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Welcome to basicContacts

Overview

This guide is a resource for users of basicContacts software, Version 8.x.

See Application Setup for help in uninstalling a previous version, downloading and installing the newest release.

For additional information, click on Main Menu >> Support to open our Support site where you can download the
Phase25 Software User Guide, which is our complete user manual for all Phase25 Software products.

‘ basicContacts Release 8.01.9427

What Is basicContacts?

basicContacts is a one-stop application for managing all “people and places” data. The People & Places table
can replace your paper address book or desktop rolodex or other sources of contact information because you can
mark and categorize them by one or more of the optional fields. For example, maybe you want to keep your
Christmas list; just add a Contact Type for “Holiday List” and mark each of those people with that type. Then you
can filter by that value to find just those records when needed.

s

Close | New | Edit | Save | Cancel | Save/Add New | Copy | HideList | Format | Utiliies | Search | Print | Aftach | Delete | Worksheet

Contacts: People & Places Contact Notes (3)

<Show All=
‘ LS| Open Marketing Emailer [| Search by Zip Code |1 n - [
No User Filter i 9
[ Marked For Deletion [ Links to Other Contacts

ABC Clock Makers - Minneapaolis, MN 554
Baker Industries - Chicago, IL 60609
Barnes, Linda May - Willmar, MM 56201
Blake, Michelle Belle - Chicago, IL 60609
Jackson, Ed - Minneota, MM 56389

Morth Branch Insurance - Elgin, IL 60607
‘Wharton, Bob - Dassel, MM 55325

09/30/2019 12:00:00 AM Associated Contacts Add | Delete | Jump | Refresh |0

ABC Clock Makers ] Attention! @ This is OUR Information

Kelly R Miller | Personal, Tax & Industry i |
Birthday / Next B-Day /Age [ I 0]
e Terms / Industry NET 30 ~ Printing ~
www.abcclockss.us i}
sales@abcelockss u e {Cias - ClassB -
- Sales Tax No. [ Sales Tax Exempt
800-555.1234 Sales TaxRates (1-2) 6.8750% 2.0000%
000-555-1111 Discount Rates (1-2) 0.0000% 0.0000%
Ben Johnsan 00g | FPheto Tools - | Options ~

Sample data

Count=7

Updated by Kerry Wilson: 10/23/2025 12:07 PM ClData\_basicContacts\ResourceFile\basicContacts_Resource sdb
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Where Is My Data Stored?

Double-click on the basicContacts icon on your desktop to open it. If this is a new installation, the first time you
open it a new database is created and populated with the default information (report templates, system settings,
user guides, etc.). This database stores your application data in a single file, which has an extension of “.sdb”.

The default folder/location for basicContacts is here:
C:\Users\<your name>\Documents\basicContacts\basicContacts_Data.sdb

You can use this startup database or if you want to move it to another folder on your computer, you can do thatin
Windows Explorer, just like moving any other file folder-to-folder. Only a couple of rules around that:

1. Close the application before moving the database.
2. Do NOT move the database into a folder that’s linked to online file storage, like Google Drive or OneDrive.
Why Not?

a. Because every time you save data (a record) to your database, the online service will see that the
file is changed and try to upload it to the cloud, slowing your computer’s processing and possibly
locking the database until the “sync” is done.

b. When that happens, you may experience hang ups in the application, or even lock ups where you
have to restart the application to get a connection with the database again. A worst case scenario
is that you lose your changes or corrupt the database.

c. Asyour database grows, the time to “sync” that file to the cloud will increase and cause further
disruptions in the application.

3. After you move the database, the application will not find it the first time you open it again. Use the Open
Database option to reconnect it.

You can see the current database’s file path on the bottom of the Main Menu. You can open the file location
(folder) where it resides simply by double-clicking on that file path.

’ C:\IData\_basicContacts\ResourceFile\basicContacts Resource.sdb

Windows Explorer will display the folder where the database has been created:

*  Documents » basicContacts > Search basicContacts Q
Tl sort = View aas (B Details
Name Date modified Type Size
_temp 10/23/202512:17 PM File felder

I D basicContacts_Data.sdb 10/13/2025 %13 AM SDE File 3.464 KB

IMPORTANT: If you are upgrading from the standard basicContacts Version 8.1 or above, just open your previous
database by clicking on Main Menu >> Utilities >> (General Tab) >> Open Database, and then select the
database with all of your Inventory data.

If you had a previous version of this product (NOT Version 8), see the next section for importing your data from that
database into this new database.
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The Main Menu

This is the form you see when you open the application (see next page). You can move the form around by holding
your mouse down over the name of the application, or anywhere else on that top bar (gold box) and dragging it to
move the window on your desktop or to another screen.

Main Menu Toolbar (1)

On the top is a toolbar with buttons that give you access to features and utilities that support the overall
functionality of the applications. You can find all the details about each of these features in our Phase25 Software
User Guide, which is our complete user manual for all Phase25 Software products. Download it free by clicking on
the Support option on this toolbar.

Workflow Buttons (2)

The People & Places button opens the Contacts page where all of your data is entered and stored.

“My Notes — One Big Sticky Note”, plus “Reports” and “Charts” (3)

Ok, admit it, we all have sticky note on our monitors to remind us of the “non-business” things we need to track
each week. This space is personal to each user and the text “sticks” there until you change it. Your own private
bulletin board! The Reports tab shows all available reports and the Charts tab shows all chart options... just
double-click to run one.

Current Database Path/Location (4)

This shows the path to the database where your data is stored. You can double-click on it to open that folder in
Windows Explorer if you need to find it.

Login Name (5)

If login security is enabled you will see your Login Name here. If not (default) you’ll see your Windows login name in
this space.

‘ basicContacts Release 8.01.9427 e 6

Setup Wizard

Motes Reports Charis

| Font/Color || Clipboard || Print |

My Schedule This Week:

Monday - Take car to shop for oil change
Tuesday - Jack's Hockey Game at 3 p.m.
Friday - County Agent meeting

—_
z Logged In As Kemry Wilson

C:\IData\_basicContacts\ResourceFile\basicContacts Resource.sdb
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The Setup Wizard

Our integrated Setup Wizard gives you a one-stop shop for adding the finishing touches to your new system. These
settings can be changed at any time as your business needs change. However, the Version Import utility should
be run immediately if you have a previous version of our Inventory product.

The Setup Wizard has:

o Version Import Utility — Use this to import your data from a previous version of any of our Contacts
software (1-Step Contacts, basicContacts v6/v7). If you have used any of the versions listed below, the
Version Import utility will convert and import the data correctly into your new database.

o Report Custom Settings. Your contactinformation (or any other text and images) can be automatically
added to reports.

e Security Options. An easy way to setup Security (not required).... But if your computer is used by others,
and you want to password-protect WHO can use basicContacts, you can enable that option here.

o User Preferences. This opens the Preferences dialog, also available on the Main Menu.

e Asimpleinterface for entering all of the values you need in the drop-down list on Contacts and Contact
Notes.

e Our contact and support information, website & email address

Click the button called Setup Wizard on the Features toolbar at the top of the Main Menu to open it.

Version Import Utility

Our integrated Setup Wizard gives you a one-stop shop for adding the finishing touches to your new system. These
settings can be changed at any time as your business needs change. However, the Version Import utility should
be run immediately if you have a previous version of this Contacts Management product.

If you have used any of the versions listed below, the Version Import utility will convert and import the data
correctly into your new database.

o 1-Step Contacts v5.x
o basicContacts v6.x
o basicContacts v7.x

Before You Start

Before you run the Version Import you will need to know where your current database is located. Open your current
version and refer to the list below to identify your previous version and database location:

e 1-Step Contacts v5.x - Version number is on the Main Menu title (upper left corner); database pathisin
the middle of the Main Menu, under the text “Current Path”.

e DbasicContacts v6.x or v7.x — Version number is on the right side of the top bar; database path isin the
bottom bar on the left.

Follow the steps below to import and convert your previous Version’s database:
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Save & Close

Cancel

General Seftings  Custom Form Designer  Lists - Contacts & Contact Notes

Version Import Utility

Use this feature to impert data from a previous version
(select from the drop-down list} into this database

1-Step Contacts Version 5.03 ~
Data Will Be imported From == To:

=Company Information & Logo=
Address Book == Contacts
File Attachments == System_Attachments

Click the Browse button to select the database to import

Browse

Start Import

Contact & Support Options
hitos:#basicContacts.com
Click here to email Suppornt

Visit us online at:

Report Custom Settings
Click the button below to setup Company Information & Report preferences.

Report Custom Settings

N " See the section called “Security Setup” in the
SecunlyUpticns Phase25 Software User Guide for more information.
Check if users will be required to enter Login Name and Password

() Enable Security Logins

Setup Users & Passwords

Check if basicAppraisals being used on a Windows network requiring users
to login on their computer, and the user profile should be linked to the
Windows login. This will bypass the need for users to login to basicAppraisals.

Enable Windows Auto-Login

User Preferences Selup Backup & Restore Options / Personal Preferences

Backup Options / User Preferences

1. Click the Browse button to select the database of the previous version. If you don’t know where it is, open
the previous version and look at the path on the Main Menu. See the list on the previous page.

IMPORTANT: The database type
for Version 5 will be a Microsoft S

Select A Database X

« 1-Step Inventory v4 > Sample DB v O Search SampleDB P
Access database, with afile ek ™ Newfoldes e ™ @
extension of .mdb. MainMenu A Name - Date modified
@ OneDrive - Pessonal I &2 SampleDB.mdb ] 08/23/2024 1137 A

2. Click Open on the Browse dialog Backups
to display Docummnts
House

the name in the field:\

Click the Start Import button to

v < >

| | Access Databases (" .mdb) M
e

File pame: | SampleDB.mdb

import the data. This only takes a

minute or so to run, depending on the amount of data in the

old database.

When this is finished, you can close the Setup Wizard, then open

the Contacts page to review your data.

Page 8

Version Import Utility

Lise this feature to import data from a previous version
(select from the drop-down list) into this database.

1-Step Contacts Version 5.03 ~
Data Will Be Imported From == To:

=Company Information & Logo=
Address Book == Contacts
File Attachments == System_Attachments

Click the Browse button to select the database to import

Browse

C:\MyBiz\Contacts Docs\myContacts. mdb

Start Import

Copyright © 2006 - 2025 Phase25, LLC




Report Custom Settings

This button will open the window where you can store your company information and logos which are used on
reports. For complete details, see the Phase25 Software User Guide >> Utilities & Features >> Report Utilities >>
Custom Report Settings.

Security Options

These checkboxes and buttons are used to setup Security for your database. For complete details, see the
Phase25 Software User Guide >> Utilities & Features >> Administrator Utilities >> Security Options.

User Preferences

User Preferences lets you pick and choose what display and color options work best for you on your computer.
See the Phase25 Software User Guide >> User Preferences.

Contact Information

You can reach support by email or by visiting our website (just click

on the website address). To email Support, click on the link here Contact & Support Options
to open a new emailin Outlook. If you don’t use Outlook, copy the Visit us online at | hitos.basicContacts.com
link and paste it into your email application’s Send To field. Click here to email Support

Page 9 Copyright © 2006 - 2025 Phase25, LLC



Custom Form Designer

Hiding Fields & Renaming Labels

The Custom Form Designer lets you:

e Hide fields you don’t need
e Rename the labels in front of each field

In the example below we’ll hide the fields on the Contacts form that store the extra Phone & FAX number
information for your customers. If you never need these fields, you don’t need to see them when working with your
contacts.

Save & Close | Cancel

General Settings Custom Form Designer  Lists - Contacts & Contact Motes

Pobd=

Ref. Mo. / Create Date
Contact Type(s)
Business Mame

First/MI/Last Name

Address Address Show on Form
City / State / Zip City / State / Zip Show on Form
Website Website B show on Form
Main Email Main Email B show on Form
County / Country County / Country B show on Form

Phone (1)/Phone (2)
Phone (3)/ FAX
Main Contact/ Distance

Motes or Comments

[ S N

Ref. Mo./ Create Date

Select the Form >>>>> Contacts Form :I About Contacts Form
Click 'Save’ OR ‘Cancel’ ..to Continue. 4 Preview Form Clear Form Settings
-
| Save Changes | |:ance| Changes | ResetlLabels | ResetVisible Fields
3 Customize the Contacts: People & Places Form
e
Default Label Custom Label

Contact Type(s)

Business Name

First/ M/ Last Name

Phone (1) /Phone (2)

Phone (3) / FAX

Main Contact/ Distance

2. | O

Motes or Comments

Show on Form
Show on Form
Show on Form

Show on Form

Show on Form
Show on Form

Show on Form

Show on Form

Select Contacts Form from the drop-down list.
Uncheck the checkbox for the “Main Contact / Distance” fields.
Click Save Changes.

Preview the form (see image on the next page).

If the results are what you want, there’s nothing more you need to do. The next time you open the page, it will

appear as it does in the Preview.

You can reset the fields using the Reset Visible Fields on the toolbar.

Page 10

Copyright © 2006 - 2025 Phase25, LLC



Previewing the changes:

Close

@ Record Is Active

Ref. Mo. / Create Date 100008

[J Marked For Deletion

1002312025 01:57:23 PM

Contact Type(s)

Business Mame

First/ MI/ Last Mame

Address

City | State | Zip
Website

Main Email

County / Country

Phone (1) / Phone (2)

Phone (3) / FAX

Main Contact/ Distance

Motes or Comments

[ Links to Other Contacts |
Associated Contacts Add | Delete | Jump | Refresh |0
[ Attention! (] This is QUR Information

| Personal, Tax & Industry Information |

Birthday / Next B-Day /Age

Terms / Industry
Cust. Since / Class

Sales Tax No.

V -
V v

() Sales Tax Exempt

Sales Tax Rates (1-2)

0.0000% 0.0000%

Discount Rates (1-2)

0.0000% 0.0000%

FPhoto
Main Email

_—I—Im—w . = |

County / Country

Phone (1}/Phone (2)

=l =]

Phone (3)/ FAX

Notes or Comments

l Updated by Kerry Wilson: 10/23/2025 2:01 PM

L |

The same steps apply to changing a label (the name) in front of each row of fields In the example below we’ll
change the text for the Associated Contacts field, renaming it Related Contacts.

Associated Contacts

Add | Delete | Jump

Refresh | 0

Related Contacts

Add | Delete | Jump

Refresh | 0

Keep in mind that changing a field name label to text that is MUCH longer than the original will widen the column of
fields. If you make the label TOO long, the form may be wider than your screen.

NOTE: If there are two fields on the same row, you can change the text for just one of them by editing the text in the

respective order of the fields.

Page 11
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Custom Lists (User-Defined Values)

The last tab in the Setup Wizard provide a way for you to define values for the drop-down lists on Contacts and
Contact Notes. Everyone has an idea of how to categorize what they do. Basically, that’s what choosing values in
each of these lists does. For example, the County list on the Contacts form... you might want to track where your
contacts are if, for instance, you are planning to participate in auctions or events in specific locations. You could
filter your Contacts by that county name, then print labels for postcards to send if they want to connect with you at
the event.

Other lists such as Current Status can be used to filter the Navigator on the Inventory page, to see what still needs
to be completed.

The values you see on the images below are added by default when a new database is created. However you can
edit each list to reflect your business information.

On each list, click the Add button to add a value. Double-click on any item in the list to remove it. When you’ve
completed all of the list, click the Save These Settings on the tab. Also, when you click Save & Close on the
toolbar, all entries are saved.

NOTE: Each of these lists can also be edited, one at a time, in Main Menu >> Utilities >> (General Tab) Application
Settings. Also these lists can be edited from the page using the button/menu on the right side of the field.

User Defined Values Lists — Contacts & Contact Notes

Save & Close | Cancel
General Setings  Custom Form Designer | Lisis - Contacts & Contact Notes;
Below are the lists of values for each drop-down field on Contacts and Contact Notes

Contacts Contacts Contact Notes
County Industry Contact Type
County 1 Crafts Email
County A Manufacturing In Person
County B Other Ieeting
County C Add Printing Add Phone Call Add

Retail Skype

Text Message

Country Class
USA Class A

Class B

Class C

Add Add
Terms
coD
NET 10
NET 15
NET 30 Add Save These Settings
Double-click on an item in the list to delete it

You’re done! You can return to the Setup Wizard any time you want to make changes to your system, such as
adding more items to a list, or changing Security options.
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People & Places (Contacts)

The People & Places table can replace your paper address book or
desktop rolodex or other sources of contact information because you can
mark and categorize them by one or more of the optional fields. For
example, maybe you want to keep your Christmas list; just add a Contact
Type for “Holiday List” and mark each of those people with that type. Then Contact Information &
you can filter by that value to find just those records when needed. Communications

Important Tip: Resizing Forms to Fit Your Screen

The first time any form is opened it adjusts to the screen resolution on your primary screen. However, you may see
scrollbars at the bottom or right side of the window, which means the form isn’t fully extended. You can do one of
two things to ensure that you can see everything on the form:

1. Click the Maximize button in the upper right corner of the —

window, which will increase the form to fill the entire screen, or
2. Hold your mouse over the lower right corner of the window and
stretch it until the scroll bars disappear. |

The next time you open the form, it will “remember” your sizing and location choices and reopen it in the same
position.

When you’re opening forms from a worksheet, such as Contact Notes on the Contact page, use Option #2 above to
stretch the form until the scroll bars disappear.

For additional information, click on Main Menu >> Support to open our Support site where you can download the
Phase25 Software User Guide, then click on the Forms and Worksheets topics in the Table of Contents.

Adding Contact Information

From the Main Menu

Click the People & Places button on the Main Menu to open the page where all business and people information is
stored. You can start entering data by clicking New on the toolbar and filling out the form.
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The Contacts Form

Using the Form Toolbar

The Form Toolbar is consistent on every page; you can use the buttons and drop-down options on this toolbar to
add, edit, delete, print, etc. Click New to create a new empty record on the page, then enter the data in each field.
Note that field names in bold text are required fields (you have to enter a value in order to save the record). All
other fields are optional.

For additional information, click on Main Menu >> Support to open our Support site where you can download the
Phase25 Software User Guide, then click on the Forms topic in the Table of Contents.

l Contacts: People & Places

Formiloolbar;

Close | MNew | Edit | Save | Cancel | Save/AddNew | Copy | HideList | Format | Utilities | Search | Print | Attach | Delete | Worksheet | @l
<ShowAll> Contacts: People & Places Contact Notes (3) .
Options: - Recalculate Birthdays | | Sales Tax Rates || Sticky Notes G u Sto m O pt I O n S
‘ —
Na User Filter ,g
® Record Is Active ] Marked For Deletion ‘ Links to Other Contacts |
ABC Clock Makers - Minneapolis, MN 55414
Baker Industries - Chicago, IL 60609 Ref. No. / Create Date 100005 09/30/2019 12:00:00 AM Associated Contacls Add | Delete | Jump | Refresh |0
Barnes, Linda May - Willmar, MM 56201 Contact Type(s) ® Customer
Blake, Michelle Belle - Chicago, IL 60608 () Employee
Jackson, Ed - Minneota, MN 56389 — I = |
Morth Branch Insurance - Elgin, IL 60607 ::: Tesaudrer
Wharton, Bob - Dassel, MN 55325 =
[_| Other
N aVI g atO r Business Name ABC Clock Makers (] Attention! @ This is OUR Information
AR RAAL - skl

Sticky/Notes

b+ X

‘We do a lot of busines with ABC
before the hul\days\\

Count=7

Updated by Kerry Wiison: 10/23/2025 1:30 PM

Custom Options

Firsti MI/Last Name
Address

City | State | Zip
Website

Main Email

County / Country
Phone (1) / Phone (2)
Phaone (3) / FAX

Main Contact/ Distance

Motes or Comments

Kelly R

Willer

115 West 9th Blvd

Minneapolis

MK

wuww abcclockss us

v55414

sales@abcelockss.us

County A

800-555-1234

VUSA

=l

000-555-1111

Ben Johnson

0.00

Sample data

Birthday / Mext B-Day / Age
Terms / Industry

Cust Since / Class
Sales Tax No

Sales Tax Rates (1-2)
Discount Rates (1-2)
Photo

Personal, Tax & Industry Information |

\ | o]

MNET 30

w Printing w
“[o]ouss .
() sales Tax Exempt

6.8750% 2.0000%

0.0000% 0.0000%

Tools ~ | Options ~

=
Sh)

C:\Data\_basicContacts\ResourceFils\basicContacts_Resource.sdb

Each form may have custom options or functions that apply to the current data on the page. The Options on the

Contacts form are:

e Search by Zip Code

o This utility will find all Contact records based on their zip code within a Distance Radius of a
specific zip code. For example, the Zip Code is 56389, and we want to know how many Contacts

are within 100 miles of that location:

Page 14
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Choose Zip Code Search Opions

- Close | Print | Email
Continue | Cancel

MOTE: This text is NOT editable

Choose Country USA Eaker Industries
914 West €7th Street
Enter Zip Code 60609 Chicago, IL €060%
Fhone 1: 222-589-2520
Enter Distance Radius 100 Becky Miller

Distance < 1 Mi.

e Michelle Blake

448 125th Street
Chicage, IL &0&09
Phone 1: 320-693-0000
Phone 2: 320-221-0000

The results are displayed in a text box, with options to print or renelle Bl
email the list. Or you can simply select all of the text in the list
and copy them to the Windows Clipboard (Ctrl+C). poney franch fnsuzance

Elgin, IL &0&07

Recalculate Birthdays
o Each Contact record has a field that stores the contact or Primary Contact’s date of birth, called
Birthday. Another calculated field, called Next Birthday, calculates when the next birthday will
occur. This calculation only happens when a Contact record is edited, so those Next Birthday
dates aren’t always accurate. Click this option to recalculate all records to update the Next
Birthday field.

Birthday / Mext B-Day / Age 03M5/2001 03152026 || 24

o TIP: Torecalculate all birthdays, click the Recalculate Birthdays button on the Options menu:

Contacts: People & Places Contact Motes (1)

Options: - | | Sticky Motes

o When all birthdays are up-to-date, you can view that information:
= Click on Print >> Quick Views (Tab)
= Choose Contacts - Upcoming Birthdays view from the Saved Views list.
= Click View Data in Worksheet to see the results (below).

Close | Page Settings | Printer Setup = Field: Value Text Report -

Reports Labels Calendars Chart55

Saved Views Contacts - Upcoming Birthdays ~

SELECT [Contacts].KeyID, [Contacts].Contact_Type, [Contacts].Full_ Name,
[Contacts].Full Address, [Contacts].Main Email RAddress, [Contacts].Phone 1,

[Contacts].Contact_Birthday, [Contacts].Contact_NHext Birthday,
[Contacts].Contact_Age FROM [Contacts] WHERE [Contacts].Contact_RAge > 0 RND
[Contacts].IsDeleted = "No' AND [Contacts].Ishctive = 'Yes'
Edit Fiter
Custom Action | View Data in Worksheet

View A= Web Page

Save View
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This is the information displayed in the worksheet, with Word Wrap turned on. Also, if you have a default
application for opening Bitmap files (.bmp), the application will open it and display it on your desktop.

_ ! View Sample Data Results

Close | Toggle Word Wrap | Copy to Excel | Bitmap | Email Addresses ~ Go To Count=6

Contact

Contact Full . . Contact Contact
Tipe Name Full Address Main Email Address Phone 1 Birhday Mext Age
Birthday
Bob Wharton
Customer Bob Wharlon | 33902 321stAvenue bobwharton@basicbiz store 320-555-2525 | 12/03/1986 12/03/2025 38

Dassel, MN 55325
Baker Baker Industries
Customer | 914 West 67th Street bakerindustries@bakerindustriesd41.com 222-589-2920 | 03/15/2001 03/15/2026 24
ndustries
Chicago, IL 60609
Ed Jackson

Customer EdJackson 1112 WestHighway 41 |edmyerson@basichiz stare §12-777-3333 | 0713111963 0713112026 52
Winneota, MN 56389
MNorth Branch Insurance
Aiate; Morth Branch g, 55 northaranchinsurance@nbinsurance1003.net | 800-555-2928 | 1210311968 12/03/2025 56
Insurer; Other  |Insurance
: Elgin, IL 50607
Linda May Linda May Barnes
Customer 1201 West th Strest | lindabarnes987@basichizstare 320-235-5545 | 05(23/1985 0512312026 a0

Bames willmar, MM 56201

Wichelle Belle Blake
446 125th Street michelleblake103@basichizstore 320-693-0000 | 11/031987 1/03/2025 37
Chicago, IL 60609

Michelle Belle

Customer Blake

e Sticky Notes

o The Yellow Sticky Note button opens the Sticky Note for the selected Contact. When you click on a
different Contact in the Navigator, the note displays the information for THAT Contact record.

o Adding a Sticky Note to a Contact FOLLOWS the Contact through the system. For example, the
Sticky Note for Kelly (below) will also be displayed on the Inventory form when that Contact is the
owner on the form. You can edit the information when it’s displayed, and it automatically is saved.

= 1. Click the View button to view all Notes in a memo form.

= 2. Click the “check” button to change the Font in the notes.

= 3. The Note can be moved anywhere on your desktop by holding your mouse down on the 4-
arrow button and moving the form.

= 4. Click this button to close the Sticky Note.

4

- Close | Print | Email

1 2
e &

Kelly is warking on restructuring
their sales department. Call
her in January 2020

| ro

|

& |(w
X

- This text is NOT editable

Contacts Sticky Notes

Contacts ID:
Note Message: Best price on liability insurance.

Contacts ID:
Note Message: Jack is the son of the original owner... been working in the shop
gince his 12th kirthday.

Associated Contacts

Links to Other Contacts
The field called Associated Contacts stores links .. . o000 Add | Delete | Jump | Refresh |2
between two or more Contacts that are connected ABC Clock Wakers - Minneapolis, N 55414
in some way. For example, you may have a Go BT ERlD=225eE L T Ui

contactrecord for a Company, and another
contact record for people who work within that
company. After entering both records, on either one, click the Add button on this field and select the related
record. Each record will display the linked record’s name. Double-click on the name or select it and click on Jump
to quickly select that record on the page. Each record can have unlimited links. If you want to remove a link
between two records, just select the name and click Delete. Both linked records will be cleared of the linkage.
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Printing Labels

One of the features on the Print dialog is the option to print labels in a variety of formats (mailing, return address,
shipping, price tags). This feature uses the filter currently applied in the Navigator to determine which labels to
print. For example, if you want to print labels for a mailing to people on your Christmas List, assuming you have
Contact Type or other field designated for that purpose, you would first filter the Navigator by that field, then open
the Print dialog from the form’s menu and click on the Labels tab.

Print & Data Options
Close | Page Seftings | Printer Setup | Field: Value Text Report ~
Reports Labels Calendars Chars Quick Views
Choose Field or Enter Text For Each Line Choose Formatting Cptions I W x H: 2-5/8" x 1" I
I Full_Address I v Label Type: Mailing v T 11t
2 12 || 22
3|13 || 23
Full_Add Start On Label e —
[Full_Address] art On Labe 1 i TR
| 5 |15 ][ 25
o g || 15 || 25
@ Print unigue values only = 7 =7 |
] Print current record anly 8 |18 ] 28
9 |18 || 29
1 Copies 10 || 20 || 30

Label Preview

| Text Font & Color
ABC Clock Makers Fort:
115 West 9th Blvd. | Sample Baskervile Old Face

Minneapolis, MN 55414
Bavhaws 93 |
Bell MT

Beriin Sans FB

Bernard MT

Preview Labels Print Labels

Eifects Sample
[ Strikeout
] Underine

Color:

I Elack w Script:

Westem ~

AaBbYyZz

Choose Fields, Entering Text

The drop-down listin the upper left corner of the tab will show all fields available for building the Label template.
Underneath the drop-down list are five text fields which represent up to five lines of text on a label. Click in the first
text field, then choose the field that holds the value to put on that line. The field name will be put into the selected
text box, with a left and right bracket around it. Example “[Full_Address]”. The brackets tell the print logic to
substitute that field value from each record when printing the label. The Preview text will show what the label looks
like using the last selected record on the Contacts page.

NOTE: Contacts has a hidden field called Full_Address which concatenates the name, address, etc. on each
record to create a standard label text (see screenshot below).
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For other values, click in the line you want the value to appear, then choose
the field from the list. You can add static text and punctuation around any

field. In the example below, you could add an “ATTENTION” line above the
address. To do that, clear all of the five textboxes, then:

Click in the first textbox.

Click in the second textbox.

Noo,r~DN =

Enter “ATTN: ” in the textbox (note the space after the colon).
Choose the First_Name field in the drop-down list.

Add a space behind the [First_Name] text in the textbox.
Choose the Last_Name field in the drop-down list.

Choose Full_Address in the drop-down list.

The results will look like the image here >>>

Full_Address

Choose Field or Enter Text For Each Ling

V

ATTM: [First_MName] [Last_Name]

[Full_Address]

Label Preview

ATTN: Michael Johnson

West Side Jewelry

112 Appleview Road

Chicago, IL 60609

NOTE: When printing labels of a smaller size, such as Return Address or Price Tags, you will need to limit how
many lines of text to three or less lines, and change the font style and size to allow the text to fit on each label.
Some trial and error may be needed to figure out exactly how your data fits on every label.

Choose Formatting
Options

The next step is to choose which
type of label you’ll be printing. We
don’t list manufacturers’ names on
the labels in the list, but the text
above the label image shows the
width and height of each label on
the page. If your labels match that
size, they will print as expected.
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Choose Formatting Options

Label Type: Mailing w| e |
2|12 || 22
3|13 ] 23
Price Tags LN MEN EN
Return Address (60) | 5 ([ 19 ]| 25 |
Return Address (80) B || 16 || 26
Sh?pp?ng (10) 7|17 | 27
Shipping (6) g |18 || 2
3 |19 23
10 0] 30
W x H: 2-5/8" x 1"

Retum Address (60) v g &
Wx H: 4" x 2"

Shipping (10) \ 1 i

2 7

3 g

4 9

) 10

Price Tags

Mailing
Price Tags
Return Address (60}
Return Address (30)
Shipping (10)
Shipping (&)

Return Address (80)

Shipping (6) ~
1 4
2

-

Reports Labels Calendars Charls Quick View

22" x 1

11][21)31

41

12(|22([32

42

132333

43

14]|24](34

15| 25([35

16][26|36

17(| 27|37

18|28 (38

13| 29(39

10||20([30]{40

WxH:1-34" x
21

-y

2 [T =
= =

=
=

20

WxH: 4" x3

-
=
N

IHnmmig
=

o
=

12"
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Where Should the First Label Print?

One of the unique features of this label printer is that you’ll never again waste partial pages of labels! This is
because you can select which label to start printing on. For example, if you have a partial page of Mailing labels (30
labels on each page), and your last print job left the last 20 labels empty (the first 10 were printed), you can put that
sheet firstin line to print in your printer and then tell the Label printer to start on Label #11.

Choose Formatting Options W x H: Z-EM'B"W T
Label Type: ~ 11

Mailing

Start On Label " e

@ FPrint unigue values only

() Print current record only

w | oo [~ | o = o fro | =
o
[
o

=
ra
=
[
=

1 Copies

In the example above, we printed seven labels using the same sheet. You could feed this same sheet in again, and
start on Label #18 to continue using the sheet.
Deduplicating Labels

By default the Print Unique values only checkbox is checked, which will eliminate duplicates based on the
complete text that you’ve defined in the fields and textboxes. Uncheck this if you want multiples of the same
values. For example, you might be printing file folder labels, and some of the field values need to be duplicated. To
print more than one copy, enter the number in the Copies field.

Printing One Record

Check the Print current record only option to just print the data from the last selected record on the page. This
will be the same as what you see in the Preview field.

Changing Fonts

i Text Font & Calor Fant:
Click the Text Eont & Color button to open A —
the Font selection dialog. Choose a font | Sample :
that will allow the text to fit on the selected vhaus 93
label size. Bl MT

Beriin Sans FB
Bernard MT

Choose a color if you are printing on a color-

Effects Sample
supported printer. Click OK to close the () Stikeout i
dialog and the Preview field and Sample (J Underine AaBbYyZz
. Color:
text below the button will show your T R
selections. [Westem v

Preview or Print L

We recommend that you always Preview your selections before — N

. . . . . . Preview Labels Print Labels "\'OTE' PageIOrref?rglrrOE?
printing by clicking the Preview Labels button. The Preview is always Portrait
window will display the layout, format and colors you selected.
If something needs to be changed, close the window and go back to the Print dialog, which will have retained your
selections.
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Previewing the Labels

Use the Preview Page buttons on the top of the Preview screen to see more than one page (2, 3, 4, 6) ata time. The
Page option in the upper right corner moves the preview to the next set of pages.

EE Print Pr

€% Close || 4 Change Printer | (2 Print || 4 Zoom +| [ [ [ (2 [ |

Active Printer: HP DeskJet 3630 series (Metwork)

The current Printer name is displayed in the lower left corner. If that is NOT the printer where your blank labels are
loaded, click the Change Printer button on the toolbar to select the correct printer.

Click Print to send the job to the printer, or Close to close the Preview window without printing.

Page 20 Copyright © 2006 - 2025 Phase25, LLC



Using Contact Notes

Contact Notes is used to document all communication with the Contact. If you are tracking mileage for tax
purposes, for example, you will need to have a clear record of when and where you traveled. Adding your
destination in the Contacts table, then adding a Contact Note each time you go there is an easy way to track that.

Each Contact record may have many Contact Notes, which is why the Contact Notes are displayed on a worksheet

where unlimited records are supported.

Adding A Contact Note

e Enterthe Contact Date and select the Contact Type (click the button on the right side of the drop-down

list to add types).

e Enter the Contact Name, which will try to match your text as you type to a previously entered name.

e Checkthe Requested by Contact checkbox if they initiated the communication.

e Enter a short Subject (what was this about?)

e |fyou use a desktop version of Outlook (Microsoft Office / 365), and have enabled the integration with
Outlook in User Preferences, you will see an Outlook button on the Contact Notes form. Click on the

message in the Outlook view, then click this button to copy the entire contents of the email chain, plus add

any attachments from the message into the Attachments table.

Edit Contact Notes Record

Save & Close | Cancel

Contact

Contact Date
Contact Type

Person Contacted

Subject
Contact Motes (What Happened)

Email Messages

Outlook

Mileage /Hours

Aftachments

Field Colors | (&

B Record Is Active

Baker Industries - Chicago, IL 60609
09/30/2024

=]

Skype
Becky Miller

Additional Contact

[J Marked For Deletion

@ Requested by Contact

=
v |2

Work Phone: 555-555-1111
Job Title: Manager
Work Email: beckymiller@betteremail.org

Original Motes: Becky started with the company while in high schoal.

Maone

0.00

Updated by Kerry Wilson: 10/23/2025 12:09 PM

[ Edit Next Save & Add New

e Additional unlimited text can be added in the Contact Notes (What Happened) field, if you have a lot of

information to document.

e |fyou had mileage for this contact, enter the mile in the Mileage field, and any time you’re tracking in the

Hours field.
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Application Setup
How To Upgrade

basicContacts is built on the latest Microsoft technology and will install and run on any Windows 10 or 11 system
that meets the basic system requirements. NOTE: Phase25 Software products do not install or run on
Macintosh (macOS) systems.

To Upgrade: You can download any newer version of basicContacts as long as the first two numbers match your
licensed version. For example, if you have Version 8.01.9158, you can uninstall it, download version 8.01.9243 or
later (lLook at the last four numbers) and install it without purchasing another license.

Using the Auto-Update Option

Starting with Version 8.1.9314 (or later) a new feature on (Main Menu) >> Utilities >> Support tab, called Check for
Updates, will automatically look for a new release of the current Version (8.1). If found, just click the Update
button on the prompt to update your application WITHOUT needing to uninstall the current version.

U Phase25 Updater

Anew version of basicAppraisals is available.

Click the 'Update’ button to install this new release.

“ersion 8.1 Visit Us Online at hitps:fiphase25.com l

Downloading & Installing basicContacts

All Phase25 software products are available via download from our website. NOTE: If you have a previous release
of Version 8, see the next page for instructions on how to uninstall it before installing a newer release.

This guide demonstrates these steps using basicContacts; however, they apply to all Phase25 Software
applications.

Go to https://phase25.com and click on the Product Catalog link at the top of the page.

Choose which product to download (click on the icon)

Scroll down the application support page to a link for the latest version, which will include the version number
(v8.01.9xxx) and the size of the download (7.0MB). Example:

basicContacts Contact Management System v8.01.9432 (7.0MB)

Click on the link to begin the download, which will put the zipped installer into your Downloads folder.

Open Windows Explorer, and browse to your Downloads folder. You should see it in the list of folders in This PC
section on the left side of the window, or you can start at the Windows C:\ folder and follow this path:

C:\Users\<your name>\Downloads\
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https://phase25.com/

»  Downloads > Search Downloads

Tl sort = View aes
Mame Date modified Type Size
~ Today
s basicContacts-Setup-v819432.zip 10/28/2025 2:27 PM  Cormnpressed (zipped) Folder 7,097 KB

NOTE that the downloaded file is zipped (compressed). It will have the “zip” icon you see above and the version
number of the application.

Copy or move this file to your Desktop.

Right-click on the file and choose Extract All.
Select a Destination and Extract Files

Keep the default destination when prompted, L .

Files will be extracted to this folder:
which will be a new folder on your DeSktOp with the C:\Users\Margaret)Desktop\basicContacts Setup v819432 Browse...
same name as the zipped file.

B Show extracted files when complete

If not already checked, check the option to Show —»
Extract Files....

Click Extract to unzip the file. Note that the Setup file has the file extension .exe
Right-click on the basicContacts Setup file and choose Run As Administrator to begin the install.

Answer Run Anyway or Yes to any security prompts as long as you see our verified Publisher name, Phase25, LLC,
text on the prompt.

The installer will open; click the Next button on each window and make any changes you wish, then click Finish on

the last option.
The basicContacts icon will be placed on your Desktop.
User Account Control

% basicContacts Setu X
P

Welcome Do you want to allow this app to make
Welcome to the installer for basicContacts 8.1. !
changes to your device?

It is strongly recommended that you exit all Windows programs
before continuing with this installation.

If you have any other programs running, please click Cancel,
close the programs, and run this setup again.

% Setup Application

Othenwise, click Next to continue.

| Verified publisher: Phase25, LLC |
File origin: Hard drive on this computer

Show more details

. -
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Uninstalling A Previous Version

If you have an earlier release of the Version 8 (the last four numbers on the Release are smaller), you will need to
uninstall it before upgrading to the newest release. To do that, follow these steps:

Open your Windows Start menu and find the basicContacts
icon.

Right-click on it to show the drop-down menu.

Click Uninstall.

Right-Click

o basicContacts v8 ey et st
< Pinto Start
More >

T/ Uninstall

On Windows 11, the Windows Apps > Installed Apps list will open. Find the basicContacts in the list and choose

Uninstall, then click Uninstall again.

- basicContacts

2 81 | Phase2s, LLC | 10/28/2025 *

You may see a security prompt
asking to allow the app to make
changes. Aslong as you see the
“Verified Published: Phase25, LLC
it’s safe to continue. Click Yes.

The Uninstall dialog will open; click Next, then Finish.

This app and its related info will be
uninstalled.

Uninstall
text,

On Windows 11, you’ll see the Apps > Installed Apps list refreshed. Close this window and any other applications

before installing the new version.
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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 NOTE: Some Windows operating systems (Home, Education, Workstation Versions) may need a Microsoft update which is not always
included. If you are experiencing errors creating or connecting to a database, these components may be needed. After downloading
each setup package, right-click on it and choose "Run As Administrator"” and follow the prompts.

o Download it here: Microsoft Visual C++ Redistributable
o Download it here: Microsoft .NET Framework 4.8.1 (choose Runtime version)

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 & Partner or Team Replication)
e High-Speed Internet Connection (for updates, remote support & Partner or Team Replication)
e  Other computer hardware less than 3 years old.

NOTE: All single-user licensed applications store data in a SQLite database a standalone database. This database type is called zero-conf,
which means it needs no administrative services.

Upgrade Policy

You can download any newer version of your application as long as the first two numbers match your licensed version. For
example, if you have Version 8.01.9350, you can uninstall it, download version 8.01.9351 or later (look at the last four
numbers) and install it without purchasing another license. Click the Utilities (link on the Main Menu) >> Support (tab) >>
Check for Updates button any time to check for a new release.

NOTE: Phase25 Software products do not install or run on Macintosh (macOS) systems.
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End-User License Agreement

All Phase25 Software Products

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.
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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.

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
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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.

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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