Desron Curentootapase
k" | || (3) Report,Prterences & Uttiss TR0, it s estr. o, ot Ot
s Doskiop Links Password Datbase Optons
Boor Eer  Passwors slow vl e reureacach bme 1 ClovPassncid Gl optants s smer
st st ke o nsesora ot ki opontaapen openenstng
Lavaitaar —— Saiepassuora | | Creste anem. ampis ]
nnr o s
Timerssper Rovort oy e v =
T s o s r it st ot e e
osron e nstime someane spenes (scessec) en commenisres | opnarone
s i coonto st ot st N
o Tt 1y SIS NS00 e
eoupa Tt s pes e sppicabon
g i i
Cacustrss || Checkiorupaate Hatbox
Contrs Gl Upaste utontschecfor 2 e version f e ot ot G
5tp e '
SearnFies s Oficemegraten
Ghoose Form Bckaround Color @ craneouoocrestres s tons avony
soah . e Excl Fesres
Sea crcmeca mno s ¢ o Rosbopan | | B EnstieExelF
8 Eratie o Feares
Repors &
Phase25 Software
[——

L e

e~

e
e

— vee | (2) mackup v Raoas || punt | comt | mpon || oo | woronse | Torsesen | suenan
[ 5| e 0] e oivia
oo - 8 R e
e —_— Y it snciecion s
el Co— T
— [—
Oesn
s TR p—— [—
e S
Camames e
e 003 ConsasseRDscumens
8 15Dt Tt 0157 g
e Phacezs Sotwate
o
Cusrer Rooag || e | Com || ot Gpen || varsnes | Tesemn  samest
e CE °
P
e o [
s @ sneon rascanry
Lottt | oo sovtosian T T a—
— Gemen | Tempm s R crmarien st
TS| s o ) T e ——
oo ety
el Wl
fs (s nnssined e Logniiame passuors Sotte | Neowraa | comoa
SebaTannmos 161
S
cacmps || GootSunss )
sm Py Desarpton Ao Gt rtts
. Gt s o
£ Toxt Search in Outiook s | oo o ; E
s | SRS
o | | S ok Comats | it e
e e
YR — [RE— somnres | | et "
B mstirenn s [ REaipoo
. Rkt
—— 5 S E it e
= g S— aueox Siresris o)
s
e Sphanagetmot (g g i
o e cre
Ao e

[

st
Gz

P
Uy

Ha0u08 1734
et
o
ey

1'3‘6“ DESM

Quick Start Guide

Windows® Desktop Software from Phase25, LLC

Version 9 — September 2026

FYT—. ¢

et [ 5| waro Beb S

gk oyt . o hage ot same coo =y

.-
1405 EmDoc s sy,
Gty €t

ot Comeot
Swee sl s el e B e
ey 1 oo secm

@y
.
Fatk n catagory w thy
- i
R ,
T
— |
() Desktop Notes P~ ot
RGO TN o
— .
Eox prm— olA ratotn v Olx [E——
e || apmes Bl ———— ;
; Sty mortmate | R TR
St Temstscper e—— M AMIG 0 5C0% MR g0 Pan he.
e e ppementaibin o 45 minue baves -
‘ Dezio: ‘ . Bane o
- A slardan: socuer mich is pleved belivees by
vems = >
[ ]| oo B[ bt
pomnd il FTRTErS B e || Smmenaie e e
Comanits AT -4 i Rovis ctetve sk scors gl by geting el
bl
m— byl
- xcopon wiin For pinaly 303
o

T

oy
s

smess

{7} Financial Calculators & Converters.

v

i e, i o s n g
Lonsmout

[ewora
[ v
x|

i et
an e
Constfan vatar

A TEow |

S

Jo—
Comerars

S ies

Searen

Repors s
Ciies

OAddl!ssBank Reloaa Pt CopyAll Import ‘Export Worksneet | TedSearch  Batcn £at
T 11T °
e P
i RO ey
e —
= TR

arcang wears,LLC
[Ranas Warchal

i st daress [ Phone 1/ s 21 FAX

Webste  Comments orotes

(Caendar Dat Tpe /Dats 1o, of ears et ot

Theytoarinal fom Grat3tn mored o e US | ~
2007

e e s

s

e

St
Cametre

) Timslwsper e |tk et | s | ik fen
R 6] e | e ] ][] i o
[r— [
OB ek, S e
g i o ~ @ e 3
Desanpton ! Garmnts el ot
« TGN T | -
StorEad Dt (TOMALTe ) SnTor g
[verrnaian ann ] ][ o2]
e semnme snenme u
Jo s e 5
ez dBsssm )
= s 0

Phase25

Home Office / Small Office
Business Software

Copyright © 2006 - 2026 Phase25, LLC ~ All Rights Reserved



Table of Contents

131 4o e [1143 {11 1 PO PPN 4
Il SR Y =Y o W B LX) (o] o Y P 4
WE SErongly RECOMIMENTU. .. «.c..ouniiiii ettt ettt e ee e st st s e saaeaaaausaastasansassastanenssnssnstnsessesssssnssnssnstnsensensensensnnees 4
HOW tO USE THIS GUITE ...c..enenenieeeeeeeeeet ettt ettt e et et ae e e et e s ensaassneaesasnsaassnsaassnsassnsnssesnsnssesassssessnssnsnsnesnsnsnssesnsnssesnsnees 4

DESKEOP LINKS 1euiuiiiiiiiiiininieieiaiesasasasesssssssresesesesesesesessssssssssssssssssssssssssssssssssesssesssssssssssssssssasssssassssssssssssssssssssssnsrsnanes 5
L T L S £ 5
HOW DO T USE THIS? ..ttt ettt ettt ettt ettt ea et e s ea et s e s easaenesesasnesesasnesesnsnesesasnesesnsnesesnsnesesnsnesesnsnesesnsnssesnsnees 5

AAAreSS BOOK ..iuiieieiiiieiierieteteriatetercasecesescecessssecessssscessssesessssssesssssssssssssesssssssssssssessssssessasssessssssessasssesssssssssasssessssssssases 6
e Tl S L PR 6
HOW DO | USE THIS ..ottt ettt ettt et ettt ettt et e s e e st s s sesesesasesesesenenenesensnsnsnssesasesesesesesesesesesenenensnsnsnsnsnsnsnsnsnsnss 6

I oY= B 17 =1 1] S 7
L £ L ST o 7
HOW DO [ USE THIS?...eeen et ettt ettt et e ettt eataeaesseaessssaesnsseaesnsssaesnssesesnsnsassnssesssnsnssesnssssnsnsnesesnsnesesnsnssesnsnesesnsnees 7

TN KB P BT« uuieinininiiinieiaiaieieieieieieiitsiresesesesesesesesessssssssssssssssssssssssssssssesesesesesesssssssssssssssssasasasasassssssssssssssssesesssnsnsnsssnsnss 8
e Ll ST L o P 8
HOW DO [ USE TRIS?. ..ottt et ettt ettt ettt ettt e e aet et a et e s e e easa s ensasaensansnsnsasnsnsnesasnsaesnsnsensnsnssesnsnssesesnssesnsnseesnsnnes 8

DESKEOP NOTES .cuiiiiiiiiiieiiieiuiaietatitetiiririrererereresesesesesesesssassssssssssssssssssssssesesesesesssssssssssssssasasassssssssssssssssssssesssesesesssnss 9
T L ST L o PPN 9
HOW DO [ USE TRIS?. ..ottt ettt ettt ettt ettt et et a et e s e e easa s ensaaaensansnsnsasesnsaesnsnseesnsnssnsnsnssesnsnssesnsnssesnsnssesnsnnes 9

BaACKUP & SYNC .ouiniiiiiiiiiiiiiniiiiiiiitiiiiiiririrerereresesesesesasssssssassssssssssssssssssesssesesesssssssssssssssssassssssssssssssssssssssssesssessssssss 10
T L ST L o 10
HOW DO I USE THIS?..eeeieeieeeeeet ettt ettt ettt et et e et e s saeaeassesessnesssnsnesesnsnesesssesesesnesesnsnesesnsnesesnsnssssnsnenesesnenesnsnenesnsnns 10

CalCULALOIS & CONVEITELS ...ccuieiinieiiieinieeeeiecereecetereecaceseacesesescesssescssssescsssssssssssesssssssscssssssssssssssssssencassssncssssencssssancnsases 11
e 1 S L U 11
HOW DO I USE TRIS? . ..eeneeeeiee ettt ettt ettt ettt e e et e et et e s eaesesnsaesasnsaasasnsaassnssesasnssesesnsnssnsnsnssesnsnssesnsnssesnsnesesnsnssesnsnesnsnen 11

S BANCI FileS cuuuuiniiiiniiiieieiiiieieietieieterieceterentecesescecessssessssasesessssessssasssesessssessssssesessssessssssesssssssssnsssesenssssssasssasensassssnsasases 12
T o ST L P 12
HOW DO I USE TS ? . ..eeeeeeieeeeee ettt ettt ettt e e et e et et e s eaeaasnsaesasnsaessnsaasesnssesasnesesesnsnssnsnsnesesnsnssesnsnssesnenssesnsnssesnenesnsnen 12

CY-F:1 o] s 10 101 4 o Yo ] QPPN 13
e Tl S L PP 13
HOW DO I USE THIS?..eeeneeiee et ettt ettt et te et et e e ettt s eaeaasseaessnesesnsnesesnssesesassesessnesesnsnesesesnesesesnesesnsnenesesnenesnsnenesnsnn 13

ReEP OIS & Ui ltieS euiniiiiiiiiiiiiiiiiiiiietetttetecececacecesesesessssssssesssesesesesesesesssesasasasnsnssssssssssssssssssssssssesesnsesnsnss 14

Page 2 Copyright © 2006 - 2026 Phase25, LLC



T o ST o 14

HOW DO L USE TS 7 ettt ettt ettt et et et et e ea et et e ea e ta e eaa s enesanenatnesansenastnesansennstnneensennsennennne 14
Downloading & INstalling 1-Step DEeSKIOP . ccciviiiiiiiiiiiiiiieiieieietesesesesesesisrsrereresesesesssssesesssssssasassssssssssssssssssssssssssssssnsnss 15
RUNNING TRE INSTAULEY ..c..c.eneeeeeeeeee et ettt ettt ettt et et ettt e e eaea et et et eeaeanennanatnaanseneenennennanns 15
REGISTEIING YOUI LICENSE KBY ..ottt ettt et ettt ettt ettt et et ettt et e e et e e et e e eaaeanenn e anetnseneeneanennanns 15
The LicenSe BEIONGS 10 YOU!........oueeiiieeie ettt ettt ee et st et e et s e et e et s et et s et s et et aansaaneaneansannstneansanneannesns 15
System & USer REQUIFEMENTS ....cuiuiiiiiiiiiieteieteteteeeeeeetesesesessssesssesesesesesasasnsnsasassssssssssssssaseasesesesesesssssnsasasasasnsnsnsnnns 16
GENEIAl USEI REGQUITEIMENTS .. eeie ittt ettt ettt eae e e e st st s e s e easeaaatastasansassansnssnssnstnsensensensensnnsnstnsensensensnnsnnees 16
User (Workstation) HardWare REGQUITEIMENTS ........u.iuiuiiieiie et eie ettt e et eeee e st st sansansaetnstnstnstnsansentussnsanstnsensensensensnnses 16
D] o] ) VA at=ToTod 0 10 T=1 g Lo F= 14 o] 0 I H PR 16
WREIE YOUI DAta IS STOTEA ....ceuneeeeeee ettt ettt et e e et et et e e e s e et et s ea et eta s ean et eansannstnseensannstnneensanneenneens 17
Phase25 Software End-User LIiCENSe ASreEmMENT ......cciuiuieiuieieieieietetesesesissssesesesesesesssssssssssssssasassssssssssssssssssssssessssssssanss 18

Page 3 Copyright © 2006 - 2026 Phase25, LLC



Introduction

This guide is a resource for users of 1-Step Desktop, Version 9.x. Click on the Support link on the top of the page to
visit our website for FREE video tutorials and additional information.

What Is 1-Step Desktop?

1-Step Desktop a complete collection of Windows Desktop utilities all in one simple, easy-to-use application.

Use these features to store the information you use every day:

e Desktop Links - File, folder and internet links & password manager. Clears your desktop of all shortcuts!
e Address Book - Simple contacts manager; store company and personal info, print labels.

e Label Maker - Stores & prints any one-off labels (for file folders, boxes, etc.)

e Timekeeper - Logs time (hour, minutes, seconds) you spend on any project.

e Desktop Notes - Like Windows Sticky Notes, but all on one screen.

These utilities perform a number of common tasks:

e Backup & Sync - Backup folders or synchronize between computers.

e Calculators & Converters — Financial calculators, measurement & image converters

e Text Search in Word, Excel, PDF and Text files — How do you find a document based on some text in it? This text search
looks INSIDE of these file types.

e Text Search in Outlook - Full text search for any messages in any folders in Outlook.

e System Reports — 1) Lists all folders and files on your computer, including file sizes, Created, Last Modified and Last
Accessed dates and times for each one. 2) What’s on your computer? This report will list all hardware and installed

application information.

NOTE: 1-Step Desktop is fully integrated with Microsoft Office 2016 (or higher) or Office 365 DESKTOP VERSIONS (not web). If
you do not have desktop Office installed on your computer, some features will be disabled.

We Strongly Recommend...

...that you visit our website at https://phase25.com where you can view video tutorials on features in 1-Step
Desktop, and also download the FREE and FULL version 1-Step Desktop User Guide that includes:
= Tips & Tricks for each feature in 1-Step Desktop and step-by-step examples for using them.

= Appendix A- Common Features

o Using the Navigator, Filter Options, the Form Toolbar, the Button Toolbar & more.
= Appendix B - Printing Labels & Reports

o How to pre-filter data for subsets of data

o Usingthe Label Printer dialog to format labels

o The options for printing reports

How to Use This Guide

The information in this guide is arranged in the same order as the 1-Step Desktop toolbar on the left side of the
Main page. Note that you can click on any item in the Table of Contents to jump to the page with that topic.

Page 4 Copyright © 2006 - 2026 Phase25, LLC
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Desktop Links

What is it?

e |s apassword management system for all of your websites.

o Creates safe, 20-character passwords that you don’t have to remember.
e Stores all file and folder shortcuts on your computer instead of on your desktop.

M 1_Step Desktop - Release 8.01.9731 - Connected To: 1-Step_Desktop_Demo.sdb

Support Abgul

Phase25 Software

5.01 Updaters.exe (File)

e . .
DES':SD @ Desktop Links Reload Print CopyAll Import Export Worksheet Text Search Batch Edit
in
Mew Edit Szve Cancel | Delete  Copy | Print | More Options ~ (]
Address
Book IsActive = Yes' B Record Is Active
~ | [@ Active Only Link Type | Category | Name Add Category
Label Maker Navigator Search How to Search File ~ Movies v | SearchingForGlasses.mpd |
Clear Search -
Double-Click to OPEN Selected Link Count = 27 Target Path or Enter Site URL Choose Target Add to List c’ ‘@
Timekeeper
abcnews.com (Internet Link) C:\MyData\EventVideo\SearchingForGlassess. mpd
amazon.com (Internet Link)
Antartic Arch Jpg (File)
Desktop
antenalwheel mp4 (File) i Show/Hid New Pwd Copy Pwd
Notes BetterOuiThanin mov (File) R Rlee  Password e = —
Camera Roll (Folder) [ [ |
Backup & Cloudy Sunsetjpg (File)
Sync config.bd (File) Description / Addt] Comments or Motes
Daffodils jpg (File) This video explains how we lose things right under Play this at the next comedy writers event at the
Calculators & ebay.com (Internet Link) our own noses! arena.
- i I'm Sorry.MP4 (File)
orerters Installers.exe (File)
msn.com (Internet Link)
No.exe (File)
Search Files Pink Heatheripg (File)
River Falls Wl jpg (File)
Rocky Waterfall jpg (File)
Search Sample Music (Folder)
Outlook Saved Pictures (Folder)
Screenshots (Folder)
Reports & SearchingForGlasses
Utilities StephanTheBearmp4 (File)
techActive.org (Internet Link)
Telemarketer Solution.mov (File)
Rel Toller Bildermix.pps (File)

How Do | Use This?

Start by importing your desktop shortcuts! Just follow these steps:

Continue | Cancel

Choose 'Import from Desktop' Option

ImportAll Links from my Deskiop
[Import All Links from my Deskiop AND CLEAR THE DES

1. Open 1-Step Desktop; click the Desktop Links button to open
the page.
2. Click on Import >>Import from Desktop
3. Select one of the Import All Links options and click Continue.
a. Import All Links from Desktop —imports links, but leaves
shortcuts on desktop.
b. Import All Links from Desktop AND CLEAR THE
DESKTOP - removes links after import
4. Theimportonly takes a few seconds.
5. Update your internet links with login names and passwords, if each uses one.

See 1-Step Desktop User Guide >> Desktop Links for additional information about:

e Using the Mailbox for collecting files to add to an email.

e Verifying that all file and folder paths are still correct.

e Printing, Copying and Exporting Desktop Links data.

e Adding a password to protect Desktop Links from other users on your computer.
[ )

Page 5

See Appendix A- Common Features in the User Guide for how to add, edit and manage data.
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Address Book
What Is It?

o A“people and places” contact manager for individuals, households and businesses.
e |treplaces your paper address book or desktop rolodex or other sources of contact information so you have
a source of truth for contact information.

M 1-Step Desktop - Release 9.01.9726 - Connected To: 1-Step_Desktop_Data.sdb

Close Support About Phase25 Software

Deskiop @ Address Book Reload Print CopyAll Import Export Worksheet Text Search Batch Edit
Links
New | Edit Save | Cancel Delete | Copy | Print More Options - *y
Address .
Book IsActive = Ves' @ Record Is Active [_] This is a Business
~ | (@ Active Onty Company or Household Name | Category Add Category
Label Maker Navigator Search How to Search [ Marcel & Warcy Howard | Personal “
[ Clear Search
Address / City / State / Zip / Countr Add State
Double-Click To EDIT Selected tem Count=3 t . o
Timekeeper \arcel & Wiarcy Fioward [ 42829 West ath Avenue |[chicaga i - [B0711

Marketing Wizards, LLC
Deskto Randy Marshall
n [thisfamilyemaiaddress @somedomain com || I Il |
Notes

\Website / Comments or Notes

Main Email Address / Phone 1/Phone 2 / FAX

Backup & They're orginally from Great Britain; moved to the US
Syne in 2002
Calculators & ) .
Gonverlers Calendar Date Type | Date / No. of Years / Next Notice Add Type
Anniversay « [071412004 Il 22| [07114i2027 |
Search Files
Associates: New | Edit | Delete Copy - | Print - Reload | Worksheet - Mo Filter  Count=2
Search Active? | Salutation | F1r°" Middle | 25 Titte CellPhone | MainPhane | Al
ame MName
Qutlook
Yes . arcel Howard
Reports & Yes Mrs. Marcy Howard
Utilities

How Do | Use This?

Click New on the form toolbar to create a new record.
Enter the main contact information in the fields at the top of the form. Click Save to save the data.
e Add people associated with the location (and each person’s specific email address and phone information) in the grid
at the bottom.
o IfaCompany record, add co-workers, employees, etc.
o IfaHousehold record, add family members

Print Labels by Category, State, City, etc. (multiple filtering options).

Use the Calendar and Birthday Date fields to print a calendar for upcoming events
o Eachrecord calculates the next date and the number of years since the initial date.
o Printahard copy to post as a reminder to send notices, cards, etc.

See 1-Step Desktop User Guide >> Address Book for additional information about:
e  Filtering for printing labels and calendars
e Updating all Calendar and Birthday dates in one step.
e Batch editing (editing multiple records at one time) using the Worksheet features
e See Appendix A- Common Features in the User Guide for how to add, edit and manage data.
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Label Maker
What Is It?

It stores non-person information that you may want to print on labels
o Example: file folder labels, labels for use in scrap booking or photo albums, price tags for yard or craft sales.
The example below is for labeling garden equipment!
It uses the same intuitive Label Printer as the Address Book.

M 1-Step Desktop - Release 9.01.9710 - Connected To: Phase25_Desktop_Data.sdb

Support Abgut g 3 Phase25 Software

Deskto
) eloa Tin opy mpo 31401} Waorkshee ext Searc atch Edi
L,nkgp 7Y Label Maker Reload Print CopyAll Import Export Worksheet | Test Search Batch Edit
Address New | Edit | Save | Cancel | Delete | Copy || Print @Y A
Book IsActive = "Yes' AND Label Category = 'GardenTools'
Lavel Category | (@ Active only | FeETE A
Label Maker Navigator Search How to Search Category I Label Name Add Category
0 Clear Search
GardenTools ~ | DocSmart Charger |
. Double-Click To EDIT Selected tem Count = 11
Timekeeper .
GardenTools - DocSmart Charger Line 1
GardenTools - DocSmart Hedge Trimmer (B1) |DmcSmarlHEDGETR\ru1MER |
GardenTools - DocSmart Hedge Trimmer (B2)
Desktop
Motes GardenTools - Feete Charger Line 2
GardenTools - Feete Weed Whacker
GardenTools - Worx Charger | Charger |
Backup & GardenTools - Wone Weed Whacker (B1) —_—
Sync GardenToals - Worx Weed Whacker (B2) i
GardenTools - WuKetin Chain Saw (B1) |x |
GardenTools - WuKetin Chain Saw (B2)
Calculators &
Converters GardenTools - Wuketin Charger Line 4
Search Files Line 5
Search -
Outlook Comments or Notes & @
Reports &
Utilities
Release
9.01.9710

How Do | Use This?

See 1-

Page 7

Click New on the Timekeeper form toolbar to create a new record.

Choose or add a Catogory that will allow you to filter the Navigator list to only those labels you want to print.

Add the Label Name; the Category and Name are the values you see in the Navigator.

Add text to each Line (1-5) keeping in mind that your labels (depending on type) may have limited width to print each
line of text.

Add a Comment to remind you what the label will be used for.

Click Save to save your entry. The Category-Name text will be added to the Navigator (list).

Step Desktop User Guide >> Label Maker for additional information about:
Categorizing and filtering for printing labels
A list of the available labels types and their sizes (mailing, shipping, price tags & return address)
Batch editing (editing multiple records at one time) using the Worksheet features
See Appendix A- Common Features in the User Guide for how to add, edit and manage data.
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Timekeeper
What Is It?

o Adigital stop watch which will track time for any task down to the hours, minutes and seconds.
e Ansimple way to manage projects where you need to document billable time.
o Forexample: contractors and consultants often work “by the hour, or fraction of an hour” and must submit
that time by Task or project for payment.
e Utilities for submitting time by a formatted Time Report or as an export to Excel.

™ 1-Step Desktop - Release 9.01.9740 - Connected To: Desktop_Demo.sdb

Phase25 Software

Desktop @ Timekeeper Reload Print CopyAll Import Export Worksheet Text Search Batch Edit
Links
New | Edit Save | Cancel Delete | Copy  Print | More Options ~ -]
Address
Book IsActive = "es' AND Task Status = ‘Ready to Bill B Record Is Active
~ (@ Active Only Task Name | Task No. / Task Status Add Status
Label Maker Navigator Search How to Search [World Vegais App 002 «| @ Readytosil o

Clear Search

e Description / Comments / Internal Notes
Double-Click To EDIT Selected ftem Count=3

Timekeeper World Veggie App - 001 (08/16/2026) gussts AnaD\ysits Week! ;rheutir:wlr:%uc.ed I.rl'w‘eh”rulet lmuk“t See attached Agenda Notes
World Veggie App - 002 (08/16/2026) G D ;i;ﬂrejei ;nvrw: ave to mee
v -
Deskiop World Veggie App - 003 (08/16/2026)
Notes
Backup &
sync Start-End Dates | TOTAL Time (H-M-S) Start Timer End Timer
08116/2026 |[08i19r2026 Il 22| 47| 25
Calculators &
Converters Logged Time: New | Edit | Delete | Copy = | Print = | Reload | Worksheet - | No Filter | Count=4
Active? | Task Date Start Time End Time Total Hours Minutes Seconds
Search Files Yes 081702025  08:15:35AM  04:10:00 P 7 54
Yes 08/18/2028  08:40:45 A 05:33:45 PN 8 53
Search o 08/16/2028  03:25:49 PM 05:41:49 PM 2 18
Outlook
Yes 08/19/2026 09:42:25 AW 03:42:25 PM 6 0
Reports &
Utilities
R

How Do | Use This?

Note that you can setup multiple Tasks for a project before you start working on any of them. Also you can use any

other features in 1-Step Desktop even while the Timer is running.

e Click New on the Timekeeper form toolbar to create a new record.

e Enter the Task Name & choose the Task No. The name can be used multiple times as long as the Task No. is unique.

e Add the Task Status which you can use to filter the Navigator. Ex: “Not Started”, “In Progress”, “Ready to Submit”.

e Add the Task Description, which will be included in the Time Report

e Comments also are displayed in the Time Report. Internal Notes are NOT included in the Time Report.

o The Task Date defaults to the current date, but you can change it manually.

e SAVE THE TASK! You don’t have to add time to the Task until you’re ready to work on it.

e Ready to Add Time? Click the Start Timer button; go to work on your project! The Timer will be
displayed at the top of the Filter options while you work.

e When you are finished working on this task, click the End Timer button, which adds the Time record to the grid at the

bottom of the form and automatically updates the Total Time on the Task.

See 1-Step Desktop User Guide >> Timekeeper for additional information about:
e Filtering Tasks and Printing the custom Time Report
e Using the Export function if you need to submit time in a standard data format.
e Additional features on the More Options toolbar button.
e See Appendix A- Common Features in the User Guide for how to add, edit and manage data.
Page 8 Copyright © 2006 - 2026 Phase25, LLC



Desktop Notes
What Is It?

e Aone-page storage container for daily notes and lists.

e Replaces Windows Sticky Notes with the ability to color-code, search, sort, import from Excel, export, copy
and print your information.

e Keeps all of your Notes in one place, on one screen without cluttering up your desktop.

™ 1-Step Desktop - Release 9.01.9730 - Connected To: 1-Step_Desktop_Demo.sdb

Phase25 Software

Support Abgut
Desktop @ Desktop Notes No Fitter Applied Reload Print CopyAll Import Export Worksheet Text Search
Links
New Note | ResetNote Height | Columns 3 Columns - | SortBy DateandNams v | () | Count=4
Address
Book - N - _ - )
@ A 07/07/2026 1:55.17 PM @ A 07/08/2026 1:09:00 PM @ A 07/08/2026 1:09:34 PM
| absl Maker How To Use Desktop Motes % Soccer Basics % Jack's Baseball Schedule o
1. Click "New Note" on the toolbar. Socceris played under 17 official Laws of the August - Every Tuesday at 6 p.m.
2. Enter a short title. Game, designed to ensure fair play, with each September - Every Tuesday at 6 p.m thru 9/15.
i 3. Add your notes! ' §
Timekeeper % team aiming to score more goals than the:
oppenent within two 45-minute halves.

Deskop -1 Basic Structure =l
EES A standard soccer match is played between two

@ A 07/08/2026 1:07:26 PM teams of 11 players, including a goalkeeper. The
EESC,::E& Mestings in August & game is divided info two halves of 45 minutes
a1 -8 T each, with a halftime break, and additional
-oam al eetin
Calculators & 8/20 - 9 a.m. Planning megetmg in cafeteria stoppage fime may be added by the referee. The
Converters 9/03 - 8 a.m. Reviews! objective is to score goals by getting the ball
entirely over the opponent's goal line, except
Search Files I when using hands or arms (goalkeepers are an
1 exception within their penalty area)
Search
Outiook -1
Repors &
Utilities
Release

8.01.8730

How Do | Use This?

Change Font Created|Date

Change
e Click New Note on the Desktop Notes form Ba‘g@;‘@’nd ‘
toolbar to create a new record. . Color N o2 0710812025 10725 PIt
e Entera Name for the Note and click OK. Note Title g | Mestings in August & | o Delete
e The Note appears in the dashboard. e §11-8 am. Staff Meeting Note
e Enter any text in the body of the note. Al Tha Note! sl | 5038 om oo oo 1 cEteter
changes are automatically saved. _
e You can edit any note or note name by simply BE%NEE) -1
T Length
overwriting it. s
See 1-Step Desktop User Guide >> Desktop Notes for additional information about:
e  Filtering Notes for Printing or Copying - _
them. @ Desktop Notes No Fiter Applied Reload Print Copy Al
L4 See Appendix A -Common Features Mew Note | Reset Note Height | Columns SortBy DateandName - | () |Count=4
in the User Guide for how to add, edit f f f f f
and manage data.
Add alNote, Resetall Numberjof/  Sort.the Toggle the
Notes, to, Columns,of;  display; hackground
the,Default Notes to, |Notesare color.
Height QL.S\PEE arrang‘e_:g
by column,
“topto
bottom.

Page 9 Copyright © 2006 - 2026 Phase25, LLC



Backup & Sync
What Is [t?

o Autility to backup all changed files at the end of a workday.
e Autility to synchronize files and folders between two connected (or networked) computers.

o Forexample, if you work on a desktop, but travel with a laptop, you would update your laptop from your
desktop before you leave, and when you return, simply reverse the file-update direction to sync your laptop
with your desktop.

e Create multiple projects (computer-to-computer mappings); just select which Project to run!

M 1-Step Desktop - Release 9.01.9739 - Connected To: 1-Step |

pport

D ey Reload Print CopyAll Import Export ‘Worksheet Text Search Batch Edit
eokiop @ Backup Utilities
New | Edt | Save | Cancel | Delete | Copy | Print QYA
Address
Book Mo Fiter Applied 8 Record Is Active
| [[] Active Only
- Project Name / Sync Direction Start Sync
Label Maker Navigator Search How to Search
Clear Search [Travel sync Source to Target ~ @ CopyAll New Files
Timekeeper Double-Click To EDIT Selected tem Count=2 Notes About this Project o ‘é
W Run this "Source to Target to update laptop. Run "Target to Source” to update desktop when returning from trip.
Deskiop
MNotes
Mapping Info: New | Edit Delete | Copy -  Print » Reload  Worksheet ~ | NoFilter  Count=3
Bﬂg;:é’x‘ Active’ g[”d"er Source Folder Target Folder
Yes 001 CAWorkFolderd\Marketing\Documents\ MAWorkFolderd\Marketing\Documents
CS‘E“‘E‘;'S & Yes 002  C\WorkFolderd\Finance\Documents) M:AWorkFolder4\Finance\Documents)
onveners Yes 003 CAWorkFalderd\HR\Documents\ MAWorkFalders\HR\Documents\
Search Files
Search
Outlook
Reports &
Utilities
. Save | Cancel
How Do | Use This?
B Record s Active
. . Run Order
e Click New on the toolbar to create a new record and enter the Project Name. oot @
e Choose the Sync Direction (Source to Target, Target to Source) and whether to include new files by
Source Folder Browse
CheCklng the bOX. | C:WorkFolderd\Marketing'Documentsh
. Enter any notes you need to remind yourself what this project does or when to run it. TaretFold —
arget Folder
¢  Click Save on the toolbar to save the Project. [MWorkFoldera\Warksting\Documents\
e  On the Mapping Info grid, click New on the toolbar to create a new folder-to-folder item. The Run Comments
Order field is automatically incremented when you add a new mapping. Full marketing data
e Click the Browse button on each of the Folder fields to select the Top folders (all files and
subfolders will be synchronized between them). Notice that they do NOT have to be named the
same. Enter any Comments that apply to this mapping.
° C|.|Ck Save tO save yOUr SeleCtiOnS and Cl.OSe the dialog. Mapping Info: New | Edit | Delete = Copy ~ | Print -~ Reload | Worksheet ~ | No Filte
s . . .. Run
e NOTE: You can add additional Folders at any time by following the steps above. BEE Gy || SRR LR
. . . ¥ 001 C:WorkFolderd\Warketing\D tst MAWorkFolderdiMarketing\D
e ReadytoRunlt? Click the Start Sync button above the Project Name field to = SR AR TS SrECE e e
Yes 002 C:WorkFolderd\Finance\Documentsy SIal]

Toggle Is Active

Move Up

start the project. A progress bar at the top of the window will display the folders Yes 003  C:WorkFoldersHRDocuments\
that are included in the process and a dialog will display the results.

IMove Down

TIPS: Only “Active” mappings are included. You can edit each row and uncheck the Is Active checkbox, or simply select the row(s) in the
grid and right-click, click on Toggle Is Active to turn each row on or off. You can change the Run Order by selecting a row, right-click, Move
Up or Move Down.

See 1-Step Desktop User Guide >> Backup & Sync for additional information about:
e Managing Projects for synching data in either or both directions.
e Additional tips and tricks for using this feature.
Page 10 Copyright © 2006 - 2026 Phase25, LLC



Calculators & Converters

What Is It?

e Acollection of Financial Calculators, a PDF Merge utility and Measurement and Image file Converters:
o Create a full Amortization schedule, calculate the time it takes to pay off a loan, determine the future value of

investments and monthly savings you’ll need to make to reach a goal.
Use the Measurement Converter to convert from Standard to Metric (or vice-versa) values.

O

Combine any number of PDF files into a single file in any order you wish

o Convertimages to and from: .bmp, .jpg, .gif, .png, .tiff, .wmf.

™ 1-Step Desktop - Release 9.01.9721 - Connected To: 1-Step_Desktop_Data.sdb

Phase25 Software

Desktop
Links

Address
Book

Label Maker

Timekeeper

Desktop
Notes

Backup &
Sync

Calculators &
Converters
Search Files

Search
Qutlook

Reports &
Utilities

Release

9.01.9721

Amortization {Loan Payments)
Calculate | Clear Copy | Print

o
3
L
el
3,
B
g
=
&
=
E]
g
3
i
2
8
g
2
&
24
i
a
@

«@

kS E

= =

@ 3 ol 8
8 2 Lllzlzgll8
[=] 1=] ma | F [=]
R IEREE ER-

Loan Amount

Interest Rate

=]

Number of Years
Term (Months)
Principal + Int $19,091.9
Interest Only
Wonthly Payment $159.1

Ending Balance

Measurement Converter
Convert | Clear | Copy | Print

Choose from the drop-down lists & ciick ‘Convert

Choose Type  Area
Convert From  Square Feet

Convert To Acres

Enter Number |11000
0.2525248

Results

@ Financial Calculators & Converters

Calculate Time To Pay Off A Loan
Calculate = Clear = Copy | Print

Caiculate how long it wil take to pay & Loan

Loan Amount $10,000.00]
Interest Rate 5.00%|

Monthly Payment $100.00
Number of Months ﬂ
MNumber of Years _

Combine PDF Files

Clear | Copy Print | Save

!I

@ save list between sessions
B Add merged fie to the list

B Open merged file for review

Move Up Move Down

Add File

Calculate Future Value

Calculate = Clear = Copy | Print

Calculate what the Future Value will be.

Present Value
interestRateAPY | 2.00%]
Years To Save ”
Amount Per Month m

Future Value

Remove File | Count =4

Merge Files

Add File to Mailbox

Phase25 User Guide.pdf
Application Setup.pdf
Updating Reports.pdf
EULA pdf

v

€

Calculate Monthly Savings
Calculate | Clear Copy | Print

Calculate savings needed fo reach @ goal

Mo. of Years _
Monthly Amount

Goal Amount

Interest Rate

Image Converter
Click Here to Choose Image:
Use this feature to convert an image

file from one type to another:
(bmp, jog, .git, pag, tiff, wmf)

How Do | Use This?

All Utilities: Use the Print options to show/print the results in the Print Preview window. Click the Copy button on

a toolbar to copy the results to the Windows clipboard to paste into an email or other application.

¢ Financial Calculators: Enter the amounts in the fields, then tab out of the field or click Calculate on the toolbar.
Choose the type of conversion from the drop-down list (Area, Length, Power, Speed,
Temperature, Volume, Weight). Choose what format to Convert FROM and TO. Enter the Number to convert. Tab out

e Measurement Converter:

of the field or click Convert on the menu.

e Combine PDF Files: Click the Add File button on the toolbar to select a PDF file; repeat for multiple files (no limit).
Check the available checkbox options. Use the Move Up or Move Down buttons to change the order of the final PDF

file. Click Merge Files to combine the listed files; you’ll be prompted for a new name & location for it.

e Convert Image: You’ll be prompted to choose the image to convert, then the new format and where to save it. The

original file will not be changed.

See 1-Step Desktop User Guide >> Calculators & Converters for additional information about:
e Additional tips and tricks for using these features.

Page 11
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Search Files

What Is 1t?

A utility to search for specific text INSIDE Word, Rich Text and Text documents, PDF files and Excel
spreadsheets.

A full list of “finds” is displayed including surrounding text for context. Just double-click on a row to open
the file in its native application.

NOTE: Microsoft Word (Desktop version) required for Word, PDF & Rich Text searches. Microsoft Excel (Desktop version)
required for Excel workbook searches.

@ Text Search in Files

Clear

Copy | Print | Save | ig)

Select Top Folder 1 Results =0

D\Raya_Bkup\Documentst . | Browse

3

SelectFile Types @ Comma-Separated Values (.csv) ® Include SubFolders — New Search

@ Excel Workbooks (xls, xlsx, xlsm

‘2 @ PDF (pdf) Include Words Before & After _4_:

@ Rich Text (rtf)

—
@ Text (b} Right-click to copy file path, or change row height & selection color. 5
@ Word Documents (.doc, .docx) Double-click to open the file in Windows Explorer. —

Text Search

Enter the text to search for (NOT Case-Sensitive):

Cancel

How Do | Use This?

Follow these steps to start a search:

1.
2.

Use the Browse button to choose the top folder to search.

Select the File Types to search. NOTE: If you do not have the desktop version of Excel on your computer that option
will not be listed. If you do not have the desktop version of Word, the PDF, Rich Text and Word options will not be
listed.

Choose to include searching in folders within the Top folder by checking the Include SubFolders option.

The results displays the text you’re searching for surrounded by a number of words before and after that text. This
context makes it easier to determine if that’s exactly what you’re looking for. By default, itincludes 5 words on both
sides, but you can change it here by entering a different number.

Click the Start button and enter the text to search for in the prompt. This textis NOT case-sensitive. Click OKto run
the Search.

The results will be displayed in the grid at the bottom of the form. Just double-click on a row to open the file displayed
in the File Path column. Use the file’s application “Search” feature (most have it) to locate the exact text you’re
looking for.

See 1-Step Desktop User Guide >> Search Files for additional information about:

Page 12

Additional tips and tricks for using this feature.
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Search Outlook
What Is It?

e Asearch utility to find email messages in Outlook quickly and easily

o A complete list of “finds” is displayed; double-click on a row to open the message in Outlook.

o Alldisplayed messages are converted to simple text so you can copy and paste the contents into any other
application.

e You can also move all selected messages directly to your Junk/Spam folder with a simple click!

NOTE: Microsoft Outlook (Desktop [Classic] version) required.

™ 1-Step Desktop - Release 9.01.9727 - Connected To: Phase25_Desktop_Data.sdb

Support Aboul Phase25 Software
Desktop @ Text Search in Outlook
Links
Clear | Copy | Print | Save | Move to Junk/Spam Folder | ()
Address
Book 1 B Include All Messages in Email Chain Messages Found =6 Selecied
n W
_2 @ SelectMessage in Outlook When Opened Messages Selected in Outiook Messages
Label Maker
™ Importance 3 ~| Date Recals | .Than 4 Start 5
Timekeeper Right-click to copy message, or change row height & selection color.
Email Message
Deskt MESSAGE FROM 'NNNM Support Senvices’ (person1@somedomain.com)
i RECEIVED 07/29/2026 3-14:02 P
SENT TQ: nnnncustomer@notmygmail.com
Backup & SUBJECT: Deal Alert: This products now discounted 10% Enter the text to search for (NOT Case-Senstive)
Synec IMPORTANGCE: Mormal
MESSAGE FOLDER: Marketing Cancel
Calculators & ATTACHMENTS: 4
Converters MESSAGE FROM WWW3alee"(oerond@ic o
RECEIVED 08/14/2026 MES{elLY personal —
SENT TO: nnnncustom
Search Files Continue = Cancel
SUBJECT: Shipping Ug
IMPORTANCE: Wormal| Select the Top Folder to Begin Search
Search MESSAGE FOLDER: M — InboxIIPersonalBob Watkins
Outlook ATTACHMENTS: 2 — InboxiPersanaliLearn SQL
MESSACE FROM Nota) | InbomiPersonanRtecipes 7/
Reports & RECENED 08/19/2026| | iPowPersonalciaioss,
Utilities SENTTO: nnnncustom|  helC0XPersonalCraigsListiOrders
| —Inbox\IPersonal\Keepers
— Inbox\IPersonallBook-Mew
SUBJECT: Shipping D4 | _ jnpoxiPers onalic.e
IMPORTANCE: Normal — InboxiPersonallCade Project
LMESSAGE FOIL DER" hlJ

How Do | Use This?
Microsoft Outlook (Classic) must be open on your desktop, then follow these steps to run the search:

1. Checkthe Include All Messages in Email chain to bring ALL messages in an email chain into the view. Uncheck it to
display only the message containing the search text.

2. Checkthe Select Message in Outlook when Opened to automatically have Outlook select and display the same

message when you double-click on a row to open it.

You can search messages by Importance by choosing a value from this list: High, Low, Normal.

Search by Received Date by choosing the operator (Date Rec’d is =, >, >=, <, <=) and entering the Date.

Click the Start button to begin the searc and enter the text to search for; this is NOT case-sensitive.

A list of readable folders is displayed. If you have multiple email addresses connected in Outlook, each address will

display the folders under its name. Select the top folder to search and click Continue.

7. Theresults is displayed in the grid at the bottom of the form. Double-click in any row to open the email directly in
Outlook.

o0k

See the 1-Step Desktop User Guide >> Search Outlook for additional information about:
e Additional tips and tricks for using this feature.
e Options for changing the appearance of the grid (worksheet) at the bottom of the form.
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Reports & Utilities
What Is It?

e Thisisthe page you will see the first time you open the application and has options for:

O O O O O

How Do | Use This?

The utilities on this page include:

e Desktop Links Password -
add a password to the
Desktop Links page for
added protection for your
internet logins.

e Reports —two reports with
information about your
computer hardware,
installed applications and
files and folders.

e Checkfor Updates - If
you’re a licensed user just
click this button to seeif a
newer version exists...
FREE!

Managing your 1-Step Desktop database (or additional databases)

Setting your Preferences (colors, etc.)

Checking for FREE updates for licensed users of 1-Step Desktop

Running reports on your computer, folders and files.

Setting an additional security step for Desktop Link (to protect your logins and passwords)

Phase25 Software

Deskio . angs Current Database:
P 2} Reports, Preferences & Utilities
Links C:\Users) Jackied\D \1-Step Desktop! )_Desktop_Data.sdb
Address Deskiop Links Password Database Options
Book Enter a Password below that will be required each time the Clear Password Click th tion te th
Desktop Links button is clicked. This provides an additional level s OpLON 10 9PEN SNOMET open Existing
1-Step Deskiop database.
of security to your Internet & file credentials.
Label Maker ‘ Save Password Create a new, emply database in Create New
another folder.
Timekeeper Reports Copy your current database to Copy
another folder.
This utility lists folder locations, created date, last modified date Files Report
Desktop andthe lasttime someone opened (accessed) each file. Open the folder where your Open DB Folder
Notes current database is stored,
Use this option to create a text file with all of your system/hardware
information, and a complete list of every application installed on System Report Create a list of Field Names and Field List
Backup & your computer. Types in this application
Sync
Mailbox
Calculators & Check for Updates
Converters y The Mailoox collects Open Mailoox
Click the Update button to check for an updated version of Update attachments for emails pen M
1-Step Desktop
Search Files MS Office Integration
Choose Ferm Background Color @ Enable Outiook Features These options are only
Search ) available if you have MS
Outiook Click the ‘Color button on each form to Q Select Restore Default @ Enable Excel Features Office desktop versions
disable this custom color. @ Enable Word Features installed on this computer.
Reporis &
Utilities 1-Step Desklop is created by Phase3S, LLC, a woman-owned business located in central Minnesota, USA, specializing in Windows
[ L PR T 14 F 1 ac] ceskiop products. All of the development, coding, testing and support is “Made in the USA®, staying true to our American values.
1-Step Desktop is not built with, nor uses, Artificial Intelligence. We prefer the human kind.
Microsaft Windows, Outlook, Word and Excel are registerad trademarks of Microsoft Corporation. All other products are registered trademarks of their respective vendors.

e Choose Form Background Color — Choose a different color for the form backgrounds (default color is light blue).

e Database Options - A database for storing your data is automatically created in the “Documents/1-Step Desktop”
folder, which can be used without changes. These are additional options for managing your data.

e The Mailbox - If you have Microsoft Outlook DESKTOP Version (called Classic), the Open Mailbox button will be
available where you can gather a list of attachments to add to an Outlook message.

e MS (Microsoft®) Office Integration - ONLY available if you have the Microsoft Office DESKTOP versions installed on
your computer. If present, integration with Outlook, Excel and Word is automatically enabled (the boxes are checked).
These are the feature dependent on each Office application:

o Outlook-Linked Features: Search Outlook button on the Main (side) Menu is enabled; creating a new
Outlook message by double-clicking on an email field (Address Book); all Mailbox features.

o Excel-Linked Features: Import features (Import from Excel & Download Excel Template); Export to Excel,;
the Worksheet’s Copy to Excel option; the Search Files utility includes Excel in its list of File Types.

o Word-Linked Features: The Search Files utility includes Word, PDF and RTF (Rich Text) in its lists of File

Types to search; options to save the reports in the Print Preview window to MS Word or as a PDF file.

See the 1-Step Desktop User Guide >> Reports & Utilities for additional information about:
e More about using the Mailbox to gather attachments to send in an email message.
e Specific instructions for setting the password for Desktop Links.
e Additional tips and tricks for using these features.

Page 14
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Downloading & Installing 1-Step Desktop

All Phase25 Software products are 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 a Trial Version: All Phase25 software products are available via download from our website at
https://phase25.com. Click on the download link on the Product page. This will give you the full release (all features) to try for
30 days without purchasing a license. If you have a prior version installed you should uninstall it before installing the new
download.

We offer free upgrades to our licensed users! Just click the Update button on the Reports & Utilities page to see if a newer
version exists. If it does, just follow the prompts to update your application. You don’t need to uninstall your current version
and your database will not be impacted or changed.

Running the Installer

When you download the installer it is saved to your “Downloads” folder with a .zip file extension. This means the installeris
compressed (zipped) and you will need to unzip it to get to the actual installer program. Follow these steps:

e Copyor move the “1StepDesktop_Installer.zip” file to your desktop

e Right-click on the .zip file and choose “Extract All”. YOU CANNOT RUN THE INSTALLER BY DOUBLE-CLICKING ON
THE .ZIP FILE TO SEE WHAT’S INSIDE.

e Checkthe Show extracted files when complete checkbox and click Extract.

e The open folder will show the installer (.exe) file, called “1StepDesktop_Installer_91_nnnn” where “nnnn” is the
current Release number.

e Right-click on this .exe file and choose Run As Administrator.

e Answer “Yes” to any security prompts. As long as you see the Verified Publisher is “Phase25, LLC”
you know the file is safe to run. 2

e Follow the installer prompts. -

1-Step
e The 1-Step Desktop icon will be on your desktop! Desktop

Registering Your License Key

When you use the unlicensed, 30-day trial version, each day you will see the “count-down” on how many days are left before
the trial period ends. Before that happens, purchase a license key on the 1-Step Desktop page by clicking the Add to Cart
button. When your purchase is complete, we will email your License Key to you.

Open 1-Step Desktop, and when asked for the key, copy and paste it from the email into the prompt. You should get a
message that your product is now unlocked and the key is registered.

The License Belongs to YOU!

This license is issued to you the buyer, not your friends, relatives, co-workers or casual acquaintances. This means you can
install 1-Step Desktop on any number of computers that YOU use. If you enjoy 1-Step Desktop, GREAT! Spread the word, share
our website, but please ask others to support us by purchasing a legal license . See our EULA (End-User License Agreement)
for details.

Visit our website for additional guides and video tutorials: https://phase25.com.
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https://phase25.com/
https://phase25.com/basicInventory

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

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.

NOTE: Phase25 Software products do not install or run on Macintosh (macOS) systems.

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
e 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 Office 2016 (or newer) or Office 365 DESKTOP Version (for integration with Word, Excel & Outlook utilities;
Outlook is named “Classic”). If a desktop version of Office is NOT on your computer, these features will be disabled:
» Import data from Excel
Export data to Excel (can still export to comma-separated values file [.csv])
Workbook option to “Copy to Excel”
Double-click an email address to auto-create an Outlook message
Mailbox Collector (gathers files to attach in an Outlook message)
Text Search in Word, Excel and PDF files (can still search Text files)
» Text Search in Outlook (all features)
e High-Speed Internet Connection (for updates and remote support)

\74

"V V V V

e  Other computer hardware less than 3 years old.

Display Recommendations

1-Step Desktop opens to a “best fit” size for the features in it. You can resize it to a larger size by dragging the corners out or by
clicking the Maximize button on the top border to fill your entire screen. However it maintains a minimum size of 1150 pixels
wide by 710 pixels in height so that smaller resolution screens can still display the application.

We recommend you keep your System Display
settings at their recommended values (see image at
right). Changing the Scale and or Resolution to Scale & layout

settings not supported by Windows may distort the

1-Step Desktop forms and pages. et 100% (Recommended) ~ >

Change the size of text, apps, and other items

System > Display

¢ Display resolution
o

. ) ) ) 1366 x 768 (Recommended)
Adjust the resolution to fit your connected display

£  Display orientation Landscape ~
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Where Your Data Is Stored

When 1-Step Desktop opens for the first time a SQLite* database is created in your Documents folder. All data you
enter in Desktop Links, Backup & Sync, Address Book, Label Maker, Timekeeper and Desktop Notes will be stored
in this database file:

C:\Users\<your login name>\Documents\1-Step Desktop\1-Step_Desktop_Data.sdb.

You can use this startup database or if you want to move it to another folder on your computer, you can do that in
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 must 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. Asyourdatabase 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 Main Menu >>
Reports & Utilities >> Open Existing button to reconnect it.

You can see the current database’s file path on the top of the Reports & Utilities page.. You can open the file
location (folder) where it resides by clicking the Open DB Folder button on that page.

See the Chapter called Reports & Utilities for information on managing your database.

* A SQLite database 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.
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Phase25 Software 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, 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 (Phase25, LLC). 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, LLC, 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

Home Office / Small Office Business Software

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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