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Phase25 Applications Guide

Overview

This guide is a resource for users of all Phase25 software products, Version 8.x. All of our software products have
similar features and utilities. When you learn how one product works, you could immediately work in any other.
This document will show you the extraordinary flexibility and customization options for any Phase25 application.

For additional information, click on Main Menu >> User Guides to open our Support site. All user guides and video
tutorials are FREE!

[ 4
@ basicAppraisals Release 8019091 (@ 39

Preferences Utilities Setup Wizard i

NOTE: Some of the screen prints in this document show they are from basicAppraisals, however the features and
steps are the same for any Phase25 software product.

Terms

First, let’s all get on the same page. We’ll define some of the terms used in all of our guides and tutorials.

Databases, Tables, Records, Fields

Database — A database is a file that stores the data you enter in the system. It groups the information together in
Tables, which store the same type of data. Each row is a single Record, and each column stores the data for the
same Field. If you are familiar with Microsoft Excel, think of it like this:

e the Excel workbook is the database (Team Sales.xlsx)

e each worksheet in the workbook is a table (FruitSales)

e each columnin aworksheetis afield (field names = Date, Fruit, Store 1, Store 2, Store 3, Store 4)
e eachrowinthe worksheetis arecord (3 records)

Workbook called "Team Sales.xIsx"
D28 v fx

A B [ ] E E

Fruit Store 1 Store 2 Store 3 stored | Fields / Columns
Apples $1,450.87  $857.38  $1,023.23  $679.20

Dranges $1,233.24  $728.77 $869.75  $577.32

Bananas $937.26  $553.87 $661.01  $438.76

1 Date
2 [06/01/2024
3 |06/01/2024
4 06/01/2024

3 Records >>

5,
=

< > FruitSales | Table = "FruitSales"

Parent & Child Tables & Records

Child tables are tables of data that “belong” to a single record (the Parent record). Think of a receipt you get when
you purchase multiple items at the same store. There’s only one receipt, which will summarize and total the
individual items. Butthere are multiple items and charges on the receipt. The receipt is the Parent record, the
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items are the Child records. This is a good example of a “parent-child” relationship when looking at data. It’s also
called a “one-to-many” relationship: one receipt (parent) with one or more children (items purchased).

Forms

Every table needs a way to display a record so it can be added or edited. To do that the field data is displayed in a
Form where each field is labeled and users enter the data for that field.

Each form has a standard Toolbar and a Navigator. The Navigator displays a list of all records in the table. When
you click on an item in the Navigator, that record is displayed in the Fields.

Resize Form - This is important! The first time you open a form, it will try to resize correctly to display all of the
fields WITHOUT a scroll bar at the bottom or side of the page. However, with all of today’s options for screen
resolution and monitors, you may see those scroll bars, which then means the form is too small to show all of the
fields. Just grab the corner of the form (hold down your mouse button), and drag the form larger until the scroll
bars disappear. When you close and reopen the form the size is “remembered” and the form will be sized to fit

correctly.

The same applies to the width of the Navigator. Hold your mouse over the bar which divides the Navigator and the
form, and drag it left or right to resize the list.

4 Label Designer — O x
Close | Mew | Edit | Save | Cancel | Save/Add New | Copy | Hide List | Format | Utilities | Search | Print | Attach | Delete | Worksheet | @l
E Options: ~ || Add/Edit Label from Contacts Form Toolbar
‘ Record |5 Active [] Marked For Deletion
No User Filter f ﬂ
Label Title | willmar Car Club |
Phase25 Contact Information )
iiiimar Car Ciub . | Category Warketing i
Line 1 | willmar Car Club |
Line 2 | P.0. Box 428 |
. Line 3 [ willmar, MN 56201 Eialde |
Navigator Lnes | e |
Line 5 | | .
Resize Form
Database Name
Count=1
MNew Record: Rachel C\Users\RachelhDocuments\basicAppraisals\basicAppraisals_Data.sdb
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The Navigator

This list shows the link to each record in the table, and is sorted in a logical order,
depending on what data the table stores. Close | New | Edit | Save | Cancel | Save

In this example, it makes sense that the Navigator would show the customer Lnsdnuosutvwaipe
names in alphabetical order. The additional information (City, State, Zip Code) FsiB?IZDe'e‘e“’
helps identify each record if there would happen to be identical names for two ii?iiﬁ‘ame
different people or companies. When you click on a name, the form loads the gﬂg?otgqervear

C try Stat
record into the fields. Double-click on a name to change the form to allow editing
Sales Tax Exempt

(Edit Mode). Contact Type

MNeeds Attention

Filtering the Navigator
The Navigator has filtering and search features. The drop-down list at the top defaults to <Show All>; however
each table will have its own options for filtering the Navigator based on field values.

For example, the Customers & Contacts table in basicAppraisals has the fields (above) that you can filter it by.
Click on Industry Type.

A list of all of the Industry Type values found in the table

will be displayed for you to choose from. Click on Continue | Cancel | Begin Typing To Search
Manufacturing and the Navigator will reload with only
those records that match. L R af et
Crafts
Pawn Shaop
Close | New | Edit | Save | Cancel | Save/Ad: Printing
Industry Type ~
IsDeleted = No' AND ( Industry_Type = "Ma| ‘
No User Filter I 9

Baker Industries - Chicago, IL 60609

Choose <Show All> from the Navigator list to show all records again.

Searching the Navigator

You can use the Search field on the top of the Navigator (below the Filter drop-down list) to quickly find a specific
record where you know part of the text. Type in the partial text and hit Enter on your keyboard. The first matching
record will be selected and displayed on the form. Hit Enter again, and the next match will be selected. You can

continue to hit Enter and cycle through the entire list. When it gets to the last match in the list, it will start over at
the top of the list.

The Form Toolbar

The Form Toolbar has these options:

New, Edit, Save, Cancel

4 Contacts: People & Places

Close | Mew | Edit | Save  Cancel | Save /Add Mew | Copy | Hide List | Format | Utilities | Search | Print | Attach | Delete | Worksheet | (&l

Use these to add a new record or edit the selected record. You can also double-click on the name in the Navigator
to Edit a selected record.
Page 8 Copyright © 2006 - 2025 Phase25, LLC



Save /Add New

4 Contacts: People & Places
Close | New  Edit  Save  Cancel | Save /Add Mew | Copy @ HideList @ Format @ Ulilities | Search | Print | Aftach | Delete Worksheet

If you’re adding more than one record, click the Save / Add New button when saving the first record. The current
record will be saved and the form will clear, ready for the next new record. This is a shortcut for clicking the two
buttons, Save and New (one less mouse-click!).

Copy

4 Contacts: People & Places

Close | New | Edit | Save | Cancel Savea’.&ddNew|Copy|HideList Format | Utilities = Search | Print | Attach = Delete | Worksheet

If you want to make an exact copy of the current record, click Copy on the toolbar. You’ll be asked “How Many
Copies?”... enter a number, one to ?, and click Continue. The current record will be copied the specified number
of times and the Navigator will show them with a numbered “Copy” tag on each one.

If this is a Parent Record, you’ll also be asked if you want to copy the associated Child records to the new copies.

Hide List/ Show List (Toggle)

4 Contacts: People & Places

Close | New | Edit | Save | Cancel | Save /Add New | Copy HideList|F0rmat Utilities = Search | Print | Attach = Delete = Worksheet

This hides the Navigator on the left and changes to say Show List. Click Show List to show the Navigator again.

Format

4 Contacts: People & Places

Close | New | Edit | Save | Cancel | Save /Add Mew | Copy | Hide List || Format tilities | Search | Print | Aftach | Delete Worksheet

Format = Utilities Search @ Print Attach Delete @ Worksheet

Custom Form Color
E O I’ m Default Form Color (Reset)
e
Tabs On Top
Button (Default) Tabs On Bottom

Toolbar Custom Field Color Full Page (No Tabs)

Custom Navigator Colors

S

This menu has options to let you override the color selections from Preferences. The Custom Form Color will let
you set a different color for this form, and the Default Form Color (Reset) option restores the color set in
Preferences.

If the form is for a Parent Table, the Page Format Options menu item will be available so you can set WHERE you
want the tabs with the child worksheets displayed.
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4 Contacts: People & Places

Close | New  Edit  Save | Cancel Save/AddMNew | Copy Hidelist Format | Utilities Search | Print | Attach @ Delete = Worksheet

liabsion™ [op;

—ShowAll> ) Contacts: People & Places Contact Notes (3) ) 7\ U
= e T——
| ' Options: = Open Emailer Search by Zip Code  Recalculate Birthdays  Sales Tax Rates  Sticky Motes

No User Filter

'9 Record Is Active Warked For Deletion | Personal, Tax & Industry il |
ABC Clock Makers - Minneapolis, MN 5541 _ ]
Baker Industries - Chicago, IL 60608 Ref.No. /Created Date | 1000005 [ 09/30/2019 12:00:00AM | Needs Attention! This is OUR Company
Barnes, Linda - Willmar, MM 56201

. . Contact Type(s ] Customer

Blake, Michelle Belle - Chicago, IL 60609 LpEE) i - | Birthday /NextBirincay /Age | | | o]

The default is Tabs on Top, which means the Parent form will be on the first tab, and each child table will be on the
subsequent tabs. All tabs will be on the top of the page.

4 Contacts: Peple & Places — [m]
Close | New | Edit | Save | Cancel | Save/AddNew | Copy | HideList | Format | Utiities | Search | Print | Attach | Delete | Worksheet
—Show Al » Options: ~ OpenEmailer Search byZip Code  Recalculate Birthdays | Sales Tax Rates  Sticky Notes ~
l:l ‘ Record Is Active Marked For Deletion [ Personal, Tax & Industry Information ]
Na User Filter ,9
Ref. No./ Created Date | 1000005 || 09/30/2019 12:00:00 AM Needs Altention! This is OUR Company
ABC Clock Makers - Minneapolis, MN 5541
Baker Industries - Chicago, IL 60609 EerETRE) % gr‘;fgfﬂ’”:; ~ | Bithday/NextBithoay /Age | I | o]
Bames, Linda - Willmar, MN 56201 Y
Blake, Michelle Belle - Chicago, IL 60609 P [ insurer Primary Contact/ Distance ‘BenJuhnsun ” UUU‘
Jackson, Ed - Minneota, MN 56389 [ Lead Finance Terms / Industry NET 30 Printing
North Branch Insurance - Elgin, IL 60607 ] Cther ¥
Wharton, Bob - Dassel, MN 55325 Cust. Since / Classification
Company Name [ABC Clock Makers |
First/MI/LastName [ Kelly IR [[ainer | SEETEAS G
Address [115 west 9t Bva | Sales TaxRates (1-2) [ 6.8750% | 0.0200% |
City | State 1Zip e Discount Rates (1-2) [ 0.0000% || 0.0000% |
Website wwwabeclockss.us FinE Tools ~ | Options +
Main Email sales@abcclockss.us
i )
County / Country Hennepin e
B
Phone (1)/Phone (2) | 800-555-1234 I | " n*
Phane (3)/ FAX [ |[ o00-555-1111 | i
Associated Contacts Add | Delete | Jump | Refresh |0 Notes or Comments Sample data

absion|Bottom

“New Edit- Copy W Format ~ Aftach | CopytoExcel | Bitmap EmailAddresses =~ Delete ~ Worksheet  View ~ | GoTo Search | Count=3

E?:;iﬂ Date %ngad 332:;‘1 \[‘)Eu:rtam gzﬁ;&ed E;g:if;;d Subject Contact Notes (What Happened)

Yes 0 4 | Email ptember 2024 George Bearra Yes Additional Contact | Wark Phone: 888-333-5555J0b Title: Mana
Yes 08/09/2024  Phone Call August 2024 Michelle No Sales Call Worked on next month's orders.

Yes 08/08/2024 | Email August 2024 Ben Johnson Mo Additional Contact | Work Phone: 888-333-5555J0b Title: Manay

Tabs on Bottom will put the Tabbed section under the Parent form, and the form will scroll to allow you to see a full
screen of child worksheets.
Lounty fsountry Hennepin | B |jusA |2 W
Phone (1)/Phone (2) [ 800-555-1234 I | ;65?*
Phone (3)/ FAX | |[ 000-585-1111 | '

Associated Contacts Add | Delete | Jump | Refresh |0 Motes or Comments Sample data

Contact Notes (3)  Height

J s EUllIRagE (NOTabs)

Mew  Edit - Copy W  Format » | Aftach Copyto Excel Bitmap | Email Addresses - | Delete - | Worksheet | View ~ | GoTo.. | Search Count=3

Record Contact Contact Contact Person Requested .

Is Active Date Type Maonth Year Contacted by Contact Subject Contact Notes (What Happened)

Yes 08/30/2024 | Email September 2024 George Bearra Yes Additional Contact | Work Phone: 888-333-5555J0b Title: Man
Yes 08/09/2024 | Phone Call August 2024 Michelle Mo Sales Call Worked on next month's orders.

Yes 08/08/2024 | Email August 2024 Ben Johnson Mo Additional Contact | Work Phone: 888-333-5555Job Title: Man
< >
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Full Page (No Tabs) also puts the child worksheets on the bottom of the Parent form, but stacked down the page.
You can set the height of each child’s worksheet individually to show or hide as many rows on each one as you like.
Each child worksheet will adjust “up” the page when the worksheet above gets shorter, or “down” the page if you
make a worksheet taller.

NOTE: When you change this option, the form will close and reopen to show the selected format.

If the form has Custom Options the More Options menu item will be available. This lets you decide how to access
the custom options: From an Options button on the form, with a drop-down menu, or from an Options toolbar at
the top of the Parent form.

The Options button with drop-down menu (if form uses Sticky Notes, you’ll see the yellow button beside it):

4 Contacts: People & Places

Close | New Edit | Save | Cancel | Save/AddNew | Copy | Hide List | Format | Utilities | Search | Print | Attach | Delete Worksheet | (&l

Contacts: People & Places Contact Motes (3)

| 9
Mo User Filter Ja Open Emailer

ABC Clock Makers - Minneapolis, MM 5541
Baker Industries - Chicago, IL 60609

=Show All=

Marked For Deletion

Search by Zip Code

Ref Mo/ Created Date 3002019 12:00:00 AM

) ) Recalculate Birthdays
Barnes, Linda - Willmar, MM 56201 Contact Type(s) A : -
Blake, Michelle Belle - Chicago, IL 60609 Sales Tax Rates Birthday  Next Birihday [Age
Jackson, Ed - Minneota, MM 56389 ... Primary Contact / Distance
MNorth Branch Insurance - Elgin, IL 60607 . ] Lead ]
Wharton, Bob - Dassel, MM 55325 0 O;h-:r v Finance Terms / Industry
Cust. Since / Classification
Aamnan Kama [ anm Ainck Makare |

The example above is from the Customers & Contacts form, which has the custom features you see in the list
above. NOT ALL forms have custom options.

The Options Toolbar, with each utility on the toolbar, including Sticky Notes (if available). The drop-down list on
the Options button lets you change the text color on the toolbar buttons to black or white, depending on what is
easier to read based on your form color.

NOTE: When you change this option, the form will close and reopen to show the selected format.

4 Contacts: People & Places

Close | New | Edit | Save | Cancel | Save/Add Mew | Copy | Hide List | Format | Utilities = Search | Print | Attach @ Delete | Worksheet | (&l

=Show All= Contacts: People & Places  Contact Notes (3)

F

: "Open Emailer  Search by Zip Code  Recalculate Birthdays ~ Sales Tax Rates  Sticky Notes
No User Filter A a

White Tes
Black Text
ABC Clock Makers - Minneapaolis, MM 5541

Baker Industries - Chicago, IL 60609 Ref. No./ Created Date | 1000005 || 08/30/2019 12:00:00 AM

Record Is Active Marked For Deletion

Custom Field Color —This lets you set the background color on one or more fields on the form to draw your
attention to those fields when you open the form.

For example, If you wanted to highlight the Phone and FAX fields, you’d check those field names in the list, then
click the Choose Color button on the toolbar to select the color. Click OK to return to the list, which then shows

Page 11 Copyright © 2006 - 2025 Phase25, LLC



you the color. Ifthe textin the list is not easy to read (the color is too dark), change the color until it appears as you
wish. Click Continue to apply the setting. You will need to close and reopen the form to see the new format.

Address | 115 West 9th Blvd. | Choose A Custorn Backcolor for Selected Fields X H
City / State / Zip MN Continue | Cancel | SelectAll | SelectNone | Choose Color
Website | www.abcclockss.us |
Main Email | sales@abcclockss. us | E ma}“‘ {“H;'—Em—
County / Country Hennepin USA L] Country (Country)
Phone (1) (Phone_1) Basic colors:
Phone (1)/Phone (2) [ 800-555-1234 I | ] Phone (2) (Phone_2)
Phone (3}/ FAX [ [[o00-s55-1111 | | |[&J Phone 3) (Phone_3) NLEEE..
LN FAX{mx_Numben HMrEEE NN . 4
sociated Conta Add | Delete | Jump | Refresh |0 Associated Contacts (Contact_
[] Needs Attention! (Meeds_Atten . . . . . . . .
[ This is OUR Company (s_our, 1l 7 I I I 0 I
E;ﬂ-_mmm—mgm EEEEEEEN
e SO CIEN-COR W W T W
Custom colors:
FEFFFEE g e
Sat: Green:
Define Custom Colors > ColariSolid Lum: Blue:
Cancel Add to Custom Colors

Custom Navigator Colors - Use this option to color
the list of records in the Navigator based on a field
value. For example, in our Customers & Contact
table, we have the option to color by these fields.

Colar Field

Just for an example, we’ll choose the Country_State
field, which is a calculated field that concatenates
the Country and State fields on each record.

Contact_Type

Contact_Type
Country
Country_State
Customer_Year
Industry_Type
State_Mame

. Choose Custom Colors

There are 15 drop-down lists on the Custom Colors
dialog. Based on the number of unique values in the
selected Color Field, that same number of lists will

. . . . Calor Field
be filled with those values. Select a different value in

each list, then click the Color button on the right to ]
choose the color of the text. _

You don’t have to use all of the values; typically you

Save & Close | Cancel

[] Checkthis to disable Custom Colors

Country_State w

USA-IL

{

_
USA - MM |:|

would only want to highlight certain items to make it easier to find them in the Navigator. There’s no reason why

you cannot use all of the options, however, so color away!

In our example above, the results looks like this >>

Page 12

=Show All= v
Mo User Filter f 'J’

ABC Clock Makers - Minneapolis, MM 55414
Baker Industries - Chicago, IL 60609
Barnes, Linda - Willmar, MK 56201

Blake, Michelle Belle - Chicago, IL 60609
Jackson, Ed - Minneota, MM 56389

Marth Branch Insurance - Elgin, IL 60607
Wharton, Bob - Dassel, MM 55325
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IMPORTANT! For all of these formatting options, they will be applied each time the form is opened. However, you
can change them at any time.

Utilities

4 Contacts: People & Places
Close | New | Edit | Save | Cancel | Save/Add Mew | Copy | Hide List | Format || Utilities ||Search | Print | Attach | Delete | Worksheet | (&l

This menu has functions to update or manipulate the data in the current Utilities
table. Reload Data

. R Record
Reload Data - Clears the Navigator and re-reads the data from the Fesye necores

. . . Resave Records (with Validation)
database. This action is the same as when you close and reopen the form.

De-Duplicate Records
Resave Records / Resave Records with Validation — See ** below. When Cleanup Link Orphans
you click on this option, all of the records are edited and saved, just as if you
edited each one individually, made changes and saved it using the Edit and
Save buttons on the toolbar. This can be useful afterimporting records from
another source, and you want to be sure all of the calculated fields on each
record has been updated. For example, the value you see in the Navigator
for each record is a calculated field, which concatenates several fields on
each record that would make the record unique. The option with
Validation, applies any custom actions that may be part of updating other
tables when arecord is changed. If you’re unsure, use the with Validation

Import Data

Export All Data
Export Displayed Records
Export Selected Record

Toggle Field Mames

Edit Email Subject Template
Edit Email Document Name Template

option.
designe to NOT allow user to add duplicate records Continue | Cancel
based on the combination of field values that create
the Navigator list. However, following an import, you | Select Default Dupicate-Check Field |
might see duplicates based on other fields. This %rss ~
utility will prompt you to choose which fields to de- % Elassiﬂcta:un
ommen
duplicate on, and then which of the duplicate records [ Company_Name
Check at least one field to [] Contact_sge
to keep (oldest or newest). compare duplicates ] Contact_Birthday
[] contact_Links
Click Continue to run the utility. A message box will E EE:I:S:;Q‘BMW
[] contacts_ID
tell you the results. ] Copy. Tag
] country
[] Country_State
[] County
[] Create_Date
[] customer_vear
[] Discount_Rate_1 v
When Duplicate(s) Found Keep:  Oldest Record ~
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Cleanup Link Orphans - this utility is only available if
the form has control that allows you to link two or more
records together. You can then double-click on an item
on one record, which jumps you to that linked record.
This type of control serves two purposes: 1) defines an
association between two or more records, and 2) provides a short-cut “jump” to get from one to another. If you
delete a bunch of records, sometimes the “cleanup” leaves orphaned links in the table. This utility finds and

permanently deletes them.

Associated Contacts

Add Deletel Jump IR&fr&sh 2

Barnes, Linda - Willmar, MM 56201
Maorth Branch Insurance - Elgin, IL 60607

Import Data - NOTE: this utility requires some knowledge of data types and how the source data is formatted. If
you feel this is beyond your skills, contact support for assistance.

This utility supports importing data from another source. For example, if you have customer information in another
system, and you can export it to one of the import formats (below), the Import dialog will let you map the source
fields to the fields in this table, then import and validate the data. This utility will read and import data from:

e Access Database (.mdb /.accdb)

e Comma-Separated Values (.csv) file
e Excel Workbook (any version)

e SQL Database
e SQL Express
e SQLite

Choose the source type and
click Continue. Based on the
source type, you’ll be
prompted to select a file
(Access, CSV, Excel or
SQLite), or enter the SQL
Server & database names
and credentials.

The source data is read, and
the fields from both the
source and the target (your
table) are displayed on the
Import dialog.

If a field name in the source
matches the field name in the
current table, it’s
automatically mapped (see
the Address = Address text
in the first list below). All
other fields can be matched

Continue

Projects:
Source:

Target

Source Filter:

Cancel

Map Fields for Data Import

Copy Mappings to Excel

V| ‘ Save | | Delete |
[FTProd_062315.mdb | [company |
|C:\Users\LaNette\D0cuments\basimppraisals\basimppra\sa\s_Data.sdb | |Contads |
Refresh all calculations and check for duplicates before saving import data to target database
Target Fields 23 of 50 Source Fields Count =65
Address = Address w | Selectvalueineachlistand [gqrecs A
City_Name click Connect'to map BilingGuidlD
Classification BilingID
Comments = Comments. Connect Selections City )
Company_Name = Company_Name Classification_Code
Contact_Age Clear Matches Comments
Contact_Birthday _ C _Rate_1
Contact_Links C ission_Rate_2
Contact_Next_Birthday ‘ Auto Match ‘ Commisgion_Use_Billing
Contact_Type Company_ID
Contacts_ID Match by Index Company_Links
Copy_Tag Company_MName
Country = Country Enter A Valug Contact_Types
Country_State Country
County = County Walue by Formula County
Create_Date = Create_Date Create_Date
Customer_*ear Default System Fields Custom_Fid_1_CBO
Dizcount_Rate_1 Custom_Fid_10
Discount_Rate_2 Custom_Fld_2_CBO
Distance_Mies : DO”D’E'C"“‘;‘; Custom_Fld_3_CBO
EditDate = EditDate e LT Custom_Fld_4
Editor = Editor Custom_Fld_5
FAX_Number = FAX_Number Doubf&ch;k => To Fr'{:d Custom_Fld_§
Finance_Terms = Finance_Terms Selected Field Name in Custom_Fld_7
First_Name = First_Name w Target List Custom_Fld_g v

manually by clicking on the field in each list and then click Connect Selections.

Page 14
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Each Phase25 Software application has six “system fields” (KeyID, Editor, EditDate, IsActive, IsDeleted, IsEdited).
The calculations for these are “mapped” by default, but you can always click the Default System Fields button to
remap those if they get disconnect.

IMPORTANT: When entering records on a form, the system will not allow you to enter a value that is the incorrect
data type for that field. For example, you cannot enter plaini text in a date or number field. Your entry MUST be a
date or number.

When importing data, you need to know what type of data each field is in both the source and the current table,
and map the fields accordingly.

If you need to import only a portion of the data from the source, and you understand how to write a simple SQL
query, you can enter it in the Source Filter field. An example might be “IsDeleted = ‘No’” or “IsActive = ‘Yes’”. You
would need to know your data and how to construct a query correctly to use this feature.

Click Continue to begin the import. A count of how many records will be

displayed and you can choose to continue or cancel at that point. Utiities |
Reload Data
During the import you’ll see a progress bar at the bottom of your screen with Resave Records
a “count-down” of where the utility is. When the utility is done, your form Resave Records (with Validation)

will reload with the new data displayed in the Navigator. De-Duplicate Records

Exporting Data — The next three utilities support exporting data from the Cleanup Link Orphans

system into another format (Access database, Comma-separated values Impart Data

(.csv), Excel workbook or as an .XML document). Choose which option to ExportAll Data

use based on what you want to export. The Export Displayed Records Export Displayed Records
option will export only those records displayed in the Navigator (see ** Export Selected Record
below). Toggle Field Wames

The list of exported file options is displayed (below). Select the format and Edit Email Subject Template

Edit Email Document Mame Template

Export Data As...

Continue | Cancel | Begin Typing To Search | ..

click Continue to export the data.

** These utilities run on all of the records displayed in
the Navigator. See the topic on Filtering the Navigator [ Search beginning of text

to view records based on selected field values. Access Database (mdbl.accdb)
Comma-Separated Values (.csv)

Excel Workbook (xls*)

XML Document (xml)

Toggle Field Names — Each form has a label in front of each field which describes what the data you’re entering
should be. For example, on the Customers & Contacts form, the field labels on the “names” row are abbreviated
(First / Ml / Last Name). If you’re importing data (above), you’ll need the actual name of the field in the table to map
the data source into. This feature provides a quick and easy way to see the actual field name.

When you click on it, each field on form hides the current record’s field value and shows the actual field name.
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Ref No./Created Date | 1000001 || 09/30/2019 12:00:00AM |

Contact Type(s) Customer ~
[1 Employee
.D. O Insurer
m
[ other v
Company Name | |
First/MifLastName  |Bob | || wharton |
Address | 33902 3215t Avenue |
Gy sate 121
Website | |

Ref. Mo. / Created Date

I Reference_Mo || Create_Date I

ontact_Type Customer ~
——— [1 Employee
!I:‘! [ Insurer
ofo]9] m
[ other ™

Company Name Company_MName |
First/MifLastName || First_ Name [ Middle_Name |[Last_Name | |
Address | Address |
City I State 1 Zip state_ - [O]Zpcose | ]
Website | Website |

Some control types, like the checked list above, cannot replace its value, so the field name will be displayed in red
text in place of the label. To restore the record, click this option again, or click on another record to load it in the

form.

Edit Email Subject & Document Name Templates -
This applies to reports that you view in the Print Preview
window. One of options on that window is the ability to
save the report in PDF format, then automatically attach
itinto a new Outlook message which is then displayed
on your screen for you to complete (if Outlook is
used/enabled in Preferences). If these templates are
defined, the field names in it will be replaced with the
field values of the record being printed.

Using our Customer & Contacts data, you could select
the field name Full_Name and then add some text
around it (Contact Info:). The Text Preview shows
what the subject on an email would look like for the
current record, and how the file attachment would be
named.

Here’s what the report, attached in an Outlook
message would look like.

Page 16

vl Text Builder x

0K Cancel

Edit Email Subject Templarte

Choose a field: Full_Mame

"

Enter text on either Contact Info for: [Full_Nama]

side of any field:

Contact Info for: Michelle Belle Blake
Text Preview:

vl Text Builder

‘

Ok Cancel

Edit Email Document Name Template

Choose afield: Full_Mame

v

Enter text on either [Full_Mame] Contact Infa|

side of any field:

Michelle Belle Blake Contact Info
Text Preview:
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|f From ~ | support@phase2.com

Send |T—D| |

o«

| Bec |

Subject Contact Info for: Michelle Belle Blake

‘ Michelle Belle Blake Contact Info.pdf JI02ZKE

Of course you can manually enter the Subject and Document name when prompted on the Print Preview window,
but if you routinely email reports or documents in the same format, this shortcut makes it easy to be consistant.

Search

4 Contacts: People & Places

Close | New | Edit | Save | Cancel | Save/Add Mew | Copy | Hide List | Format | Utilities || Search |JPrint | Attach | Delete | Worksheet

This utility searches every field in the table for the text you
enter in the prompt. Any records that contain that text in
any field will be displayed in the Navigator.

) Enter Text
To clear the search results, just choose Show All from the
Navigator filter menu. Please enter the text to seanch for (NOT
case-sensitive);
All text searches are NOT case-sensitive. Caneed

Close | New Edit  Save  Cancel  Save/AddMew  Copy  Hidelist  Format @ Ulilities | Search 'F'rint|.ﬁtlach Delete  Worksheet

This opens the Print Dialog, that includes printing reports, calendars and charts and creating Quick Views, which
are simple queries to view data in a worksheet. See the Phase25 Printing Guide for details.

Close | New Edit  Save  Cancel Save/AddMew  Copy HideList  Format @ Ulilities | Search | Print | Aftach | Delete Worksheet
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This opens the Attachments page which will show all attachments that belong to the current record. If you have
files outside of the application that should be associated to a particular record, this is a good way to keep them
“attached” to that record. See the File Attachments section in this guide for details.

Delete

4 Contacts: People & Places

Close | New Edit  Save  Cancel  Save/AddMNew  Copy  Hidelist  Format  Ulilities | Search | Print | Aftach | Delete | Worksheet

Note that deleting data from either the form or worksheet only MARKS the record to be deleted. This removes the
record from being used in reports or drop-down lists, but doesn’t physically remove it from the database. Click the
Delete button to mark the current record as deleted, which will remove it from the Navigator.

If you have marked records for deleting, you can see them by selecting the <Show Deleted> option from the
Naviagator drop-down list. All records marked for deletion are displayed and the Navigator is pink to remind you
you’re viewing deleted records. To permanently delete a record, select it in the Navigator and click the Delete
button on the toolbar. A prompt will warn you that this is already “marked for deletion” and let you cancel if you
want.

4 Contacts People & Places

Close | New | Edit @ Save | Cancel | Save/AddMew | Copy | Hide List | Format | Utilities | Search | Print | Attach @ Delete | Worksheet

=Show Deleted= - Contacts: People & Places Contact Notes (1)
| ' Options: = Open Emailer Search by Zip Code  Recalculate Birthdays  Sales Tax Rates  Sticky Motes
No User Filter f :’ , )
Record Is Active Marked For Deletion
Baker Industries - Chicago, IL 60609
Ref. No./ Created Date | 1000002 || 09/30/2019 12:00:00AM |

You can Undelete a record in the this view by double-clicking on a row and unchecking the Marked for Deletion
checkbox at the top of the form. Save the record and it will return to the Navigator when you click <Show All>
again.

Record |5 Active Marked For Deletion

Ref Mo./ Created Date | 1000004 || 09/20/2019 12:00:00 AM

Worksheet

4 Contacts: People & Places

Close | New Edit  Save  Cancel Save/AddMew  Copy Hidelist  Format @ Ulilities | Search | Print | Attach | Delete | Worksheet

Worksheets

Each Form displays data one record at a time. Another way to view the data in a table is to use the Worksheet
button on the Form’s toolbar. This displays the data much like a spreadsheet, in rows and columns. Double-click
in any row to open a single Form.
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Close  Mew | Edit ~  Copy | Print | W | Format ~  Attach | Copyto Excel Bitmap | Tools ~ | Utilities =~ | Page View | Delete = View » | GoTo.. | Search Count=2

Record ] ; ; ; . Line
e Label Title Category 4 | Line 1 Line 2 Line 3 Line 4 5
Yes Willmar Car Club Marketing Willmar Car Club |P. 0. Box 428 Willmar, MM 56201

Yes Phase25 Contadyﬂ Support Phase25, LLC IS Designer Record

Save & Close | Cancel | Attachments | Field Colors
WO FKSheet Options: ~ | Add/Edit Label from Contacts
Record |s Active [] Marked For Deletion
Label Title | Willmar Car Club |
Category Warketing v|l@
, Line 1 | willmar Car Club |
Single Form Line 2 | P.0.Box 428 |
Line 3 | willmar, MN 56201 |
Line 4 (] |
Line 5 | |
Updated by 09/10/2024 07:59 AN [ Edit Next

Selecting Rows in the Worksheet

Some of the features in the next sections work on a single row in the Worksheet, or on multiple rows. You can
select more than one row by clicking on the first row, then holding down the Shift key and selecting the last row. All
rows in between will also be selected. You can also select all contiguous rows by dragging across the start row to
the end row.

To select rows that are not in order (non-contigous), hold down a Control key and click on each row.

These are standard Windows selection options.

Worksheet Toolbar

Many of the options on the Worksheet Toolbar are similar to the Form toolbar. Additional features are discussed
below.

Format

: ! Contacts

Close | Mew | Edit - Copy | Print W Attach | Copyto Excel  Bitmap | Tools - | Utilities - | EmailAddresses ~ | Page View | Delete - | View -~ | GoTo...  Search Count=7
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Format =| Aftach | Copyto Excel @ Bitmap @ Tools = Utilities = | |

Wm | R LA

TextAlignment Align Left
Upper Case Text Formatting Align Center
Lower Case Find / Replace Align Right
Proper Case Row Colors Clear Custom Alignments
Page Color 3
Phone Mumber 000-000-0000 Alternate Background Color
Custom Color
Phone Mumber (000) 000-0000 Clear Alternate Calor
Reset Default Color
Zip Code 00000-0000 d Selected Background Color
Selected Text Color
SSN: 000-00-0000 Clear Select Colors
EIM: 00-0000000

Toggle Word Wrap

By default the worksheets show their data in columns WITHOUT word-wrapping (wrapping the text while expanding
the row height so all text is visible). You can turn this option on (and then off again) by clicking on Toggle Word
Wrap. When Word Wrap is on, any functions you use on the worksheet will appear to slow down as each row has
to resize independently.

WordWrap,ON WordWrapi©OER
Full Name Address City State Full Mame Address City State
ABC Clock Makers EILEGWSSI ath Minneapalis | MM ABC Clock Makers 115 West 9th Blvd. Minneapaolis | MM
: Baker Industries 914 West 67th Street | Chicago IL
) 914 West 67th )
Baker Industries Street Chicago IL Bob Wharton 33902 321st Avenue Dassel MM
Bob Wharton 33902 321st Dasee] N Ed Jackson 1112 West Highway 41 | Minneota MM
' Avenue Linda Barnes 1201 West 9th Street | Willmar MM
| - -
Ed Jackson 1H1|1 ﬁu\-f“;ESL Minneata Y Wichelle Belle Blake 445 125th Street Chicago IL
12%1 ”'.fY toth Marth Branch Insurance |P. O. Box 183 Elgin IL
. Wes -
Linda Barnes Strect Willmar MM
Michelle Belle Blake 446 125th Street | Chicago IL
Morth Branch Insurance |P. Q. Box 183 Elgin IL

NOTE: The W button in front of the Format button on the toolbar also toggles Word Wrap on or off.

Close | Mew | Edit ~ | Copy F'rintAttach Copyto Excel Bitmap  Tools »  Utilities = | Email Addresses - | Page View | Delete »  View »  GoTo..  Search Count=7

Text Alignment & Text Formatting

The Text Alignment feature works on the last selected column in the Worksheet. So before you choose one of the
alignment options, be sure to click in the column you want to apply the changes to. The Text Alignment feature
merely saves your choice and applies it each time you open the worksheet. NO DATA IS CHANGED.

The Text Formatting option EDITS the records displayed in the worksheet when you apply the change. For example,
if you have a column of names where they’re entere in all-caps, and you want them to be in Proper Case (first letter
is capitalized), choosing “Proper Case” would update all non-proper-cased values in that column, and the changes
would be saved just as if you had individually edited each record.
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This feature prompts you to select which field or fields to update. See the image before for an example.

Company "
Name First M Last Name Full Mame /| Addre
ABC Clock Mak... | Kelly R MILLER ABC Clock Makers 115W
Baker Industries | John BAKER Baker Industries 914 W
Bob WHARTON Bob WHARTON 33902
All:Caps:>
Ed “atMtei - - JACKSON Ed JACKSON Mz
Linda BARMES Linda BARMNES 1201
Michelle Belle BLAKE Michelle Belle BLAKE 4461
Morth Branch I... |Ted Meyer Morth Branch Insurance PO.E
Choose Columns To Reformat ROPER CASE *
Continue = Cancel | Selegfll | SelectMone
[ Ishctive ] ChangeditoBroperiCase
Company o bt B
[ Contact_Type 5 First ] | LastName Full Name +
] Company_Nam £z
[] First_Mame ABC Clock Mak... | Kelly R Miller ABC Clock Makers
i Baker Industries | John Baker Baker Industries
a
Wharton Bob Wharton
[] Address E Jackson Ed Jackson
E ggt;?:l:r:e Linda Bamnes Linda Barnes
[] Zip_Code Michelle Belle Blake Michelle Belle Blake
[] website Morth Branch ... | Ted Meyer Morth Branch Insurance

NOTE: Choosing the custom formats for phone numbers, zip codes, tax ID numbers (SSN / EIN) requires that the
data in the selected columns “fits” those formats. For example, if you have names or other text in a Phone number
field, the format will not be applied.

Row Colors

You can change the default all-white rows to display with alternating colors (white and ?) by using the Row Colors
options. These choices are applied each time you open this worksheet. Click the Alternate Background Color
option and select the color, as in the example below (pink):

Close  Mew | Edit = | Copy | Print W Format » Aftach  Copyto Excel Bitmap | Tools »  Ulilities = | Email Addresses - | Page View  Delete = View » | Go

E;ﬁ‘:d B Ref. No. g;et:ted %‘:}’:(as? ﬁgm:any First m LastName Full Name .
Yes 1000005 09/30/2019 12... | Customer ABC Clock Mak... | Kelly R Miller ABC Clock Makers

Yes 1000002 09/30/2019 12... Customer Baker Industries  John Baker Baker Industries

Yes 1000001 09/30/2019 12... | Customer Bob Wharton Bob Wharton

Yes 1000003 09/30/2019 12... Customer Ed Jackson Ed Jackson

Yes 1000006 09/30/2019 12... | Customer Linda Barnes Linda Barnes

Yes 1000007 09/30/2019 12... Customer Michelle Belle Blake Michelle Belle Blake

Yes 1000004 09/30/2019 12... | Insurer, Other Morth Branch ... | Ted Meyer Morth Branch Insurance

Click the Clear Alternate Color option to restore the default white background color for all rows.

The Selected Background Color option overrides the color you set in Preferences for this worksheet only. You
can also change the Text color of a selected row here. Click the Clear Select Colors to restore the default colors
for both.

Page Colors

The Custom Color option overrides the page background color you selected in Preferences. Click the Reset
Default Color to restore the color choice from Preferences.
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Copy to Excel

: ! Contacts

Close | New | Edit ~ | Copy Utilities = | Email Addresses ~ | Page View | Delete - | View » | GoTo... | Search | Count=7

Print | W  Format ~ | Attach § Copy to Excel |Elitmap Tools -

If you have Microsoft Excel on your computer, this option copies the worksheet just as it appears on the screen and
creates a new Excel workbook, pasting the data into the first worksheet. This is a quick way to copy the data to
Excel if you need to share it with another application or users that do not have this application.

Bitmap

: ! Contacts

Close | New | Edit ~ | Copy | Print | W | Format - | Attach | Copyto Excel || Bitmap |T00|S - | Utilities - | Email Addresses -~ | Page View | Delete » | View -  GoTo.. | Search  Count=7

This utility takes a screen print (snip) of the VISIBLE part of the worksheet and opens it in your default graphics
program (usually Paint).

Tools

_ ! Contacts

Close | New | Edit - | Copy | Print W  Format = | Attach | Copyto Excel Bitmap Utilities ~ Email Addresses -  Page View Delete = | View ~ | GoTo..  Search Count=7

The Tools option will not appear on all worksheets, only those which have custom features. Typically, if a form has
an Options button or toolbar, the same menu options will appear under the Tools button on this toolbar.

Utilities
The Utilities on the Worksheet Toolbar has one additional feature not on the Forms toolbar:

: ! Contacts

Search | Count=7

Close | New  Edit - | Copy | Print W  Format = | Attach | Copyto Excel Email Addresses =  Page View Delete » | View ~  GoTo..

Bitmap | Teols | Utilities

Show All Fields

In every table there are hidden fields that are System Fields (used to identify
records and statuses... deleted, active, etc.) and calculated fields, which are
needed for each record. By default, these fields are not displayed in the
worksheet. Click this option to show the fields.

Utilities ~|| Email Addresses - | Page View
I Show All Fields

Reload Data

Resave Records

Resave Records (with Validation)

De-Duplicate Records

Close | Mew | Edit - Copy Print W Format - | Attach = Copyto Excel = Bitmap | Tools = | Utilities = | Email Addresses

Import Data
System Key E;;Oerd = g:{:ﬁgﬂm Is Edited Last Editor 'Efr‘ft B Ref. No. g’:t:t‘ Export Selected Row(s)
A405CEB8562... |Yes No Yes ADMIN-SECU... |45550.704991... [1000005 097304 Export Displayed Rows
212ETFEAGSS... |Yes No Yes ADMIN-SECU... |45550.704995... (1000002 09/304; ExportAll Data
0C310DFDAC... |Yes No Yes ADMIN-SECU... |45550.704999... |1000001 09/304,

To restore the default view, the menu option changes to Restore Hidden Columns, which again hides these fields

on the worksheet.

Page 22

Copyright © 2006 - 2025 Phase25, LLC



Email Addresses

: ! Contacts

Close | New | Edit~ Copy Print | W | Format - | Attach | Copyto Excel | Bitmap | Tools - Uliliies ~ | Email Addresses ~ | Page View | Delete ~ | View ~ | Go To... | Search | Count=7

Not every worksheet will have this option, but if the table you’re viewing has a Email Addresses - q
field that stores email addresses, this offers a quick way to copy AND Copy to Text File

deduplicate email addresses. | Copy to Spreadsheet

Copy to Text File Copy to Clipboard (semi-colon)

This creates a Notepad file and displays several options for using the text from the email address list:

B Email_List.txt - Notepad

Eile Edit Format Yiew Help
ALL DATA BELOW HAS BEEN COPIED TO THE WINDOWS CLIPBOARD -

ALL ADDRESSES (7):

salesf@abcclockss.us; bakerindustries@bakerindustriesd44l.com; bobwharton@basicbiz.store; edmyerson@basicbiz.store;
lindabarnes987@basicbiz.store; michelleblakel@3@basicbiz.store; northbranchinsurancefinbinsurancel®@3.net;
ADDRESSES in groups of 58 or less (for sending via Outlook):

salesf@abcclockss.us; bakerindustriesﬂJakerindustriESMfL.com; bobwharton@basicbiz.store; edmyerson@basicbiz.store;
lindabarnes987@basicbiz.store; michelleblakel®3@basicbiz.store; northbranchinsurance@nbinsurancelB@3.net;

W

Ln 10, Col 32 100%  Windows (CRLF) UTF-8

Copy to Spreadsheet
A B C
If you have Excel on your computer, this option creates a new 1 |tem_No |Email_Address
. A A 2 1 sales@abcclockss.us
Excel workbook and copies the email addresses to a single . 2 bakerindustries@bakerindustriesd41. com
column. The workbook will be opened on your desktop and 4 3 bobwharton@basicbiz.store
ou can save or distribute it as needed : 2 erimyersonihasichlz store
y : 6 5 lindaharnes987@basichiz. store
. T 6 michelleblakel03@basichiz.store

Copy to Cllpboard 8 7 northbranchinsurance@nbinsurancel003.net

This copies the email addresses to the Windows clipboard, separated by a semi-colon (the same format as the first
group of addresses in the Text File/Notepad option.

Page View

: ! Contacts

Close | MNew | Edit = | Copy | Print W  Format = | Attach | Copyto Excel | Bitmap | Tools = | Utilities = EmaiIAddresseSvDeIetev View = | GoTo.. | Search  Count=7

You clicked the Worksheet button the Form’s toolbar to open the Worksheet. Click this option to close the
worksheet and reopen the Form (page).
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Delete

L : ! Contacts

Close | New | Edit ~  Copy | Print | W | Format - | Atach | Copyto Excel | Bitmap | Tools » | Uliliies ~ Email Addresses ~ | Page Vie iew ~  GoTo.. Search Count=7
The Delete button has choices for deleting data from the Delete -

worksheet. Note that deleting data from either the form or
worksheet only MARKS the record to be deleted. This removes the
record from being used in reports or drop-down lists, but doesn’t
physically remove it from the database. Delete Displayed Rows

Delete Current Record

Delete Selected Rows

See the View / View Deleted Records topic below for how to Purge Displayed Rows (No Undelete)
permanently delete data.

Delete Current Record

This marks the first selected row in the worksheet as ‘Deleted’ and removes it from the worksheet.

Delete Selected Rows

This marks ALL selected rows in the worksheet as ‘Deleted’ and removes them from the worksheet.

Delete Displayed Rows

This marks ALL rows currently displayed in the worksheet as ‘Deleted’ and removes them from the worksheet.
Purge Displayed Rows (No Undelete)

This actually (physically) deletes the displayed rows WITHOUT the option to “Undelete” later.

View (Current / Deleted Records)

") Contacts

Close | MNew | Edit = | Copy | Print W  Format - | Attach | Copyto Excel Bitmap | Tools - | Ulilities ~ | Email Addresses -~ | Page View DeletevGoTo... Search | Count=7

If you have marked records for deleting, you can see them by clicking the View > Deleted Records. Allrecords
marked for deletion are displayed. Additional options on the Delete menu are added where you can select one or
more rows in the worksheet and Undelete them. When viewing deleted records, a wide red border is added to the
worksheet, to remind you you are looking at deleted records.

. Close | Mew  Edit » Copy Print |W  Format -  Attach | Copyto Excel | Bitmap | Tools = | Ulilities »~  EmailAddresses ~  Page View | Delete/Undelete » | View ~  GoTo..  Search Cou

Record |s Created Contact Company
Active Date Type(s) Mame

Yes 1000007 09/30/2019 12... |Customer Michelle Belle Blake Michelle Belle Blake 446 125th Street | Chicago
09/30/2019 12.. Morth Branch 1. F. 0. Box 183

Ref Mo. First Mi Last Mame Full Mame 4| Address City

Morth Branch Insurance

Insurer; Other Elgin

You can also Undelete records by double-clicking on a row and unchecked the Marked for Deletion checkbox at
the top of the form.

Record |s Active Marked For Deletion

Ref Mo./ Created Date | 1000004 || 09/30/2019 12:00:00 AM
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Go To...

When a Worksheet has a lot of fields it may be
difficult to find that column in the Worksheet.
Click on Go To to display all Labels (which you see
on the form) and the actual field names in a list.
Click on the field you want to go to, and the
worksheet will scroll to that column and highlight
it with you selection color.

Row Count

Page View | Delete ~ | View earch Count=7

ne

Continue | Cancel  Begin Typing To Search

[] Search beginning of text

Clase MNew  Edit -~ | Copy Pri

Zddress
Rge
Associated Contacts

{Rddress)
{Contact_Age)
{Contact Links)

(City_Name)
Classification {Classificatiom)
Company Name {Company Name)

Contact Type(3)
Contacts ID
Copy Tag

{Contact_Type)
{Contacts_ID)
{Copy_Tag)

{Contact Birthday)

Next

Birthday Birthday

0773111963
05/231985
11031987

0713112025
052312025
110312024

The last item on the Worksheet toolbar shows the number of rows currently displayed in the Worksheet. If you
filter the worksheet, this number will change, displaying only the visible rows.

Worksheet Menu

The Worksheet has an additional menu that’s available when you right-click anywhere

on the worksheet.

The first section of options are used to filter the Worksheet, displaying only the rows

you want to see and work with.

Filter By This Column

Based on the last column you clicked on, this displays a list of values in that column.
Click on any value, and only those rows will be displayed.

Show Active Only / Show Inactive Only

Every record has a checkbox called Is Active, which is checked by default (Active).
These two options filter the worksheet by the status you selected.

Filter This Column Where...

The submenu at the right >>> shows the options
available when you click here. This gives you
some built in logic for filtering the worksheet.

Toggle Checkboxes

The next section of options may change

Value Equals..
Value Does NOT Equal...

Value is Greater Than...

Value is Less Than...

Value is Greater or Equal To...
Value is Less Than or Equal To...

Walue CONTAINS
Value DOES NOT CONTAIM

Filter By This Column

Show Active Only

Show Inactive Only

Filter This Column Where... »
Show All

Toggle ‘Is Active’

Toggle ‘Meeds Attention’
Toggle 'ls Qur Company’
Toggle "Sales Tax Exempt’

Create Summary
View (Read Only)

Goto Column...
Select Column QOrder

Default Column Crder
Default Column Widths

Hide Selected Column

Selected Statistics
Column Statistics

Copy Cell Value

depending on whether the form has checkboxes. Every field that’s displayed as a checkbox has only two values:
Yes (checked) and No (unchecked). These utilities will be applied to all selected rows in the Worksheet, and will
change the values from Yes to No, or No to Yes, depending on their current value. This is a quick way to edit

multiple records at the same time.
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Create Summary

This option acts like an Excel pivot table, where you create a summary of the data displayed in the worksheet by
grouping the data by one or more fields, then summing, averaging (number fields only) or counting the values.

First, you see a list of fields that you can group by; check at least one of them and click Continue. Nextyou’ll be
prompted to select the fields to Summarize. You can select more than one field; a set of results for each field will

be displayed (Count, SUM,
Average). The results are
displayed in a new
worksheet, with the Total
Count, Sum and Average
of the number fields.

NOTE: If you choose more
than one field to Group By,
the values from each of
the fields will be combined
so that the results for each
combination are displayed
in a single row.

View (Read-Only)

Continue | Cancel

Choose Summary (Group By) Field(s)

SelectAll

Select None

[ Created Date
[] Contact Type(s)
] company Name
[ First
Om

] Last Name
] Full Mame
[] Address
City

] state

O zip

CJRecardisActive

Ny

Choose Which Number Fields to Summarize

SelectAll | SelectNone

Cancel

Continue

[J 2=z ociated Contacts
[ age

Distance

[1 Sales Tax Rates (1-2)
[] Sales Tax Rate 2

[] Discount Rates (1-2)
[] Discount Rate 2

/ e
I

City Total Count D'Sﬁgtz [3‘\‘3;?2“: |
Chicago 2 678.00 339.00
Dassel 1 23.50 23.50
Elgin 1 387.00 387.00
Minr 1 72.50 72.50
Winneota 1 105.00 105.00

1 39.00 39.00

When you double-click on a row in the Worksheet to open a record for editing, you cannot do anythingi else in the
system until you close that form (Save or Cancel). Sometimes you may want to see the data on a different record
while editing a record. You can open one or more records in a “Read-Only” form (you can’t edit it) FIRST, then open
the record you want to edit. You can move the read-only form to another part of your screen or another monitor so
you can view it while editing.

The read-only form will have a gray background to distinguish it from the editable form. When you’re finished, just
close them clicking the Close button on the toolbar.

View Contacts: People & Places Record

Close

Ref. MNo. / Created Date
Contact Type(s)

Company Name
First/MI/Last Name
Address

City / State | Zip
Website

Main Email
County / Country
Phane (1) / Phone (2)
Phone (3)/ FAX

Associated Contacts

Record |5 Active

[] Marked For Deletion [

Personal, Tax & Industry Information |

[ 1000005 |[ 09/30/2019 12:00:00 AM

[ Needs Attention!

This is OUR Company

Customer Birthday / Next Bithday /Age | I I 0]
Primary Contact / Distance | Ben Johnson || 7250 ‘
Finance Terms / Industry MNET 30 ~ Printing ~
Cust Since / Classification v v

:::Tycmk MakerSH R |[ miter \l ‘i L |0 s Taxeemn

[ 15 Westg9tn Bva | Sales TaxRates (1-2) [ 6.8750% | 2.0000% |

T - Discount Rates (1-2) [ 0.0000% || 0.0000% |

|w | Phato Tools ~ | Options -

| sales@abcclockss.us | p\‘

Hennepin /(@] usa v e:ﬁ

[ 800-555-1234 I | N .-‘.b

[ |[ voo-555-1111 | ‘

Add | Delete | Jump | Refresh |0 Motes or Comments Sample data

Updated by LaMette: 09/15/2024 02:23 PM

[] stay on Top
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Go To Column
This works the same as the Go To on the Worksheet toolbar.

You can change the order of the columns on a worksheet | continue | Cancel | Begin Typing To Search

by holding your mouse down on the column header and |

dragging it left or right. Another way to do this is by using | L Search beginning oftext

this utility, which displays a list of the columns in their g:f;mlsmive "
current order. Created Date

Contact Type(s)

Select a field (column header) and then click the Up or Sorpany Name

Down button to move the position in the list. .
ast Name

When you click Continue, the worksheet will refresh with gd;ress
I

the selected column order. State

Zip

Default Column Order

By default, the Worksheet displays the fields in the same order as they appear on the Form. If you’ve changed the
column order, this option resets it to the default order again.

Default Column Widths

When the worksheet opens for the first time, it attempts to “size” each column so the values are visible. However,
as the data changes (some field values get longer), you may still not see all of the information in a row. This option
looks at the current data, and resizes each column to display all of the text.

Hide Selected Column
Sometimes you don’t need to see all of the columns on a Hide Selected Column
worksheet. An example might be a “Created Date” field, [ Unhide Column 5 Un-Hide All Columns

which is on many records. You can click on the column, then
right-click and choose this option to hide the column. This
column can be “unhidden” by clicking anywhere on the worksheet, and if there are any hidden columns, a list will
appear under the Unhide Column option.

Create Date

Selected Statistics / Column Statistics

You can select a column, then right-click on it and choose Column

Statistics to get a summary of the values in that column, which is
automatically copied to the Windows Clipboard. Statistics for ‘Distance Miles':
Count: 7
Minimum: 23,50
o Count Maximum: 387.00
.. Average: 18643
e Minimum Total: 1,305.00
e Maximum This information has been copied to the Clipboard.
o Average (Number Fields Only)
e Total (Number Fields Only)
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The Selected Statistics option works the same way, but only on SELECTED rows in the worksheet.

Copy Cell Value
The last option is to copy the currently selected cell in the worksheet to the Windows clipboard.

Capturing A Screen Print

Screen Print

4 Contacts: Pecple & Places

Close | New | Edit | Save | Cancel | Save/Add Mew | Copy | Hide List | Format | Utilities | Search | Print | Attach | Delete | Worksheet | (&l

The last button on the Form toolbar is a little camera; click it to screen print the current form. This can be useful if
you’re troubleshooting an issue with the system (to send to support), or to share information on the Form with
another user.

Form Field Types

As you can see by the image above, different types of data use different types of fields on the form. For example,
the Contact Type is a list of values where you can check one or more of the options. The County and Country
fields are drop-down lists, which are filled from values entered in Application Settings, or on the Setup Wizard
lists. Inthis section we’ll go through the types of field controls and their specific features.

e Text Box -thisis the most common field; users manually enter data into this field. Depending on the type
of data, this field has some extra features:

o Ifthisis a date, double-clicking in the field opens a calendar, displaying the current date (or today’s
date if the field is empty). Select a different date and click Continue to enter the date in the field.

o Ifthisis anumber, double-clicking in the field opens a calculator. The current value (if any) is
displayed, and any calculations done are returned to the field on the form when the user clicks
Continue to close it.

o Ifthisis a website (text will be blue and underlined), double-clicking in the field opens the site.

o Ifthisis an email address field (text will be blue), double-clicking in the field creates a new Outlook
message (if Outlook is available), and puts the email address in the “Send” field on it. User can
then edit the email before sending.

o Ifthisisa memo field (unlimited text, spans multiple rows on the form), double-clicking in it opens
a larger edit windows, with Find & Replace utilities. Also see the next Section, Memo Fields.

e Text Box (Read-Only) - This looks like a regular text field, but is never editable by the user. This may display
a calculated value derived from a formula or other logic.

e Checkbox-When checked, the value is saved as “Yes”. If unchecked (default), the value is “No”.

e List Box-this will display a list of values, which could be:

o Alistof possible values from which you would be expected to select one.

o Alist with buttons that let you add, edit and/or delete values from it.

o A“history” list of actions taken on the record. For example, each time a status changes, another
date & time “stamp” is added to the list to record the change.

e Checked List Box - This is a list of items with a checkbox in front of each one. You would check one or
more items.
e Drop-Down (Combo) List - This list displays a short list of values that you can select (only one). The list

“drops down” when you click on it to display the contents. Some drop-down lists have an “Add” button (+)
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on the right side, which lets you add new values; others are filled in Application Settings, or on the Setup
Wizard list tabs.

e Rich Text Box - This is another type of data entry field like the text box, but allows you to format the text as
you would in Word.

Image Fields (Picture Box)

Image fields display a screen print or other image file and have a set of utilities Tools - || Options ~
on the Options button that lets you edit an image added to the appraisal. Copy Entire Image
These utilities are available on any form where you see this image control. y Modify Current Image

Click on the Options button on the toolbar to open the menu.

Copy Entire Image - Click this to copy the current image to the Windows clipbaord. Once on the clipboard, you
can paste it into any other application on your computer (Ctrl+V).

Modify Current Image - This opens the Image Clipper dialog that displays the entire image. Use the Rotate/Flip
options to Rotate the image Right or Left, or Flip it vertically or horizontally. Or if you have a lot of white space

around the actual item, which can happen when 4 Image Clipper

you take d|g|ta|. phOtOS, hold your mouse down Continue | Cancel | Zoom 100% y Rma‘i’:':i "; Continue | Cancel | Zoom 100%
and draw a green-dotted box around just the piece il Remeer I |
you want to keep. SN NBPET l Fipverica | R

l\"\\ﬁf}.\»' e R Flip Horizontal .

Click Continue to close the Image Clipper and AW
update the Image field with your changes. e it FpakA®

Resizing & Cropping Images

When you take digital pictures, those images can be quite large in size, which takes up a lot of space in your
database. When you open the image in the Image Clipper and not all of the image “fits” in the window, use the
Zoom option to show the entire image and then draw the box around the part you want to keep. Not only does that
greatly reduce the size of the image when written to the database, but it also presents just what you want to focus
on inthe image.

Custom Field Types

Some controls on a form are customized for a specific purpose. For example, if a form has many linked rocords
(child records) a custom list with its own toolbar will display them. See the application’s user guide for the specific
features of such controls.
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Memo Fields

When you double-click in a text field to open the larger edit field, you have several custom options for the displayed
text. Click on the Find/Replace button on the toolbar to do a simple “find” text and “replace” with new text.

T Enter Values

Continue | Cancel

Find/Replace -| Print | Email
SLLELLEE R Enter Text To Find  review
Replace Bullets Replace With...  discuss|

-

If you copy text from a Word document, then paste it into a field, the bulleted text doesn’t transfer correctly. The
Replace Bullets utility reformats Word bullets into readable text. NOTE: This only works when the original
bulleted list in Word was created using the round dot, the checkmark or the four-diamond bullets (see Bullet
Library image below).

Other bullets transferred from Word ALMOST reformat correctly, but you may need to manually cleanup the text, as

shown on the items in red text below.

Page 30

This is line 1 Thisis line 1
Bullet Library ¢ Thisisline2 + Thisis line 2
[ 'T‘ o Thisisline 3 ot --Thisisline 3
ore ||| @ | O e IR = Thisisline 4 >>This is line 4
T / This is line 1 This is line 1
» » Thisisline2 f This is line 2
o Thisisline 3 --Thisis line 3
= Thisisline 4 =>Thisis line 4
This is line 1 This is line 1
4 Thisisline2 This is line 2
o Thisisline 3 --Thisisline 3
= Thisislined =>This is line 4
This is line 1 This is line 1
¥ Thisisline 2 / * This is line 2
o Thisisline 3 --Thisisline 3
= Thisislined =>This is line 4
This is line 1 . This is line 1
4 Thisisline2 " * This is line 2
o Thisisline 3 --Thisisline 3
= Thisisline 4 =>Thisis line 4
This is line 1 This is line 1
o Thisisline2 --Thisis line 2
o Thisisline 3 --Thisisline 3
= Thisisline 4 =>Thisis line 4
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The Main Menu Toolbar

Every application opens to display the Main Menu, which displays the application’s workflow and provides access
to all standard features. Every application’s Main Menu has a toolbar at the top with these options:

e Preferences
e Utilities
e User Guides

Each of these utilities are described below. Some applications also have additional links, such as the Setup
Wizard on basicAppraisals and essentialAudit. This wizard allows users to customize the application with
additional settings.

User Preferences

User Preferences provide a way for YOU, the user, to define the interface (forms, worksheets, etc.). With so many
possible hardware configurations, such as monitor resolution, and graphics adapters, we cannot possibly adjust
the application to look best on all of them. User Preferences lets you pick and choose what options work best for
you on each system.

Click on the Main Menu Toolbar >> Preferences to open the general preferences dialog. Each option is applied
application-wide without any further customizations needed.

Update User Preferences

Close

User Preferences  Backup & Restore Utilities

Color Options for Forms Yes! | Use Outlook Email
Setthe background color for all forms | Choose Color | | Default | Exclude Attachments Smaller Than
Setthe background color for all required fields | Choose Color | | Default | KB

Required Fields: Displayin Bold Font

Enable Custom Field Colors in Read Mode Open As Worksheer

Options for Worksheets & Navigator Sefection Color [1 system Attachments
[1 System Ledger
Set background color for selected rows® [ choose cobor || mefaut | | System Lookups
[1 System Reports
Color & Other Options for Batch Editing Form [ system Security

[ system Settings
Show Prompt When Batch Editing | Choose Color || Defautt |

Hide Mon-Editable Fields & System Fields on Batch-Add Dialog

Additional User Features Use ‘Options’ Toolbar

Check to always select the first EMPTY field on a form Appraisal ltems A
Appraisals

Choose Where to Display the Progress Bar Bottom Right w Contact Motes
Contacts

Choose Maximum Size when Adding Images | 480x 320 ~ Sales Tax Rates

System Attachments
Selectthe Default Scanner System Labels v
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Color Options

The first section is for changing the background,
highlight and custom field colors.

Color Options for Forms

As it says, this changes the background color for all
forms. The default is what you see on this dialog
BEFORE making any changes. Click the Choose Color
button to select a different color, of the Default button
to reset to the application’s initial color.

Options for Worksheets & the Navigator Selection Color

Color Options for Forms

Setthe background color for all forms | Choose Color || Default |

Setthe background color for all required fields | Choose Color | | Default |

Required Fields: Display in Bold Font

Enable Custom Field Colors in Read Mode

Options for Worksheets & Navigator Selection Color

Set background color for selected rows* | Choose Color | | Default |

Color & Other Options for Batch Editing Form

[ Show Prempt When Batch Editing | Choose Color || Defaut |

Hide Mon-Editable Fields & System Fields on Batch-Add Dialog

This color choice is displayed on all worksheets when a row is selected, and also is the highlight color in the

Navigator when a record is selected.

Close  New  Edit  Save Cancel  Save /Add Mew | Copy | Hide List = Format | WUtilities | Search | Print | Attach | Delete  Worksl
=Show All= 9 Appraisals Appraisal ltems (4)
| ' Mew Edit ~ Copy W  Format »  Aftach | CopytoExcel  Bitmap Delete =
; Recaord Item Unit of Item - )
No User Filter
'ﬂ |5 Artive i Measure Tynea R i
01/05/2017 - Bamnes, Linda: Jewelry Appraisal (10000 | [Yes [oo1 |Each |Necklace | Excellent
T e R A T R e e T " — ;
02/03/2017 - Wharton, Bob: Appraisal (100005} es 002 Each Ring Very Good
Yes 003 Each Watch Excellent
Yes 004 Each Ring Excellent

Color & Other Options for Batch Editing Form

The Batch Editing Form is displayed whenever you use the Batch Editing feature on any worksheet. Batch Editing
allows you to change the same field(s) in multiple records to the same value. The alternative is that you need to

edit each record, save and close it.

There are two options here to “remind” you that you’re changing multiple records in a single action. The first, is to
change the background color of the Batch Edit dialog to some other color (other than the general background color
set above). In the example below, it’s been changed to a dusty rose, which stands out from the standard blue.

The second option is to get a prompt, telling you you’re about to change more than one record, and giving you a way
to cancel the changes before they’re applied. See the example on the next page.
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Batch Edit Example

1. Select two or more rows in a worksheet, then
click Edit >> Batch Edit Selected Records on

the Worksheet toolbar.

2. The Batch Edit dialog opens, with the color
changed to a dusty rose. We’re going to
change the Condition value for these two

records to Very Good.

[F—

Appraisals Appraisal ltems (4)

3. When Save & Close is clicked, the reminder

says:

If you click No, no changes are made. Click Yes to edit the records, which now look like this:

Batch Edit Selected Rows?

Mew §Edit -] Copy W  Format »~ | Aftach | Copyto Excel | Bitmap Delete -
R 3 Edit Selected Record
ecorn - )
. Condition Quianti
lsActivel | Batch Edit Selected Records | . -
Yes Copy/Batch Edit Selected Records | Excellent
Yes oo AT R Very Good
Yes 003 Each Watch Excellent
Yes 004 Each Ring Excellent
Save & Close Cancel Field Colors
Active / Marked to Delete ~ -
Appraisal -
Measure - -
tem Type / Condition " m Very Good ~
Quantity / Name o |
Description
Appraised Value 0.00
Comments

Batch Edit: LaMette

You are about to BATCH EDIT 2 records... Do you want to

continue?

Yes

Eicéi:l :LEGT Hgg;f”e llt;pn; Condition Qantity Mame

Yes oo Each Mecklace Excellent 1| Gemstone necklace in gold
Yes ooz Each Ring Very Good 1| Sapphire & Diamond Ring
Yes 003 Each Watch Very Good 1| Silver Pocket Watch and Chain
Yes 004 Each Ring Very Good 1| Ruby Ring
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Additional User Features Additional User Features

The ...select the first EMPTY field... option, when Check to always select the first EMPTY field on a form
checked, aUtomatlcally puts your cursor into the Choose Where to Display the Progress Bar Bottom Right ~
first editable field on each form. This option is Choose Maxmum Size when Adding Images TR .

checked by default.

Selectthe Default Scanner

Scanner

Setting the Progress Bar

When an action takes a little more time than expected, a Progress Bar is displayed
on the screen. By default, it’ll show in the Bottom Right corner of your screen. You
can change this by selecting a different location from the list.

Limiting the Size of Images

Images take up a lot of space! If you’re capturing images on a high-resolution
camera (or your phone’s camera), adding those images increases the size of

your database very quickly. To manage that, the system will resize all of the )
images you add on the Image Control (the picture fields >>) to reduce the
footprintin each record. The defaultis 480 x 320, which still prints most

images clearly and is the recommended setting.

Setting the Default Scanner

If you have a scanner attached to your computer, you can specify it as the default
Scanner. This option is used by the Image Control as well, but you can resetiton
the Tools menu if it’s not set here.

Enabling Outlook Integration

If you have any version of Microsoft Outlook as your email application, check the
Yes! | Use Outlook Email checkbox here. When this is checked, all of the
integrated email options become available in the system. These include a button
on the Print Preview window to automatically attach your report into a new
Outlook message, and then display it on the screen for you to complete before
sending.

Excluding Logos & Emojis From Outlook Messages

Check the Exclude option for attachments, and enter the default 39 in the KB field.
This is used by Contact Notes, when you want to add an entire email chain into
your Note (for documentation purposes), but don’t need to include any Signature
logos or animations. This strips out any image smaller than 39KB, but still saves
larger attachments in the File Attachments table.

Bottom Right w

Top Left

Top Middle
Top Right
Center Screen
Bottom Left
Bottom Middle

Bottom Right

Tools v | Options ~

The
| S - Control

Yes! | Use Qutlook Email

Exclude Attachments Smaller Than

ke

Open As Worksheer

[] system Attachments
] System Ledger

[] system Lookups

] &ystem Reports

[ system Security

] 8ystem Settings

Use 'Options’ Toolbar

Appraisal ltems A~
Appraisals

Contact Motes

Contacts

Sales Tax Rates

System Attachments

System Guides v
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Open As Worksheets
The Open As Worksheets checkboxes, when checked, will display the data in a Worksheet instead of the form you
see by default. This feature is limited to System tables. By default, none are checked.

Use ‘Options’ Toolbar
The last set of options relates to whether the Options button on a form (if there is one) is displayed as as Toolbar at
the top of the form (default), or as a button with a drop-down menu.

e I

Open Emailer

Contacts: People & Places  Contact Motes (3)

Options: = Open Emailer  Search by Zip Code  Recalculate Birthdays  Sales Tax Rates  Sticky Motes @ R SeasdibAIpicode
e Recalculate Bithdays

Sales Tax Rates
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Backup & Restore Utilities

NOTE: These utilities are only available if you are using SQLite database, which is the only database type that uses
a single file for storing data.

If you have a Team version of any software product, your data will be stored in SQL Express or SQL Server
database, which is housed on your network on a workstation (SQL Express) or Windows server. Typically, server
data is backed up by your IT department, and consequently users are not responsible for ensuring they have a
Backup & Restore strategy.

NOTE: the Backup and Restore features can also be opened from the ’ S— || Open Database
Main Menu by clicking on:

Open Database from List
System Mew Database

Main Menu >> Data Utilities >> Backup & Restore fEackup&Restme 1 |

Support

Copy Database

Script Manager

Backing Up Your Database

Backing up your work is very important. The standard for protecting your data is “three copies: your production
data, a copy to an external drive/disk, and an online “Cloud” copy (or off-site). Setting up this process in all
Phase25 products is fast and easy!

Update User Preferences

Close

User Preferences

Current Database

|C:\Users\LaNeﬂe\Documents\basiu\ppraisaIs\basicAppraisaIs_Data.sdb |

Choose Backup Location

|C:\Users\LaNeﬂe\Documents\AIIElackups\

i

Browse

[ Run Backup Each Time this Application is Closed Backup NOW

Append Today's Date to Backup File Restore NOW

Choose Cloud Backup Location {(OneDrive or GoogleDrive Folder)

|C:\Users\LaNeﬂe\0 neDrivellBackupsh | Browse

[] Run Cloud Backup Each Time this Application is Closed Backup NOW

MOTE: Copying the database to your Cloud drive does NOT append a Date to the file name Restore NOWW

Double-click on any Database Location field above to open the folder

Current Database

This field defaults to the current database you’re using, and will be the database that gets “backed up” each time
this utility runs.
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Choose Backup Location

Click the Browse button on the right to select a location for the backup. NOTE: When you select a folder, a small
text file is created and saved in that folder to identify it (don’t delete it).

Where to save the backups? You can consider several folder options:

1. Just choose another folder on your computer. This won’t protect your data if your computer dies, but it will
give you a way to “go back to a previous copy” if you mistakenly delete your entire Contacts table, for
example (yikes!).

2. Choose aremovable drive plugged into your computer. Examples: an SD card, a removeable hard drive
(any type, mechanical or SD), a flash drive. Only two things to remember using one of these: Make sure it
has enough space for multiple copies of your database, and make sure it’s connected before starting a
backup. This will do the same to protect your data as Option #1, and also protect it if your computer stops
working.

There are two additional options for this backup plan:
1. Run Backup Each time this Application is Closed
a. This automates the backup; when you close the Main Menu, the backup will be done.
2. Append Today’s Date to Backup File
a. Thiswill “date” each copy so you can restore an older copy than the most recent one if you would
need to for some reason. If more than one backup is done on the same day, the subsequent
backups files will get numbered, with a _01, _02, etc. appended to the name.

Documents » AllBackups v O Search AllBackups 2
& Mame Date modified Type Size
| | Appraisals_v7-2_Resource_2024 _0826.5db 08/24/2024 02:08 PM SDB File 49 104 KB
| | Appraisals_v7-2_Resource_2024 0826 01.sdb 08/24/2024 02:08 PM SDE File 45,104 KB
| | Appraisals_v7-2_Resource_2024 0828.sdb 08/28/2024 04:06 PM SDE File 48,104 KB
||_j basicAppraisals_Backup.txt I 08/26/2024 12:38 PM Text Document T1KB

Running the Backup
Click the Backup NOW button to run the backup immediately.

Depending on the size of your database, and the speed of an external
drive (if that was your choice), this should only take a minute or two o This database was successfully backed up
(or less). A message will tell you when its done:

Monitoring Backups
As it was mentioned earlier, copying your full database every day can
take up a lot of disk space. You may want to regularly delete older copies or move them off your computer (if
Option #1 above is used) to reduce the drive usage on your computer.

You can open either Folder Location by simply double-clicking on the File Path, as noted on the bottom of the form:

Double-click on any Database Location field above o open the folder
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Choose Cloud Backup Location (OneDrive or GoogleDrive Folder)

This setup works the same way, except you need to choose a folder that’s used by your cloud service (OneDrive or
GoogleDrive). When the backup is done, which copies your database WITHOUT a date appended to it, the existing
copy in that folder will always be overwritten. The cloud service will “sync” it to its servers (in the cloud), just as it
does when you save any file to a cloud folder.

Restoring A Backup

Now that you have a backup of your database, let’s see how to restore it. This process works the same regardless
of whether you’re restoring a database from a folder or a cloud location.

1. Clickthe Restore NOW User Preferences  Backup & Restore Utiliies
button. Current Database

|C:\!Data\_basicAppraisaIs_v?E\ResourceFiIe\AppraisaIs_v?—Q_Resource =db ‘

Choose Backup Location

|C.\Users\RacheI\DocumemshAIIElackups\ | Browse

[ Run Backup Each Time this Application is Closed Backup NOW

Append Today's Date to Backup File
Choose Cloud Backup Location (OneDrive or GoogleDrive Folder)

|C:\Users\Rachel\.OneDri\fe\!Elackups\ | Browse

[] Run Cloud Backup Each Time this Application is Closed

MOTE: Copying the database to your Cloud drive does NOT append a Date to the file name

Double-click on any Database Location field above to open the folder

2. Alist of available database files is displayed. Select the one you want to restore from the backup folder
and click Continue.

Choose Database to Restore

Continue | Cancel | Begin Typing To Search

[] Search beginning of text

C\Users\Rache\Documents\AlIBackups\Appraisals_v7-2_Resource_2024 0826 sdb
CUsers\Rachel\Documents\AlIBackups\Appraisals_v7-2_Resource_2024 _03826_01.sdb

Cilsers\RachelDocuments\AlIBackups\Appraisals_v7-2_Resource_2024 _0828.sdb
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3. IMPORTANT! Read the message in the next prompt!
It’s asking you if you want to REPLACE the current
database with the selected file. IF YOU CHOOSE Yes, 0 Do you want to overwrite the existing database:

your current database will be overwritten.

This option should only be used if you KNOW that your ..completely replacing it?
current database has been corrupted or the data is
complete unusable. It’s always safer to choose No, so
you have both copies of your database in case there’s
something still of value in the previous one.

Crwerwrite Current Database?

Appraisals_v7-2_Resource.sdb

Ys || No |

4. |Ifyouchoose No, in the previous step, the database will be copied to the same location as your current
database and a number will be appended to the name so it’s a unique name. READ THE MESSAGE

Restore Database?

carefully!

The backup date

0 Ready to Restore this Database called is removed from

IAppraisals_v‘.-'—Z_Resource_2024_OBUi.sdb I the name and a

as

"02" is appended
Appraisals_v7-2_Resource_02.5db ? to it to kEEp from

.into the folder:

Yes

overwriting an

Ch/Data'_basicAppraisals_v72\ResourceFile\? EXiSting databaSE.

5. Click Yes to restore the database. A message (below) will tell you when it’s been successfully restored.

If you chose Yes in Step 4, to NOT overwrite

your current database, you’ll get this message.

Main Menu >> Utilities >> Open Database

If you chose No in Step 4, you’ll see this
message.
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Restore Finished

o The database was successfully restored!

On the Main Menu, click 'Data Utilities » > Open Database to
select and open this database.

Restore Finished

The database was successfully restored! Your current database
has been replaced.
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Utilities & Features

Click on the Main Menu Toolbar >> Utilities to open the Utilities & Features dialog. This form will “float” on your
desktop to give you access to its features any time you need them, such as the calculators or converters.

Utilities & Features

Close

Financial Calculators Converters  Support

Darabase Unilities Administrator Utilitias Reports

Backup & Restore Application Settings ‘ Report Designer ‘

Open A Database System Settings ‘ Company Information ‘

Open A Database from List Security Options

Convert Database Script Manager

| Create A New Database | ‘ Security / User Logins |

Update SQL Credentialz Review Listener History
User Options Search Utilities More Features
| Change Paszword | ‘ Full Text Search | ‘ Open Attachments ‘
| Change Login | ‘ Search Outlook Messages | ‘ Open Mailbox ‘
| Replication | ‘ Lakel Printer ‘
S
General Tab: Database Utilities Database Uhilities
This section has all of the utilities for working with a database: | Backup & Restore
e Backup & Restore - This opens the second tab on the Preferences dialog (see | Open A Database

above), where you can setup your backup and restore paths for your database.

e Open A Database - If you have more than one database (more than one
business?) you can use this button to switch from one database to another. This
is just the same as if you opened a Word document, then opened a different one. | Convert Database

e Open A Database from List - When you open a different database, the name of
itis stored in this list. So if you know you’ve opened it before, choose this option
to open it again. Just select the database in the list and click Continue.

| Open A Database from List

| Create A New Database |

| Update SQL Credentials

e Create A New Database - If you want to create a new database, use this option to select the type and
define the name of it. If you have a Team version of your application, you will have the option to create a
new SQL or SQL Express -type database in addition to the SQLite version available in all applications.

e Convert Database - This option is available only if you have the Team version of your application, which
converts your current database to one of the network-capable database types. For example, the default
database type for a single license is SQLite. If you add users to your license package and upgrade to the
Team version, you can use this utiity to convert your SQLite database to a network-based database (SQL or
SQLExpress), which can then be shared with other users.
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o Update SQL Credentials — This also only applies if you have a Team version of your application and are
using SQL or SQL Express as the database storage type. This lets you switch the Server name and login
credentials if they should change. If you’re not using a Team version, this option is disabled.

General Tab: User Options

. . R . . . . User Opti
This section has all of the utilities for working with security-enabled systems. The first serptons
two options are only enabled IF you have turned on Security in the current database. | Change Password |
e Change Password - If you have Security enabled on your database, where | Change Login |
users must have a valid Security login record, and automatic Windows sign-on R |

option is not used, this option lets users, who normally will not have access to
open the Security page, a way to change their password.

e Change Login - Typically each user logs into the database with their own credentials, but sometimes, if an
employee leaves a company, the manager will need to login under the employee’s credentials to see and/or
edit the data the employee was responsible for maintaining. To use this, the user must know the
employee’s name and password.

e Replication - If your application supports Replication, or Remote User Data Synchronization, the option
will be enabled. This opens the Replication utilties that work with Outlook to send and receive data from a
central location. This is a feature used in organizations where some users work outside of a central

network. For more information, see the Phase25 Replication Guide. Administrator Utilities

General Tab: Administrator Utilities Appiication Settings

This section provides access to the data that only an Administrator SHOULD have

| System Settings
access to. If you are using a single-user application, you are, by default, the |

Administrator. Typically, these options are not needed for day-to-day use. However, if
you need support, our support team may need access to this information to
troubleshoot a problem.

Security / User Logins

Script Manager

e Application Settings — This is the first level of customizing in an application. For
example, values that should be displayed in a drop-down list can be edited here
(or also in the Setup Wizard if the application uses one). If you have Security enabled in a multiple-user
(Team) System, you can give one or two “power users” access to this page for maintaining lists.

Security Opticns |

Review Listener History

4 Custom Application Settings - [m] X
Close | New | Edit | Save | Cancel Save/AddNew | Cop Hide List | Format | Utilties | Search | Print | Attach | Delete | Worksheet | @
S Record Is Active [ Marked For Deletion
| ‘ Reference No./ Copy Tag | 100008 || ]

No User Filter ) [ Al Setfings Require the Table and Field Name ]
Fill List: Appraisal_ftems - ltem_Category (100009) Table Name | Field Name . >
Fill List: Appraisal_ltems - Item_Condition (100010} S LS L
Fill List Appraisal_ftems - ltem_Type (100016) Name or Type of Setting 1 Fil List »
Fill List. Appraisal_ltems - ltem_Unit (100008}
Fill List. Appraisals - Appraisal_Status (100015) 5 T
Fill List Contact_Notes - Communication_Type (100006) ‘ S SE oy ypislisis W Ear oo sl npioniosio ) |
Fill List: Contacts - Classification (100003) Common FillList Options o
Fill List: Contacts - Country (100005)
Fill List: Contacts - County (100004) Custom List Values
Fill List: Contacts - Finance_Terms (100002) Other
Fill List: Contacts - Industry_Type (100001) | eat | Pair
Fill List: Valuation - Appraisal_Status (100017} set
Fill List Valuation - ltem_Group (100018)
Fill List. Valuation_ftems - ltem_Category (100019)
Fill List. Valuation_ttemns - ltem_Condition (100020)
Fill List: Valuation_ltems - Item_Unit (100021}

Read List Values by Query

Al Other (Non.Fill List) Options
Text Value, Help Text or Replace Label
Custom Query
Edit
Count=16
Updated by LaNetie: 11/11/2024 03:25 PM CilUsers\LaNettelD _Datasdb
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Click the Help button on the left side of the Name or Type of Setting field to see the options for filling drop-
down or listboxes on this form:

Using Custom Settings X

If Setting Mame is "Fill List’, enter one of the following:
-- Commaon Fill-List Options
-- Custom List Values
-- List Values by Query

If Setting Mame is ‘Text Value, Help Text or 'Replace Label’,
enter the text in the 'Text Value' field

If Setting Name is 'Custom Query’, click the 'Edit’ button on
the "‘Custom Query’ field to create it

o System Settings - These are settings used across the database and all users and should NOT be edited
unless directed to do so by our Support Team.

e Security Options - This opens a small dialog that lets you turn Security Logins on or off. If your application
has a Setup Wizard, these options are also included there and work the same.

e Security / User Logins — This opens the Security page where User credentials and access levels are
maintained. If Security has NOT been enabled, this option is disabled.

e Script Manager - This opens a simple querying tool for the data in the current database. Again, this is
typically only used by our Support Team when issues arise.

o Review Listener History — See the next section.

The Listener — Logging Field Changes

If your application includes support for field-level changes, you will see this option which opens the Listener page.
The Listener “listens” and records every change in every field in the system. This is disabled by default, but there’s
an option on the page to enable or disable this feature called Change Listener Settings. This toggles the utility
on/off for all tables in the system and is effective immediately for the current user.

[ W B Open Record || Change Listener Settings

Change Listener Settings?

o The field-change utility is currently disabled (Mot running]. H

Do you want to turn Listener ONT H

. ’

Another option on the Listener page is Open Record, which will open the page where the record exists (if it still
exists), and automatically select that record in the Navigator.
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General Tab: Search Utilities Search Utilities

This section provides a way for users to do a full text search on the entire database or | Full Text Search |
in your Outlook email application. | Search Ouliook Messages |
o Full Text Search- This is a wider Search option than running it from the Form
or Worksheet toolbar in that it looks at every table in the database. As with the Form or Worksheet utility, it
is NOT case-sensitive, and every text field is queried to find records that CONTAIN the search text. When
the search is finished and records are found, they are displayed in a Worksheet like this:
'?' Search Results For 'basic’
Close Toggle Word Wrap Copy to Excel | Bitmap GoTo.. Count=6
Document ID Esrarch Search Results Table Name Field Mame
ApplicationlD basic basicAppraisals System_Settings | SystemValue
02 - User Guide: Getting Started - Installation & Setup (1000001) | basic https:/fwww. basicappraisals.com |System_Tasks | Task_Link
‘Wharton, Bob - Dassel, MM 55325 basic bobwharton@basicbiz store Contacts Main_Email_Address
Jackson, Ed - Minneota, MM 56389 basic edmyerson@basichiz store Contacts Main_Email_Address
Barnes, Linda - Willmar, MM 56201 basic lindabarnes987 @basichizstore | Contacts Main_Email_Address
Blake, Michelle Belle - Chicago, IL 60609 basic michelleblake103@basichiz store | Contacts Main_Email_Address
The Table Name and Field Name columns tell you where the text was found. The Search Results column
shows the text with text preceding and following the search text. To open the record, just double-click on
the row to open the page and automatically select the matching record.
e Search Outlook Messages — If you are using Outlook as your email application, and you have the Yes! |
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use Outlook option in User Preferences checked, this search option will be enabled. Clicking this button
opens the Outlook Search Utility where you can do a text search on any folder in your Outlook email box.

Close | Show Selected Messages | Start Text-Search | Clear Filters | Clear Results | Count=1

Select Filters

Importance Is Read? Where Date Received... Sender Include All Messages
" ~ ~ - 0 in Email Chain
Email Message ':‘:}'ll:;hed

Message from TurboTax (TurboTax@em1.turbotaxintuit.com), received 11/11/2024 10:53:04 AM.
SUBJECT: Save $10 on 2024 TurboTax Deskiop software

IMPORTAMCE: MORMAL

MESSAGE FOLDER: Inbox

Discover what's new with TurboTax 2024

TurboTax is now available
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To search in Outlook, click the Start Text-Search button on the

toolbar and enter your text. Again, NOT case-sensitive. A popup Eoiders:

from Outlook will prompt you to pick the top-level folder to search. v & e com A o]

Keep in mind that if you have many messages in that folder, or v [ Inbox _

especially in folders inside that folder, the search may take longer % S Cancel

than a few seconds to run. [Zr Dratts 1] New...
[ sent Items

]E Deleted Items

Click OK on the dialog to run the search. A progress bar in the lower ] #Reparchive

right corner of your screen will display the task. [ #Repincoming
D Archive
When it’s finished, the worksheet on the Outlook Search Utility will % Ez::n"fa'r'
display the results. Any formatting orimages will be filtered out of A= Contacts
the text, and all attachments will be listed in the Attached Files [ Conversation History v

column in the worksheet.

The text you searched for will be displayed in red text as the top of the form, and the number of emails found
(Count) will be on the toolbar. You can use the additional search options on the drop-down lists on the Toolbar
(Importance, Is Read?, by Date Received, or by Sender) to refine the results.

Right-click on the worksheet for additional options (refer to the next screen print):

View the Message — Opens a larger window so you can see more of the text.

Copy Message to the Clipboard —This copies the text to the Windows Clipboard

Set Row Height — A formatting option for the worksheet.

Toggle Auto-Row Height — This toggles the specified row height and the default height of each row.
Grid Selection Color - The blue you see in the screen print is the default; change this to any color.

YV VVYVYY
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T Outlook Search Utility

Close | Show Selected Messages | Start Tex-Search | Clear Filters | Clear Results | Count=13
Select Filters Search Text = conference
Impartance Is Read? Where Date Received... Sender Include All Messages
in Emai ain
o o o o ¥ Email Chai
™~
Email Message i_\itll:ghed
Message from CodeProject (mailout@maillist.codeproject.com), received 03M15/2024 08:43:15 AM.
SUBJECT. 1 The Importance of Technical SEO in Website Design - The Daily Build
IMPORTANCE: NORMAL
. 1 !

e e e View Message
Message from CodeProject (mailout@maillist.codeproject.com), =

Copy Message to Clipboard
SUBJECT: O Building Dacker Intuition - The Daily Build Set Row Height
IMPORTANCE: NORMAL Toggle Auto-Row Height
MESSAGE FOLDER: Folder: ICode Project
e L Grid Selection Color
Message from CodeProject (mailout@maillist.codeproject.com)
SUBJECT. [ Effortlessly Generate Image Variations in .MET Applications with OpenAl's Enhanced AP - The Daily
Build
IMPORTAMCE: MORMAL
Message from CodeProject (mailout@maillist.codeproject.com), received 10/M16/2023 10:39:44 PM.

W

Tip: You can double-click on any row to open the original email in Outlook. This is a very useful utility when you
need access to the formatted message and any attachments.

Show Selected Messages: This button will display any and all selected messages in your current Outlook view.
For example, if you have a folder of messages that you want to search for some particular text, select them in
Outlook, then click this button to display all of them in the worksheet. Then use the drop-down search options to
drill down into the email(s) you’re really looking for.

General Tab: Reports

Reports

This section gives you access to the Report Designer and for entering your ‘

Report Designer |
company information in one place, to be used by all reports.

‘ Company Information |

For more information for both of these options, see this guide: Phase25 Report
Designer Guide.

General Tab: More Features More Features

The buttons in this section open forms for features that can be used from any form
or worksheet in the application. See the section below, called File Attachments,
which describes how you can attach external files to a record, and see the user Open Mailbox
guide called Phase25 Printing Guide for information on using the Mailbox and
the Label Printer.

Open Attachments

Label Printer
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File Attachments

You can attached related files to any record to be stored in the database by using More Features
the File Attachments features. These features are available from several different

locations in the system. Open Attachments
Main Menu Open Mailbox
Click on the Main Menu Toolbar >> Utilities >> General (tabl) >> Open Attachments. Label Printer

This form will display ALL files attached in the database.

The Form Toolbar Attach

Click the Attach button, which displays multiple options for attachments. Open Attachments

Note that opening Attachments from a record’s toolbar links the attachment to

that record. Aftach Outlook Message(s)

Attach Text from Clipboard
Attach File(s) from Clipboard
Aftach Image from Clipboard

Open Attachments - This opens the Attachments form and displays ONLY
those attachment records for the current record you have on your screen.

Attach Outlook Messages — This requires that you have Outlook on your
computer, that you have it open, and that you have selected at least one message in any view in Outlook. The
message in each Outlook email will be saved in a text file (Notepad), and any attachments will also be added.

Attach Text from Clipboard - If you have just copied some text to the Windows Clipboard, this option will save
that text in a text file (Notepad), and then attaches the text file.

Attach Image from Clipboard — Works the same way with an image you may have copied to the Windows
clipboard. This creates an image file (Bitmap .bmp) and saves it into the Attachments table.

The Worksheet Toolbar

Clicking on the Attach button on the Worksheet toolbar opens the Attachments form and displays only those
records that are linked to the currently selected row in the Worksheet.
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Add|ngAttaChmentS Options: ~ OpenFile Detach File PrintFile Change Attachment Re-Attach File

The following fields are used to categorize and

. Record Is Active [] Marked for Deletion

describe each attachment. )

File Category Research ~
File Category File Name | |@
This helps keep the file attachments orderly; e { Subject | |
you can add any text to this drop-down list by e o
clicking the green plus (+) button on the right-
side of the list. File No_/ Size | 100001 || 0]

Zipped? /Image? | Edit Date | I I |

Source Table/Parent Table | I |

File Name

Click the Browse button on the right-side of F—
the field to select the file to attach. The actual e
file name will populate the field.

Title / Subject
Enter a meaningful title for this attachment; something that quickly describes it is best.

More Information

Use this field to describe what this attachment is. Keep in mind that since all fields in the table are text-
searchable, adding descriptive language here may help you find an attachment if you’ve forgotten the name or
category.

File No. / Size / Zipped? / Image? / Edit Date

These fields are automatically calculated. Each file is assigned a unique number in the File No. field to help
identify it and to keep it unique in the Navigator. The Size field displays the actual size in bytes. When files are
added, they’re compressed (zipped) to reduce the space in the database. The Zipped? field indicates this by
putting a Yes in this field. The Image? field says Yes if the attachment is a graphics file. The Edit Date shows the
date and time the file was last changed.

If the attachment is associated to a particular record, the records table name and parent table names are entered
automatically.

If the attachment is an image, it will be displayed in the Preview Image field; you can click the button to refresh it if
it has been changed.

Attachment Options
The options on the Options toolbar (or button) are described below.
Open File

This opens the attached file in its native application. For example, if this is a Word document, Microsoft Word will
open and display the document. If you are going to edit the file, and then want to reattach it, make sure to click the
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Edit button on the Toolbar before opening it. Then you can use the Reattach button before you click Save to
automatically pulled the updated file into the record.

Detach File

This is like using Save As... in any other application. A copy of the file is saved to a location on your computer or
network and the originalfile is still the same attachment.

Print File
Use this button to Print the file without opening it in its native application.

Change Attachment

If you want to remove the current attachment, and replace it with a different file, use this option, which deletes the
current attachment.

Re-Attach File

If you want to edit the file and then update the File Attachment record with its changes, be sure to click the Edit
button on the toolbar FIRST, before opening it. When you’re done editing, saving and closing it, click the Reattach
button to overwrite the current file attachment in this record.

NOTE: If you forget to use the Reattach button when you’ve edited a file attachment, you’ll get a prompt when you
close the File Attachments form, asking you if you want to reattach any edited files. If you choose to do so, the
current file attachment will be overwritten with those last changes you made.

Financial Calculators

This tab has four financial calculators, and the results from any of them can be 1) copied to the Windows clipboard
(click the Copy to Clipboard button) or 2) printed (Print button on the toolbar).

General Financial Calculators  Converters Support

ICIearFieIds Calculate | Copyto Clipboard | Print I

LoanAmortization Timeto Pay Loan Savings Goal Future Value

. Calculate Amortization (Loan Payments,
Use this calculator { v /

to create an

afe & LoanAmount | 15,000.00|
amortization
schedule. Click Interest Rate: | 5.00%|
Print' to view and
print it Ma. of Years: 3
Term (Months): R6
Total Payments: | 16,184.16]
Total Interest: | 1,184.18|
Monthly Pymt: | 449.56|
Ending Balance: | 0.00|

e Loan Amortization - This will calculate a full amortization schedule for a loan using the Print option. Enter
the Loan Amount, Interest Rate and the Number of Years the loan is taken for. Click Calculate (or tab out
of the last field) and the results will be displayed (see above).
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e Time to Pay Loan - Use this calculator ro determine how many months it will take to pay off a loan if you
comment to paying a fixed amount each month at a fixed interest rate.

e Savings Goal - This will tell you how much you need to save each month to reach a specific goal amount
based on the number of years and fixed interest rate.

o  Future Value - Use this calculator to determine how much your monthly investments will be worth at a
fixed fate after a specific number of years.

Loan Amortization Example

Amortization Schedule
Leoan Amount: 15,000.00
Ennual Interest Rate: 5.00%
Number of Years: 3
Term (Mconths): 3€0
Total Payments: 16,124.16
Total Intersst: 1,134,183
Monthly Payment: 44%.5¢
Ending Balance: 0.00
# Payment Principal Interest Loan Balance
15,000.00
1 44%.5¢ 387.086 62.50 14,612.94
2 44%.5¢ 28.68 60.88 14,224.26
3 445 .56 350.30 59.2¢ 13,833.96
4 44%9.5¢6 3591.92 57.64 13,442.04
5 44%9.586 393.55 56.01 13,0458.49
[ 44%9.586 3595.19 54.37 12,653.30
7 449 .5¢ 3%96.8 52.72 12,256.46
8 449 .58 3548.49 51.07 11,857.97
9 449,58 400.16 49.40 11,457.8
10 44%9.5¢6 401.8 47.74 11,055.99
11 44%9.5¢6 403.50 46.08 10,652.49
12 449 .58 405.18 44.38 10,247.31
13 449 .58 406.87 42.69 9,340.44
14 44%.5¢ 408.56 41.00 9,431.88
15 44%.5¢ 410.26 359.30 9,021.82
lé 44%9.5¢6 411.497 37.59 g,609.65
17 44%9.586 413.69 35.87 g,195.96
2 44%9.586 415.41 34.15 7,730.55
139 449 .5¢ 417.14 32.42 T7,363.41
20 445 .56 418._88 30.68 6,944 .53
21 449,58 420.63 .93 6,323.90
22 449,58 422.38 27.18 6,101.52
23 44%9.5¢6 424,14 25.42 5,677.38
24 449 .5¢ 425.91 23.85 5,251.47
25 449 .58 427.68 21.88 4,823.74
26 44%.5¢ 425.4¢ 20.10 4,354 .33
27 44%9.5¢6 431.25 2.31 3,963.08
2 44%9.5¢6 433.05 16.51 3,530.03
29 44%9.5¢6 434.5¢6 14.70 3,0985.17
30 44%9.586 436.67 12.39 2,658.50
31 44%.5¢ 435.45 11.07 2,220.01
3z 445 .56 440.31 59.25 1,7749.70
33 449 .58 442,15 7.41 1,337.55
34 449,58 443,949 5.57 893.56
35 449 .5¢ 445.8 3.72 447.72
36 449 .5¢ 447.70 1.8¢8 0.02
TOTRLS: 16,184.1¢ 14,995,938 1,134.18
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Converters

Measurement Converter

The Measurement Converter will convert Area,

|General Financial Calculators ©Converters  Support

Measurement Converter

Choose from the drop-down lists and click ‘Convert’

Length, Power, Speed, Temperature, Volume and Choose Type: | b
Weight measures from imperial (feet, inches) to metric Convert From: treeniqth
(meters, millimeters, etc.), or any combination of either ConvertTo: |CHEY
(feet to inches, square feet to acres, etc.). Enter Number. |Femperaiure
Results: Weight
Choose the Type of conversion, the From and To types
and enter the number of the From type. Image Converter

Click 'Convert Image’ to convert an image from one type to another.

Image Converter

Convert Image

The Image Converter will convert a image file from one format to another. Click the Convert Image button and

choose one of these file types from the drop-down list on the Open Dialog list:

Bitrnap Image Files (*.bmp)

JPG Image Files (*.jpg)
| GIF Image Files (*.gif)
PMG Image Files (*.png)
TIFF Image Files (*.tiff)
WIMF Irnage Files (*.wmf)

The Save As Dialog will let you choose the type to convert it to and where to save it.

File name: | ChUsersil e\Pictures\Desktop Pid\Kelp Forest.brmp

Save as type: |Bitmap Image Files (*.bmp)

Bitmap Image Files (*.bmp)
JPG Image Files (*.jpg)
GIF Image Files (*.gif)

" i ]

# Hide Folders

TIFF Image Files {*.tiff)
WMF Irnage Files (*.wmf)

Page 50

Copyright © 2006 - 2025 Phase25, LLC



Support Information

Close

General Financial Calculators  Converters

View Log File

Email Log File to Support

Move All Windows to Primary Screen

‘ Restart / Refresh All Pages ‘
‘ System Infermation ‘

basicAppraisals
Release 8.01.9081
Appraisal & Valuation System - Copyright 2024 - All Rights Reserved

Contact Us at supporti@phase?s.com

Wisit Us Online at https ifbasicAppraisals.com/

Flay Tic-Tac-Toe

All Support options are available on the Support tab.

Page 51

View Log File — Any errors that may occur get logged into a text file in your My Documents\<application
name> folder. This is helpful when troubleshooting a problem or when communicating with Support.
Email Log File to Support — This option is enabled IF you use Outlook and have the Yes! | have Outlook
checkbox checked in Preferences. Click this to attach your log file to a new email message to send to
Phase25 support.

Restart/Refresh All Pages — This is the same as closing and reopening the application. If for any reason
you lock up a page and cannot close it, this will close all of the pages in your application automatically.
Move All Windows to Primary Screen - Ever lost a window? If you use more than one monitor and you
move a window to the non-primary monitor and then close it, it will always re-open in that same location. If
you switch monitors, or unplug the non-primary monitor, the window opens (you can see it on your
Taskbar), but you cannot get to it. Click this button to move ALL of the application windows to the primary
monitor.

System Information — This generates a text file that lists all of your hardware and software information. If
you’re working with Technical Support, you may be asked to generate and email this file to thm.
Application and Version Information — The name of your application and the current version and release.
Contact Links - Click a link to contact Support!

Play Tic-Tac-Toe — Can you beat your computer in a simple game of Tic-Tac-Toe? Go ahead.... The
computer will keep score!
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System & User Requirements

Phase25 Software (Phase25, LLC) products are designed to be straightforward and easy to use, with minimal administration by
the customer, both on a hardware and software level. We strive to quickly resolve any and all issues regarding installation,
performance and daily usage; however following these standard Requirements must be met before we can effectively do so.

General User Requirements

e  Users must have an overall general understanding of how to use a computer, including but not limited to*:

> Basic Windows skills, such as copy/paste functions and file & folder navigation in Windows Explorer
» General Outlook email familiarity to adjust personal settings ( Outlook Rules & Alerts & Mail Account settings)

User (Workstation) Hardware Requirements

e  Operating Systems: Windows 10, Windows 11 (please make sure all updates and service packs are applied regularly)

e  MINIMUM 8GB RAM (12GB+ Suggested). More RAM results in better performance.

e 10MB Hard Drive Space for setup and installation; additional storage required for database

o  Video Resolution Minimum of 1280 x 800 (100% Resolution); settings that vary from the default proportions for your system may cause
some pages to appear distorted

e  Microsoft Outlook 2016 or Office 365 (for email integration & user-to-user Replication)

e High-Speed Internet Connection (for updates, remote support & user-to-user Replication)

e  Other computer hardware less than 3 years old.

NOTE: All single-user licensed applications store data in a SQLite database, which is a standalone database engine widely deployed in web
browsers, operating systems mobile phones and desktop systems. This database type is called zero-conf, which means it needs no
administrative services.

Enterprise Software Requirements
Enterprise versions support multiple users by adding features such as SQL Server / SQL Server Express integration. Contact
support for pricing and additional information at www.phase25.com.

For multiple user customers, we require that one person from within your company be designated as the Contact Person for
exchanging information about updates, supportissues, and any other communication with Phase25 Software regarding the
training, installation and general daily operations of the software product. We do not support each user on a one-to-one basis
in multi-user situations; the Contact Person within the company is responsible for mitigating on-site issues and
communicating those personally to the support staff at Phase25 Software and then reporting any resolutions, update notices,
etc., to the licensed users within the company.

e Supported Database Platforms (Enterprise)

» Microsoft SQL Server 2016 or above - requires SQL Server installed and operating on a company network and is NOT included in our
software packaging, installations or pricing.

» Microsoft SQL Server EXPRESS 2014 - requires SQL Server Express 2014, which is a free product available from Microsoft's website
(https://www.microsoft.com/en-US/download/details.aspx?id=42299).

» We recommend downloading and installing the SQL Server Management Studio 2014 (free) to facilitate setting up the application
login and password required by our software. Please refer to Microsoft documentation for system requirements for their products.*

e Replication Requirements (Enterprise)

» Microsoft Outlook 2016 or above or Office 365

» High-Speed Internet Connection

> For Replicator Server Utilities - Windows Server NOT required (Replicator can run on a workstation); however the workstation
should be an up-to-date computer with a minimum of 16GB of RAM to efficiently process replication packages for client systems.

*We provide instructions for setting up an application role login and password on SQL servers, however, we do not support the overall operations of any SQL
Server products as that is the responsibility of the vendor from which it was purchased.
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End-User License Agreement

IMPORTANT-READ CAREFULLY: This End-User License Agreement ("EULA") is a legal agreement between you (either an individual or a
single entity) and Phase25 Software (Phase25 Tech, LLC) for the software product(s) accompanying this EULA, which include(s) computer
software and may include "online" or electronic documentation, associated media, and printed materials ("SOFTWARE PRODUCT"). By
installing, copying, or otherwise using the SOFTWARE PRODUCT or any UPDATES (as defined below), you agree to be bound by the terms of
this EULA. If you do not agree to the terms of this EULA, do not install, copy, or otherwise use the SOFTWARE PRODUCT; you may, however,
return it to your place of purchase for a full refund. In addition, by installing, copying, or otherwise using any updates or other components of
the SOFTWARE PRODUCT that you receive separately as part of the SOFTWARE PRODUCT ("UPDATES"), you agree to be bound by any
additional license terms that accompany such UPDATES. If you do not agree to the additional license terms that accompany such UPDATES,
you may not install, copy, or otherwise use such UPDATES.

SOFTWARE PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other intellectual property laws and
treaties. The SOFTWARE PRODUCT is licensed, not sold. NOTE: The terms of a printed, paper EULA which may accompany the SOFTWARE
PRODUCT supersede the terms of any on-screen EULA found within the SOFTWARE PRODUCT.

1. LICENSE TO USE SOFTWARE PRODUCT.

1.1 General License Grant. Phase25 Software grants to you as an individual, a personal, nonexclusive license to install copies of the
SOFTWARE PRODUCT on an unlimited number of computers provided that you are the only individual using the SOFTWARE PRODUCT. If you
are an entity, Phase25 Software grants you the right to designate one individual within your organization to have the sole right to use the
SOFTWARE PRODUCT in the manner provided above, unless entity meets the criteria described in provision 1.2.

1.2 If you are an entity for whom the SOFTWARE PRODUCT was specifically and exclusively designed and designated as CUSTOM
SOFTWARE, only direct employees of the entity have license to install and use it. Entity has no rights to resell the SOFTWARE PRODUCT or
any portion of the design, documentation or accompanying materials (see provision 2.1 below).

1.3 Documentation. This EULA grants you, as an individual, a personal, nonexclusive license to make and use an unlimited number of copies
of any documentation, provided that such copies shall be used only for personal purposes and are not to be republished or distributed
(either in hard copy or electronic form) beyond the user's premises.

1.4 Storage/Network Use. You may also store or install a copy of the SOFTWARE PRODUCT on a storage device, such as a network server,
used only to install or run the SOFTWARE PRODUCT on computers used by a licensed end user in accordance with Section 1.1. A single
license for the SOFTWARE PRODUCT may not be shared or used concurrently by other end users.

1.5 Third-party Components of EULA. Components that you receive as part of the SOFTWARE PRODUCT may include a separate end-user
license agreement (each, a "Component EULA"). Except as provided in Section 6, in the event of inconsistencies between this EULA and any
Component EULA, the terms of this EULA shall control.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS

2.1 Resale: This is a general license grant which entitles you to use the SOFTWARE PRODUCT; consequently you may not resell, or otherwise
transfer for value, the SOFTWARE PRODUCT.

2.2 Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer, decompile, or disassemble the
SOFTWARE PRODUCT, except and only to the extent that such activity is expressly permitted by applicable law notwithstanding this
limitation.

2.3 Rental. You may not rent, lease, or lend the SOFTWARE PRODUCT.

2.4 This EULA does not grant you any rights in connection with any trademarks or service marks of Phase25 Software

2.5 Support Services. Phase25 Software may provide you with support services related to the SOFTWARE PRODUCT ("Support Services").
Use of Support Services is governed by the Phase25 Software policies and programs described in the user manual, in "online"
documentation and/or in other Phase25 Software-provided materials. Any supplemental software code provided to you as part of the
Support Services shall be considered part of the SOFTWARE PRODUCT and subject to the terms and conditions of this EULA. With respect
to technical information you provide to Phase25 Software as part of the Support Services, Phase25 Software may use such information for
its business purposes, including for product support and development. Phase25 Software will not utilize such technical information in a
form that personally identifies you.

2.6 Software Transfer. The initial user of the SOFTWARE PRODUCT may make a one-time permanent transfer of this EULA and SOFTWARE
PRODUCT only directly to an end user. This transfer must include all of the SOFTWARE PRODUCT (including all component parts, the media
and printed materials, any upgrades, this EULA, and, if applicable, the Certificate of Authenticity). Such transfer may not be by way of
consignment or any other indirect transfer. The transferee of such one-time transfer must agree to comply with the terms of this EULA,
including the obligation not to further transfer this EULA and SOFTWARE PRODUCT.

2.7 Separation of Components. The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be separated for use
by more than one user.
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2.8 Termination. Without prejudice to any other rights, Phase25 Software may terminate this EULA if you fail to comply with the terms and
conditions of this EULA. In such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its component parts and uninstall
and remove all instances of the SOFTWARE PRODUCT on all computers.

3. PRERELEASE CODE.

Portions of the SOFTWARE PRODUCT may be identified as prerelease code ("Prerelease Code"). Such Prerelease Code is not at the level of
performance and compatibility of the final, generally available product offering. The Prerelease Code may not operate correctly and may be
substantially modified prior to first commercial shipment. Phase25 Software is not obligated to make this or any later version of the
Prerelease Code commercially available. The grant of license to use Prerelease Code expires upon availability of a commercial release of the
Prerelease Code from Phase25 Software. NOTE: In the event that Prerelease Code contains a separate end-user license agreement, the
terms and conditions of such end-user license agreement shall govern your use of the corresponding Prerelease Code.

4. UPGRADES.

If the SOFTWARE PRODUCT is labeled as an upgrade, you must be properly licensed to use a product identified by Phase25 Software as
being eligible for the upgrade in order to use the SOFTWARE PRODUCT. A SOFTWARE PRODUCT labeled as an upgrade replaces and/or
supplements the product that formed the basis for your eligibility for the upgrade. You may use the resulting upgraded product only in
accordance with the terms of this EULA. If the SOFTWARE PRODUCT is an upgrade of a component of a package of software programs that
you licensed as a single product, the SOFTWARE PRODUCT may be used and transferred only as part of that single product package and
may not be separated for use on more than one computer.

5. COPYRIGHT.

All title and intellectual property rights in and to the SOFTWARE PRODUCT (including but not limited to all source code, any images,
photographs, animations, video, audio, music, text, and "applets" incorporated into the SOFTWARE PRODUCT), the accompanying printed
materials, and any copies of the SOFTWARE PRODUCT are owned by Phase25 Software or its suppliers. All title and intellectual property
rights in and to the content which may be accessed through use of the SOFTWARE PRODUCT is the property of the respective content owner
and may be protected by applicable copyright or other intellectual property laws and treaties. This EULA grants you no rights to use such
content. All rights not expressly granted are reserved by Phase25 Software. All original source code (Phase25 Software Solutions
Framework) is the property of Phase25 Software. without exception.

6. U.S. GOVERNMENT RESTRICTED RIGHTS.

The SOFTWARE PRODUCT and documentation are provided with RESTRICTED RIGHTS. Use, duplication, or disclosure by the Government is
subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at DFARS 252.227-
7013 or subparagraphs (c)(1) and (2) of the Commercial Computer Software-Restricted Rights at 58 CFR 52.227-19, as applicable.
Manufacturer Phase25 Software, 31186 CSAH 34, Litchfield, MN 55355.

7. EXPORT RESTRICTIONS.

You agree that you will not export or re-export the SOFTWARE PRODUCT, any part thereof, or any process or service that is the direct product
of the SOFTWARE PRODUCT (the foregoing collectively referred to as the "Restricted Components"), to any country, person, entity or end
user subject to U.S. export restrictions. You specifically agree not to export or re-export any of the Restricted Components (i) to any country
to which the U.S. has embargoed or restricted the export of goods or services, which currently include, but are not necessarily limited to
Cuba, Iran, Iraq, Libya, North Korea, Sudan and Syria, or to any national of any such country, wherever located, who intends to transmit or
transport the Restricted Components back to such country; (ii) to any end-user who you know or have reason to know will utilize the
Restricted Components in the design, development or production of nuclear, chemical or biological weapons; or (iii) to any end-user who
has been prohibited from participating in U.S. export transactions by any federal agency of the U.S. government. You warrant and represent
that neither the BXA nor any other U.S. federal agency has suspended, revoked, or denied your export privileges.

MISCELLANEOUS

If you acquired this product in the United States, this EULA is governed by the laws of the State of Minnesota. If this product was acquired
outside the United States, then local law may apply. Should you have any questions concerning this EULA, or if you desire to contact
Phase25 Software for any reason, send request to: Phase25, LLC, 31186 CSAH 34, Litchfield, MN 55355.

LIMITED WARRANTY

Phase25 Software warrants that (a) the SOFTWARE PRODUCT will perform substantially in accordance with the accompanying written
materials for a period of thirty (30) days from the date of receipt, and (b) any Support Services provided by Phase25 Software shall be
substantially as described in applicable written materials provided to you by Phase25 Software, and Phase25 Software support engineers
will make commercially reasonable efforts to solve any problem. To the extent allowed by applicable law, implied warranties on the
SOFTWARE PRODUCT, if any, are limited to thirty (30) days. Some states/jurisdictions do not allow limitations on duration of an implied
warranty, so the above limitation may not apply to you.
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CUSTOMER REMEDIES

Phase25 Software's and its suppliers' entire liability and your exclusive remedy shall be, at Phase25 Software's option, either (a) return of the
price paid, if any, or (b) repair or replacement of the SOFTWARE PRODUCT that does not meet Phase25 Software's Limited Warranty and that
is returned to Phase25 Software with a copy of your receipt. This Limited Warranty is void if failure of the SOFTWARE PRODUCT has resulted
from accident, abuse, or misapplication. Any replacement SOFTWARE PRODUCT will be warranted for the remainder of the original warranty
period or thirty (30) days, whichever is longer. Outside the United States, neither these remedies nor any product support services offered by
Phase25 Software are available without proof of purchase from an authorized international source.

NO OTHER WARRANTIES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, PHASE25 SOFTWARE AND ITS SUPPLIERS DISCLAIM
ALL OTHER WARRANTIES AND CONDITIONS, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OR
CONDITIONS OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, TITLE AND NON-INFRINGEMENT, WITH REGARD TO THE
SOFTWARE PRODUCT, AND THE PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES. THIS LIMITED WARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY FROM STATE/JURISDICTION TO STATE/JURISDICTION. LIMITATION OF
LIABILITY. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL PHASE25 SOFTWARE OR ITS SUPPLIERS BE
LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER (INCLUDING, WITHOUT LIMITATION,
DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER PECUNIARY
LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE SOFTWARE PRODUCT OR THE FAILURE TO PROVIDE SUPPORT SERVICES,
EVEN IF PHASE25 SOFTWARE HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN ANY CASE, PHASE25 SOFTWARE’S ENTIRE
LIABILITY UNDER ANY PROVISION OF THIS EULA SHALL BE LIMITED TO THE GREATER OF THE AMOUNT ACTUALLY PAID BY YOU FOR THE
SOFTWARE PRODUCT OR U.S.$5.00; PROVIDED, HOWEVER, IF YOU HAVE ENTERED INTO A PHASE25 SOFTWARE SUPPORT SERVICES
AGREEMENT, PHASE25 SOFTWARE’S ENTIRE LIABILITY REGARDING SUPPORT SERVICES SHALL BE GOVERNED BY THE TERMS OF THAT
AGREEMENT. BECAUSE SOME STATES/JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY, THE ABOVE
LIMITATION MAY NOT APPLY TO YOU.

Phase25

Small Business Software Built with Enterprise DNA

Microsoft Windows, Outlook, Word, Excel, Access, PowerPoint, Publisher, SQL Server and SQL Server Express are registered trademarks of
Microsoft Corporation. All other products are registered trademarks of their respective vendors.
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