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Introduction

Thank you for your interest in the CharityTrak software progr&harityTrak is designed
to allow charities to effectively track their clients withquitting an undo amount of work
into keeping the data in the software. There are some innovatidns patkage to make it
flexible and easy to use. The author’'s goal is to provide qualitwae at reasonable
prices.

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

Highlights of

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

Customized Pull-down Listsfor selections such as Reason for contact, or Payee. This al
lows organizations to enumerate the more common choices, allol@ngperator to enter
data in the field easily and consistently. On most listhefentry 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 fovengiip 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 giviamnatit lev-
els of security. For example, all caseworkers may be tabéxamine 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 logih gae the
program is activated. If CharityTrak is used in a secure envinonrtiee administrator can
turn on the Global User. Once enabled, CharityTrak will bypask¢he 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 frontalesker demographic data for
one client while a caseworker is entering contact information for a secent cli

Registering the Software

When first installed, the software is the Evaluation Versionighatsingle user version lim-
ited to 25 clients. The product must be unlocked before adding more thserdor to al-

low multi-user access. To obtain a valid serial number, fill lb@tform in the back of this
manual and send it to Five Gulf Software, along with the appropaat fOnce the funds
have been received by Five Gulf, a serial number will be both ednaihd sent via the
United States Post Office to allow the software to be unlocked.

In a multi computer environment, the software should be installed dnoeacputer. The
serial number must be installed on each machine that is to access a commoe.databas
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To enter the serial number, log on as an administrator, SakecAdout menu form the
menu bar. On the About screen is a button labEtgdr 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 famiigin windows and the standard
terms that are used in describing windows functionality. A novit¢eeavindows 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 showmadibtype . These characters should be en-
tered exactly as shown.

Fieldnames on the screen, suclopsrator idare displayed iftalics.
Special keys and click buttons are enteirech boX. For example, to exit ,

pressAlt|F4]

Note: Important information will be displayed in a box suchas this. Please pay part
ticular attention to what is inside the box.

Glossary

Words can mean different things to different people. This maniag¢stio use the same
wording throughout the manual to mean the same thing. Below ars weed that may be
confusing at first.

Check Box v 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 héudton
on the mouse. The right mouse button will always be labeled “right-
click”.

Combo Box | =l several of the text input fields are pull down boxes and

look like the one pictured here. By clicking on the down arrow, aflist
options will appear. Simply click on the choice desired and thatbill
entered. If none of the choices are correct, the user can erd&Evehis
necessary from the keyboard.

CSV File A CSV, or Comma Separated Value, file is a file in which ircirai
fields in the file are separated by commas. The firstdinthe file con-
tains the field names. All subsequent lines contain data. Textidat
names and addresses are surrounded by quotes.

The primary use of a CSV file is to export data from ChardiTinto a
spreadsheet or Access for further manipulation. If MicrosofeEscin-
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stalled on the user’'s computer, clicking on a CSV file willseaExcel to
start and the CSV file to be loaded.

RTF File A Rich Text Format file (RTF) is a text file that comsiformatting as
well as data. For the most part, RTF Files are the univetsathange
document files. Most word processors will accept RTF filed&th in-
put and saving.

CharityTrak’s Report Viewer allows the saving of reports T-Rormat.
If Microsoft Word is installed on a users computer, clicking orRIF
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, andigdes
a method to display which entry is the current entry.

If there is more information for the list than what can be digaayn the
screen, scroll boxes with appear to the right and/or along the boftom
the box. Arrow buttons 24 =1) will appear to allow scrolling of the box
up, down, left or right. By clicking on the arrows, the data in theviatbx
move. Additionally, the scroll bar itse= may be clicked and held
down to quickly scroll the window.

Security

Any time confidential data is captured access to that datalmeustntrolled. CharityTrak
has addressed that issue in several ways. First, the Actakas#ais password protected to
prevent access to the data by anything but the program. Secosellyaccess to the data-
base via the program is limited by user names and passwordssedtien on Administra-
tion covers the procedures for administering the security. Thi®sexitlines how the se-
curity works.

Admin User

CharityTrak ships with one user id established in the systembéiad the ADMIN, with a
password of PASSWORD. One of the first tasks of establisteogrity is to change the
administrative password (see section on User Maintenance) tohsognelse. In fact, good
security would be to establish another user id / password combinataot,tigat user full
rights, and delete the ADMIN user id.

User Ids and Passwords

CharityTrak supports user id and password access to the data Wwélsgstem. Although
the flexibility exists to not having user id and/or setting thespards to null, Five Gulf
Software advises thinking through the risks of not using good seauatyyi software appli-
cation.
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User ids and passwords should be distinctive enough not to be guessedctite ppass-
words should be a minimum of six (6) characters and should contain ket ktd 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 sensrg.

Global User

One unique feature of CharityTrak is the concept of a Global USaere are instances
where all record keeping for a charity is done on one computerdouaesenvironment. In
such a situation, logging into software is a waste of time dmaksle. In other cases, there
may be a need for everyone in the shop to be able to acces$ thartdata without having
to login all the time, while allowing some users greater access viaigeseser id.

To help in this area, CharityTrak provides the Global User option. oOtie options on the
Administration menu is th&lobal Settingselection. Once an administrator establishes the
Global User the program will automatically log in as Globattughenever the program be-
gins or a new database is opened. If a user needs to log imwitiealD, there is hogin
selection on th&ile menu, which brings up the login window. To revert back to the Global
User, the user clicks on thegin Global Userselection on th&ile menu.

One word or caution on using the global user: When a databaséoas @ser access, the
ability to track access of data is compromised. Even though theacsess level of the
Global User can be limited, there still may exist lapseseaurity that may compromise the
audit trail. Five Gulf highly recommends that Global User acced 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 prdgval. This distinction is unim-

portant for most installations that use only one database factality. However, if there is

a need for more than one database, each database must have tiiefinger$o it. This can

be accomplished during creation time by copying the user éistDatabase Copy/Export in
the Administration section).

There are two things to be mindful of with database securiirst, For multi-user installa-
tions, the security established for the database will be the sa 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, switclingebedatabases may re-
quire logging in to the new database. If a user, logged into ongadatapens another data-
base, CharityTrak tries to open the new database with theussane&l and password used to
open the previous database. |If the user id and password are thetlgsamew database

opens seamlessly. If the user id and password don’t matchhiegdtem 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 dataioewt within CharityTrak, that

being client data, Family members, payment history and con&toryi Users can be lim-

ited to what they can see and what abilities they have in édbk tour areas. Setting user
rights is done through tHgser Administratiorselection on thadministrationmenu.

Each data type can be restricted independently of the others. arketleree levels of re-
striction on the Client data, and four, adding none, to the other three. Bedolist of the
security levels and what each level has the ability to séevhat 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 wiaddwhe
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. Tlayina
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 quadnant co
taining that data is blank

IBackups

One of the first axioms learned in Information Technology is ‘fibt ‘IF | lose data’, it's
‘WHEN". More than once data has been lost to the drunk driver thas taut a telephone
pole miles from where the computer resides. Hard drivesifag,djecome 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 ts=maky reentered and
watched others reenter data due to not having backups. To be hotestyriting of this
very manual, the working document became corrupted and a backup was tssover the
document! Reentering data is unproductive, stressful, and a wastximius time. Preven-
tive maintenance, in the form of backups is necessary.

CharityTrak provides a simple backup function under the File Menu. €hesti®n will
backup the current database to another location as a .BAK files sliould be done regu-
larly, preferably to a removable media such as a read/writeoCoppy. It is also accept-
able to write to another computer on the network.
5 Backup @
Backing Up Database Backup

The backup routine temporarily closes
the database and copies it to the target

To backup the data, select the Backup Database off directory. Make sue no others have the
from the file menu. The window pictured to the rig| 2 Pa°® open before backing up.
will appear. The backup directory defaults to the 4 gacku Diecton:
drive, but can be changed by either entering the d| [k
path, or clicking the Browse button to bring up the

Backup Cancel
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rectory selection. When the path is correct, click the Backup buttoackup the data. Af-
ter the program has backed the data, a message will beydidaying the database has
been backed up. The program will also reopen the database and logrthaaksin auto-
matically.

Restoring the Data

If for some reason the file needs to be restored, copy BAK*file from the target direc-
tory to the location where the bad database resides. Renaoid tsabase *.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 bedgfdrme before the corrup-
tion is known. A good backup strategy is to have multiple copies ofatfadase on multi-
ple media. Below is a comprehensive plan to backup utilizing n)medd/write CDs and a
supply of RO CDs.

Setting Up

All nine CDs need to be pre formatted. On some systénssniay 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. Taed®ectored near the
computer. Friday evening, backup the files on the Friday CD corresgptadihe number
of Fridays in the month (i.e., on the first Friday, Friday 1. Téwmosd, Friday 2). These
need to be stored AWAY FROM THE COMPUTER. The best plaeg ike home of the
administrator or some other responsible person. This protects th&aata catastrophic
event at the facility loosing all the data. If offsite ngpractical, 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. afihie @art of the
permanent archives of the charity, and provides an historical audit trail.

A Good Compromise

For smaller charities, the above may be overkill. Followingge@ compromise to allow
multiple backups and yet not have an extensive collection of CDs.ala 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 sulodirectories, Monday thru
Thursday. On the second CD, create five subdirectories, Friday-Ftiday-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 t@ihe weekly CD
should be kept away from the computer, preferably offsite. The masttbiyld be used till
filled and then permanently archived.

A Bad Choice

DO NOT backup on to one removable media time and time again withoWirupebe
backup. Some have run backups on bad media for months only to find outheh@mned
came to restore after a crash, the media was bad. Nerméuat 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, goRddhHeOpen menu
and select the backup file. CharityTrak will open the .BAK file in read/only modellamd a
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 thensysthis field can
be used either to track the county or country of a client’s residebame charities have the
need to accumulate statistics at the county level while otlwers. Default for this field is
the country USA, but may be changed as needed.

This field is populated via the SmartZip feature. If this fisldsed 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 breakdownsdusvaptions.
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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 havedecei
assistance from the food bank in the last month.

Added the ability to select records based on input criteria in tlaeed#ract and statistic re-
ports.

Release 2.1 — May, 2004

Added search feature to allow locating clients by last nans¢,n@me, 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 givenftame

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

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

Release 2.2 — September, 2004

Updated Search feature allows improves the Client searchddatatlow searching family
members as well as primary clients

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

A field has been added associated with the STATUS OK feeldlow 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 olewets and/or contact infor-
mation

For those not tracking payments through CharityTrak, the noteksféiethe 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 ggportin

Release 3.0 — January 2005

New Financials panel allows capturing of both multiple sourcéscoime and expenses
for a household.
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Statistical analysis can be run on everyone in the systi@ntécand 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 calledther-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 tleatchnd 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 theetftt date’ for data en-
try purposes.

A System Parameterscreen was added. This panel allows entering the name of the
charity, which is now printed on all reports, as well as setting system widegiara.

An option to expand the notes fields to fill most of the active windas 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 pdosér has the
option of enabling the viewing of the SSN from Bystem Parametepanel.

Reporting Modifications

Charity Name, entered on the System Parameters panel, nstqnithe top line of all
standard reports.

Reports printed from the Report Viewer now have margins and areapadjiwith
the standard report footer at the bottom.

Check Number Lookup report allows searching payments by check number t
termine what client a check was cut to assist.
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Keyword Report allows generating a name and address list dfeaits that have a
keyword turned on.

Summary Client Report, printable from the main screen, provides-paygesynop-
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 omnum i
household when food bank flag is checked.

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

Added the ability to optionally suppress display of client workers dha 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 botit alel
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 repoltiote detail-
ing the names of the clients assisted.

Food Bank Report

General Ledger account report — also added the payee on thefatetadf
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 Systarameters
screen.

Added Standard food weight per person to the System Parameters screen
Added three new reports

0 Median Income Report

0 School Report

o0 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 CDedand the software
install will start automatically. The Software will &te a folder in the Start / Programs /
CharityTrak. If the software is going to be used daily,gotree icon from the folder to the
desktop to make starting simpler

Once the software is installed, start the software by dgoirfgjart Menu / Programs / Chari-
tyTrak and clicking on CharityTrak. This starts the programHerfirst time. The Login
window will appear. Ente&DMIN for the User Name anelasswoRfor the password. Ei-

ther press th&nter] key or click theOK| button to login

Note: Both the user name and the password are case insd¢ivgl. There is no need tg
worry about upper and lower case when entering either field.

Once the user name and password have been entered correcMaithWindow will ap-
pear. The next step would be to load some entries in the diffesieatiens lists and then
add users

Populate the Combo Box Tables

Under the Administration menu is Table Maintenance submenu. On ¢&mis the various
tables that can be predefined for use throughout the program. The Caseworksrésbie
the only table that must be populated here, as all the other diédas entry of text on the
screen. To prevent misspelling and assure good audits, the casefadkenust be se-
lected from the list.

Entering a new User

To enter a new client, simply click thedd Client| button. The Client Data Entry window
will appear. Fill out the forms with all available data. Othig first name and last name is
required to be entered. When all the data has been entered, éithendheSave button

or simply presfnter] to save the data.

Note: Throughout , the Sav*s button will turn white if any of the fields are
changed. This alerts the user to save the data before exititige screen. If a
user tries to close the screen or move to a different reabrwithout saving, a
screen will pop up asking if the current data should be saved.

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

Multi-user Installation

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

Once the software is installed, simply open the database thatasomputer or server that
has file sharing enabled. Please see your operating instrutdrogsabling file sharing un-
der the Windows operating system

Note: Sharing of files can lead to vulnerability of the data. flthe computer hosting
the database is directly tied to the Internet without a fiewall or router, there is
a chance someone could get to your computer. If you are notreuwhat you are
doing, please consult your I. T. Professional.

There is some firewall software that prevents file shang. 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 softigane Evaluation mode. The
serial number for the site must be entergd _
into EVERY computer that is to use Charfalastitiiils

tyTrak. This is done by bringing up th @ CharityTrak

software and logging in as an administrat ; S
. . Hel, Charities Help Oth
(default user is ADMIN with a password d \,Eiif: ';;gau” dﬂa” s ers

PASSWORD) Once the program star Sefial Mumber: EvalCopy Enter Serial Mo
click on the About option of the menu b3 Five Gulf Software
H 1409 Clark. Trail
across the top. A screen, similar to the g e
to the right will display. On the right is Copyright 2003 — All Rights Reserved

button “Enter Serial Number”. Press th
button to display the serial number ent F' Gulfs f =
screen. Enter the serial number obtair| A lve 0 twa_re iw*
from Five Gulf on this screen and préss
ter. The number will be stored in the regis-
try.

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

Logging In a User

CbaﬂtyT mk

Helping Charities Help Others

Please Login:

Uzer Mame: ||

Paszwaord: |

QK | Cancel ‘

Figure 1 — Login Window

When CharityTrak starts, the first window displayed is the Usgm screen. There are en-
try fields for the User ID and Password. Fill in both theskldiand either presgnter| or
click the|OK] button to login.

If both the user id and password are entered correctly, the main winiloe displayed.
If either of them are not entered correctly, a messageapjiear in red between the pass-
word and the buttons.

If a valid user ID has been entered, but the password is not ¢oneegiassword hint, if in-
stalled by the administrator, can be displayed in a tool-tip lyomdwving and pausing the
mouse over the password text area. After the mouse ifostélsecond, 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

CharTrak - C:\MyProjects\CharTrak\CharTrak_40.mdb
File Edit Scheduling Administration ReportsiExtract About

CharityTrak
arlg/ I’a Uszer. Glohal User
Presdous | MNext | FmdQIlent Search Clear I Data Entry Date: |1 A13/2006 - Today

Client Information Payment History
Doe Sr, John W Date [Payee [Amount
114 Anynamed Street 10/21/2003 Tl Energy $80.00
Grand Prairie, T 76050
972-666-1000 oK
Click on infarmation for detail Rl
ien = :
Click entry far detail Add Payment
Wigw Clisnt Raport | Print Cliant Repart Pmits YTD $0.00  Total Paid Out $80.00
Client Financials z
Wiew Summary Frint Surnmary: Mext Appt
Family Members Contacts
Name |Re|ationship| Age |Stﬂtus Date ‘Type |Reasnn for Yisit
Doe, Jane Spouse 47 | 0K 0715/2008 Office Wist Food Bank Fickup
Doe Jr. John Child 10 [0]% 121742004 Office Wisit Financial Assistance
10/31/2003 Phone Call Fent Payrment
107272003 Office VWisit Intake wisit
Click entry for detail - Family Count: 3 A FartiMetber Click entry for detal Add Contact
Contacts ¥TD ] Total Critcts: 4

Figure 2 — Main Window

Pictured above is the Main Window of CharityTrak. All program fiomst are accessed
from this window. The screen shown here is of a user that hagha#i to the data in the
system. Depending on how security is set for an individual user, gbtine quadrants may
look different, or not be visible at all. Please see the seatiddecurity later in this manual
for more details. The heart of the screen displays the culient 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 inébion quad-
rant. This shows the name, Address, phone, Social Security Numbetasdfar the cli-
ent. Clicking on any of the white data area will bring up the Hmldelnformation Sheet
allowing viewing and changing of the client data.

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

Across the bottom of the client are Three buttons. The @f&nt Financiald opens the cli-
ent financial worksheet. The next two buttog&w Client Report andPrint Client Re-|
port], allow the user to either view or print all information about theemurclient. The
amount of data printed will be limited by the security clearasfcéhe current user. See
Appendix A for report samples. Information on using the report viearrbe found on
page 60.
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Family Members Below the Client information is the Family Member quad. Tleistien
displays the name, relationship age and status of all memb#rs dient’s household as a
small spreadsheet. This program assumes that all household méwgbatshe same ad-
dress, and such information is not captured for household members. it of the
family member list is the number of members in the familizis Tount includes the head of
household. This number will always be one more then the number afseintithe family
member table.

To see more information on a household member, click on the member’s iam&amily
Member Detail window will open showing all the information ava#afdr that member.
To add a new member to the household, clickAtid Family Member] button in the lower
right hand corner of the quad.

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

Payment History On the Upper right is the Payment History quad. Like theillfamem-
ber quad, historical entries are displayed in spreadsheet fornnat.enfries are stored in
date order with the most recent payment on top. If more paymenis the system than
can be displayed in the box, a scroll bar will appear on the rightdided Clicking on an
entry will bring up the Payment Detail screen displayingnédirmation about that payment.

To add a payment, click on tield Payment button.

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

Other controls on the Screen

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

Data Entry Date

In the upper right hand corner is thata Entry Datefield. Many times data is entered one
or more days after the contact has happened. CharityTrak usdatthte automatically fill
in the Date First Visit, Contact Dateand Payment Datevhen adding new information to
the system. The date can be set either typing in the dgiegssing 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 labelEmtay. Pressing this button sets thata
Entry Dateto the current date.
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Financials and Client Reports

Between the Client Information and Family Members quad are(Sivbuttons. The large
button to the left displays the Client Financial panel (see p@ge To the right of that are
four reporting buttons. There are tW@ew buttons and twdPrint buttons, one for each of
the two client reports. Théiew button runs the appropriate report and displays the report in
the report viewer. ThBrint button routes the report directly to the printer.

There are two reports for available for a client. Thient Reporis a comprehensive report
detailing all data captured for a particular client. This indualedemographics for the cli-
ent and all family members; all of the information in the Raials section; a listing of all
payments made on behalf of the client; and a listing of all ctsntaade. Depending on the
number if members in the family, and the number of contacts, thist igickly becomes
multi-paged.

The Summaryreport, on the other hand, provides a quick report of a client. The'client
name, address, and pertinent information are displayed on the repogadiomember of
the household, two lines are generated with the family membemig,nastatus, relation,
DOB and age. The client financials are next displayed. Onrthacfals, only lines that
have amounts entered are printed. Lines with zero amounts are segpré®llowing that
are summaries of payments and contacts. Again, much depends on the ofumobeehold
members, and the extensiveness of the financials.

Client Display Buttons

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

Display the information for the client whose last name is aljivaliy just
before the current client. If there is no client currentlingelisplayed, the
last client in the database will be displayed.

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

Client Find
The find client button brings up th
Client Find screen pictured to the righ o e te tn: 1 ==
This screen allows searching for a c| |z2 e [FirstName ___|SocSecho
ent by either the last name or social § |coyoe Wiley

curity number.

To search for a name enter some or
entire last name in the text field. If n
text is entered, all clients will be dis
played. If a partial name is entered, ¢ . ..

clients whose last name starts with t Close
letters entered will be displayed. Once
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Client Search

the search key has been entered, either or click theSearch but-
ton.

To search by social security number, enter part or aheohtumber. Dashes
are not necessary and will be inserted automatically. Agiver oressEn-

or click theSearchbutton to start the search

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

Note: CharityTrak uses the first character of the searchtsing 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 nathas 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 Wwél automatically
selected and displayed on the main window

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

The clear button clears all data from the Main Window. Farrggaeasons
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 clickingittieClient| but-
ton. Find Client clears the screen automatically.

Client Search
&+ Starts With
LastName - [

o
Conoie Enler selecion sring B ClntOny

[ Search |

Click on coluran header to sort by that colurmn

View|LastName [First Name [SocSecNo|Address |ZipCd|Phone Num DL Num, [Other ID ﬂ
Wiew Angelo Fedrica  01217-001 1042 WesiTenth 76010 817-471-1001

View Bonita Samantha  111-22-3333 101 Nw 18th 75050 872-555-1111 10101010

Wiew Bunny Bugs 993-00-0001 125 Holeimhegroun 80210

Wiew Carpwond — Ronald 123-12-1223 1001 Gaston 75214

Wiley 100 Ranowver Ln 80210

Wiew DoeSr John 000-00-0000 114 Anynamed Stre 75050 972-655-1000 000000000

View Flintstone  Fred 001-00-0001 1200 Pebble Way 000-000-0000 El

Wiew Coyote

20 Records retrieved

Close \

Figure 3 — Client Search Window

The Client Search window permits looking up by one of 7 fieldst Name, Last Name,
Social Security Number, Address, Zip Code, Phone Number, Or Drivers LicendeeNum
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Searching for a string match can be done one of two ways. irfhesfto look for the data
entered in the start of the data field. WhenSterts withradio button is highlighted, any
data entered in the right hand text box must be found in the stag 6€ld. This is the de-
fault for Last Name, First Name, and Social Security Number.

The second search is thentainssearch. 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@tient Only If this box is checked, only
clients themselves are examined for matches. Uncheckingdkisiill cause the program
to look at both clients and family members for matches. NoteAltidress, 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 containdhensfields that can be
searched on. Select one of the fields and enter the searchtsttime right. Click on the

button (or presgEnter) and the program will fill out the data grid with all client
that meet the criteria.

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

To sort the output by a different column, simply click the colummé&eaThe program will
sort the column in ascending order. Clicking on the column header wdbneverse the
sort.

To view a Client Report for the client, click on teewfield to the left of the client's name.
This will bring up the Comprehensive Client The client is not loadesthe main screen
during this viewing

To select a client, simply click anywhere on the row (extepffirst column labelegiew)
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 recoravithout loading the record
into the man screen. This makes it possible to look up aiemt and still keep a
client open for further work. After viewing the Comprehensive Client Report,
simply press Closb to return to the main screen.
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Household Information Data Sheet

=% Household Information E|
2 ~
Household Information Data Sheet
T 5
| |Jahn [ ‘Doe (S 2 e W | ¥ Status OK?
Prefix  First Name Ml Last Name Suffix
Meeds to be completed for status OF
Johnny |000-00-0000  ivhite ~| |oooooooog [
MickMame Social Secunity Mo Race Driver's License No. State Other (D
114 Anynamed Street | Grand Prairie [ fusa |75050 | -
Address City State  Countrp/County Zip Code Marital Status
|972-555-1000 | | 17111980 |Jane Doe |972-555-1000
Home Phone FaxFPhone Cellular Phone BirthD ate Emergergency Contact Emergency Phone
|iohndoe@isprovidernet |10/20/2003 ~| | | -
Etail Addres Drate First Vizit School Attending Grade
: = K ds: | W Grand Prairie Citi »~
|JohnDoe Manufacturing | 17.000.00 ﬁ E Un?fmploye‘j shwoics: | [MisrERC raine Lilizen
[~ Retired |Ham Radio Operatar v
Employer Yearly Income = .
I Disabled EdLavel
100 Third Street jave-555-1212 I Student ' |some Callege =
Ermpl Add whork. Ph s
il ool _'PTSS e Mr. Doe's manufacturing company wentbelly up A
[Grand Prairie . TX 75051 | in Spring 2003, He has been unemployed ever -
Employer City State Zip whork, Estension v
Client Mates [Press F2 to enlarge)
j Belt, size 44
Health |zsues [Press F2 to enlarge)
Total Househald Income:  §34.000.00 ; T
Wil! nat reflect changes mgde_ito thiz client GRS [Fesseleenlies)
until after the save button is clicked. Save ‘ Saveilions I Dielete CancelClose

Figure 4 — Household Information Window

When the user clicks on thdd Client| button, or clicks on the name & address area con-
taining a client name, the Household information screen appears. On this sfoeaation
about the household is captured. Also, personal information about the headebfat s
captured.

Fields

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

City / State / Country / Zip
When a user adds a client to the system, all fields, excegbthery name,
which defaults to “USA”, will be blank. As the user tabs throughfitlds,
the cursor will jump from the address to the zip code, bypassingtthand
state. This is to allow entry of the zip code and have the prolgek up the
city, state, and county/country via Smart Zip. When the user emtens
code in the zip code field and tabs out, the program will check tdf gee
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/countand place the
cursor in the home phone field. If CharityTrak does not recognizepghé
will place the cursor in the City field allowing the useetder the city, state,
and country.
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When the user saves the record, CharityTrak will add or mtwfyip Code
table to ‘learn’ the zip codes in use by the charity. Thnaibhg@ Administra-
tion menu, the Smart Zip table can be modified directly.

The Country/Countyfield 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 numabers i
the screen, the users don’t need to worry about formatting the mumber
CharityTrak will format the numbers automatically. When the wsgers
data in the field, the program temporarily removes all formgtihowing
just the ten numeric digits. When the user tabs out of the freddjeld will
again be formatted with dashes in the right place.

Social Security Number

Race

Like the phone numbers, the social security number auto formats.

The Race field works either as a data entry field or adosin field. The
administrator can define the race information that can be entetadifield
via table maintenance, or a user can enter a description.

Yearly Income

Most needs-based charities use household yearly income for detgyriiai
eligibility of the family for assistance. Many times tbkent knows only
what makes in a given period of

time.

If the user clicks on the calculator

i 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 cliefithis can be
either an hourly, weekly, every two weeks, twice a month, or moimhly
come. The second box is the period pull down box. The above timesframe
are listed. Select the one that is appropriate. The calculdtaompute the
yearly income and display the value in the last field.

When either th&nter] key is pressed or tH@K| button is clicked, the yearly
income will be entered automatically in the field on the window.

Employer City State Zip

Note Fields

Employer city, state, and zip code are all stored in one field. Smart Z¥p, ho
ever, is enabled for this field. If only a zip code is entered sfibid, Chari-
tyTrak will look up the zip code and populate the city, state andziprimal
format.

There are four note fields for each household: Client Notesprizgisotes,
Health Problems, and Christmas wish list. The latter twdoardhe individ-
ual person and are also available for each household membér figtdcan
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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 sententemr To make
the field larger for bulk data entry, press key. This will expand the
field to almost the size of the window. To reduce the window agdherei
press again, or simply tab out of the field. The field will reduce % it
normal size. The data will not be lost.

Total Household Income

Keywords

Other ID

Buttons

Save

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

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

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

The save button commits changes made on the screen to the dal&base.
any of the fields on the screen are changed, the Save buttots ‘Ug’ by
turning white to indicate a save is needed. Clicking the save Bwitbn
cause the changes to be made to the database.

To exit without saving, click th€losé button and seledtid when prompted
to save now.

Performs both a save and a close.

The delete button deletes the household, and all related infornfratorthe
database. The related information includes payment information, hodisehol
members, and contacts. Care should be taken to make sure the hecddd s
be deleted.

When the delete key is pressed, two message boxes will appdastthe-
ing the above warning, and the second confirming the delete. BoHagees
boxes give the user the chance to stop the deletion.
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Closé The close button closes this window and returns the user to the indimwy
If the record has not been saved, the program will prompt theéausave the
data.

Financial Profile

Figure 5 - Financial Profile

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

When theClient Financiald button is pressed on the main screen, the financial profile win-
dow will appear. The categories are displayed to the leftk Gh one of the white fields to
edit that field. Tab and Enter both move the cursor to the redat flCharityTrak will auto-
matically update the totals.

Note: the income fields for the client and family memérs 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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Closé The close button closes this window and returns the user to the indimwy
If the record has not been saved, the program will prompt théausave the
data.

Family Member Detall

Figure 6 — Family Member Detail

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

Fields

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

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

Buttons

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

ﬂD

ave The Save button commits changes made on the screen to the database. W
any of the fields on the screen are changed, the Save buttots lig’ by
turning white to indicate a save is needed. Clicking the save Bwitbn
cause the changes to be made to the database.

To exit without saving, click th€losé button and seledtid when prompted
to save now.

Save/Close The Save/Close button saves changes made to data and close the window.
Add Ne The add button allows adding another household member.

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

los The close button closes this window and returns the user to the mdmowvwy
If the record has not been saved, the program will prompt théausave 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 alabut payments the
charity has made on behalf of the client.

Fields

Payment Date

Paid To

Amount
Check Num

G/L Account

The date of payment can be entered one of two ways; eitbkrotlithe date
and manually enter the date. To move to the next section of #eudatthe
arrow keys. The other way to enter a date is to click on the dovww (Z)
at the end of the field and select the date from the calefder.default date
is the current date.

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

Enter the check amount. This field is required

Enter the check number of the payment. In actuality, thislis-eharacter
text field

The G/L account field can be used to track payments by diffaadunts.
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 maded
cannot be left blank.
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Paid By The Paid By field contains the name of the staffer thatregth#horized the
payment, or actually cut the check. This field should be used aefgghg
installation’s audit trail. To insure data integrity, thisdied a pick list only.
An administrator must enter the names of the caseworkers viasTslalin-
tenance.

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

Notes Freeform field containing notes about payments. Like the notds frethe
household information and family member fielZ expands the notes to a
larger format.

Buttons

[]

Display a more current payment then the current paymentpdyraents are
displayed in reverse date order, with the most current paymeryg thes first
one displayed.

H

ave The save button commits changes made on the screen to the dal&base.
any of the fields on the screen are changed, the Save buttots lig’ by
turning white to indicate a save is needed. Clicking the save Bwitbn
cause the changes to be made to the database.

To exit without saving, click th€losé button and seledtid when prompted
to save now.

Save/Close The Save/Close button saves changes made to data and close the window.
Add Ne The add button allows adding more payment information for this client.

Delete The delete button deletes the displayed payment from the systeronfir-
mation box will be displayed allowing the user the ability tmvec from ac-
cidentally clicking the delete button.

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

© e

Display the next older payment

Document Release 4.4.0 Page 31



User Guide

Contact Detall

Figure 8 - Contact Detail Window

The Contact Detail window permits the gathering of information abontacts 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; allickron 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 odawe arrow
(=) at the end of the field and select the date from the caleritee default

date is the current date.
Time Enter the time of the contact. The arrows on the right can baausédk the
digits of the clock.

Contact Type
Contact Type captures the method of contact, i.e., phone call, offite visi

correspondence, etc. A combo box allows selection from one of the prede-
fined contact types entered by the administrator, or a freeform description ca

be entered.

Contacted By
This field should contain the name or identity of the client or ctiewipre-

sentative making the contact. This combo box is originally pogualilatith
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the names of all the household members in the family. On a newtkat
client's name will be in the field. To enter another namehag “Land-
lord”), simply overtype the name.

Contact Reason
The Reason field details the overall reason for the contact cahtizirtbis
field. As with contact type, the administrator can define stahaasons 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 Histri

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 resudbank
when this box is checked, CharityTrak will populate the contasbreéeld
with Food Bank Pickup ~ automatically. Also, it there is a standard per-
person food cost entered as a system parameter (see pagfee4arogram
will populate theDollar Valuefield 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 thecbntt 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 pathe of the
user (Not the user ID) is in the caseworker table. If theenarfound, it will
be defaulted in this field. Otherwise, the first name, alphabtiovill be
displayed.

Notes on Contact
The last field on the screen is the Notes field. This &soroll box and may
be as long as necessary (up to 65,000 characters) to capture targnpear-
formation about the contact. Like the notes fields in the household #form
tion and family member fiel@ expands the notes to a larger format.

Buttons
] Display next older contact.
Save The save button commits changes made on the screen to the dabase.

any of the fields on the screen are changed, the Save buttots ‘lig’ by
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turning white to indicate a save is needed. Clicking the save Bwitbn
cause the changes to be made to the database.

To exit without saving, click th€losé button and seledtid when prompted
to save now.

ave/Close The Save/Close button saves changes made to data and close the window.
Add Ne The add button allows adding another contact.

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

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

The window may also be closed by pressing@ﬂn the upper right hand
corner of THIS window, pressinalt-C, or pressingCtrl -F4.

Display next newer contact.

Document Release 4.4.0 Page 34



User Guide

Menus

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

File Edit Scheduling| | Administration Reports/Extract About
— Open Cut — Global User — Payment Lookup \: Enter Serial No.
— Close Copy I— System Paremeters Update
— Backup Paste — User Admistration — Daily Schedule
Database Clear — Database Copy/Export |— Caseworker Schedule
— Compress — Merge Clients
Database — Scheduling — Activity Summary
— Repair Database I— Birthday Report
— Login . — Contact Summary
— Login Global User Sxhedule Meetlng — Christmas Report
| Logout Schedule Vacation | Daily Activity
— Select Priniter . — Food Bank Report
L Exit — Table Maintenance I GL Account Report
— Keyword Report
L Age Grouping — Keyword Summary Report
Table — Median Income Report
| — Case Worker — Payment Log
| Client Race — School Report
L Contact Type I— Statistical Report
| Contact Reason — Type/Reason/Disposition Report
— Disposition
— Family Relation — Extract Client Data
— Payment Account |— Extract Payment Data
— Payment Recipient L— Extract Contact Data
— Keywords
— Financial Profile
L— Zip Code
File Menu

The first menu on the menu bar is the File Menu. From the fiteiptbe user can open and
close databases, backup the database, log into or out of a database, changertha it
the program

Open The Open menu option allows selecting a database to be viewedeut. edi
When Open is selected a file selection window will displayvidB files in
the same directory as the current database.

Backup files can also be opened in CharityTrak for proofing or viewing.
Simply change thé&iles of Typedrop down box to"*.BAK and locate the
backup file. When selected, CharityTrak opens the database in Rgad/Onl
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 scigenwdbark
gray, and only the File and About menu options will be active.

Backup Database
The Backup Database selection allows the user to backup the eatialaas
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 ® @pisur
mal performance. Before compacting the database, make suyerevetse
is out of the database. Next, backup the existing database. Fglltvair)
compress the database.

Repair Database
Occasionally, an update to the database will not function correatiymnes-
sage “Iltem not found in this collection” will display and the pagrwill
terminate. This option makes sure all fields are properly defméuwk 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 esehpthe
login screen.

Login Global User
The Login Global User menu option logs out the current user aesl tti
login the Global User. If the Global User has been definebet@atabase,
the standard screen will appear. If the Global User is no defanenessage
box will appear stating so, and the logged out screen will beagtesghlwith
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 @essi CharityTrak
only.

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

Edit Menu

The second pull down menu is a standard Windows Edit menu. This menu pritvdes
standard cut / copy / paste / delete options that most Windowgtmggams 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. Wheunlig data is showing,
this will be labeled “scheduling”. Click this option to displag tBchedule screen. When
the Scheduling screen is displayed, this option will be labeled “Clients”.

Figure 9 - Scheduling Grid

Release 4.0 includes Caseworker scheduling. This functiondbtysabll the users to see
all caseworker scheduling on one screen. It also provides clickclredlule functionality
for scheduling a client. Administrators have the ability to scheahgletings and vacations
for caseworkers. This scheduling is not intended to be a full-ftedgeeduling system, but
rather an asset for planning. CharityTrak does not prevent double bookirgpakiag or
other scheduling conflicts. The user is responsible for makingsshezluling conflicts are
not entered.

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

The screen is composed of two regions. On the left is the calemtlarcalendar is shows
the current month, and the next three months. At the top of the cabedarows that al-

low moving the calendar forward and backward. One may also clidkeogither the month

name or year to change either. Some of the dates on the calenbdmhéighted. These are
dates that have scheduled items in the system for that datkinGlon 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 digpltime periods for the normal
office hours defined under System Parameters (see page 4fhe dfandard office hours
have not been set, the default is 8:00 AM to 5 PM with 15 minute appointpecing. The
appointment time will contain the name (or reason for non-client &vehthe client. If the
appointment last longer then one time slot, a vertical line il|’b& displayed in each suc-
cessive slot. Moving the mouse over an appointment time will shewetson for that ap-
pointment as a tool tip.

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

The grid is color coded for quick reference. Unscheduled timkowrs in white. Time
scheduled with clients is shown in cyan. Time off, either befor& vauring regular lunch
break, or after work, is shown in pink. Vacations are show in light benflicts on the
grid are displayed in RED with white lettering.

The\ManuaI Schedulébutton on the left will open the Appointment Scheduling form (see
below). The date field will default to the date on the scheduleothdr fields will be blank.
The Caseworker field will be populated with all the case workmrsthe default will be
blank

On the upper right is a button labelgefresh. CharityTrak automatically refreshes the grid
any time a change is made to the schedule on that computer. Hpveliere are net-
worked computers sharing the CharityTrak data, it is possibiesdnaeone else updates the
schedule while your machine is quiet. PressingRbfresH 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 appointmeithef a client or an
out-of-office appointment for one caseworker. Meetings and vacaierscheduled via the
Administration menu.

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

To schedule an appointment for a client, pres button to the left of the client
field and the Person Search panel will appear. This screeeryssimilar to the Client
Search screen (see page 22) and is not detailed in this manualaiFhdiffierence is this
lookup defaults to all people in the system, not just clients. Swmlecdf the people on from
the Person Search panel by clicking anywhere on that pensim’'s The search window
will close and the person’s name, address, and other id (if populated) will be eispidhie
client information area. Click eith&chedulé or Sched/Closgto schedule the appointment
and optionally close the panel. The information will be put on the griiemain schedul-
ing screen.

Occasionally there are needs to schedule time when a casevusriot available for taking
appointments. This may be for meetings, seminars, personabtimetc. This panel al-
lows marking that time on the grid. Below the client nam& dsop down box containing
different types of appointments. Changing the appointment typeytbiag 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 apguion
the grid to open the Appointment Scheduling panel. Change the dateaticheength by
changing the fields on the top of the panel. To move to another caseysimply click on
the down arrow right of the caseworker name and select a newar&er. ClickSchedulé

or Sched/Closgto save the changes.

Note: Appointment groups for meetings and vacations cannotebmoved as a group
Either the group must be deleted and rescheduled at thappropriate time, or
each entry must be moved independently.

Deleting an appointment

Appointments can also be deleted from this screen. To delete amtapgdi click on the
appointment on the scheduling grid to open the Appointment Scheduling windask. th&li
button to delete an appointment. CharityTrak will delete the appemntfrolose the
appointment-scheduling window and return to the appointment grid.

A group of appointment entries (see next section) can also edléde same way. If the
system detects the appointment is part of a group of appointmehes geimeeting, or a va-
cation), the user will be prompted to delete either the groupdelete all attendees to a
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meeting, or delete only the appointment selected (one casewsrkarattending 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 thdeSeleeting
or Schedule Vacation option under the Administration / Scheduling menus.

When a meeting or a vacation is entered, CharityTrak enters am@mpent for occurrence
of that appointment. For example, if a meeting was scheduled! fiveataseworkers for

Tuesday at 4.00 pm, CharityTrak would insert 5 appointment entriesfooreach case-
worker in the appointment table. All five records would contain tmeesgrouping ID

which allows them to all be deleted together if necessary.

Scheduling a meeting

To schedule a meeting, click on the Administration / Schedulingnédide 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 systéiither click the first entry(ALL
Caseworkers)which will mark all caseworkers, or check the individuals involvedhia t
meeting. Next, enter the date, time, and length of the meetiftgr &Nl has been entered,

press either th&chedulebutton or theSched/Closgbutton to scheduled.
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Scheduling Vacations

Figure 12 - Vacation Scheduling

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

Caseworker Maintenance

Figure 13 - Caseworker maintenance

The Caseworker Maintenance screen allows adding, updating anagleletaseworkers
from the system. Caseworkers are used in three different areas ofghenprarhey are the
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primary item of interest in scheduling. Caseworker namealsoeentered on both the pay-
ment and contact panels for auditing purposes.

On the left hand side of the panel are all the caseworkareddb the system. To the right
is the caseworker edit area. If no caseworker is currently beireglethits area will be gray.
When editing a caseworker, the area will be light blue like the rest of tie¢ pa

To edit a caseworker, click on his/her name on the left. ddoaanew caseworker, click the
very top entry in the lisfAdd 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 theCaseworker Name Usually, a caseworker name should be entered as
last_name, First_namas they are usually displayed in alphabetical order. Belowaine

is theSchedulecheck box, which is normally checked. Most caseworkers wiicheduled

on the scheduling. However, there may be a need to enter a desemaime for a person
who doesn’t schedule appointments. An example of this would be a dlegckhat is re-
sponsible for payments, but doesn’t see clients. Unchecking this Bhgtevient this case-
worker from appearing on the appointment grid.

Next is the caseworker schedule. Many charities use lesdulhéime caseworkers. This
area allows tailoring for each caseworker. Times whersewaaker is normally off will be
displayed in gray. Th®/D check box to the left of the day name indicates normal work-
days for that caseworker. Following the Workday indicator iswtbk schedule for that
day. For new caseworkers the default is the normal workdajpdocharity as defined on
the System Parametersenu (see page 45).

Deleting a caseworker

To delete a caseworker, click on the caseworker, click on hisdmee on the left. Next,
press the delete button. A confirmation prompt will be displayed to confirm thedelet

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

The third entry across the top of the CharityTrak main window ig\thministration Menu.
There are four (4) selections beneath this menu, the first tatngeko security. The third
allowing the database to be copied or exported. The fourth option opehsvesu of ta-
bles that are used by the system

The security settings of a user direct affect what optwewisible on this menu. If the user
has no administration privileges the Administration entry willexan be displayed. If they
are an administrator, but not an User Administrator, they will not see theaamtries.

Global User

Figure 14 — Global Settings Window

The Global User window permits setting the user rights for the Global Users@ssied in
the Security Section (page 8), the Global User allows the protpaopen up a database
without the user having to log in. The Global User can be grantedrai except for User
Administration. Only a named user can be granted the right to change useggsivile

Fields

Global Access Allowed?
The first field in the window is a check box to indicate whetjtebal access
via the Global User is permitted for this database. If theHasxa check
mark, then the Global User is enabled. When the Global User menun apti
first selected, this will default to off.

Global Allowed Administrator Rights?
The second field on the screen is the Administrator Rights pgioni check
box. If a check appears in this box, the user has the rightsftorpexdmin-
istrator rights of database copy/export, Tables maintenancprartdhe ad-
ministrative reports.
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User Permissions
Beneath the check boxes are the permission boxes to assign useggsito
the Global User. There are four different areas of secuBtych area has
four levels of privileges except for client, which excludes the N¥Olevel.
See section on Security (page 9) for details on the security levels

Note: Before clicking the Save & Close buttons make sur@l the User
privilege boxes are white on a blue background. If they are bl&c
on a white background, the selection is being viewed, but nget
selected.

Buttons

Save & Close

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

Cancel & Closé
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 dédio@ garameters for all us-
ers of CharityTrak. Changes made to this screen affect all copies rityTtek that use the
active database.

Changes made on this screen will take effect immediatelghencomputer where the
changes are made. On other computers that may be on CharityTnaktime 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 eggufar
report (all but the extracts). Enter the name exactly sisaald be shown on

the reports.

Search Default Field
The Searchbutton on the main panel allows the user to search on one of sev-
eral fields. The default field is the last name. A chamfy change the de-
fault by setting this field to another field name. Each etirthe
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, thi®mgian be
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set to display th€lient Commentslata from the household information data
sheet place of the payment history.

View SSN on Main Screen
The first line of theClient Informationquad on the main panel contains the
client's name. To the right of that is a place for the S&saurity Number.
For security purposes, CharityTrak does not normally display 3@ the
front panel. A charity may choose to display the SSN on the fiameldy
checking this option.

Automatically Expand Notes Field
As mentioned above, several of the notes fields in CharityTrakbeasx-
panded to a large size by pressik#) However, the charity may, by check-
ing this option, have CharityTrak expand all notes field to the laige
automatically when the cursor goes in the field. If auto expasetion, the
button will still toggle the sizing. Pressing the tab key, limking 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 aaliferent Me-

dian income level then other areas of the state. Many orgamzajiving
grants request a breakdown of a charity’s clientele by incgroaping.
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 areader

to group the clients. HUD has a web site
http://www.huduser.org/datasets/il.htthiat provides access to this informa-
tion. On the System Parameter panel is a link labdldB Websiteo this
page. This link displays a pull-down list, either by state orgpetitan area
for the entire country.
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Once selected, a table, like the one pictured below, will be displayed.

This table is actually calculated based on one figure, thesbmpevery low
(50%) income limit. For the Dallas metro area that figgh®wn in reverse
colors above, is $33,250. Place that number irb@% Median Fam 4ield.

There are two other pieces of data that are critical to rurtheagnedian in-
come report. The first is the number of people in the family. ritghaak
uses the number of people defined in the Family member table toutemp
the family size. The other is the family income. Cham&kl sums the
Yearly Incomdield for all members of the family to determine the téamh-

ily income.

Food Bank Parameters

Standard Food Cost Per Person
A food bank tracking costs of food distributed can declare a standadd f
cost per person. When theod Bank Visicheck box is marked on the con-
tact screen, the program calculates the cost of the food biplyinly this
number times the number of people in the household and automatically popu-
lates theDollar Valuefield.

Standard Food Weight Per Person
A food bank tracking costs of food distributed can declare a standadd f
weight per person. When tli®od Bank Visittheck box is marked on the
contact screen, the program calculates the weight of the foatuliplying
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this number times the number of people in the household and automatically
populates thaveightfield.

Scheduling Parameters

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

Lunch The lunch times are the default time for a caseworker tochedsled for
lunch.

Appointment Spacing
The appointment spacing parameter defines the amount of time betaaen
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 al
changes to the screen.
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User Administration

Figure 16 — User Administration Window

The User Administration screen allows definition and maintenantiseis to the Charity-
Trak database.

Fields

User ID The User ID field contains the ID that the user will use¢pn to the system.
It the example pictured, the first name of the user. The ID rteeks long
enough to be unique in within the installation, but not long enough to be
troublesome to enter. Once the User ID has been establishednat ¢z
changed. To change a user ID, first delete the old ID and aduketh ID to
the system

User Name The User Name field contains the full name of the user. Thi® nardis-
played on the Main Window and is used to initialize the casewaoidds fin
the Payment and Contact windows.

When a new ID is added to the system, CharityTrak takes érename and
adds it automatically to the caseworker table. This is ONMbNe the first
time the Save button is clicked for a new user. If thereyp@inh 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 usswoead and
they must match. The double entry prevents a typo causing theqrdsto
be unusable.
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There is no provision in CharityTrak for anyone to look up a password aystem. 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 @er.
This password hint\ will be visible as a tool tip for the pasdwieid on the
Login screen. A user tries to login with a valid user id, but anlichyess-
word, CharityTrak will set the tool tip for the password to this.hiBy mov-
ing the mouse over the password field and pausing, the hint will display.

User Permissions

Active User

Administrator

Beneath the passwords are the permission boxes to assign wgeggsi
There are four different areas of security. Each areddua levels of privi-
leges except for client, which excludes the “NONE” leveke Section on
Security (page 9) for details on the security levels

Note: Before clicking the Save & Close buttons make sural the User
privilege boxes are white on a blue background. If they are bl&c
on a white background, the selection is being viewed, but nget
selected.

The Active User check box determines if a user ID is activehersystem.
There are several reasons why a user ID may need to lidedisand not
removed such as the user is on vacation, or this ID is for a teshmnly
works irregularly. Unchecking the box will prevent anyone froggiog in
on this ID.

The next check box is the Administrator Permission box. Admirosgrat
have rights to copy and export the database, perform table mainteaadce
run administrative reports. They do not have the right to add, chande; or
lete users.

User Administrator

Buttons

Save

The final check box in the window is the User administrator pgeilelf this

box is checked the user can establish the Global user, as vaeltl ahange
and delete regular users. One cannot be a user administrdtoutvalso be-
ing an Administrator.

The Save button commits the changes made on the screen toatbesdat If

any changes are made the fields on the screen, the Save blittbghivup’

by turning white. Changes must be saved or cancelled before leaving the cur-
rent record.

The delete button will delete the current user from the systA message
box will appear asking for confirmation of the deletion. Deletimg user
here_does nalelete the user from the Caseworker table.
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The cancel button disregards all changes made to the cteoemtdl 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 foparpose desired. The user
can select which tables are to be copied, as well as the naherdw file. Unlike the da-
tabase backup, this function may be performed with others in the file.

There are some differences between copying a database andngxpatatabase. All data-
bases used by CharityTrak are locked with a password. This i® po¢vent users from
getting access to the data, but rather to protect the databasadcidental corruption that
would cause the program to abort. Copying a database allowsi\gagdyihe tables in the
system to another file, including control tables. Databasesedrdlais 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 thewlata tastomized reports.
CharityTrak provides two methods to extract data for user repgdimgv The first is the
data extract function cover later in this manual. The secaiedosgild an exported database
containing all the data in the database. See Appendix C forieedetaplanation of the ex-
ported file layout.
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Extracting Data

The Data Extract can copy and existing CharityTrak databas®en the window first
opens, the current database is shown irStgrcefield. Make any necessary changes to the
source file as necessary.

Below theSourcefile name is théNewfile 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 optioohecked, Only the user data
tables will be exported to the file, and the file password willdmoved. CharityTrak can-
not then open this file.

Next are the tables to be copied. All the tables can be copiéddividual tables can be
copied. Clicking on All highlights all the tables (or all avaiafdr 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 Herdatabase such
as user id and the Global User set up.

Control Tables
There are several tables used in CharityTrak to provide standhwdmding
(see Tables Maintenance, Below) All tables are stored hermasidbe cop-
ied together.

Zip Code Table
The Zip Code Table is used by SmartZip to populate the citye, shatl
county fields.

Client Data The Client Data table contains all the demographic data abouti¢hné and
the family members. Note: this table must be exported if the payoneon-
tact table is export as they are linked. If this table is wkdte the next two
tables will also be unchecked.

Client Payment Data
The Payment Data table contains all the payment detailsdstotbe 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 storthe idatabase.
Checking this table forces the Client Data table also to be checked.

Once the correct tables have been checked, preothe Databasebutton to perform the
copy. A message will be displayed confirming the copy. Eithek on th in the upper
right hand corner of the screen or clicloséto close the screen.

Reporting from Extract Files

One popular reason for extracting the tables to an Access dataltasbuild custom re-
ports. CharityTrak builds a frestatabase 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 sepktabase for report-
ing. This involves two steps. The first is to import the queyglient from the built data-
base. This query allows access to all the information for angilient, event though the
data is split between two tables. This is done viaHites / Get External Data / Import
menu under Access.

The second step is to link to all the tables in the extrachas¢a This is done via tiides /
Get External Data / Linknenu under Access. This instructs Access to use the data in that
database for reporting.

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

Note: Make sure on subsequent extracts you overlay the dataefibnd not the report
file. CharityTrak deletes the existing file before overwriing 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. Thiseithér be to
correct a situation where the household was set up improperly; or evieemousehold
moves in with another as an adult child possibly moving back in with hipérents. In
such a case, the client merge function can be used.

There are two fields on the screen for client names. Thet @iget is the household that
will exist once the merge is complete. The merge clientogiimerged 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 marget will be moved
under the target client household. The merge client and all agsbfaatily members will
become family members of the target household. All payments tgréac appointments
will also be associated with the target client. Any clieoites 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 printdll reports on both the tar-
get and merge clients. If there are any data problems aftehe 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 whemgiutata into Charity-
Trak. These tables are maintained via the Administration / Table Maintemaam. Six of
these tables control the lists provided by various combo boxes inndewi Maintenance
on these works exactly the same. The Lists Table definas#tléhef user lists that clients
can be on. The List Table will be covered separately aftegeneral 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. ahles 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. Asidgfagencies
require differing groupings by age. This table allows the ghtaridefine one
or more age groupings. The groupings can be named, and selectedan appr
priate reports. See page 57 for details on entering data in this table.

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

Note: The Caseworker fields in CharityTrak do not allow enty of any-
thing but what is provided in this table. All others allowfreeform
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 cémtact t
charity. These may include Financial Assistance, Food Bank, Training, etc.

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

Disposition  Contact disposition: Allows classifying the disposition of thet,vighat
happened, was it referred to another charity, etc.
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Family Relation

The family relation table is used to indicate the relationstigmaly member
has with a client.

Payment Recipient

This table allows the institution to predefine payees that rdgulaceive
payments on behalf of clients. These may include the locatieleatnpany,
the water company or other utilities.

Payment Account

Keywords

The Payment Account table allows the charity to capture payrbgn@GL
account or bank account. This data can be captured for each payiment.
CharityTrak, capture by account is either on or off. If any aceoard de-
fined to the system, the payment screen will display the accauatsble
and cannot be left blank. If account capture is desired, set umaltded-
count.

The Keyword list allows building multiple classifications ofeciis 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 chantsain be
classified to a list.

Financial Profile

Zip Code

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

Normally, SmartZip needs no maintenance. Occasionally, howevar, da
may change, or when the data was entered the first time, gnesed incor-
rectly. CharityTrak provides a way to add / change / delpteades from
the SmartZip table.

Note: Changes on the tables only affect when the data isdetl to the system. Any
changes in the table data will not be reflected in cligrrecords 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 Agp-grou
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. Theneolitels normal spread-
sheet programs as far as changing, inserting and deleting data.

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

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

When entering choices, order is not important. CharityTrak will @tdata when dis-
played on the screen. It will also be in alphabetical order next time the editeoked.
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Save The save button causes any information in the data entry fibkl woitten to
the database,

Closé The last button closes the maintenance window and returns the uker to
Main Window

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

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

Note: The maintenance function checks for duplicate enigs when entering new en;
tries to the list. The duplicate check ignores the textase 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 genestatéstical analysis reports. One
always requested is a breakdown by age group. Unfortunately, sporsgeinges rarely
agree on the age divisions, and sometimes one agency may recuickffexent 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 théyatn define one or
more age groups to the program. Each definition is named (up to tactehs), 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 displayeditibep Namewill be blank and the
first entry of the table will contain ‘0’ and ‘Over”. Befodefining the groupings, enter a
name in theGroup 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 desirethe program will auto-
matically enter the upper limit of the previous entry as onethessthe current lower. The
word ‘OVER’ will always appear in the last line of the tabdeindicate there is no upper
limit for that grouping

Only the lower values are entered and must be entered in ascendérg The program
validates the current entry is greater then the previoughe idata in thé.owerfield is de-
leted, the program deletes all entries after the current ntesets the previous high value
to “Over”.

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

To edit an existing grouping, use the down arrow on the right détbap Namdield and
choose the appropriate grouping.

Financial Profile Maintenance

Figure 21 - Financial Profile Maintenance

The Financial Profile Maintenance screen allows the admitdstta define the categories
of income and expenses the charity desires to track for eaaoh clie theory, up to 9999
categories can be put in for either income or expenses. Unlikhbetables in Charity-
Trak, order is important on this screen. Financial categariéde presented in the order
entered on this screen

On a new database there are no categories defined. Thanfesthe administrator opens
this function, five blank lines will be available under both the Incont Expense labels.
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Double click on the first line below “Income” and enter the categao be tracked. The
tab or Enter key will advance the cursor to the next field, eord the bottom of the Income
area to the top of the expense area. Blank lines left in @tkarwill be deleted when the
window is closed. The groupings “Income” and “Expenses” cannot be changed.

Insertions and deletions are handled like the table mainten&iglket-click on the first col-
umn and choose Insert or delete.

Zip Code Table Maintenance

As mentioned in the introduction, CharityTrak employs SmartZip tmldze Zip Code /
City / State / Country combinations that are commonly used. Throaghal use of the
Household window, the program captures and saves the City / StatethyCbZip codes
used with the clients. It does not, however, learn from the empdogar 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 pttae of having four fields in-
stead of one.

To edit a zip code, double click on the field to edit. The programtuvifl that fieldBold,
and allow the user to edit the field. The zip code itself is nahgeable. To change the zip
code, delete the existing zip and add a new one

Inserts and deletions work like the Table Edit. Right click onfitise column and choose
either delete or insert. Insert will insert a blank entry BRTthe 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. CharityTralserilthe list next time it is
displayed.
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Reports / Extract Menu

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

Reports can either be viewed on-line or routed to the printer. Whemyi¢he reports on
line, the user has the option of saving the file to an RTF foechdite 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 savingepbrts to an RTF file.
All report screens give the option to either view the reportsra or print the file. If the
online report is selected, the Report viewing screen is display@d.screen allows the user
to easily scroll through the report.

In the lower left hand button of the window is button. This button allows the
saving of the report to a RTF file for import into a word processather programs. Click-
ing on this button will bring up a file open window where the destinadirectory can be
selected, and the file name entered. If no extension is entieeedefault extension will be
“RTF.
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Next to theWrite file| button is thePrint File| button. This will route the report being

printed to the printer.

Note: CharityTrak remembers the destination directory of al files exported by Chari-
tyTrak. It is recommended that the files be in a separateicectory 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 usemtb text in a long report.
On the menu bar is the Find option. There are two choices undenthi$-ind, andFind
Next PressingCtrl-FJor F3 respectively can also choose these two items.

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

If no string is found, the program will beep. H8 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 theHliogte under the Re-
ports/Extract pull-down menu. This panel allows looking up payment imfttwmby check
number. Enter the check number in the top field on the panel and dithkethe Search
button or presnter]. If the check number is found, the fields on the screen willlee fin
with the appropriate information. If the check number is not found, aageswill be dis-
played.

There are four other buttons on the screBrevious andNext allow stepping through a se-
ries of checks in numerical ordéf.ind Client|loads the information for the client for whom
the check was cut on the main panel and closes the panelCl@sebutton also closes the
screen.

Destination / Date Selection

Figure 25 — Report Destination / Date Selection

Several of the reports start with the Report Destination ¢ Beliection screen. This panel
allows the user to select how the program should output the report anthentiate range
for the report.

Directly below the report title is the destination selectiolhréports can be viewed on line
or routed to the printer. (For printer selection, see page 36) Whi&uthReport button is
pressed, the report will be sent to the destination. If Onikiselected, the on line viewer
will display. If the printer is selected, the report will finted and a confirmation box will
be displayed.

Below the destination selection is the date selection windowch®ose a date either enter
the date, or click on the down arro=))(to display the calendar. On the calendar click on
the date to start/stop the report. If the report is to coverammyday (other than today), set
the start date and click tf&ame-}between the dates. To report on an entire month, set the

start date and click thdnthEnd->| button.

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

Document Release 4.4.0 Page 62



User Guide

Schedule Reports

Daily Schedule

The daily schedule report is designed to be a front desk repoalitagp@intments for all
caseworkers. The report consists of the caseworker name, apginitmme, and the either
the client name, and the reason for the visit. for non-appointmentsaden appears in the
same location as the client name. If more than one day is printegragram 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 repolt attvity for a given

period. One line is generated for each day counting the number dflieets, the number
of contacts, food bank visits, number of payments, and the total of paynidrsdefault

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 wofattey countable activity
was entered or not. Activity for the weekend will be displagely if present. Weekly and
monthly totals are also displayed on the report. Weekly totals@npute after Saturday
totals have been processed. Monthly totals are printed after the last day ohthe m

At the end of the report , week-to-date, month-to-date and report totals areatisplay

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

Document Release 4.4.0 Page 63



User Guide

the system are included in the report. Primary clients havstansk (*) after their name to
indicate they are a primary client.

Contact Summary Report

The Contact summary report provides a count of all contacts, by toeéson, in a given
period. It summarizes the number of contacts, the number of houselmadbe number of
lives touched.

On several of the reports there are counts of contacts, and houselmotts.cése where a
certain household is provided services twice in the reporting periodgdntacts 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 haventthe Christmas Wish
List field. if the program finds anyone in a family with a wishreport page is generated
listing the Client name, address, and phone number. Every member lodubehold is
listed, along with his or her name and age, no matter if teexeyithing in the wish list field
or not.

The user has the option to either viewing the report one line, orngritite report. When
printing, the default is to print each family on a separate pagengalsimple to distribute.
By unchecking thé&ach Family on Separate Pagex, 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 onesdagtivity 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 obtaireedi fduring the time period. This
alphabetically ordered list gives the client's name, addressbeum family, distribution
date, and the food statistics.

The report is designed to cover a given time period. Below thetrépstination choice, is
the start and stop dates. Default is the first and end of thi®psemonth. If another date is
desired, simply change the start and end dates. To report omargwh other hen the de-
fault month, enter the start date, and presél\zhmEnd» button. The program will auto-
matically calculate the end of month.

Age Grouping

Below the date field is the age grouping selection. As explainékitable maintenance
section, Age groupings can be defined for reporting purposes. The puil lowfor age
grouping lists all groups defined, plus three others (yearly,Mayyears, 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 displagediabé
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 selectedihappear in the list. At
the present time there is no way to select only those clients that havehamomme keyword
selected.

Keyword Summary report

The Keyword Summary report provides either a summary count ofi¢garand 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 seleithet 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.bracke
Like most CharityTrak reports, you can either run it for all the clientelenlgrthose that
had contacts within a period of time.

Payment Log

The Payment Log displays a check-register like listingliogpbayment 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 membesese dre two
levels; the summary report lists only schools and counts. The Detail refsoalllistudents
in that school by name. The report can be for those with contacts in a given fimde qer
all clients by selecting the “Ignore Dates” radio button.

Statistical Analysis Report

Figure 26 - Statistical Analysis Window

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

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

To extract to a CSV file, click on the File radio button andrethie name of the file to con-
tain the output. Normally, Comma separated Value files havexiiemsion .CSV. If no
extension is specified, an extension of .CSV will be added tol¢heaime. The browse but-
ton allows navigating through the normal Windows open menus to the dyredtere the
file should be written. If the file exists, the program will ppirfor permission to overwrite
before overwriting the file.

Next on the screen is the Field selection area. On theslafpull down box containing the
fields that statistics can be reported on. If the age istedleanother pull down box will
appear to the right displaying the groupings,
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Below the field selection is thPate Selection Statistical analysis can be done base on
when a client last contacted the charity, when the clientvisged the charity, or dates can
be ignored. To enter a date range, enter the starting date Hnotinefield and the ending
date in theTo field. If a month range is desired, enter the start of the mantie From
field and click theMnthEnd->| button. The program will put the month end date inTthe
field.

Next is the keyword selection area. Check any of the keywortisiit 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 ktravgn as
a where clause, which can be built to limit the data included imefat. By clicking the
button, a panel will be displayed to assist in building this strkithough the user can
enter a string directly (starting with the word ‘where’), dsyahe string will be built with
the Data Selection Criteria panel. See next section for dedeéxplanation of the Data Se-
lection panel.

When the selections have been made, presRtneReport button. Either the report will

print on the printer, or the CSV file will be written. Press (ﬂhesé 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 / Dispositiim avi
given time period.

Data Selection

Figure 27 — Data Selection Criteria

Both the Statistical Analysis report and the Data Extract function atlewser to build data
selection criteria to limit the output to a desired set of dcoin database speak, this is
called the_where clausand must start with the word “Where”. This clause can be very
simple or extensive as needed. CharityTrak provides a tool &i assiuilding the where
clause.
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The screen pictured in Figure 27 is the data selection scresgnaafieast one clause has
been entered/{here (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. Allfigtlds that may be used to
limit data selection are in this box.

To the right of the Field Names is the Field Values. Simptgrethe value desired for the
field chosen. To specify a wildcard, place an asterisk (*) inttivegs (For example, the se-
lect all names starting with a T, enter ‘T*). To selelttracords that have a blank in the
field, enter NULL

All clients on one of the four lists can also be selected usingp#imsl. The field name is
OnList#,in the field list. Any name assigned to the list will appegparentheses after the
OnList#. No data need to be entered in Eheld Valuearea, as a client is either on the list
or not. The where clause will only sh@@nList#)  for that list.

The[Show Value$button above the input field can be used to load all the current \aflues
that field from the database into a combo box. If there ared®ctbat contain no data for
the field, ‘(NULL)" will appear as the first entry in the combox. Once the value has been
selected, press thdd| button to add to the Selection Clause.

Once the first selection has been added, the And/Or connection baappaar above the
Field names. This allows the user to build complex selectiterieri 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 usesiban ea
select multiple values of a field. For instance, to select multigiesst&elecState for the

field and click theShow Valuesbutton to load all values from the database. Next, select the
state desired, clichdd. Next, select another state value and again. The Selec-
tion clause will be properly built

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

Note: All comparisons between the database and data enterbg the user are done in
UPPER CASE. If the user changes text on the selectionaake field within
guotes, it must remain upper case.

The Clear button clears all selection criteria, and resets the screénveas when first
opened.

The |OK] button closes the window and returns to the calling panel, eithertakistigal
Analysis or the Data Extract function.

Selection Fields

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

And/Or

Once the first selection clause is entered, the And/Or gmidodx will appear near the top.
This is used to help build a complex query. For example, one mighttavealect all peo-
ple in two zip codes, after entering the first Zip and pre@, change the And/Or box to
OR, enter another zip code, and pradsl| again.

The AND clause can be used to screen two different fields, fongbe, you might need to
see all people in Texarkana, Texas, you would first selectfi©@ity the Field Name box, en-
ter Texarkana in the field value box, and pressid. After that select And in the And/Or
box, State in the Field name box, and plagein the state field. The Selection Clause
would look like this:

Where (UCase([City]) = “TEXARKANA" And UCase([State D) =“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 expoofimyany of the data
elements in CharityTrak. Output can be either a report viewdid@m report routed to the
printer, or written to a Comma Separated Value (CSV) file.s Til@ 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 repovigsved on line or sent
to a printer, the program will bold the first field for eachargicand indent multiple lines
(See Appendix C, Page 81), for an example.

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

The data selection field is next in the panel. Like on the Stati®\nalysis panel, there is
an button to bring up the Data selection window to assist in building the select®sn crit
ria. See the above section for details on using that panellClehe button to the right re-
moves any criteria already specified. To add additionakseh criteria, simply press the
button again. The current clauses will be transferred to the Data Selection window.

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

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

Special Field Selections

Full Name  TheFull Nameselection extracts one field containing the client’s last name,
comma, and the client’s first name.

Financial Profile
The financial profile selection extracts all the fields in timancial profile.
The totals are plade 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 aslitg Oata 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 Eixtilae contact extract allows de-
veloping of reports or CSV files containing data relative toaxst Within the contact in-
formation is the food bank information.

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

Document Release 4.4.0 Page 74



User Guide

Updating CharityTrak

CharityTrak has the ability to obtains updates to
the software over the web from Five Gulf's web-
site. On theAbout screen, accessible from the
menu bar is a new button callgheck for Up
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 :l
notified and asked if they want the new release

downloaded. If the user presséas, the program will download the new release, shut down
the current program, and restart the new release. The updatarsofenames 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 currenmaintenance agreement
If the agreement has run out, the software will notify the ger and not provide
the new software.

Major changes to CharityTrak will be announced via email teeglstered owners of Chari-
tyTrak. Minor changes (i.e. bug fixes) may be posted without notification beinglsgati
encounter a problem with the software, please let me know and | carfigen the web in
short order.
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CTArchive

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

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

Note: Make sure no one else is in the database before mpiarchive. 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 naihes whi
derived by adding “_Archive” after the file name. Below tlsaaiplace to enter the user ID
and password of an administrator.

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

Archive

As mentioned above, archive can work in one of two ways: Eitherfatimation for a cli-
ent can be archived, or only old activity is archived. In thedasg, all information for the
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client (client, household members, and activities) is moved to tmevardatabase, and the
client is removed from the master database. In the lattenfamation for the client and
household members are copied to the archive database but left omdtex. mActivities
prior to the given date are also copied to the archive and deletadtie master database.
In both cases, the data can be restored, one client at a timegddseneArchiving is done by
date. There is no provision to archive by client.

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

On the right are the two controls for Contacts and Payments.e Thak like the client
side. To archive activities, enter a date in the appropriate field, and clickptbatton

Once all the parameters are set, simply clickAhehive] button. This will start the archive
process, the progress bar, located directly above the Archive buttazregp across the
screen showing the progress of the archive. Depending on the slxe rofster file this
could take several minutes.

When the archive is complete, a report will be displayed showingtioeds archived. This
report can be printed, filed, or simply scanned as desired (see On Line Riepony. Page
60 for details). When the report is closed, the number of recortisedonill be displayed.

Once that message box is closed, close the program by pressitigsblutton.

Restoring Data

From time to tome clients may reappear who have not been actd/eare currently ar-
chived. Instead of reentering the data, CTArchive allows an adraioisto restore the data
from the archive database back to the master database on a per user basis.n® -
sion to restore the entire archive database back to the master.

Once the program has loaded, click on the restore tab to ydity@laestore 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 sectiblaik area
containing a list of records to be restored. To search for tbhedseto be restored, click on

the/Searchbutton. The following screen will be displayed.

Figure 33 - CTArchive Client Searchl

Client Search here works exactly like Client Search (sge @a) in the main program with
except for choosing a client. In CTArchive, it is possible tocsetere than one client in
the list. When a client is clicked on, the client data is copied to the main Resttazadi the
line is turned cyan on this list, indicating the client will bsetored. 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 te&tened, repeat the search process.
After all the records have been added to the select lisk, aficheRestore on the bottom
right of the screen. Those clients will then be restored to the main databasaitaideafor
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 licensegiouf 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 $600.00/ Ea
computers)

Multi User Site License 6 or  $3,600.00
more computers)

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

tbIFamMem
( FamRecordID (PK) Number
famhouseholdID (FK) Number

tblContacts

[ S cnctRecordID (PK) Number
cncthouseholdID (FK) Number

tbIHousehold

Household (PK) Number ———<

tbIPayments

—= pmtRecordID (PK) Number
pmthouseholdID (FK) Number
tblfinancial
— RecordID (PK) Number
HouseholdID (FK) Number
tbIHousehold
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)
OnListl Boolean (1)
OnList2 Boolean (1)
OnList3 Boolean (1)
OnList4 Boolean (1)

Document Release 4.4.0 Page 81



User Guide

LastUpdated Date (8)
LastUpdatedBy Text (20)
ClientNote Memo (0)
Keywords Memo (0)
tbIFamMem
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)
FamYrlylncome 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)
Healthlssues Memo (0)
ChristmasList Memo (0)
FamOtherID Text (15)
tblContacts
cnctRecordID long (4)
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cnctHouseholdld
cnctType

CnctBy

cnctDate

cnctTime
cnctReason
cnctCaseWorker
cnctLastUpdated
cnctLastUpdatedBy
CnctFoodBank
cnctFoodLBs
cnctFoodCnt
cnctFoodValue
cnctDisposition
cnctAmtRequested
cnctAmtDispensed
Notes

tblFinancial

Recordid
HouseholdID
Account
Amount
LastUpdated
LastUpdatedBy

tblIPayment

PmtRecordID
pmtHouseholdID
PmtDate

PmtTo
PmtAmount
pmtCheckNo
PmtEnteredBy
pmtLastUpdated
pmtLastUpdatedBy
pmtAccount
Notes

long (4)
Text (100)
Text (50)
Date (8)
Date (8)
Text (100)
Text (40)
Date (8)
Text (20)
Boolean (1)
Integer (2)
Integer (2)
Currency (8)
Text (60)
Currency (8)
Currency (8)
Memo (0)

long (4)

long (4)
Text (10)
Currency (8)
Date (8)
Text (50)

long (4)
long (4)
Date (8)
Text (50)
Currency (8)
Text (15)
Text (30)
Date (8)
Text (20)
Text (40)
Memo (0)
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gryCLient

The Query gryClient defines a query of both tbIHousehold and tbIFamMem. In Charity-
Trak, all data related to an address (address, city, state, zip code, tet€dsrstblHouse-
hold. All data related to a person (name, birth date, employer, etc) is storecamNehn.
To distinguish the client from other family members, the famSeq for the dialways

zero.

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