
  ����������	  Release 4.0 Addendum 

Document Release 4.0.0  Page 1 

CharityTrak Release 4.0 Addendum 

This document covers the main new features in Release 4.0 of CharityTrak.  Reproduced 
here are sections from the CharityTrak manual that cover new features for release 4.0.  As 
always, a PDF of the full user guide is provided on the CD, or can be downloaded from the 
web at www.fivegulf.com.   

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. 

 

Scheduling 

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

 

 
Figure 1 - Scheduling Grid 

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

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

The screen is composed of two regions.  On the left is the calendar.  The calendar is shows 
the current month, and the next three months.  At the top of the calendar are arrows that al-
low moving the calendar forward and backward. One may also click on the either the month 
name or year to change either.  Some of the dates on the calendar are highlighted.  These are 
dates that have scheduled items in the system for that date. Clicking on and date on the cal-
endar will display that day’s schedule in the daily fid  

To the right of the calendar is the daily grid.  The gird displays time periods for the normal 
office hours defined under System Parameters If the standard office hours have not been set, 
the default is 8:00 AM to 5 PM with 15 minute appointment spacing.  The appointment time 
will contain the name (or reason for non-client events) of the client.  If the appointment last 
longer then one time slot, a vertical line “|” will be displayed in each successive slot.  Mov-
ing the mouse over an appointment time will show the reason for that appointment as a tool 
tip. 

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

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

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

 
Figure 2  - Appointment Window 

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

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

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

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

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

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

Deleting an appointment 

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

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

Meetings and Vacations  

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

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

Scheduling a meeting 

To schedule a meeting, click on the Administration / Scheduling / Schedule Meeting menu 
option.  The following panel will be displayed. 
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Figure 3 - Meeting Scheduler 

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

Scheduling Vacations 

 
Figure 4 - Vacation Scheduling 

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

  
Figure 5 - Caseworker maintenance 

The Caseworker Maintenance screen allows adding, updating and deleting of caseworkers 
from the system.  Caseworkers are used in three different areas of the program.  They are the 
primary item of interest in scheduling.  Caseworker names are also entered on both the pay-
ment and contact panels for auditing purposes. 

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

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

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

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

Deleting a caseworker 

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

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

 

Administration Menu 

The third entry across the top of the CharityTrak main window is the Administration Menu. 
New to this menu option is the Client Merge function.   

Client Merge 

 
Figure 6 – Client Merge 

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

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

When the merge is performed. Most of the information for the merge client will be moved 
under the target client household.  The merge client and all associated family members will 
become family members of the target household.  All payments contacts, and appointments 
will also be associated with the target client.  Any client notes on the merge client will be 
appended to the target’s client notes. 
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The financial profile of the merge client will be lost.  CharityTrak does not have any way 
to efficiently merge the financial data. 

Note:  Before merging two clients, it would be wise to print full reports on both the tar-
get and merge clients.  If there are any data problems after the merge, you will 
at least have a printed copy of the client data prior to the merge. 

 

Reports / Extract Menu  

Client Reports 

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 the sys-
tem are included in the report.  Primary clients have 
an asterisk (*) after their name to indicate they are a 
primary client. 

 

 


