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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:

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

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

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

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

These utilities perform a number of common tasks:

Backup & Sync — Backup folders or synchronize between computers.

Calculators & Converters — Financial calculators, measurement & image converters

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.

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

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.

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

Click here to review these requirements.

You can check for updates any time by clicking the Update button on the Reports & Utilities page. All updates are
FREE for licensed users!

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 thatyou can click on any item in the Table of Contents to jump to the page with that topic.

Page 5
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Desktop Links

Overview

Desktop Links is a simple password management system for all of your websites. Desktop Links can create safe,
20-character passwords that you don’t ever have to remember. To open a website double-click on the name of the
link in the list. The password is copied to the Windows clipboard for 30 seconds and the website opens. Enter your
user name, and click in the password field and use Ctrl+V to paste in your password. Every website can have a
unique, safe password and a unique name that makes sense to you (instead of just the URL).89

Desktop Links is also an organization utility for all file and folder shortcuts on your computer or network. You
simply select the file or folder and give it a meaningful name, then save it! When you want to open the file or folder,
just double-click on the name to open it. If the file is password protected, your password will be copied to the
Windows clipboard for 30 seconds.

™M 1-Step Desktop - Release 9.01.9731 - Connected To: 1-Step_Desktop_Demo.sdb

pport Phase25 Software
Desktop @ Desktop Links Reload Print CopyAll Import Export Worksheet Text Search Batch Edit
Links
Mew ||Edi | Save | Cancel | Delete | Copy  Print | More Options = (¥ ]
Address
Book IsActive = Yes B Record Is Active
~ | (@ Active Only Link Type | Category | Name Add Category
Label Waker Navigator Search How to Search File | Movies « [ searchingForGlasses.mp4
Clear Search -
Double-Click to OPEN Selected Link Count=27 Target Path or Enter Site URL Cocylack Eam L e
Timekeeper - -
abenews.com (Internet Link) C\MyData\EventVideo\SearchingForGlassess. mp4
amazon.com (Internet Link)
Antartic Arch jpg (File)
Desktop ;
antenaiwheel. mp4 (File) . Show/Hide New Pwd Copy Pwd
Notes BelterOutThanin.mov (File) =1L LR RS ' ]
Camera Roll (Faolder) ||
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 atthe next comedy writers event at the
Calculators & ebay.com (Internet Link) ST TEEEEL e
g cu ar‘t”s I'm Sorry.MP4 (File) : :
onveriers Installers.exe (File)
msn.com {Internet Link)
) Mo.exe (File)
Search Files Pink Heatherjpg (File)
River Falls Wl jpg (File)
Rocky Waterfall jpg (File)
Search Sample Music (Folder)
Outlook Saved Pictures (Folder)
Screenshots (Folder)
Reports & SearchingForGlasses.mp4 (File)
Utilities StephanTheBear.mp4 (File)

techActive.org (Internet Link)
Telemarketer Solution.mov (File)
Toller Bildermix.pps (File)
Updaters.exe (File)

Links are organized and can be filtered by type (File, Folder, Internet Link). You can also group Links by a common
Category, add a Description and even Comments about it.

If your desktop is currently loaded with dozens of shortcuts for websites, files and folders, simply click on Import
>> Import from Desktop to move all shortcuts into 1-Step Desktop, instantly clearing your desktop and organizing
those shortcuts by Type and Category. See the next section for details.

The next topics in this section refer to the unique features of Desktop Links. For general information about how to
add and edit records see the section called Common Features.
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Adding Shortcuts to Desktop Links

If your desktop is currently loaded with dozens of shortcuts for websites, files and folders, Desktop Links can
easily clear that collection of links and organize them by simply clicking the Import >> Import from Desktop
option on the Button Toolbar. You can use this utility any time
you find you’ve collected more shortcuts that need to be moved
into Desktop Links.

When you click the button you can choose to import all
shortcuts into Desktop Links and leave the shortcuts on your
desktop, or to remove them from your desktop.

Click on the option you want to use, then click Continue to
import the shortcuts.

What Happens When You Import Shortcuts

This utility only takes a few seconds. When it’s done, you will see
the Navigator filled with all of the shortcuts which have been
“Typed”: Folder, File, Internet Link. These Type values are added
to each name in the Navigator to make it easier to distinguish
what kind of link it is.

The Name of each record defaults based on the Type:

. Folder - The last folder in the selected directory (example:
C:\!Data\DesktopData\Saved Pictures)

e File-the actual file name and its extension (example: Sierra Nevada
Milky Way.jpg)

e Internet Link - The main page of the website (example: techsoup.org)

The Link Category fields are also filled with default values, based
on the Type. Folders are named Work Folders, Internet Links are
named Websites, and Files are further categorized by their file

types.

. Folder - Named Work Folders
. File - Named based on the type of each file (by file extension):

e}
e}
e}

O O O O O O O

(0]

"url", "html", " mhtml" = Websites

"exe", ".bat" = Programs

"mpg", "mp4", "“mov", "avi", "wm", "flv", ".mkv", "“webm?",

"vob" = Movies

"xls", ".xlsx", "xlsm", ".xlsb" = Excel Workbooks

".doc", ".docx", ".docm", ".dot", ".dotm", ".rtf" = Word Documents
".pdf" = PDF Files

"dbf", ".mdb", ".accdb", ".sdb", ".sqlite" = Databases

"jpg", "gif", ".png", “ico", "“tif", "tiff", "wmf", “bmp", "jpeg", "jpe",
"txt", "tsv", ".csv" = Text Files

"pps", ".ppsx", ".ppt", “pptx", “pptm", "“potx", ".potm", "
All other types = Work Files

. Internet Link - Named Websites

Continue | Cancel

Choose "Import from Desktop' Option

Import All Links from my Desktop
‘Import All Links from my Desktop AND CLEAR THE DESKTOP

Double-Click to OPEN Selected Link

—

Count = 152

[Saved Pictures (Folder)
cotland Park jpg (File
Screenshots (Folder)
SearchingForGlasses mp4 (File)
Shenandoah Forest jpg (File)
Shenandoah Matl Park jpg (File
Sierra Nevada Milky Wayjpa (File)
nowdrops.jpg (File
Space-01.jpg (File)
Space-02 jpg (File)
Space-03.jpg (File)
Space-04 jpg (File)
Space-05.jpg (File)
Spanish Olive Forest jpg (File)
Spanish Shore jpa (File)
Spiral Staircase. MP4 (Fila)
Spoaky Bridge.jpa (File)
Spooky Woods jpg (File)
sqlite3.dll {File)
stdole.dll (File)
StephanTheBearmp4 (File)
Sticky Situation.mov (File)
Swedish Frosty Trees jpg (File)

[techsuup org (Internet Link)
€ emar;e:er;n u:mn mov ;I €)

Folder Name

_

File Name

Website (Home Page)

@ Edit Desktop Links Data

Close | CopyDatato Excel | Batch Edit « | WordWrap | Count= 152

IsActive Link Type 'é‘;'t';gw Link Path

Yes File Programs 1-Step Desktop.exe C\Data\Desktopl
Yes File Movies 2020PresidentialCupRace.mp4 C:\'Data\Desktopl
Yes IntemetLink || Websites abcnews.com hitps:i/abcnews.c
Yes File Images Alaska Ice Cave.jpg CilData\Desktopl
Yes File Wovies Alcohol_vs_Watermp4 CiIData\Desktapl
Yes IntemetLink || Websites amazon.com hitps:/www.amaz
Yes File Images Antartic Arch.jeg C.\Data\Desktopl
Yes File Wovies antenaTwheel.mp4 CiIData\Desktopl
Yes File Movies antenatwheel.mpg C:\'Data\Desktopl
Yes File Wovies AveteransFlagStorymov CiIData\Desktopl
Yes File Programs basic Links.exe CiIData\Desktopl
Yes File Programs basic Reporterexe CiIData\Desktapl
Yes File Programs basic SalesPro.exe CiIData\Desktapl

"jfif", ".heic", ".hif", ".dib" = Images

.pot" = PowerPoint Presentations

You can edit any of these default values or use the Worksheet Batch Editing feature to change multiple records at

one time.
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Filtering Desktop Links

The Link Type field is not editable; if you try to edit and change a Link Type the change will be rejected. This is
because Desktop Links needs to know what kind of link it is in order to open it when you double-click on the name
in the Navigator. The only time you can select a Link Type is when you are creating a new record.

However you can filter the Navigator by the Link Type field by choosing it from the
Filter Fields, and then picking one of those three types.

There are also two Filters on the More Options menu on the Record Toolbar, called
Show Only Files/Folders and Show Only Internet Links. These are preprogrammed
“quick-filters” that will be applied to the Navigator without going through the Filter

Field dropdown list.

More Options -

Show Only Files/Folders

Show Only Internet Links

Open Mailbox

Werify Files/Folders

The Link Category field values can be edited individually on the record’s form, or by one of the Batch Edit options.
See the sections called Batch Edit and Worksheet Batch Editing for more information on field editing. You can
change the Category values to whatever makes sense to you. For example: If a group of files is part of a specific
project or task, change the Category for each of them to the Project/Task name. Then you can filter the Navigator

by that name to find just those files.

The Mailbox

The More Options menu on the Record Toolbar
has additional functionality for working with
Desktop Links. If you have Microsoft Outlook
DESKTOP Version (also called Classic), you will
see Open Mailbox, which opens the Mailbox
dialog. This lets you gather a list of attachments
that you want to add to an Outlook message. This
is available only when a File Link Type record is
displayed.

You can also open this dialog and add the file
currently displayed on the form by clicking the Add
to List button.

This feature is also available from the Reports &
Utilities page:

Mailbox

The Mailbox gathers
attachments to send in an
Outlook message.

Open Mailbox

Open the dialog, then add files. Click the 'Email’
button on the Mailbox toclbar to create a new Outlook
email message with all files attached.

Reload Print CopyAll Import Export Worksheet Text Search Batch Edit

MNew | Edit | Save | Cancel | Delete | Copy | Print | More Options ~ -l @ Q

B Record Is Active

Link Type | Category | Name Add Category

+ [Hawaii waterfall jpg |

File ~  Images
Target Path or Enter Site URL Choose Target Add to List [~
C:\IData\DesktopData\Hawaii Waterfall jpg

Login Mame / Password Show/Hide New Pwd Copy Pwd

Description

Close | Add File(g) | Remove File | Clearall | Email | o

CData\DesktopData\Hawali Waterfall jpg

Comments or Notes

Move the dialog to another screen or portion of your desktop and keep adding files until you have them all
gathered. When you’re ready to create the email, click the Send button on the dialog toolbar and a new Outlook
message will be created and opened with all of the files attached.

Page 8
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Verify Files & Folders

Clicking the Verify Files/Folders option on the More Options menu Double-Click to OPEN Selected Link Count =23
will analyze every File and Folder Type record and validate the path L“*MlSSlNG =basicContacts.exe (File) |

to each. If afile or folder is not found, the name in the Navigator will b;lsic Links.exe (Filg)

be preceded by the this text: ***MISSING >, which will bring the basic Reporter.exe (File)

name to the top of the Navigator list.

When you see a name in the Navigator with this text, you should edit the record and reestablish the connection or
path to the file or folder. When the record is saved and the path is correct, this text will be removed from the
Navigator name.

To check all Files and Folders in Desktop Links, clear all filters, then e

open the Worksheet, select all records (Ctrl+A) and run the Batch Edit B e B el s TR e s T
>> Resave / Recalculate Selected Rows utility. When each row is Resave /Recalculate Selecied Rows
recalculated it will check that the path is correct. Delete Selected Rows

Printing Desktop Links

Click the Print >> Print Report buttons to display all records in the Navigator in the Print Preview window:

@ Print Preview

& Close ‘ 1 Change Printer |’ ) Print |CPage Settings |@SaveA5W0rd | m Save As PDF |.Zoom v| 02000 0| Page 1%

Link Path: C:\!Data\DesktopDatatl-Step Desktop.exe
Link Login Name:
Link Login word
Link Deacri
Commenta:
Item Status: Yes

Link Status:

CopyHo:

BecordID: 1-Step Desktop.exe (File)

Active Printer: HP DeskJet 3630 series (Network)

Copying Desktop Links

When you click the Copy All button on the Button Toolbar, the data is formatted the same as it is for the Printed
report (above). You can paste this information into an email message or Word document or other text application
for additional formatting and distribution.
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Desktop Links Password

There’s an option on the Report & Utilities page called “Desktop Links Password”, which lets you define a
password that will be required when you click the Desktop Links button on the Main Menu. If you have other users
on your computer and want to protect your logins and passwords, adding this step will prevent anyone who cannot
enter the password from opening the Desktop Links page.

Adding the Password

Desktop Links Password

Enter a Passwaord below that will be reguired each time the Clear Pazsward
Desktop Links button is clicked. This provides an additional level
of security to your Internet & file credentials.

| ok Save Password

Enter the password (click the *** button to show or hide it as you enter Password Required

it), then click Save Password. The next time you try to open Desktop Enter the Desktop Links password:
Links you will be prompted to enter it. If not entered correctly (it IS
case-sensitive) you will not be able to open the page.

Cancel

Clearing the Password

The Clear Password button on Reports & Utilities will only be enabled " Clear Password?
for the same person who added the password based on that person’s
WindOWS lOgin name. 0 Do you want to clear the Desktop Links password?

If you are the same person, answer Yes to the first prompt and enter
your password in the second prompt. The password will be cleared and
Desktop Links will be open to everyone.

1=
o
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Address Book

Overview

The Address Book is a one-stop application for managing all “people and places” data. The Address Book 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.

The next topics in this section refer to the unique features of Address Book. For general information about how to

add and edit records see the section called Common Features.

1-5tep Desktop - Release 9.01.9726 - Connected To: 1-5tep_Desktop_Data.sdb

upport About

Phase25 Software

Deskiop @ Address Book
Links
Address
Book IsActive = "Yes’
Label Maker Mavigator Search

]

Calculators &
Converters

Search Files

Search
Outlook

Reports &
Utilities

Release
9.01.9726

. Double-Click To EDIT Selected Hem
Timekeeper Marcel & Marcy Howard
Marketing Wizards, LLC
Deskiop Randy Marshall
Notes
Backup &
sync

Reload Print CopyAll Import

Export Warksheet

Mew | Edit Save | Cancel | Delete Copy  Print | More Options -

B Record Is Active

C y or H hold Name / Cat Y

(] This is a Business

Add Category

| Marcel & Marcy Howard

| Personal

Address [ City / State / Zip / Country

Add State

[ 42829 west 9th Avenue || chicage

I ~ || 60711 USA

Main Email Address / Phone 1/Phone 2 / FAX

Text Search Batch Edit

[ thisfamilyemailaddress@somedomain.com | |1

Website / Comments or Motes

They're orginally from Great Britain; moved to the US
in 2002.

Calendar Date Type / Date / No. of Years / Next Notice

Add Type

Anniversay w | 071412004

I| 22|[ 0711412027

Associates: MNew  Edit | Delete | Copy =  Print ~  Reload = \Worksheet ~ | Mo Filter | Count=2

! First ; Last
?
Active? | Salutation Name Middle Name
Yes Hr. Warcel Howard
Yes Mrs Warcy Howard

Title Cell Phone Main Phone

Al

How Do | Use This?

This Address Book is designed to record many forms of information. The fields at the top can be used to add a
Company location and the Associated People worksheet at the bottom can then store information about the

people who work there.

Inthe example above you see a “household” entry: This is a family Contact record, and the individuals who live

there are added with their personal cell phones and birth dates (more on that coming up!).

See the next sections for examples of managing these contacts like these.

Example #1 — Adding A Company

This example will show you how to add Company information in the Address Book.

Page 11
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1 10

News | Edit || Sawe |[Cancel || Delete | Copy | Print | More Options - l\"/ Q
8 Record Is Active 2 3 @ This is a Business
Company or Household Mame [ Category Add Category
|ru1arketing‘.“.fizard5, LLC 2 | Business 5 R
Address [ City / State / Zip / Country Add State
| 46 West Apple Drive ||Chicago 6 | I ~ | 60609 |lusa |
Main Email Address / Phone 1/Phone 2
| support@marketwizards8.com 7 || 436-229-9876 || |
Website / FAX Mo.
| https:Amarketwizards88.com E_") || g |

1. Click New on the toolbar. This clears all fields and prepares to add a new entry.
2. Note that the Record Is Active checkbox is automatically checked.

a. Thisfield is used for filtering; you could keep “old” information that you don’t use but still don’t want to delete
by unchecking this box and then filtering the Navigator by checking the Active Only checkbox at the top of the
Navigator.

3. Checkthe This is a Business checkbox, which gives you another way to filter the Navigator.

4. Enterthe Company Name in the first field.

5. Select the Category from the drop-down list, or add a new one that you can use to filter records logically when
printing labels or reports.

6. Enterthe company Address and City, select the State from the drop-down list. Add the Zip Code & Country.

a. NOTE: If you are entering the same value over and over again (like the State or Country), enter it once, then
right-click on the field and choose Set Default Value from the popup menu. Each time you add a new record
that field will automatically fill in that value.

b. You can clear a Default Value by clicking the Clear Default Value on the right-click popup on any field.

7. Enter the company’s Main Email Address, and the Main Phones. None of these are required.
8. Enter the company Website URL (Address).
a. When entered, you can simply double-click on the text to open the website without editing the record.
9. Entera FAX Number if they have one.
10. Click Save on the toolbar to save your entry so far. You should see the Company Name in the Navigator.

Double-Click To EDNT Selected ltem Count=3

Marcel & Marcy Howard

[Marketing Wizards, LLC

The next section will describe how the Date fields can be used. Click the Edit button on the Record Toolbar or
double-click on the name in the Navigator to open the form for editing.

The Company Date Fields

11. Each Address Book record has a field that can be used to store a “first contact” date with the Company. The
fields used for this purpose are:
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a. Calendar Date Type —This field is used to filter the Address Book when you print a calendar. In this
example we added at Type called “First Contact”, but you could call this anything you want.

b. Date - enter the date of first contact: “03/22/2016”. Or double-click in the field to popup a Calendar.

c. The No. (of) Years and Next Notice fields are automatically calculated when you change the Date field.

Calendar Date Type / Date / Mo. Years [ Mext Motice Add Type

First Contact ~ | 0312212016 I 10 || 0312212027

12. The Comments or Notes field is open text where you can enter as much information about this company as
you want. As with all text fields, double-click in it to open a larger edit window, then click Continue on the
toolbar to close the window and copy your changes back to this field.

Comments or Motes ‘."' 6?

Best small business marketing team! Incorporated in 1983,

13. Click Save again to save the Company information you have entered.

Important: The two calculated Calendar fields only update when an Address Book record is edited, so those No.
(of) Years and Date fields may not be accurate as time passes. To update all records use the Update Calendar

Dates button on the More Options menu which will update ALL Address Book and Associated People records you
have entered.

New |[Ed | Sove | Concel | Delee [Gony. [pnt [ore Optans -

Update Calendar Dates | save | Cancel
B Record Is Active Print Calendar
B Record Is Active
Salutation / First Name / Middle / Last Name Copy 1
[t |[ousy I e 2]
Title / Cell Phone / Main Phone /Alt Phone 2
. . [T Manager [[422-298-1100 [[436-229-9878 | || 3:|
Addlng COmpany Employees & ASSOCIateS Email Address (1) / Email Address (2 1 )
. | sustitapper@marketwizardsae.com |”—§ 4‘\
At the bottom of the Address Book form is a small worksheet N —— 5
which will allow you to add as many people as are [oma0z] I = Lo e 2
associated with this company. Click New on the worksheet Hotes, Histor, Stories oe
. . Dusty is the office CAT!
toolbar to create a new record. The form will open with all 6
empty fields.
Associate Address O @
These are the steps for adding an Associate record: léi;ﬂ’:;;;“{”;g;’U’QESA | 1a 7,
1. Ifyouthink that most or at least some of the Company
information is the same for this person, click the Copy

button above the name fields. If you checked the This is a Business checkbox, the Company name will NOT be
copied. You can edit any of these values as needed.

a. Inthis example the Main Phone number, Email Address and full Address are copied.

2. Onthefirst row of fields, add the Salutation, First, Middle and Last Names.
Add the person’s Title on this line, their Cell Phone and their direct line number in the Alt. Phone 2 field.

4. The Company’s primary email address is automatically copied, but if the associate has a personal address, replace it
with their own.

w
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9.

Page 14

The Contact’s Birthday / Age / Next Birthday fields work the same as the Company’s Date fields except here is
where you can enter the Person’s birth date. When you do, their current Age and Next Birthday values are calculated

and added automatically.

Enter any information you want to keep in the Notes, History, Stories field.

The Associate’s Address field will be copied from the Company address when you clicked the Copy button (see #1).
You can change it here to their home location if you want.

Click Save on the toolbar to save this information and close the form. You will see this record now in the Worksheet at

the bottom of the Company form.

Associated People

New | Edit | Delete @ Copy - Reload = Worksheet ~  NoFilter  Count=1
Record ]
) First Last )
Is . Salutation Mame Name Title Cell Phone I
Active
Yes Mr. Dusty Tapper IT Manager 422-298-1100 4

Use the scroll bars on the Worksheet to see all of the columns and double-click on the row (or click on the row and
click on Edit on the toolbar) to edit the record. These are the buttons on this Worksheet’s toolbar:

a. Copy>>

i. Copy Record (New Record) - This copies the selected record Copy ,| Print = | Reload | Worksheet -

and opens it for editing.
ii. Copy Record to Clipboard — This copies the selected row in
this Worksheet into the “Field = Value” format onto the

Windows Clipboard.

iii. Copy All Records to Clipboard - This copies all of the rows in this Worksheet into the “Field = Value
format onto the Windows Clipboard.

b. Print>> ==
i. Current Record - This formats the selected row in this Worksheet

into the “Field = Value” text, then displays it in the Print Preview Lurrent Record
window. Listed Records

ii. Listed Records - This formats all of the rows in this Worksheet into All Records
the “Field = Value” text, then displays it in the Print Preview window.

iii. All Records —This formats ALL Associate records in the database Listed Labels
into the “Field = Value” text, then displays it in the Print Preview All Labels
window.

Copy Record (Mew Record)

Copy Record to Clipboard
Copy All Records to Clipboard

»
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Example of ii. Listed Records:

Page 15

® Print

() Change Printer | < Print | @ Page Settings | [W]Save As Word

Address Book Items

Fhone 2:

Bezsom Email 1:
Bezsom Email I:
Contact Birthday:
Contact Bge:

Comtact Bext Birthday:

Hext Birthday Month:
Calendar Nexrs Age:
Calendar Tex::
History Comments:
Associate Address:
Copylo:

EarentHey:

BecordID:

Yes

Mr

Dusty

Tapper

Dusty Tapper
T

422-288-1100
436-225-BBTE

dustytapperfnasketwisardsiE. com
07/11/2021
5

07711/ 2027
2027-07

€
Dusty Tappes (€]

Dusty i= the cffice CAT!

45 West Apple Drive Chicage, IL 60605 USR

EF738 821 30E45BEAEGE 35 4EADEBTODE
Tusty Tapper

Ishctive:
Balutation:
First Name:
Middle Hame:

Tes
Mrs
Jackie

Tapper

Jackie Tapper
Training Manager
422-2%8-1200
436-225-5876

jackietapper@marketwizards8i com
0871172022
3

s 08/ 1172026

Next Birthday Month:
Calendar Next Age:
Calendar Texs:

History Comments:
Associate Address:
Copylio:

EarentHey:
BecordID:

2026-0%

4

Jackis Tappes (4]

Jackie is Dusty's cat-wife; she mamages the Training
artment.

46 West Apple Drive Chicage, IL G005 TSR

3EF738 821 30E45 BEAESE 35 4ERDEBTODE
Jackie Tapper

Active Printer: HP DeskJet 3630 series (Network)

@ Save As PDF |@Zoom ~| @ @ © © O |

c. Print(continued)>> (See the Label Printer guide for details)

i. Listed Labels - This opens the Label Printer dialog with the ability

to print labels for all of the rows in this Worksheet.

ii. All Labels - This opens the Label Printer dialog with the ability to

print labels for all Associate records in the database.
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All Records
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All Labels




Example #2 — Adding A Personal Contact

This example will show you how to add personal or household contacts in the Address Book.

1 1,0
New | Edit ||Save | Cancel| Delete | Copy | Print | More Options ~ - tf, Q
: “) 3 e |
Record Is Active < C) () This is a Business
Company or Household Name / Category Add Category
[Marcel & Marcy Howard 4 I Personal 5 v
Address / City / State / Zip / Country Add State
[ 42829 West 9th Avenue |[chicage & | 1L v [80711 |[usa |
Main Email Address / Phone 1/Phone 2
[ thisfamilyemailaddress@somedomain.com 7 ” ” I
Website / FAX No.
8 9
l ? | g |
Calendar Date Type / Date / No. of Years / Next Notice Add Type
Anniversay « 071412004 I[ 22|[o7arozz A |
Comments or Notes e
They're orginally from Great Britain; moved to the US in 2002. 12
<

1. Click New on the toolbar. This clears all fields and prepares to add a new entry.
2. Note that the Record Is Active checkbox is automatically checked.

a. Thisfield is used for filtering; you could keep “old” information that you don’t use but still don’t want to
delete by unchecking this box and then filtering the Navigator by checking the Active Only checkbox at the
top of the Navigator.

3. Uncheckthe This is a Business checkbox, which gives you another way to filter the Navigator.

Enter the Person or Persons Names in the first field.

5. Selectthe Category from the drop-down list, or add a new one that you can use to filter records logically when
printing labels or reports.

6. Enterthe company Address and City, select the State from the drop-down list. Add the Zip Code & Country.

a. NOTE: If you are entering the same value over and over again (like the State or Country), enter it once, then
right-click on the field and choose Set Default Value from the popup menu. Each time you add a new
record that field will automatically fill in that value.

b. You can clear a Default Value by clicking the Clear Default Value on the right-click popup on any field.

7. Enter the Main Email Address, and the Main Phones. None of these are required.
8. Enterthe person(s) Website URL (Address), if any.
a. When entered, you can simply double-click on the text to open the website without editing the record.
9. Enter a FAX Number if they have one.
10. Click Save on the toolbar to save your entry so far. You should see the Name in the Navigator.

>

Double-Click To EDNT Selected ltem Count=3

Marcel & Marcy Howard
L|

Randy Marshall

The next section will describe how the Date fields can be used. Click the Edit button on the Record Toolbar or
double-click on the name in the Navigator to open the form for editing.
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The Calendar Date Fields

Each Address Book record has a field that can be used to store a date for tracking the length of a relationship. For
example, it might be “High School Graduation” or for a couple, maybe their “Anniversary”. The fields used for this
purpose are:

e Calendar Date Type - This field is used to filter the Address Book when you print a calendar. In this example we added
at Type called “Anniversary”, but you could call this anything you want.

e Date -enter the date of first contact: “07/14/2004”. Or double-clickin the field to popup a Calendar.

e The No. (of) Years and Next Notice fields are automatically calculated when you change the Date field.

Calendar Date Type / Date / Mo. of Years / Mext Motice Add Type

Anniversay +~ | 0711412004 I 22 || 0714/2027 |

The Comments or Notes field is open text where you can enter as much information about this company as you
want. As with all text fields, double-click in it to open a larger edit window, then click Continue on the toolbar to
close the window and copy your changes back to this field.

Comments or Motes 0 @

They're arginally from Great Britain; moved to the US in 2002

Click Save again to save the information you have entered.

Important: The two calculated Calendar fields only update when an Address Book record is edited, so those No.
(of) Years and Date fields may not be accurate as time passes. To update all records use the Update Calendar
Dates button on the More Options menu which will update ALL Address Book and Associated People records you
have entered.

New | Edit | Save | Cancel | Delete | Copy | Print |[|More Options v|
Edit Record
Update Calendar Dates

u Record Is Active Print Calendar Save | Cancel
Record Is Active 1
. i i i Co|
Add”"]g Household Members |T;\ulalmniF rsINameIf';d;:;efLaslName H py ‘Hnwam |I 2
The Address Book records stores the information for a single s hone? = 3
location. However, many people may live in that household Email Address (1) Email Address (2) 1 4
. . . isfamilyemai in.cor a S
and have different contact information. |W@:’:?;T ncon JIT |
ontact's Birthday /Age / Next Bi lay -
. [04r0111987 I[ 39][ 040172027 | 5
At the bottom of the Address Book form is a small worksheet )

H H o . . . MNotes, History, Stories & @
which will allow you to add others who live in this location. 6
Click New on the worksheet toolbar to create a new record. r
The form will open with all empty fields. esociate Adirese .

. A 42829 West 9th Avenue .1 -7
These are the steps for adding an Associate record: fenicago. IL 60711 USA a /
1. Ifyouthink that most or at least some of the Company

information is the same for this person, click the Copy
button above the name fields. If you unchecked the This is a Business checkbox, the person’s name will also be
copied. You can edit any of these values as needed.

a. Inthis example the Name, Main Phone number, Email Address and full Address are copied.

2. Onthefirst row of fields, add the Salutation, First, Middle and Last Names.
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9.

Page 18

Add the person’s Title on this line (if different than the Salutation), their Cell Phone and any other phone numberin

the Alt. Phone 2 field.
The Household’s primary email address is automatically copied, but if the associate has a personal address, replace

it with their own.

The Contact’s Birthday / Age / Next Birthday fields work the same as the Company’s Date fields except here is
where you can enter the Person’s birth date. When you do, their current Age and Next Birthday values are calculated
and added automatically.

Enter any information you want to keep in the Notes, History, Stories field.

The Associate Address field will be copied from the Company address when you clicked the Copy button (see #1).
You can change it here to another location if applicable. Example, student’s college address.

Click Save on the toolbar to save this information and close the form. You will see this record now in the Worksheet at

the bottom of the Company form.

Associated People

. Hew Edit Calale :Dp:r = Prinl - Reload Workshes! = Mo Filter Count=2
E:::d Salutation rFJI;E.E Middle rlfai o Title Cell Phone Main
Yes Mr. Marcel Howard —_— e
Yas Mrs Marcy Howard

Use the scroll bars on the Worksheet to see all of the columns and double-click on the row (or click on the row and
click on Edit on the toolbar) to edit the record. These are the buttons on this Worksheet’s toolbar:
a. Copy>>
i. Copy Record (New Record) - This copies the selected record Copy ,| Print = | Reload | Worksheet -
and opens it for editing. Copy Record (New Record)
ii. Copy Record to Clipboard — This copies the selected row in
this Worksheet into the “Field = Value” format onto the
Windows Clipboard.
iii. Copy All Records to Clipboard — This copies all of the rows in this Worksheet into the “Field = Value
format onto the Windows Clipboard.
b. Print>> ===
i. Current Record - This formats the selected row in this Worksheet
into the “Field = Value” text, then displays it in the Print Preview
window.
ii. Listed Records - This formats all of the rows in this Worksheet into All Records
the “Field = Value” text, then displays it in the Print Preview window.
iii. AllRecords —This formats ALL Associate records in the database
into the “Field = Value” text, then displays it in the Print Preview All Labels
window.

Copy Record to Clipboard
Copy All Records to Clipboard

”

Current Record

Listed Records

Listed Labels
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Example of ii. Listed Records:

& Close | £ Change Printer | ¢ Print | @ Page Settings | Wi Save As Word | @ Save As POF [@2oom ~ | Q0 @ © O O Page 13

osisiseY
b

nu lan Birshday: umuao:‘
e Birzhday l-tk 202704

it
i'l'
$I

@
Mansel Boward (400
Sad 7 Commmn
n:m lﬁnu 43039 Vear Soh Avemme Ohicege. IL @711 UM

’mu’zmn'mmuuu'mr
Mascel Nowar

I 3 bttt
o8

'zaisssersegrrrrsr:_
E

Tes
Mza
Mazcy

Heward
Mazcy Noward

B

L s 0 N
LR B )

b
SN
]

Mazcy Yowazd 330
Misvesy € 1
A Aaneciane Lddcons:
o
Povenskey: SRR I IM LI T RN
PecordiD: Marcy Teward

Active Printer: HP DeskJet 3630 seres (Network)

Print |

c. Print(continued)>> (See the Label Printer guide for details)
i. Listed Labels - This opens the Label Printer dialog with the ability
to print labels for all of the rows in this Worksheet. Listed Hecords
ii. All Labels - This opens the Label Printer dialog with the ability to All Records

Listed Labels
All Labels

Current Record

print labels for all Associate records in the database.

NOTE: Printing labels from the Address Book will display all of the fields from the Address Book AND the
Associated People forms. This is because the Associated People records “belong” to a specific Address Book
record. So you can use the Full Address field. Printing labels from the Associated People worksheet only displays
the fields from that form.
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Printing the Address Book Calendars

If you want a hard copy of each month’s birthdays, click the More Options >> Print Calendar option. This utility:

Will check to see when the all Calendar Date records were
last updated (does this only once a day). The prompt will
show you the last update and ask if you want to run the
Update Calendar Dates utility before printing the calendar.
Click Yes to run the update, or No to continue without
updating it.

Next you can select which Date Types to print. Thisis a list
from the Calendar Date Type field on the Address Book
record, and includes a reference (*Birthdays) to all of the
Birthday dates in Associated Persons. If you have entries with
NO Date Type defined, you can still include those by selecting
the *No Date Type option. Click Continue to confirm your
choices.

Then displays the Calendar Print Options:

Continue

The last time you ran the 'Update Calendar Dates' utility was
on 08/11/2026, Consequently one or more Calendar dates may
not be correct. Do you want to run the utility now, before
yau print the calendar?

Choose the Date Types to Print

Cancel | SelectAll | SelectMNone

B “Birthdays

] *No Date Type
B Anniversay
[J First Contact

-] Personal

o Entera Calendar title. This text will be displayed in
front of the Month-Year at the top of each month’s )
o Choose the Start Month and End Month Continue | Cancel
periods to print. Notice that only months
that actually have a Calendar Date in CalendarTitle  [Family & Friends| |
them are displayed. Any month between SEU I U250 d
the Start and End Month that does not End Month 2027-07 %
have a birthday will still print, but not have Page Orientation  Landscape ~
any names displayed in them. Sample Header
o Page Orientation - You can print each ?:g::;ﬁ';:l‘a'li:riﬂggf;z’l‘:::n
page in Landscape (default) mode or the Calendar. T
Portrait.
o Sample Header - Double-click on this .
space to change the background color for the Day (Monday, Tuesday, etc.) headings on the calendar. The text
will be printed in black, so choose a color that is light enough for the days to be visible.
o Other Month Background - Each

month on the calendar shows the
days belonging to the previous month
in the first week, and the days

Sunday L
27 [28

Monday L
[28

Family & Friends - July 2027

Tuesday Wednesday Thursday Friday Saturday

belonging to the next month in the
last week (“other” months!). The

130 i

default color is a light gray, but you
can change it here.

Click Continue to show the calendar in the K

Print Preview window. Each Calendar Date

Dusty Tapper (8)°

14

Marcel & Marcy
Howard (23)
Randy Marshall
49)*

18

(Birthday, Anniversary, First Contact, etc...)
will be displayed on the correct day along with

21 |23

the Name.

|26

127

31

03122028
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Label Maker

Overview

The Label Maker page can be used in a variety of ways to store information that you want to print on labels. This
uses the same Label Printer as the Address Book, but lets you store any hon-person information. For example, you
can print file folder labels, labels for use in scrap booking or photo albums. You can use it to print price tags for
yard or craft sales. In the image below you can see it was used to print labels to mark garden tool batteries and

chargers!

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

About

Phase25 Software

Desktop
Links

Address
Book

Label Maker

Timekeeper

Desktop
MNotes

Backup &
Sync

Calculators &
Converters

Search Files

Search
Outlook

Reports &
Utilities

@ Label Maker

IsActive = "Yes' AND Label Category = ‘GardenTools’
Label Category ~ | (@ Active Only
MNavigator Search

[ Clear Search

Double-Click To EDIT Selected tem Count=11

GardenTools - DocSmart Charger
GardenTools - DocSmart Hedge Trimmer (B1)
GardenTools - DocSmart Hedge Trimmer (B2)
GardenTools - Feete Charger
GardenTools - Feete Weed Whacker
GardenTools - Worx Charger
GardenTools - Worx Weed Whacker (B1)
GardenTools - Worx Weed Whacker (B2)
GardenTools - WuKetin Chain Saw (B1)
GardenTools - WuKetin Chain Saw (B2)
GardenTools - WuKetin Charger

How to Search

Reload Print Copy All Import Export Worksheet Text Search Batch Edit
Mew | Edit | Save | Cancel | Delete | Copy | Print @Y Q
B Record Is Active

Category / Label Name Add Category

GardenTools -+ | DocSmart Charger |
Line 1

[ DocSmart HEDGE TRIMMER |
Line 2

|Charger |
Line 3

[x |
Line 4

Line 5

Comments or Notes [N~ ]

Printing Labels & Reports

See the section called Printing Labels for how to format this data onto the type of label you want to print. You can
also print all Label Maker records as a text report (see Printing Reports).

For general information about how to add and edit records see the section called Common Features.

Page 21
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Timekeeper

Overview

Timekeeper is your digital stop watch which will track time for any project down to the second! How would you use
it? Suppose you’re working on a project where you are paid by the time you put into it. Independent contractors
often work on an hourly pay scale, submitting their time on a regular basis for payment.

Tasks & Timekeeping
Timekeeper makes it easy to track and report on that time. Just follow these steps:

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

e Enter the Task Name; this should be a short descriptive name, which can also be used to filter the Navigator for
printing or exporting purposes. This name can be used multiple times as long as the Task No. is unique.

e Choose the Task No. This is part of the sorting order in the Navigator.

e Add the Task Status. This is also a field you can use to filter the Navigator which would be useful
when it’s time to submit your time for a project.

e Add the Task Description that’s included in the Time Report

e Comments also are displayed in the Time Report.

e Internal Notes are NOT included in the Time Report.

o The Task Date defaults to the current date, but you can change it manually, or double-click in the field to open a
calendar to choose a date.

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

e Click the Start Timer button; go to work on your project! The Timer will be displayed at the top of the Filter options,
tracking the hours, minuites and seconds while you work.

Note that you can use any other features eyt :
in 1-Step Desktop while the timer is _ Phasezs Sartware
runnlng. Timekeeper doeS not lOCk dOWn DE;}::p @ Timekeeper Reload Print CopyAl |mport Export Worksheet | TextSearch  Batch Edit
the reS‘t Of the applicatlon even Wlthout s New | Edt | Save | Cancel | Delete | Copy | Print | More Options = @
Book IsActive = "Yes' AND Task Status = 'Ready to Bil' 8 Record Is Active
SaVing the record. ~ @ ActveOnl  TaskNameTask No.!Task Status Add Status
Label Maker Navigator Search How to Search ‘Wurld\/egg\el\pp 002 v @ Ready to Bill “
Clear Search
. . . . m Count=3 Description / Comments / Internal Notes
When you are f|n|Shed Work|ng on th|S Timekeeper W:r:ﬂV‘eg’g\eApl;—ﬂ‘mt[:lgﬁﬁtztlzﬁ) Business Analysis Week! Theo infroduced the "rule book” See atlached Agenda Notes.
Compliance Dept Zgz’\[:\v?e"idr:h\?{: Il have to meet
: . . World Veggie App - 003 (08/1512026)
task, click the End Timer button, which Destiop e
does this: Bacups :
syne StartEnd Dates | TOTAL Time (H.M.S) Start Timer End Timer
S 08/16/2026 | [08r1912026 Il 22| 47 25
] A new Logged Time record will be Converters Logged Time: New | €t | Delte | Copy - | Print - | Reload | Worksheet = | No Filter | Count=4
. Active?  Task Date Start Time End Time Total Hours Minutes Seconds
added to the grid at the bottom of the | seerenres ves  osimo  01535AM 0e1000Pw 7 5
. Yes 08/18/2026 08:40:45AM 05:3345PM 8 53
form with the date, start and StOp S No 0811612026 032549PM 054149 P 2 16
. Yes 08/19/2026 09:42:25AM 03:42:25 PM 6 0
times entered. Repors &
e The hours, minutes and seconds will
. 9.01.9740
automatically be calculated.

e The TOTAL Time is updated on the
form (Hours, Minutes, Seconds).
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Editing a Time Record

You can add Comments to each save | Cancel

Logged Time record by double-clicking @ Record Is Active

on arow to edit it. You can also adjust Task Date / Start Time /End Time | Edit Start & End Times

the Start and End Times if needed on (0811612026 |[08:40:45 Au |[04:13:04 P
the Time form, which will Total Hours / Minutes / Seconds N —
automatically update the total | d 2]| 2 Continue | Cancel
hours/minutes on the record and the Comments

form. This is the day the power went out at4:15 p.m. Full stop! elect Start Time

TE40:45 AM o

To change the Start and End Times

click the Edit Start & End Times

button which displays a time picker for

each field. You can key in the changes,

or use the Up/Down arrows to change the selected time value.

Select End Time
|o4:13:o4 PM c

Click Save to save your changes, which will update the total Time on the Timekeeper record.

Adding Multiple Time Records

You can add more time to this same Task by clicking the Start Timer button again. Every task can have multiple

entries on different dates.

Submitting Time Reports

There are two steps to submitting your time for payment or review. First, you will need to filter your Timekeeper
records to include ONLY the records that are billable at this time. After that you will decide whether to simply
submit the report from the Print >> Print Time Report print preview page, or to Export the data to Excel (if Excel is

enabled in Reports & Utilities). Follow the steps below.

(%) Timekseper

Filtering Timekeeper Records

The fields called Task Name and Task Status are the keys
to submitting hours for payment. You can use the Batch
Edit in the Worksheet view to set the Task Status field for
all “ready-to-submit” rows, then use the Task Name and
that Status to filter the Navigator. Remember we filter the
Navigator before Printing or Exporting data as those
functions ONLY use the data in the Navigator.

® Edit Timekesper Data

Clase | CopyDalato Excel | Balch Edit =

WordWrap | Toggle Hidden Columns | Gount=12 | No Filler

Reload Print Cogyall | Import Expol | Worksheel | T Gearch  Balch Edit
New  Eat Delete  Copy Prnt  Mors Optins + §

8 Record Is Adtive
Task Hame | Task No./ Task Status

World Veggie App 001 @/ Reayo B

ments / Intemal Notes
v ’EPE allached Agenda Notes
Start-End Dates / TOTAL Time (H-M-$) Start Timer End Tamer

[oanezzs | [oarerzozs ] & i =

Worked wilh Jack In Finance fo
understand their issuss wit the
new systam.

LopgeaTime: New | EGt | Dskls | Coy - Pret ~ | Reusd | Voraneet - | NoFdler | Count-3 |

Acve? | TaskDate Start Time EndTime Ho Minules | Seconds | Camy
Yes 0B/162026  0B4045AM  D410:00PM s 2 24
ves OB1B2026  0B404SAM  O4:10:00PM 10 £ 15

ves OB/17/2026  08.4045AM  0410:00PM 8 34 12

Time Report Example Ishcive | TaskName Taskho _TasxDEsmwon
Yes Bowling League Banquet 001 Not Started Lef's get organized for this years bowling banquet!
In the Navigator there are multiple Tasks. The first three or s T
Items for the “World Veggie App” are ready to be billed. s i
o[ wenawsgerss o Rusayionn Saness s Weak P & HRLOWE
1. Onthe Worksheet, we can use the Batch Edit feature to | | = oo | P
select each of these rows and change the Task Status . R
to Ready to Bill‘ es 006 Work in Progress

2. Select the three rows by dragging across them. Click on Batch Edit >> Edit
3. Click onthe Task Status field if not already selected. Click Continue.

4. |Ifthe value you want to use is listed, select it. Otherwise, click on <Add Ne
5. Enter the new value in the prompt: “Ready to Bill”. Click Continue.

6. The Task Status in the selected rows are updated. Click Close on the toolb
2

Selected Rows by Column Value.

w Value> and click Continue.

ar to close the Worksheet.
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| . Edit Timekeeper Data

Close | CopyData to Excel ||Batch Edit -| Word Wrap | Toggle Hidden Coluthns | Count=12 | No Filter
A Edit Selected Rows by Column Value Il
IsActive T
Resave /Recalculate Selected Rows (Bt Eas
Yes World Fruit App
Delete Selected Rows Continue | Cancel
Yes World FruitApp 002 Workin Progress
Yes World Fruit App 003 Billed; Payment Pending Final Sig| Choose
. = - IsActive
Yes World Veggie App 001 Work in Progress 1 Busines Task Category
Yes World Veggie App 002 -.2, Waork in Progress Busines{ |TaskMName
- = - + - Task Date
Yes World Veggie App 003 Work in Progress Busines aaleiie
Yes World Veggie App 004 Work'in Progress Busines
Yes World Veggie App 005 Work in Progress Busines Start Tim
- End Time
Yes Setup Picnic 001 Mot Started We need Tatal Hours Continue | Cancel
Yes Setup Picnic 0oz Mot Started Lets put| |Total Minutes
Yes World Veggie App 008 Workin Pragress Busines R = %2t
=Add New Value=
Yes Bowling League Banquet 001 Not Started Lets get organized for il T PAVHIENT e

nekeeper Data

Copy Datato Excel | Batch Edit - | Word Wrap | Tegagle Hidden Columns | Count=12 | No Filter

New Value

I Task Name Task No Task Status Task Description Enterthe new Value
World FruitApp 001 Work in Progress Working on the first rour Caneel
World FruitApp 002 Work in Progress Build workflow documer
world FruitApp 003 Billed; Payment Pending Final Sign-off on Work C Ready to Bil 5
World Veggie App 001 | [Reagyto i - ‘
World Veggie App 002 767 1 Ready to Bill Business Analysis Wee
World Veggie App 003 I Ready to Bill Business Analysis Wee
World Veggie App 004 L Waork in Progress Business Analysis Wee
World Veggie App 005 Waork in Progress Business Analysis Wee

Printing the Billing Report
The next steps are:

1. Filter the Navigator first by the Task Status fields.
2. Choose Ready to Bill from the list of values. Click Continue.
3. Ifthere are records belonging to another Task Name, filter again by the Name you want to bill using the same steps.
4. The Navigator now shows the records we want to print.
Isdctive = es’
End Time -
|sActive Continue | Cancel
Start Time lzActive = ves' AND Task Status = ‘Ready to Bil
Task Cat Select a value from the list: .
ngk D:;QOW 1 . Task Status ~ (@ Active Only
Task Mame - zw Navigator Search How to Search
TaskNo - Clear Search

Ask Cares

Task Status Diouble-Click To EDT Selected ftem Count=3
askYear ContractABC - Phase 2- 001 (0713/2026)

Task Year Month Contract ABC - Phase 2 - 002 (07/14/2026)

Total Hours Contract ABC - Phase 2 - 003 (07/15/2026)

Total Minutes 3

Total Seconds —

Click Print >> Print Time Report (a custom report for Timekeeper) on the Button Print | PrintLabels

Toolbar. The results will show only these three records, with a total of the Hours, Sl

Minutes and Seconds at the bottom of the report.

| Print Time Report
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NOTE: If you deactivate a record on the Time grid (IsActive = No), that record will remain in the list, but will be
excluded from the Total Hours, Minutes & Seconds calculation on the Timekeeper record. It will also be excluded
when printing any of the reports.

sStart-End Dates | TOTAL Time (H-M-S) Start Timer End Timer
| 08/16/2026 || 081912026 | 22| 47]| 25
| Logged Time: New | Edit | Delete | Copy - | Print ~ | Reload | Worksflest - | No Filter | Count=4
Active? | Task Date | Start Time | End Time | Total Hours | Minutes |  Seconds
Yes 08/17/2026  08:15:35AM 04:10:00 PM 7 54
| Yes 08/18/2026 __ 08:40:45 AM 05:33:45 PM 8 53
No 08/16/2026  03:25:49 PM 05:41:49 PM 2 16 1
Yes 19/2026  09:42:25 AM 03:42:25 PM 5 0

Excluded from totals and reporting

@ Print

hange Printer | ) Print | @ Page Settings | [W] Save As Word | m Save As POF |@Zoom ~|© © © © O |

Werld Veggie Rpp - Task No. 001
08/16/2028 hrough 08/18/2026 (202608, Quarser 2)

Business inalysis Week! Finance & HR Depoa.

Worked with Jack in Finance to underssand their issues wich the nev
=,

Task Dates § Houss:

2026-08-16: § Houss, § Minutes
2026-08-17: E Houss, 24 Minuses
2026-08-18: 7 Houss, 30 Minuses

Total Time: 21 Houss, 13 Mimutes, 52 Secomds, 24 Seconds, 17 Seconds, 15 Seconds

World Veggie Bpp - Task No. 002
08/16/2026 shrough 08/15/2026 (2026-0¢, Quarzer )

Business hnalysis Week! Compliance Depe.
Theo introduced the "rule book” from the feds: we'll have to mest and

Task Dates § Houss:

2026-08-16:

2026-08-18:

Tosal Time: 25 Hours, 3 Minuses, 25 Seconds, 0 Seconds,

Werld Veggie Bpp - Task No. 003
08/16/2026 through 08/16/2026 (2026-08, Quaztes )

Business Bnalysis Week! Audit Dept.

Depactment is very busy with mid-month sudits: need %o reschedule.

Task Dates § Houss:

2026-08-16: 2 Houss, 14 Minuses
2026-08-16: 5 Hours, 0 Minutes

Total Time: 7 Bours, 14 Minuees,

TOTAL TIME: 52 Hours, 3l Mimutes, 20 Seconds

Active Printer: HP DeskJet 3630 series (Network)

Additional Print Options

e Use the Save As Word or Save As PDF buttons on the Print Preview window to export the report to either of those
formats.

e Or, close the Print Preview window and click on the Copy All button on the toolbar to copy this same formatted text to
the Windows Clipboard. You could also use the Export button to export the data to Excel in the same format as the
Worksheet displays if your client needs a format that could be imported into their payables system.
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Desktop Notes

Overview

Desktop Notes is a one-page storage
container for temporary information. If
you have used Windows Sticky Notes you

are familiar with what type of data is kept.

Desktop Notes adds the ability to
search, sort, import from Excel, export,
copy and print the information on your
notes. You can also color-code and
change the font styles on each Note.

Desktop Notes has a unique layoutin 1-
Step Desktop which displays all of your
notes like a bulletin board does. This
display makes it easy to see ALL notes
without cluttering up your desktop.

The toolbar has options to customize
how the Notes are displayed.

Add a Note

See Common Features for using the
button toolbar features.

Page 26

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

Close Support Abgk

Phase25 Software

Dfﬁ,i‘g” @ Desktop Notes Mo Fiter Applied Print CopyAll Import Export Worksheet Text Search
Address New Note | Reset Hote Height | Columns SortBy DateandMame - | () | Count=4
Book
& 4 OT/07/2026 1:55:17 PM & A 07/08/2026 1:09:00 PM @ Aa 07/08/2026 1:09:34 PM
Label Maker How To Use Desktop Notes & || | Soccer Basics & | | Jack's Baseball Schedule &
1. Click "New Note" on the toolbar. Soccer is played under 17 official Laws of the August - Every Tuesday at 6 p.
Timekeeper ; EQ;W :uf:?nrt‘si‘\m Game, designed to ensure fair play, with each September - Every Tuesday ato pmthru 915,
B 2 team aiming to score more goals than the
Deskiop opponent within two 45-minute halves.
Notes -1 Basic Structure oL
Astandard soccer match is played between two
Backup & @ A4 07/08/2026 1:07:26 PM teams of 11 players, including a goalkeeper. The
Syne Meetings in August % | | game is divided inta two halves of 45 minutes
Caloulators & a8 Staff Meet each, with a halfime break, and additional
alculators - 8 a.m. Staff Mestin
Converters 8/20 -9 2 m. Planning msgslmg in cafeteria stoppage ime may be added by the referee. The
9/03 -8 am_Staf Mesting objective is to score goals by getting the ball
entirely over the apponent's goal line, except
Search Files In Wﬁ“'\ using hands or arms (goalkeepers are an
Search
Qutiook
Reports &
Utilfies
Relesse
so1.9721
Change Eont Created|Date
C h an g e o Neurlelid S h—
Bac kg round >und ‘
Color I
& A 07/08/2026 1:07:26 PM
NotesTitl Meetings in August @ D_E_LEte
ote)litie 1
ittt mtm— ] Note
8/11 - 8 a.m. Staff Meeting
8/20 - 9 a.m. Planning meeting in cafeteria
The Note! sl | 9/03 -8 am. Reviews|
S SNt
Resize Note >l
it -
Lengt ho
e
@ Desktop Notes No Fiter Applied Reload Print Copy Al
New Mote | Reset Mote Height | Columns Sort By Date and Name - d Count = 4
Reset.all Number, of Sort.the Toggle the
- — ittt P
NDtES tD Columns, of d|sp|ayr background
= i et At —
the Default Notes to Notes z are ~color,
el ISpla arrange
Height play g
by coll u mn,
e
top,to op.to,
bo tt om.
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Backup & Sync

Overview

The Backup & Sync utilities provide an easy way to backup all changed files at the end of the workday. You can
setup multiple projects that map folders from one device to another.

If you work on a desktop, but travel with a laptop, setup a project to quickly update your laptop from your desktop
before you leave.

When you return to your office simply reverse the file-update direction to sync your laptop with your desktop.

M 1-Step Desktop - Release 9.01.9739 - Connected To: 1-5tep_Desktop_Dema:sdb

Support About
Deskiop @ Backup Utilities Reload Print CopyAll Impart Export Warksheet Text Search Batch Edit
Links
New | Edit | Save | Cancel | Delete | Copy | Print - §'; Q
Address
Book No 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 v @ CopyAll New Files
Timskesger Double-Click To EDIT Selected ftem Count =2 Notes About this Project &P
Daily Backup & Sy Run this ‘Source to Target to update laptop. Run Targetto Source” to Update deskiop when retuming from trip.
Desktop
Motes
Mapping Info: New  Edit = Delete | Copy - | Print ~ | Reload = Worksheet - NoFilter Count=3
Backup & . Run
Syne Active Order Source Folder Target Folder
Yes 001 CAWorkFolderd\Marketing\Documents\ M:\WorkFolderd\Marketing\Documentst
Cg'“‘atrfrs & Yes 002 C:\WorkFolderd\Finance\Documents! M\WorkFolderd\Finance\Documents\
onverters
Yes 003 C:\WorkFolderd\HR\Documents\ MWorkFolderdHR\Documentst
Search Files
Search
Outlook
Reports &
Utilities
4

Creating a New Project

Click New on the toolbar to create a new record and enter the Project Name. Choose the Sync Direction from the
drop-down list (Source to Target, Target to Source) and whether to include new files by checking the Copy All New

Files checkbox.

Enter any notes you need to remind yourself what this project does or when to run it.

Reload Print CopyAll Import Export Worksheet Text Search Batch Edit

@ Backup Utilities

»

Mew | Edit | Save | Cancel | Delete | Copy | Print @ ¥

Mo Filter Applied @ Record Is Active

~ | [ Active Only . .
Project Name / Sync Direction Start Sync

Navigator Search How to Search
Clear Search | Travel Sync Source to Target “ @ CopyAll New Files
Notes About this Project e @

Run this "Source to Target' to update laptop. Run "Target to Source” to update deskiop when returning from trip.

Double-Click To EDIT Selected tem Count=2

Click Save on the toolbar to save your selections. The Project Name will be added the Navigator on the left.
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Adding Folders to a Project

On the Mapping Info grid, click New on the toolbar to create a new folder-to-folder
item. The Run Order field is automatically incremented when you add a new

mapping.
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.

Click Save to save your selections and close the dialog.

Ready to Run It? Click the Start Sync button above the Project Name field to
start the project. A progress bar at the top of the window will display the folders
that are included in the process and a dialog will display the results.

Save | Cancel

@ Record Is Active
Run Order
001

~|@

Source Folder Browse

| C\WaorkFolderd\Marketing\Documentsh

Target Folder Browse

| MWWorkFolderdiMarketing\Documentsh

Comments

Full marketing data.

TIPS: You can change the Run Order by selecting a row, right-click, Move Up or Move Down.

Running A Project

Mapping Info: MNew | Edit | Delste

Only “Active” mappings are included in a synchronization.

Copy = | Print = | Reload | Workshest ~ | No Filte

You can edit each row and uncheck the Is Active checkbox, || Active: gfg‘er Source Folder

Target Folder

or simply select the row(s) in the grid and right-click, click Yes 001  CiWorkFolderd\Marketing\Documentst
on Toggle Is Active to turn each row on or off. This feature B diE
Yes 003

M WorkFolderdihWarketingD

C:WorkFolderd\Finance\Documents) %
C:\WorkFolderd\HR\D acuments\ Togale Is Active

can be used to save time if you know a particular folder was
not changed and doesn’t need to be synched again.

Click the Start Sync button above the Project Name field to start the project. A
progress bar at the top of the window will display the folders that are included in
the process and a dialog will display the results.

Move Up
Maove Down

Synchronization Complete!

Mew Saurce Files = 0
Updated Source Files = 0
Mew Target Files = 38
Updated Target Files = 74

Changing the Run Order

The Run Order number on each mapping record determines the order the synchronization is performed. You can
manually edit these values by editing each record and changing them or use this shortcut:

e Click on the row you want to move.

e Right-click and choose Move Up or Move Down.

The Run Order values for the selected row, and the row that’s being moved, are both updated.
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Mapping Info: New | Edit  Delete | Copy = | Print = | Relcad | Worksheet = | Mo Filter | Count=3
.| Run
Active Source Folder Target Folder Commer
Order
Yes 001 C\WaorkFolderd\Marketing\Documentst  M\WaoarkFolderd\Marketing\Documents Full mark
Yes 002 C-WorkFolderd\Finance\Documentsh M:WorkFolderd\Finance\Documentsh Financial
Yes 003 It ==derd\HR\D ocumentst CurrentH

Toggle s Active

Move Up

Move Down
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Calculators & Converters

Overview

This is a collection of Financial Calculators, a Measurement Converter, an Image Converter and a PDF-File-Merge
utility.

The Financial Calculators include a utility to 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.

Easily combine any number of PDF files into a single file in any order you wish with our slick PDF File Merge feature.

What Each Utility Can Do

e Financial Calculators

o Loan Payments - creates a full Amortization Schedule with breakdown of principal and interest payments
each month (see image below).

@ Print Preview o
& Close ‘ J Change Printer |‘ ) Print ‘OPEQE Settings |@SaveAsWord ‘ m Save As PDF |OZoom v| 0000 Ol Page| 1%

g
]
a

Active Printer: HP Desklet 3630 series (Network)

o Time to Pay Off a Loan - calculates the time to pay off a loan using the Loan Amount, Interest Rate and the
Monthly Payment amount.

o Future Value - Enter the present value of an account, the annual Interest Rate and how many years you can
wait. The results is the value of that account at the end of the period.

o Monthly Savings to Reach a Goal - Calculate how much you need to save each Month at a given Interest
Rate to reach a specific monetary goal.

e Measurement Converter
o Area, Length, Power, Speed, Temperature, Volume & Weight
o Standard to Standard, Standard to Metric, Metric to Metric
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e PDF Files Merge Utility
o Combine one or more PDF files into a single PDF file. NOTE: PDF files that have been locked down for
security reasons or password-protected will not be able to be merged. This utility respects documents that
should not be altered or combined into other documents.
e Image Converter
o Convertto and from: .bmp, .jpg, .gif, .png, .tiff, .wmf. You’ll be prompted to choose the Image file to convert,
then prompted where to save it on your computer as a different type.

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

Support Abgut Phase25 Software

Dfsfﬂp @ Financial Calculators & Converters -
inks
Amortization (Loan Payments) Calculate Time To Pay Off A Loan Calculate Future Value Calculate Monthly Savings
Address Calculate | Clear | Copy  Print Calculate | Clear Copy @ Print Calculate = Clear  Copy | Print Calculate | Clear | Copy | Print
Book
Click Print’ for the Amortization Schedule Calcuiate how long it will take fo pay & Loan. Calculate what the Future Value will be Calculate savings needed to reach a goal

Loan Amaunt Present Value Goal Amount

Interest Rate m Interest Rate APY m Interest Rate

Monthly Payment Years To Save _ Mo. of Years _
3.8

Label Maker Loan Amount

Interest Rate

$15,000.00
5.00%
Timekesper Mumber of Years [ 9
Term (Months) MNumber of Months Amount Per Month $1.00 Monthly Amount $127.40
Desiop Principal +Int $19,001.99 Number of Years Future Valus $255,058.20
otes
Interest Only $4,091.99
Basckgg & Monthly Payment 5159 10| Combine PDF Files Image Converter
i Clear | Copy Print | Save | AddFile | Remove File | Count=4 Click Here to Choose Image
Ending Balance $0.00
Use this feature to convert an image
Calculators & Save list between sessions
’ Merge Files file from one type to another:
B Add merged file to the list (.bmp, jpg, .gif, .png, iff, .wmi)
Measurement Converter
i Add Fi
Search Files oo | @ | e || B B Open merged file for review Add File to Mailbox
Choose from the drop-dow & click ‘Convert' Wove Up love Down
Search Phase25 User Guide.pdf
Choose Type  Area ~
Outiook e Application Setup.pdr
Convert From  Square Fest v Updating Reports pdf
EULA pdf
Reports &
Utilities Convert To Acres ~

Enter Number |11000
Results 02525248

Each of these utilities has its own toolbar where you can Copy or Print the results (excluding the Image Converter).

When a calculator is used the values you enter and the results are saved until you change them. You can close 1-
Step Desktop and reopen it without losing your information.
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Search Files

Overview

Use the Search Files page to search for specific text INSIDE of Word and Text documents, PDF files and Excel
spreadsheets. This creates a full list of “finds” 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 workbook searches.

Starting A Search
Follow these steps to start a search:

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

2. Selectthe 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.

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

4. Theresults 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.

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

@ 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 (s, xlsx, xlsm

‘2 @ FDF (pdf) Include VWords Before & After _4'.

@ Rich Text (rif)
@ Text (o) 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):

Caneel
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The results will be displayed in the grid at the bottom of the form:

File Path

Text Content

C:\MyData'\EventDocs'January_2025 Mtg docx

See the attached user style guide in the same folder as the

C:\MyData\EventDocs\January_2025_Mtg.docx

users can find this new guide in the library or coffee room

C:\MyData\EventDocs\January_2025_Mtg.docx

Standard User Guide - January 2025

C:\MyData\EventDocs\January 2025 Mtg.docx

mare information about this topic’'s guide will be added as needed

C:\MyData\EventDocs\January 2025 Mtg.docx

send the form with guide instructions to the same party

C:\MyData\EventDocs\March_2025 Mtg.docx

March User Guide - January 2025

C:\MyData\EventDocs\March_2025 Mtg.docx

Jack will be using this guide for training and event purposes

C:\MyData\EventDocs\March_2025 Mtg.docx

updates will be added to guides before the summer meetings and

C:\MyData\EventDocs\March_2025_Agenda.xlsx

will update our standard guide for each category in this

C:\MyData\EventDocs\March_2025_Agenda.xlsx

time is ticking on printing guides and standard docs for users

C:\MyData\EventDocs\July_2025_WMtg.docx

mare information about this topic’'s guide will be added as needed

C:\MyData\EventDocs\August_2025 Mtg docx

Standard User Guide - August 2025

C:\MyData\EventDocs\August_2025 Mtg docx

will update our standard guide for each category in this

C:\MyData\EventDocs'\Sept_2025_Agenda. xlsx

Mary will be using this guide for future training purposes.

C:\MyData\EventDocs'Oct_2025 Agenda.xlsx

will update our standard guide for each category in this

C:\MyData\EventDocs\Oct_2025_Agenda.xlsx

Standard User Guide - October 2025

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.

Grid Options

Right-click on the grid to display these options:

1. Copy File Path to Clipboard - The file path on the selected row is copied to

the Windows Clipboard

2. Copy All Data to Clipboard - This copies the headers and all rows to the
Windows Clipboard so you can paste the data into Excel or a word processor

document.

Copy File Path to Clipboard
CopyAll Data to Clipboard

Grid Selection Color

WIN[—=

3. Grid Selection Color — Use this to change the selected row back color.
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Search Outlook

Overview

Are you frustrated with the native Outlook search features? The Search Outlook page makes finding email
messages quickly and easily. Just enter the text you’re looking for and click the button. A complete list of “finds” is
displayed; double-click on a row to open the message in Outlook.

Select one or more messages in Outlook and click the Selected Messages button to display them in the grid. All
messages are converted to simple text so you can copy and paste the contents into any other application.

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 AbgUL , - Phase25 Software

Desktop @ Text Search in Qutlook

Links
Clear | Copy | Print | Save | Move to Junk/Spam Folder | (@)
Address
Book 1 B Include All Messages in Email Chain Messages Found = & Selected
v . Messages
_2 B Select Message in Outlook When Opened Messages Selected in Outlook
Label Maker
" Importance 3 ~ DateRecdls “ .Than 4 Start 5
Timekeeper Right-click to copy message, or change row height & selection color.
Email Message
Deskt MESSAGE FROM ‘NNNN Suppart Services' (personi@somedomain.com)
s RECEIVED 0712012025 3:14:02 PM .
SENT TO: nnnncustomer@notmygmail.com Text Search
Backup & SUBJECT: Deal Alert: This products now discounted 10% Enter the text to search for (NOT Case-Sensitive)
Sync IMPORTANCE: Mormal
WMESSAGE FOLDER: Marketing Cancel
Calculators & ATTACHMENTS: 4
Converters MESSAGE FROM WiWWSale o

RECEIVED 08/14/2026 EEeLINE personall

SENT TO: nnnncustom

Search Files Continue Cancel
SUBJECT: Shipping Ug
IMPORTANCE: Normal| Select the Top Folder to Begin Search
Search MESSAGE FOLDER: W — InboxUPersonalBob Watkins
Outlook ATTACHMENTS: 2 — InbaxiPersenaliLearn SQL
MESSAGE FROM ‘Notaf | — InboxlPersonaliRecipes 7/
Reports & RECEIVED 08MH9/2026 — Inbox\IPersonaliCraigsList -
Utilities SENTTO: nnnncustom — Inbox\IPersonaliCraigsListiOrders |
— InboxIPersonallBook-New
SUBJECT: Shipping D& | _nsouipersonatwee
IMPORTANCE: Normal — Inbox\IPersonallCode Project

How To Search in Outlook

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. Youcan open any message displayed in the grid in Outlook by double-clicking on the row. Check the Select Message

in Outlook when Opened to automatically have Outlook select and display the same message.

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 search.

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.

No o~

The results is displayed in the grid at the bottom of the form. Double-click in any row to open the email directly in Outlook.
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Additional Options

These are additional features you can use while working with Outlook messages:

© Clear Copy | Print | Save | Move to Junk/Spam Folder ;)
B Include All Messages in Email Chain Messages Found = 11
7 Selected
: Search Text = ‘personal in support@phase25.com : Messages
Select Message in Outlook When Opened
B ! g P InboxVPersonalKeepers

Importance ~ Date Rec'dls ~ _.Than |:| Start

Right-click to copy message, or change row height & selection color.

Copy Email to Clipboard

View Entire Message

Set Row Height
Togale Auto-Row Height

MO0

Grid Selection Color

1. Clear - Clears the grid without changing your current settings.
2. Copy - Copies all of the messages displayed in the grid to the Windows Clipboard.
3. Print-Displays all of the messages in

@ Print Preview a
the Print PreVIeW WlndOW. & Close | ) Change Printer “ ) Print |ﬁPage Settings ‘@SaveAsWord | Save As PDF |.Zoom v‘ 0000 0| Page

4. Save - Prompts you for a file location
on your computer to save all of the
messages as a text document (.txt).

5. Move to Junk/Spam Folder - this
option moves all of messages displayed
in the grid to the email account’s Junk
or Spam folder. NOTE: Doing this in
Outlook (right-click on a message, Mark
as Junk) only moves one message at a
time.

6. Toggles the Search Outlook form
background color from the Form
Background Color selected in Reports
& Utilities to white, and back again.

7. Select one or more messages in
Outlook and click the Selected
Messages button to display them in the
grid. This bypasses the Search utility.

{elisabethmaz@prosecson.coml

2332 membership needs pous review

SUBJECT: Seill pending -
MECR

TANCE: NCEMAL

Active Printer: HP DeskJet 3630 series (Network)

Right-click on the grid to open the popup menu with these options:

A. Copy Emailto Clipboard — copies the selected row’s text to the Windows Clipboard.

B. View Entire Message —when a message is really long you can use this option to open the text in a full size window.
This window’s background is yellow, double-click on it to close it.

C. SetRow Height - Drag any row to the preferred height in the grid, then choose this to save your preference.

D. Toggle Auto-Row Height- This options switches between your preferred row height (C), and the full size needed to
display the entire message.

E. Change the selected row color on the grid.
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Reports & Utilities

Overview

The Reports & Utilities page contains options for managing your database, setting User Preferences, checking for
updates and running system reports. This is the page you will see the first time you open the application.
Desktop Links Password

This is used by Desktop Links to add another level of security to your internet login names and passwords.

See the Desktop Links Password section for more information.

Reports

There are two system reports available from these buttons:

e The Files Report will create a complete list of files and folders on your computer or network including the file size,
created, last edited and last accessed dates. You will be prompted to pick the starting folder (directory) and all files and
folders within that folder will be logged. You can compile the data as an Excel workbook (IF you have Excel installed on
your computer), or as a comma-separated-values file, or as a text file which is displayed in the Print Preview window.

e The System Report creates a report of your computer’s hardware configuration and a list of all installed applications. This
can be helpful when troubleshooting issues with your computer. This reportis displayed in the Print Preview window.

M | Step Desktop - Release 9.01.9744 - Connected To: 1-Step_Desktop_Data.sdb

Phase25 Software

Dfsfw @ Reports, Preferences & Utilities ~ C47e" faabase:
Inks C:\Users\Jackie\Documents\1-Step Deskiop\1-Step_Deskiop_Data.sdb
Address Desktop Links Password ) ) Database Options
Book Enter a Password below that will be required each time the Clear Password Click this option to open another

Desktop Links button is clicked. This provides an additional level Open Existing

of security to your Internet & file credentials. 1-Step Desklop database

Label Maker ‘ Save Password Create a new, empty 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 Repart
Desktop and the 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
Calculators & Check for Updat Matlbox
alculators eck for Updates
Converters > The Mailbox collscts Open Mailbox
Click the Update button to check for an updated version of Update attachments for emails. a0
1-Step Deskiop
Search Files MS Office Integration
Choose Form Background Color @ Enable Outiook Features Thess options are only
Search } available if you have MS
Outiook Click the "Color button on each form to @ Select Restare Default @ Enable Excel Features Office desktop versions

disable this custom color. instalied on this computer.

@ Enable Word Features

1-Step Deskiop is created by Phase25, LLC, a woman-owned business located in central Minnesota, USA, specializing in Windows
(L P LR e g aT s 2o Ceskiop products. Allof 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.

Microsoft Windows, Outlcok, Word and Excel are registered trademarks of Microsoft Corporation. ANl Gther products are registered trademarks of their respective vendors.

Reports &
Utilities

Check for Updates

We offer free upgrades to our licensed users! Just click this button to see if a newer version exists. Ifit does, just follow the
prompts to update your application.

Choose Form Background Color

Don’t like the soft blue color in 1-Step Desktop? Just choose a different color that suits the season, the weather and your

mood 7! And... there’s a “color” button & on each form that lets you turn off the color on that form. View it your way!
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Database Options

The first time 1-Step Desktop is opened it automatically creates a database for storing your data input in your “Documents/1-
Step Desktop” folder. You can use this database without making any changes. However, if you want to start a different
database, you can click the Create New button to create a new database in another location, or use the Copy Database to
copy your database to another location. If you are using more than one database, click the Open Existing button to switch
from one to another. It’s just like if you closed a Word document and opened a different one.

The Field List button creates a text file that’s displayed in the Print Preview window containing all field names and types for
any of the tables behind the data in the system. For example, choose Address_Book to display all of the fields from the
Address Book and the Associates grid. This list gives you the actual names which you an use along with the Export function on
a table to create a Word mail merge, for example.

The Mailbox

If you have Microsoft Outlook DESKTOP Version (also called Classic), the Open Mailbox button will be active,
which opens the Mailbox dialog. This lets you gather a list of attachments that you want to add to an Outlook
message. The Desktop Links page also uses the Mailbox to add files from its list of links. See the Desktop Links
section for more information.

MS (Microsoft®) Office Integration

These options are only available if you have the Microsoft Office DESKTOP versions installed on your computer. If
one or more of those applications are not present these checkboxes will be grayed-out. If they’re active, by default
the integration with Outlook, Excel and Word is automatically enabled (the boxes are checked). If for some reason
you don’t want to use the features (see below) that work with MS Office, you can uncheck them.

Outlook-Linked Features

e Search Outlook button on the Main (side) Menu is activated.

e Double-clicking in the Email Address (1) and Email Address (2) fields in the Address Book creates a new emailin
Outlook and enters the email address automatically.

e The Mailbox option is available on the Reports & Utilities page.

e The Mailbox option is available in Desktop Links. NOTE: if Outlook checkbox is unchecked you will need to restart 1-
Step Desktop to remove the Mailbox from the Desktop Links “More Options” menu.

Excel-Linked Features

e Thelmport button on the top of all forms includes options to Import from Excel and Download Excel Template.

e The Export button on the top of all forms exports the data to Excel instead of a comma-separated-values files (without
Excel enabled).

e The Worksheet has an option to Copy to Excel, which creates a new Excel workbook and copies the displayed rows
into it.

e The Search Files utility includes Excel in its lists of File Types available to search.

Word-Linked Features

e The Search Files utility includes Word, PDF and RTF (Rich Text) in its lists of File Types available to search.
e The Print Preview (Reports) toolbar has options to save the report to MS Word or as a PDF file.
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Appendix A - Common Features

These are the common features for working with these pages:

e  Desktop Links

e  Address Book

. Label Maker

e Timekeeper

. Desktop Notes (some features not available)
e  Backup & Sync

Filter\@ptions RecordToolbar

Select a field to filter by, then select the value to find. Actions are applied to the record
Check the 'Active Only' check box to show ONLY active records. currently displayed on the form.

Filters are saved when you close 1-Step Deskiop, and re-applied

Button Toolbar

Actions are applied to all records
currently displayed in the Navigator.

Address Book

Reload * Print CopyAll Import Export

New | Edit | Save | Cancel | Delete

Help Button ?
Opens our /
N IsActive = Ves'
support site. | @ Actve oy 18 Record Is Active
How to Searen

Navigator Search Company or Household Name / Category

Copy  Print | More Options -

Add Category

se Buttons

‘Worksheet Text Search Baich Edit -
The Color button toggles the
Y background color from your preferred

color to white (and back again).

Memo fields (unlimited text) can be
collapsed to reduce space

Clear Search [Marcel & Marcy Howard | Personal v

De le- El el Count=3
m ; o tem i Address i Gty  State 1 Zip | Country Add State
Juarce & aroyowara |
Phase2s, LLC 42829 West Sth Avenue Chicago m . [so711
Randy Marshall

Navigator;Search andytiarshe Main Email Address / Phone 1 / Phons 2

Pt o ettt [ histomiyemaiadar IE i

Searches list of Website 1 FAX No.
Navigator: ‘

Double-clicking in a field has actions depending on

records by partial

the type of data:

text Alist of all of the

Calendar Date Type / i/ No. Years / Mext Notice

-- Date fields open a calendar

d Type

Vl (071412004

records you've entered. Anniversay

| 22 |[ 0711412027

-- Number fields open a calculator

-- Email fields create a new message in Outlook
-- Website fields open the URL in your browser

Brainally from Great Britain; moved to the US in 2002

Calculated fields are light-gray in color and not

editable.

Associated People
New | Edtt | Delete | Copy

Print ~ | Reload | Worksheet

~ | NoFilter | Count=2

Custom Buttons /

Fields may have a custom
button to perform some
task relating to that field.

Record| pirgt | middie

Name

Last
Name

Cell

Name Phane

s
Active

Yes Marcel Howard s i s

Yes Marcy Howard [

Home
Phone

All other fields open a larger window for editing the

ork text.

Phone

Email Addre:
[}

. mhowara443|

The Address Book has an additional "grid" where you
can add people who live or work at this same location.

The Navigator

This list displays the unique identifier for each record. For example, on the Address Book, if a record is a company,

the company name is used. If not a company, the personal name (First Name, Middle Name, Last Name) is
displayed. Each of these values are unique, and ensure that you don’t have duplicates in the system. When you

add a new record, or edit an existing one, this unique value is automatically updated. When you click on a name in

the Navigator the entire record is displayed on the form. NOTE: The Navigator is not used with Desktop Notes.

Filter Options

This is a drop-down list of the fields that you can use to Filter the Navigator. This utility gives you a way to

temporarily reduce the list of records you want to work with. When you choose a field to filter by, a list of available
values are read from existing records and displayed. Select a value, and only those records with that value in the

selected field will be displayed in the Navigator. NOTE: Filtering in Desktop Notes uses different functionality.

You can choose another field and its value to further filter a list which will be added to any existing filter. Choose

the empty value in the list to clear all filters and reload the Navigator.

The Active Only checkbox by the Filter Options is another level of filtering which uses the value in the Record Is
Active checkbox on each record. The value is “Yes” when the checkbox is checked, “No” when unchecked.

All filters are saved when you close 1-Step Desktop and re-applied when you open it again.
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Help Button

This opens our support site where video tutorials and other information can be reviewed.

Text Search

When you can’t find what you’re looking for in the Navigator, just enter a BActive = "Yes'

few characters in this Search field and hit “Enter”. This search looks for ~ @ Active Only
any Record name that CONTAINS the text, and is not case-sensitive. Hit :;:irmrsem %
Enter again to cycle through the entire list. When a record name is e TR
selected, the form is updated with its data. Hit TAB on your keyboard, Space-05.ipg (File "

then ENTER to click the “Clear Search” button and your cursor is back in P e

the empty Text Search field, ready to start again. Click the How to Search
link to copy these steps to the Windows Clipboard.

Spooky Bridge. jpag (File)

Button Toolbar

The Desktop Links, Address Book, Label Maker, Backup & Sync and Timekeeper pages each have a row of buttons
at the top of the form. The Desktop Notes page has all of these options except for the Batch Edit button.

Reload Print Copy All Import Export Worksheet Text Search Batch Edit

Reload Button

When you open a page, the Navigator is filled with a list of records from the database. This button manually re-
queries the database and loads the Navigator.

Print Button

This displays two options (Desktop Notes only has the Print Report option). Print Print Labels
NOTE: ONLY records displayed in the Navigator are printed. This allows filtering Print Report

to reduce the data sent to the Print Preview window.

e Print Labels - This opens the Label Printer dialog where you can select the fields to print on each label,
the type of label to print, etc. See the Printing Labels section of this guide for details.

e Print Report — This makes a text file from all of the records in a Field: Value format. The Print Preview
window will display all records in the same order as listed in the Navigator. This gives you a hard copy of
your data by letting you print it to paper or to a PDF file (most computers have the Print to PDF option). See
the Printing Reports section in this guide for details.

Copy All Button

All records displayed in the Navigator are formatted into the same text as the Print Report option displays in the
Print Preview window, and is put on the Windows Clipboard. You can open any other application and use Ctrl+V to
paste the data into it.

Import Button

These options are available ONLY if you have a desktop version of Import Import from Excel
Microsoft Excel installed on your computer. NOTE that Desktop Links
has an additional option to import shortcuts from your desktop. See
more about that in the Desktop Links section of this guide.

Download Excel Template
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This import option lets you bring in data from another application through an Excel spreadsheet. Use the
Download Excel Template to download a workbook from our support site with the instructions for gathering the
data and formatting it for the import utility. You can copy and paste your data from another source into that
workbook, or enter the information manually and save it. Click the Import from Excel option; you’ll be prompted
to choose that workbook and the data will be automatically imported into 1-Step Desktop.

Export Button

If you have a desktop version of Microsoft Excel on your computer, all of the records currently displayed in the
Navigator will be written to an Excel workbook (you’ll be prompted where to save it). If you do NOT have Excel, the
data is exported as a comma-separated-value file (.csv), which is compatible with other database applications.

Either of these export types (Excel or comma-separated-values) can be used to run a Mail Merge using MS Word.
You can utilize the Mail Merge Wizard in Word to pull the data into letters or other documents. If you do want to
Mail Merge to Word, use the Field List button on the Reports & Utilties page to export the actual field names and
types to a report.

Worksheet Button

Click this button to display all of the records currently in the Navigator into a spreadsheet-like worksheet.

CopyDatajto/Excel

A B C D E F G H | J K

Only available if Microsoft Excel 1 |lsactive Contact Category Company Name FirstName Middle Name LastName PersonalName  Address  Website City Name State Name
DESKTOP version s on your e . e L B e
comPUter- 4 |Yes Personal Marcel B. Baker Baker, Marcel B. 42829 West 9th Avenue Chicage IL
Dy F Additional Worksheet Options
Close | CopyDatato Excel Batch Edit = WordWrap  Toggle Hidden Columns  Count=3 | No Filter
coact nase Click the Word Wrap__b~.110~ to toggle
Category Compily Name FirstName Name LastName Personal Name Address Website City Name State text Wrapp ng on or off.
Yes Business Phase2 ware. Maggie K. Williams Williams, Maggie K. | 46 WestApple Drive https:#phasa2s.com Chicago L
Yes Persanal Randy R Rolandson Rolandson, Randy R. | 42829 West 8th Avenue Chicago iL Any Hidden columns (calculated or
Yes Personal Marcel B. Baker Baker, Marcel B 42829 West 9th Avenue Chicago IL system fields) can be displayed by
clicking the Toggle Hidden
Batch Edit Change a field value in multiple records at the Columns button
et — same time.
Batch Eait - Click on any Column Header to sort
Edit Selected Rows by Column Value Saving a record updates all calculated fields. the values. Clicking more than once

on the same column toggles
Ascending or Descending order.

Resave / Recalculate Selected Rows

Delete Selected Rows

Provides a way to delete multiple records at the
same time

Worksheet Batch Editing

When you edit a record on the page, you’re only changing that single record. The Worksheet’s Batch Edit option
lets you select multiple records (drag your mouse across contiguous rows, or use Ctrl+Click to select separate
rows) and apply the same value to a field in each record.

Here’s an example: We want to change the Zip Codes on the two selected records, which are currently “60609”.

e  Select the two rows by dragging your mouse over them.

e Click the Batch Edit >> Edit Selected Rows by Column Value

e Alistof all editable fields is displayed; click on Zip Code

e Alistof existing Zip Codes is displayed; if the value you need is there, select it. In this case we need to add a new Zip Code. Click
<Add New Value> and click Continue.

. Enter the new Zip Code: “60711”, and click OK.

® The selected records are updated and displayed in the Worksheet. NOTE that the records on the page are also updated.
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",J

Close | CopyDatato Excel | Batch Edit - | Word Wrap | Count=3

- Contact State | Zip
IsActive Category Company Name FirstName Last Name Personal Name Address Website City Name Name | Code Coun|
Yes Business Phase25 Software Maggie K. Williams: Williams, Maggie K. |46 WestApple Drive hitps://phase25.com Chicago L 60609 USA
Yes Personal Randy R. Rolandson Rolandson, Randy R. | 42829 West 9th Avenue Chicago L UsA
Yes Personal Marcel B Baker Baker, Marcel B 42829 West 9th Avenue Chicago USA
List Options
Continue | Cancel
*
Choose Column to Update
Contact Category
Company Name
First Name
Middle Name *
Last Name
Website
City Name
New Value
Wain Email Address *
Enterth Valt
Additional Email Address +* erine new YEue
Cell Phone »
Home Phone % Cancel
hGDTH |
TL 3
[N
-
Contact Middle State | Zip
- Categary Company Name First Name Name Last Name Personal Name Address Website CnyNa.e’ Name | Code Coun|
Yes Business Phase25 Software Maggie K. Williams Williams, Maggie K. | 46 WestApple Drive https /iphase25.com Chicago ’gﬂ. 60809 Usa
Yes Personal Randy R. Rolandson Rolandson, Randy R. | 42829 West 9th Avenue Chicago 60711 UsA
Yes Personal Marcel B Baker Baker, Marcel B 42829 West 9th Avenue Chicago L 60711 USA
. . Contact State | Zip
Filtering the Worksheet Category | A40ress - Name | Code Sy &

Business 46 West Apple Drive Chicag 1 E0E00. LIS A

Click on a specific column and row to “select” the value in personal | 1101 ForestRoad Esst | Roches] | TN BY THIS Value

Filter Where Value CONTAINS

the cell, then right-click to open the popup menu where Personal _|42825 West $tnAvenue | Chicag Filter Where Value DOES NOT CONTAIN
there are three Filter options: —

Column Statistics - All

Column Statistics - Selected Rows

e Filter by This Value - Displays only the rows with the i Selacton Color
same value you selected. Copy Selacted Cell Text

e Filter Where Value CONTAINS* — Prompts you to enter some text; only rows with that text in that column will be
displayed.

o Filter Where Value DOES NOT CONTAIN* — Prompts you to enter some text; only rows where that column value does
NOT have the same text will be displayed.

These filters can be stacked (you can use more than one at a time). Click the Clear Filters option to remove all of
the filters to show all rows. If you filtered the Navigator when the worksheet was opened, that filter will still be
active when you clear these filters.

Infarmaticn

*NOT Case-sensitive; not available for number or date columns.

Column Statistics Statistics for ‘Calendar Mext Year':
Count: 3

Right-click on a column and choose this option to have it show the aggregate | jnmam 1100

values of the items in the column. You can also get the results from selected | fe9s 2¢7
rows only by clicking on Column Statistics — Selected Rows. Based on the This information has been copied to the Clipboard.
data type, you will have a message box popup with the results which is also

copied to the Windows Clipboard.

Worksheet Color Option

You can change the “selected row” color on a Worksheet by clicking the Grid Selection Color button and choosing
anew color. Clickin any cell in the worksheet and choose Copy Selected Cell Text to copy that text to the
Windows Clipboard.

Copy Selected Cell Text

Click in any cell and use this option to copy the value to the Windows Clipboard.
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Text Search Enter Text

Use this utility to create a custom filter for the Navigator. You’ll be Flease enter the text to search for (NOT
case-sensitive):
prompted to enter the text to search for, which will look in all fields

Cancel
on every record in the database (NOT just the records in the
Navigator). This option clears any previous filters. s0711|
Click OK to start the search.
The Navigator is reloaded with the matching records and the search for 60711
Filter is displayed above the Filter Fields drop-down list. ~ | L) Active Only
Double-Click To EDIT Selected tem Count=2

Baker, Marcel B.
Rolandsaon, Randy R.

Batch Edit

NOTE: This feature is not available for Desktop Notes.

This option lets you edit multiple fields for all of the records
displayed in the Navigator. Use one or more Filter Options Begin Batch Editing?
to reduce the list.

This will update all recards displayed in the List with all values
you enter in the form. Do you want to continue?

Click this button to start the Batch Edit. Click Yes on the
prompt to continue, or No to cancel.

All of the fields on the form are cleared.

Changes made to all fields on the form will be applied to the list of records when you click the Save button on the
toolbar.

Record Toolbar Current Record
When you click on a name in the Navigator the SR >=ve | e | OivIA
entire record is displayed on the form. NOTE: [ore Optons |
This feature is not used with Desktop Notes. Address Book smmm—Gp»- Update Next Birthdays
Print Birthday Calendar
Use the Record Toolbar to: fWoopors <]
DeSktOp Llnks # ‘ Show Only Files/Folders
e Adda New record — The form will clear and all Show Only Interet Links
non-calculated fields are editable and the Open Attachment Collector
Navigator and Button Toolbar are disabled. Verity Files/Folders

e Edit the record displayed on the form - All
non-calculated fields are now editable and the Navigator and Button Toolbar are disabled.

e Save the new record or changes made to an existing record, or,

e Cancel adding a new record or saving changes. Saving/Canceling an edit enables the Navigator again.

e Delete the record displayed on the form. Careful! There is NO un-delete!

e Copytherecord displayed on the form. The new record will have the same name with a number appended to it. You
should edit that record to make it unique as the copy number will be removed when you save it.

e Printthe record. This displays the current record in the Field: Value format in the Print Preview window.

There are three buttons on the right side of the toolbar (see red box in above screenprint). The firstis the Color button; use it to
toggle the background color from the color you selected on the Utilities page and white.

IF the form has a memo (unlimited text) field on it the Expand and Collapse button can be used to Collapse all of the memo
fields on the form to shorten it, or Expand all memo fields again. These changes are saved and applied each time the page is
opened.
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More Options

Desktop Links, Address Book and Timekeeper each have a custom button on the Record Toolbar called More
Options. These options are special functions that only apply to those pages. See the section on these for more
details on what the options do.

Custom Buttons

Some fields have a Custom button above it that

performs a task that only applies to that field. MBS

For example, in Desktop Links, there are six Link Type / Category / Name | Add Category |

custom buttons! The Add Category button lets File | Movies - | Spiral Staircase P4 |
you add another Link Category value to the Target Path or Enter Site URL | IO Tttt Add to List I e e
dI’Op-dOWﬂ list. The Choose Target button CData\DesktopData\Spiral Staircase MP4

opens a dialog to let you select a file or folder.

There are three button above the Password Login Name / Password | ShowiHide | NewPwd | CopyPwd |

field that adds actions for your password. | I |

See the Feature section for details on how these buttons work. NOTE: This feature is NOT used by Desktop Notes.

Forms & Fields

When a form is being edited, you can double-click in a field to open a helper dialog which is based on what type of
data it contains:

e Date fields open a calendar displaying the date in the field, or today’s date if no date has been entered. Pick a date
and click OK to update the field.

e Numberfields open a calculator, displaying the current value (if any). The final result in the Calculator is copied to the
field when you click OK to close it.

e Email fields —if there’s an email address in the field a new Outlook message is created and populated with the email
address in the “Send” field. (NOTE: Only if Outlook DESKTOP [Classic] is available and enabled in Reports &
Utilities.)

o Website fields — if there’s an URL in the field the website will

X Current Record
open using your default browser. ew | cot. | [B081 [GHRBR ot | copy | i | ore Ot m

e Textfields — all non-memo text fields have a limit on the »
number of characters you can enter. The “countdown” of Record Is Active
available characters is displayed on the Record Toolbar as Link Type I Category  Name Add Category

you enter the text. Double-clickin a field to open a larger edit File ~ Movies ~ | Spiral Staircase.MP4|

window.

e Memo fields — These are larger fields that have no limit on the number of characters you can enter. However, each
field has a Collapse button on the right side above it which will collapse the height of the field and hide the text, and
an Expand button to open it again. These work independently for each field from the Collapse/Expand buttons on
the Record Toolbar, which impact all memo fields on the form at the same time. All modifications using any of these
buttons are applied when the page opens. You can double-clickin a Memo field to open a larger edit window.

e Allnon-calculated fields — a dialog opens with the current text in a larger editable window. You can even change the
font style and size in this dialog to make it easier to edit. Click OK to close the dialog and put the updated text back in
the field.

e Each form has a Color button on the toolbar: '«J. This button toggles the background color on the form between the
color you selected on the Utilities page (which is applied to all forms) and a simple white background. Each forms
choice is saved and applied the next time you open the application.
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Worksheet Grids

Address Book, Timekeeper and Backup & Sync pages have the capacity to store multiple related records. The
Address Book supports adding people to the general household or company record. Timekeeper’s grid at the
bottom of the page keeps each individual range of time for that Task. Backup & Sync’s grid supports listing more
than one folder mapping for a project. The relationship between the record on the form and the rows in the grid is
called a one-to-many relationship. One “parent” record, with one or more “child” records.

The toolbar on the grids work the same as on the form. Click New to add a new record; the form will open where
you enter the data, then click Save to save the entry and close the form. The new record will appear in the grid. If
any calculations on the main form (parent record) are based on child form entries, they will automatically
recalculate.

Copy v| Print ~ | Reload | Worksheset -
Additional grid features are: Copy Record (New Record)
e Double-click on a row to open it for editing. Copy Record to Clipboard
e Multiple Copy options (see screen print) >>> Copy All Records to Clipboard

e  Multiple Print options (see screen print) >>>

e The Worksheet button will display just those records in the grid or ALL rows from all parent  |print ~|| Reload | Workshes
forms. Current Record
e The Active? column is color-coded: Yes values are in green text; No values are red. Listed Records
e Right-click on the grid for additional functions: All Records
o Toggle Is Active - select one or more rows in the grid and choose this option to Listed Labels
change each row to the opposite “Yes” or “No”
g PP Toogle Is Active Lt
value
. . . Filter By This Value
o TheFilter options are the same as on the main T I
Worksheet. Filter Where Value DOES NOT CONTAIN
o Grid Selection Color: Sets the selected row color. Clear Filters
Copy Cell Value copies the selected cell text. Grid Selection Calor

Copy Cell Value

NOTE: If you deactivate a record on a form’s Worksheet grid (Address Book, Timekeeper, Backup & Sync) (IsActive = No), that
record will remain in the list, but will be excluded from any calculated totals on the parent (form) record, if any. It will also be
excluded when printing any of the reports or labels.

Start-End Dates / TOTAL Time (H-M-S) Start Timer End Timer
| 08/16/2026 || 081912026 | ; 22|| 47| 25
Logged Time: New | Edit | Delete | Copy Print + | Reload Wurks’eet ~ | No Filter  Count=4
Active? | Task Date Start Time End Time Total Hours Minutes Seconds
Yes 081712026 08:15:35 AM 04:10:00 PM T 54
|| Yes 08/18/2026 08:40:45 AM 05:33:45 PM 8 53
I Mo W 08/M16/2026 03:25.49 PM 05:41:49 PM l 2 16 I
Yes 19/2026 09:42:25 AM 03:42:25 PM 1 B 0

Excluded from totals and reporting
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Appendix B - Printing Labels & Reports

Printing Labels
Desktop Links, the Address Book and Associated People, the Label Maker and Print ] PrintLabels | |
Timekeeper features include a function to print labels. Click the Print button, then Print Repart

choose Print Labels to open the Label Printer dialog.

The next sections are using the Address Book as an example, but the Label Printer works the same way for any of
these pages.

Print Labels

Close | Page Setup | Printer Setup
Choose Field or Enter Text For Each Line Choose Formatting Options W x H: 2-5/8" x 1"
v Label Type T
2 |12 22
[Contact_MName] Mailing R I N ]
4 |14 |2
|[FuII_Addresa] \ M5 2=
[ | statonlabel  #cCopies | 5 162
7|7 e
| | E v 5 |18 |[28
| ‘ 9 |19 2
10 || 20 | 20
Label Preview B PrintActive Records Only
Marcel & Marcy Howard B Printunique values only
42829 West 9th Avenue () Print current record only
Chicago, IL60711 USA
Font & Color Preview Print

What Data Will It Print?

When you open the Label Printer only the data currently displayed on the form’s Navigator will be used. In other
words, you can filter the Navigator so that only a subset of data is printed. For example, you have records in the
Address Book that are categorized by “Holiday Cards”. When you want to print the labels for sending your holiday
cards, you only want to print THOSE, not all other entries. Filter the Navigator where “Contact Category = Holiday
Cards”, and only those records will be used to print the labels.

If you only want to print a label for a single specific record, select that record in the Navigator before opening the
Label Printer. Whatever record is selected will be used in the Label Preview space in the lower left corner of the
Label Printer dialog and also will be the only one printed IF the Print Current Record checkbox (7) is checked.

NOTE: If you deactivate a record on a form’s Worksheet grid (Address Book, Timekeeper, Backup & Sync) (IsActive
= No), that record will remain in the list, but will be excluded from any calculated totals on the parent (form) record,
if any. It will also be excluded when printing any of the reports or labels.

Start-End Dates / TOTAL Time (H-M-S) Start Timer End Timer
| 08/16/2026 || 081912026 | ; 22|| 47| 25
Logged Time: MNew | Edit | Delete | Copy Print ~ | Reload Wurks’eet - | No Filter  Count=4
Active? | Task Date Start Time End Time Total Hours Minutes Seconds
Yes 081712026 08:15:35 AM 04:10:00 PM T 54
Yes 08/M18/2026 08:40:45 AM 05:33:.45 PM 8 53
I Mo 08/16/2026 03:25:49 PM 05:41:49 PM ’ 2 16 I
Yes 19/2026 09:42:25 AM 03:42:25 PM 1 6 0

Excluded from totals and reporting
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Formatting Labels

You can change the formatting for any label print job by changing any of the options of the Label Printer. All
changes you make are saved and reapplied the next time you open the Label Printer.

There are two buttons in the upper left corner of the Label Printer: The blue/white arrow button @ will replace

any changes you make in Lines 1-5 with the default format, which is “[RecordID]”. This is the same formula that

creates the text you see in the Navigator on each form. The scissors button simply clears Lines 1-5 if you want
to start over. You can click in each of the Lines and clear them manually as well.

The Label Printer Functions

Choose Field or Enter Text For Each Line

Close | Page Setup | Printer Setup
v

|sActive Choose Field or Enter Text For Each Line @ Choose Formatting Optians W x H: 2-5/8" x 1"

Is_Business : . = . _ p——

Contact_Name 1 Label Type - Cheose Formatting Options W x H: 2-5i8" x 1

Contact_Category = 4

Address RecordiD] Line 1 | § waiing Label Type LU 1l
4 14 [[24 2 |12 22

City_Name

St:;_efName ‘ 2 Line 2 | 5 |15 || 2 Wailing Bl 1 EE

é‘sjﬁ;ﬂe ‘ — Llne 3 ‘ Start On Label # Coples g 1? i: ; 1; g;

Full_Address ‘ Line 4 ‘ 1 5 |: 6 N EEN EE Price Tags B [[16 ] 26

Main_Email_Address - j RS Return Address (60) 1z

Main_Phane ‘ Line 5 | o N E Return Address (80) N EER S

Secondary_Phong Shipping (10

Website Address,Book Label Preview @ PrintActive Records Only 7 sn:zz::g EE)} 9 |[1a |z

FAX_Number F|e\d5 — 10 J 20 |[ 30

Contact_Date_Type —— Baker Marcel B. @ Print unique values only 8

Contact_Date (] Print current record only

Contact_Years 3 9

Contact_Anniversary -~ =/

Calendar_MNext_Year Font & Color Preview Print

MNext_Anniversary_Month

Anniversary_Text

Comments ':1 @ 1‘-1 1 2

s it . ——

A_Salutation

A_First_Name

A_Middle_MName

A_Last_Name

A_Personal_Name

Aok T Asﬁ?;gastes Only the Address Book

A_Phane_1 includes the fields from

A_Phone_2
A_Person_Email_1

the Associated People
worksheet.

Associated People fields
start with "A_"

A\ Cumaﬁt Next_Birthday
A_MNext_Birthday_Month
A_Calendar_Next_Age
A_Calendar_Text
A_History_Comments
A_Associate_Address

1. This drop-down list contains all of the fields from the form which are available to use on any line of the label. Click on
the Line where you want the value to be printed, then click on a field name in the list. The field name will display the
value from the current record in the Label Preview. You can
add text or any punctuation in front of, between or after any of T T e
the field place holders in any of Lines 1 - 5. For example, you

Choose Field or Enter Text For Each Line IEI

Choose Field or Enter Text For Each Line
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would add a space between the City_Name and State_Name
fields, and then one or two spaces between the State_Name
and Zip_Code fields. Also note there is a calculated (hidden)
field called Full_Address on the Address Book that
concatenates the full address for each entry. This field will
format each address correctly even if any of the data for a field
is empty. You can experiment with adding and removing fields
by watching the changes in the Label Preview space.

Lines 1 -5represent the lines on each label. Keep in mind that
if you’re printing smaller labels, such as Return Address Labels,
there may not be room for all five lines. The Label Preview can

Zip_Code Last_Name

IL4]

- [4]

[[First_Name] [Last_Name] | |[First_Name] [Last_Name]

1
[#adress] [Full_Address]
[[City_Name], [State_Name] [Zip_Cade] [

Label Preview

Marcel Baker
42629 West 9th Avenue
Chicago, IL 60711 USA

Marcel Baker
42829 West 9th Avenue
Chicago. IL 60711

give you an idea of how much available space there is as you change the font size, etc.
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11.

12.

This is where every change you make in Steps 1 & 2 are displayed. This label uses the selected record in the Navigator
so you can see how the data fits.
The Label Type drop-down list has these label size options:

a. Mailing Label (30 on a page)
Price Tags (50 on a page)
Return Address (60 on a page)
Return Address (80 on a page)
Shipping (10 on a page)
. Shipping (6 on a page)
When you select any of the options the label image on the right changes to show you how the blank page should look,
the order in which the labels will be printed and the measurements (in bold black text above the image) of each label.
You can use this size guide to determine which labels to purchase as most brands have these common label types.
Start on Label: If you have a partial page of labels, you can select the label to start printing on by selecting that
number based on where it appears on the image. The first page of labels will start printing on that space, and any
subsequent pages will start printing on Label #1. This option allows you to NOT waste a partial page of labels!
# Copies: Enterthe number of copies of each label you want to print. Typically this would be one (1), if you wanted
one label for each record. However, if you’re printing Return Address Labels for yourself, you would change this to the
number of labels available on a page. For example, if you’re printing on a standard mailing label, enter 30; on one of
the Return Address Label sizes, enter 60 or 80. Then be sure to check the Print current record only checkbox. When
you preview the labels, you should see a full page of YOUR address filling each label space on the page. NOTE: On
the Print Preview window you will have the option to print multiple copies of the same page, if you want more than one
page of labels. Otherwise, you could multiply the number of Copies times the number of pages you want to fill out
additional pages in the Print Preview window.
Print Active Records Only: If your data has the “Record Is Active” field (IsActive) in it, this option will be available to
filter out any non-active (field is unchecked) records before showing the labels in the Print Preview window. This is
helpful if you did NOT filter for only Active records when you started the Print process.
Print unique values only: This deduplicates the records based on the Label Preview template.
Print current record only: This prints just the label you see in the Label Preview window.

. Font & Color. Click this button to change the Font style and color for the text on each label. The Label Preview will

show your changes when you close the Color dialog.

BEST PRACTICE! Always Preview your changes! We recommend that you always preview the formatting you’ve
selected to make sure the labels will print as you expect them to.

The Print button bypasses the Preview window and sends the pages right to your printer.

The Page Setup and Printer Setup buttons on the toolbar are standard Windows printing options. These can be
set here, or on the Print Preview window. Below is an example of how labels appes appear in Preview:
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& Close ‘ Change Printer ‘ o Print ‘ﬁPage Settings |OZoom v‘ 0000 0‘ Page 1%

Active Printer: HP DeskJet 3630 series (Network)
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Printing Reports

Each page has an option to print the data in a Report format. Click on the Print button, Print Report to display the
data for the records selected in the Navigator. This is a very simple text-based formatted report, with just the field

name and value for each record. For example, this is the Address Book:

9 Close Change Priner

1Print | @ Page Settings  WiSave As Word = SaveAsPOF (@ Zoom ~+ 0O OO0 0O Page 13

The toolbar has options to save this report as a Word or PDF document IF you have the Microsoft Word option

enabled in Report & Utilities.

The Copy All button on each page copies the same text you see in this report to the Windows Clipboard, giving you

the option to paste the data into another application or email.

Custom Reports

Several features have custom reports that arrange the data for printing and copying in a specific format. These are

the custom reports:

e Address Book >> More Options >> Print Calendar. This is where you can start the process of printing a

calendar that uses the Calendar Date / Birthday Date fields.

e Timekeeper >> Print (Button Toolbar) >> Print Time Report. This format can be used to submit billable time
to a client and displays data from all of the records currently in the Navigator. Use the More Options >>
Print Time Report option to print just the current record in the same format.
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Appendix C - 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
installer is compressed (zipped) and you will need to unzip it to get to the actual installer program. Follow these
steps:

e Copy or 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 Check the 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.

e Follow the installer prompts.

e The 1-Step Desktop icon will be on your 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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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
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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.

Page 52 Copyright © 2006 - 2026 Phase25, LLC



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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