly above the Archive button will creep across the 
screen showing the progress of the archive.  Depending on the size of the master file this 
could take several minutes.   

When the archive is complete, a report will be displayed showing the records archived.  This 
report can be printed, filed, or simply scanned as desired (see On Line Report Viewing. Page 
60 for details).  When the report is closed, the number of records archived will be displayed.  
Once that message box is closed, close the program by pressing the Close button.  

Restoring Data 

From time to tome clients may reappear who have not been active and are currently ar-
chived.  Instead of reentering the data, CTArchive allows an administrator to restore the data 
from the archive database back to the master database on a per user basis.  There is no provi-
sion to restore the entire archive database back to the master. 

Once the program has loaded, click on the restore tab to  display the restore section of the 
window. 
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Figure 32 - CTArchive Restore Menu 

The top half of the window is the same as the Archive side.  In the tab section is a blank area 
containing a list of records to be restored.  To search for the records to be restored, click on 
the Search button.  The following screen will be displayed. 

 

 
Figure 33 - CTArchive Client Search1 

Client Search here works exactly like Client Search (see page 22) in the main program with 
except for choosing a client.  In CTArchive, it is possible to select more than one client in 
the list.  When a client is clicked on, the client data is copied to the main Restore list, and the 
line is turned cyan on this list, indicating the client will be restored.  Once all to be restored, 
close the search screen and return to the restore panel. 
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If another search is required to locate all the clients to be restored, repeat the search process.  
After all the records have been added to the select list, click on the Restore on the bottom 
right of the screen.  Those clients will then be restored to the main database and available for 
immediate  
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Appendix A:  Order Form 

Charity Name:          

Address:          

City, State:          

Zip Code:    Phone:      

Contact Name:          

Phone Number:          

Email Address:          

Note:  Each physical site of a charity must have a valid license.  If your charity has more 
than one office, please contact Five Gulf Software about discounts  

Qty Description Each Total  

________ Evaluation CD  Free __________ 

________ Single User license  $600.00 __________ 

________ Multi User License (two to six 
computers) 

$600.00/ Ea __________ 

________ Multi User Site License 6 or 
more computers) 

$3,600.00 __________ 

 

Please send a this form along with a check or Money Order to:    

Five Gulf Software 
1409 Clark Trail 
Grand Prairie, Texas 75052-2034 
 

Sorry, we are unable to accept purchase orders at this time 

Texas Charities, please be sure to send your tax exempt certificate 
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 Appendix B:  Extract Database File Schema 

Schema Diagram 

 

tblHousehold

Household (PK) Number

tblFamMem

FamRecordID (PK) Number
famhouseholdID (FK) Number

tblPayments

pmtRecordID (PK) Number
pmthouseholdID (FK) Number

tblContacts

cnctRecordID (PK) Number
cncthouseholdID (FK) Number

tblfinancial

RecordID (PK) Number
HouseholdID (FK) Number

 
 tblHousehold   
   
 HouseholdID            long (4)   
 Address                Text (100)   
 City                   Text (30)   
 State                  Text (10)   
 ZipCode                Text (10)   
 Country                Text (20)   
 HomePhone              Text (12)   
 FaxNumber              Text (12)   
 AlternativePhone       Text (12)   
 EmrgcyContactName      Text (40)   
 EmrgcyContactPhone     Text (12)   
 Status                 Text (30)   
 DateFirstVisit         Date (8)   
 OnList1                Boolean (1)   
 OnList2                Boolean (1)   
 OnList3                Boolean (1)   
 OnList4                Boolean (1)   
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 LastUpdated            Date (8)   
 LastUpdatedBy          Text (20)   
 ClientNote             Memo (0)   
 Keywords               Memo (0)   
 
 tblFamMem   
   
 famRecordID            long (4)    
 famHouseholdID         long (4)   
 famSeq                 Byte (1)   
 famPrefix              Text (8)   
 famFirstName           Text (30)   
 famMI                  Text (1)   
 famLastName            Text (50)   
 famSuffix              Text (10)   
 famStatusOK            Boolean (1)   
 famNickname            Text (30)   
 famDLNum               Text (30)   
 famDLState             Text (2)   
 famRelation            Text (20)   
 famSSN                 Text (15)   
 FamEmployer            Text (50)   
 FamEmpAddress          Text (50)   
 FamEmpCityStZip        Text (50)   
 FamYrlyIncome          Currency (8)   
 famWorkPhone           Text (15)   
 FamWorkExt             Text (10)   
 famMobilePhone         Text (13)   
 famEmailAddress        Text (75)   
 famBirthdate           Date (8)   
 famRace                Text (20)   
 famSex                 Text (1)   
 famLastUpdated         Date (8)   
 famLastUpdatedby       Text (20)   
 famMaritalStat         Integer (2)   
 famSchoolName          Text (30)   
 famSchoolGrade         Text (10)   
 famStatNeed            Text (30)   
 PersonalNotes          Memo (0)   
 HealthIssues           Memo (0)   
 ChristmasList          Memo (0) 
 FamOtherID Text (15)    
 
tblContacts   
   
 cnctRecordID           long (4)   
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 cnctHouseholdId        long (4)   
 cnctType               Text (100)   
 CnctBy                 Text (50)   
 cnctDate               Date (8)   
 cnctTime               Date (8)   
 cnctReason             Text (100)   
 cnctCaseWorker         Text (40)   
 cnctLastUpdated        Date (8)   
 cnctLastUpdatedBy      Text (20)   
 CnctFoodBank           Boolean (1)   
 cnctFoodLBs            Integer (2)   
 cnctFoodCnt            Integer (2)   
 cnctFoodValue          Currency (8)   
 cnctDisposition        Text (60)   
 cnctAmtRequested       Currency (8)   
 cnctAmtDispensed       Currency (8)   
 Notes                  Memo (0)   
   
   
 tblFinancial    
   
 Recordid               long (4)   
 HouseholdID            long (4)   
 Account                Text (10)   
 Amount                 Currency (8)   
 LastUpdated            Date (8)   
 LastUpdatedBy          Text (50)   
   
  
   
 tblPayment   
   
 PmtRecordID            long (4)   
 pmtHouseholdID         long (4)   
 PmtDate                Date (8)   
 PmtTo                  Text (50)   
 PmtAmount              Currency (8)   
 pmtCheckNo             Text (15)   
 PmtEnteredBy           Text (30)   
 pmtLastUpdated         Date (8)   
 pmtLastUpdatedBy       Text (20)   
 pmtAccount             Text (40)   
 Notes                  Memo (0)   
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qryCLient   
 

The Query qryClient defines a query of both tblHousehold and tblFamMem.  In Charity-
Trak, all data related to an address (address, city, state,  zip code, etc) is stored in tblHouse-
hold.  All data related to a person (name, birth date, employer, etc) is stored in tblFamMem.  
To distinguish the client from other family members, the famSeq for the client is always 
zero.   

 
This query has every field from both tblHousehold and tblFamMem.  It also has the link be-
tween the two hardcoded to ‘WHERE FAMSEQ = 0”so the query returns only client re-
cords. 
 

 


