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Introduction

Welcome

Welcome to

Who Should Use Reunion Trakker?

* Reunion Trakker is

Although you don’t have to be a computer experide Reunion Trakker, you should be
familiar with the following:

The Microsoft Windows/95 operating environment andventions.

Use of a mouse
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User's Guide

This User’s Guide tells you everything you nee#triow to use Reunion Trakker.

Chapter 1Getting Startedshows you how to SETUP Reunion Trakker and sei.itChapter
2 and the subsequent chapters show you how to exseiéh Trakker.

Quick-Start Recommendations

Everybody wants documentation, but few want to ie&@m cover-to-cover. Everyone
wants to get on with the task at hand.

That's why you'll find a “Quick-Start Recommendatian the introduction to most chapters.
The Quick-Start Recommendation suggests the quigkasto use the chapter. The Quick-
Start Recommendation points out what you must agaldwhat you can save for later
reference.

6 e« Introduction
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Reunion Trakker Technical Support

If you need telephone support, q@03) 59809083. Telephone support hours are from 6:00
p.m. to 10:00 p.m. Monday through Friday, Padfendard time.

You may contact us via the Internet at support-t@aipinesoft.com

When you contact technical support, please proyide Reunion Trakker serial number.
You'll find your Reunion Trakker Serial Number lded on the back side of your distribution
diskettes.

Reunion Trakker User Documentation Introduction e 7






Registering Reunion Trakker

Thisprogram isreleased as Shareware.

You may use this program for 60 days free as & tRa&gistration beyond the 60 day
trial is requires a purchase of the program. Atttett time you are expected to either
register this program, or remove it from your conepu

What registering will get you:

A registration code which will remove all the animay"Shareware
Reminder" Windows.

Information on upgrades to Reunion Trakker. (Ferforeseeable
future, and probably forever, all upgrades to Remrdirakker will be
free to registered users.)

A lifetime license to use Reunion Trakker
A warm fuzzy feeling that you did the right thing.

The more people who register this shareware, the imeentive to
make Reunion Trakker even better.

Reunion Trakker User Documentation
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Registration Options:

We only have one registration method for registgthre program. Please go to our
WEB sitewww.alpinesoft.comand select the Online Order Desk item. This page
will guide you the process of registering the peagrwithRegSoft.

After you have received your registration key udimg Reunion Trakker menus,
select Registration Info, and then select Enter Yeagistration Number at which
time the following screen will be displayed:

Reunion Trakker, Registration g|

UNREGISTERED COPY. The evaluation period will expire in 50 days_

The Reunion Trakker software iz not free software, After B0 days vou must either
reqister the software or remove: it from vour computer.

Morlicensed ugers are granted a limited license to use "Reunion Trakker" on a 55-day
trial basiz for the purpose of determining whether it iz suitable far their needs. The use of
thiz pragram, except for the initial 55-day trial, requires registration.

The uze of unlicenzed copies of "Reunion Trakker by any person, business,
corporation, goverment agency or any other entity iz strictly prohibited.

Uszer Mame:
Fiegistration Key:

_ﬂ Register now| ? Order info | § Proceed |

Reunion Trakker Registration Screen

Fill in your name and your number exactly as itegs on the email that was sent to
you by alpine software.

10 « Registering Reunion Trakker Reunion Trakker User Documentation



Getting Started

This chapter shows you how to SETUP Reunion Trakkeyour computer and how to run it.
When you're ready to SETUP Reunion Trakker, yooded the Reunion Trakker SETUP
Disks.

The chapter concludes by pointing out some thihgsyou should know to help
you use Reunion Trakker.

Quick-Start Recommendation Read this entire chapter. It's chock full of uge
information.

Chapter Contents
Installing Reunion Trakker
Before You Begin Installation
Running SETUP
Running Reunion Trakker
Using Reunion Trakker
Reunion Trakker Main Screen
Special Keys, Mouse buttons
Printing

Print Preview

Reunion Trakker User Documentation Getting Started ¢ 11



Installing Reunion Trakker

This section shows you how to install and run Renriirakker.

To install Reunion Trakker on your computer you tiu@ program SETUP.EXE on the
Reunion Trakker SETUP compact Disk.

Important You cannot simply copy files from the SETUP Bisk your hard disk. You
must use the SETUP program to decompress andlithetdReunion Trakker files in the
Reunion Trakker directories.

Before You Begin Installation

Before you install Reunion Trakker, make sure flwatr computer meets the minimum
requirements.

Check the Hardware and System Requirements

To run Reunion Trakker, your computer system muesttrthese requirements:

Any IBM®-compatible computer with an 80486DX processorighér.

A mouse.

64 MB RAM.

A hard disk with 6 megabytes of free space.

A CD ROM Drive.

VGA or higher resolution monitor (At least 800 x0§0

Microsoft®e Windows/9x/NT/200@ (this is a requirement, this version WILL NOT
run under Windows 3.x).

= Installed Windows fonts: Arial, Courier New and EsNew Roman

12 « Getting Started Reunion Trakker User Documentation



Running Install
Begin the Reunion Trakker installation processumning SETUP.EXE. If you are
installing from a floppy disk drive other than Adjast the instructions accordingly.
To run SETUP
Start Windows/95. Close all other Windows applmas.
Insert Reunion Trakker SETUP Disk 1 in drive A.
From the File menu of the Program Manager or Fis&ger, choose Run.
In the Command Line text box, type a:setup andkcDi.

Install displays a dialog telling you that it WBETUP Reunion Trakker in the
c:\Reunion Trakker directory, or another directofyour choice.

Follow the instructions on the screen.

Install ends.

What SETUP Installs

Reunion Trakker Directories

Install creates a \Mbr directory on your hard dfskdoes not already exist with the
following files:

File Description

RT.EXE The main program

Reunion Trakker User Documentation Getting Started



Running Reunion Trakker

To initialize Reunion Trakker

From the Windows Program Manager, start ReuniokKkinaby double clicking on
the Reunion Trakker icon:

Selecting the Reunion Trakker window

Double clicking the Reunion Trakker Icon

14 « Getting Started Reunion Trakker User Documentation



Using Reunion Trakker

Main Screen

# Reunion Trakker 3.0
File Reports Help

EQGE & E=00b23 %

Chugiak Mustangs 1996 Reunion
Class of: 1976

'REUNION TRAKKER |

Only 184 days until your REUNION!

Reunion Trakker — Main Screen

When you first start the program you will see asormuch like the one illustrated
above. First and foremost you should go to thee3ystSettings menu and enter
information about your club including setting ydogo.

Reunion Trakker User Documentation Using Reunion Trakker e 15



The remainder of this section covers the menu sydiee use of the toolbars, and
the navigation toolbar.
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File Menu

The following table briefly describes the File meoqtions.

File Menu
Alumni Add/Change/Delete Alumni Information
Task List Add/Change/Delete Task list items
Contacts Add/Change/Delete Contacts
Expense Add/Change/Delete Expense
Income Add/Change/Delete Income
Event ltems Add/Change/Delete Event Items (thirms sell)
System Options Maintain and set System Options
Lookup Tables Add/Change/Delete the various lodialges
Database Pack and clear tables

Maintenance

Exit Closes Reunion Trakker

Reports Menu

The following table briefly describes the Reportsnm options.

Reports Menu
Alumni Prints out the standard Alumni reports
Labels/Name Tags Prints Labels and Name tags famAl members
Financial Prints out the standard Financial reports (expénsmhe)
Task List Prints Task list reports
Other Reports Prints all other standard reports
Report Manager Displays the Report Manager. From yeu may modify

any of the standard reports or design and run gaur
custom reports

Letters Letter/Mail Merge

Reunion Trakker User Documentation Using Reunion Trakker e 17



Registration Info

The following table briefly describes the Registratmenu options.

Registration

Option Purpose
Contents...
About

Help Menu

The Help menu contains options for accessing Revnrakker Help
The following table briefly describes the Help memtions.

Help Menu
Option Purpose
Contents Displays the help system
Alpine Software Using your default browser this menu item will daspthe
WEB site Alpine Software WEB site.
About Displays the Reunion Trakker About Box

18 « Using Reunion Trakker
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Toolbar Controls

Eﬁ@aﬁEﬁié%l

Shortcut
Close

Meaning

Close and exit the Ham Organizer application

Alumni

Displays the Membership Screen

Task List

Memory Book

Income

Expense

Contacts

Item Master

Report
Explorer

Displays the Report Explorer Screen

¥ |

Help

Invokes the Help system

Reunion Trakker User Documentation
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Database Navigation Toolbar

qu\l\-l-AS(«ﬁH—r/‘ei

Icon Shortcut Meaning
“ Next Page Will move forward in the database byeddrds
Next Displays the next record in a table as definedhiey t
- record Order and Filter.
First Displays the first record in a table as definedhzy
= record Order and Filter.
Last Displays the last record in a table as definechiey t
= record Order and Filter.
Prior Displays the previous record in a table as defimethe
e record Order and Filter.
Delete Deletes the current record from the table. Refatio
= Integrity is enforced.
" Prior Page Will move backwards in the databasety 1
records
Post/Save Saves data entered while adding, Copying or ed#ing
v record and ends the add or Copy.
Add Displays blank form fields for adding a record to a
+ table. If the form is a child in a Related Formeugy,
I the primary key fields in the parent record are
automatically entered into the foreign key fieldshe
new child record.
o Refresh Refreshes the current record
- Edit Edits the current record
% Cancel Cancels and edits that have been made
Close Closes the current window and takes you back to the
E previous window.

20 ¢ Using Reunion Trakker
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Filtering Data

Lookup Fields

You will notice that on some of the fields in thditescreens there is a little box to
the right of the field with an arrow pointing dowike the following status field:

Shalug: |In Use j

These fields use lookup tables (described laterjétd validation. In plain English
you must have a record in the corresponding taiyléhis field to be valid. The
following fields use this feature:

State

Committee
Expense Category
Income Category

Survey Category

Reunion Trakker User Documentation Using Reunion Trakker e 21






Alumni

Data Entry

Each time the Alumni function is started for a givday the program will scan the
database and perform some analysis for you. A saxéth a progress bar will be
displayed indicating its progress through the databThe following actions will be

completed:

# plumni Analysis and Update

Analpzing and updating the Alumni File, Pleaze waitl

Alumni Analysis and Update Screen

Reunion Trakker User Documentation Alumni « 23



Basic Data

Once these actions have been completed the foltpAiamni screen will be

displayed:

S PO S IO S B - ,53&3@17 rtDrder

FirstN ame |Middlelnt| LastMame || Basic Data | Other Data ] Research ] Biography ] Survey ] Sorap Book  ltemdActivity l
L Janice L Kruger
|| Cindy Adams
| |Lynne Amerson
|| Cynthia Anderzon

Lois C Ante
B £ Amold TranDate  |AmiFiec | Pmiteth] CONOD |ExpDate] COName &
| Elizabeth K BT ¥ 41193 $50.00 check 1202
| Kara ¥ Baker _|12/27 /2001 $2.00
| Melanie 1 Beaty _| 44472002 $333.00 Efash
| | Helene & Beatty _|4/8/2002 $20.00 Viza 343434343 B
: Denise R Buoise ¢ >
| |Dean R Bower
|| Clyde B Bowlby
| |Meronica & Erady
|| Timathy W Brannan Balance
| |Mack 8] Braureis

Kathleen E Breen
| Kathleen L Brewer Total Amount: ’3350007
: Donald G Brewington T
|| Luella 3} Erown Amount Fec: ’W
|| Miltary A Erowan, |11

tanty G Burbank Balance: |[$422.00)
|| Kim b Buston
| |Grace W Callahan
|| Donna C Carawway

v

£ >
Janice Kruger {Davis) 11179

Alumni Screen — Basic Data Tab

On the left hand side of this screen is a grid toeitains all of the alumni ordered
using the Sort Order drop down box at the top raftihe screen. The default order
for the alumni data is last name followed by firaime.

An entry on the alumni grid that is red indicathdttthe address is not valid (the
Valid address check box is not checked)

Fields Used on the Basic Data Tab

Contents
First First Name
Last Last Name
Married Married Last name

Nick Name | Nick Name to be called by
Birth Data | The date of birthYERY IMPORTANT

24 « Alumni

Reunion Trakker User Documentation



SSN

Social Security NumbeWERY IMPORTANT Having a SSN
from each alumni member will facilitate locatingopde in the

future if they have moved. This information is ddgplayed on
any of the reports.

Marital
Status

Select one of the following:
Single

Married

Divor ced

Other

Date
Married

The date this person was married. If you discolwat & member
has been divorced don't forget to erase this entry.

Spouse

This persons Spouse first name

Occupation

Primary occupation. Be specific, Computer Programidagh
School Teacher, Insurance Agent, or House Person

Email

Email address

Sex

Sex, either M or F

Address 1

First line of address. Try and avoid the use ot pffice boxes. In
10 years between reunions the box will no doubdrgto
someone else and will be very hard to track

Address 2

Second line of address

City

City

State

State, use the drop down box to select a vali@ stat

Zip

Zip or postal Code

Private
Address

If this alumni does wish to have his/her addreddighed in any
of the reports/memory books/ or scrapbooks cheiskitix. All of
the standard reports products by Reunion Trakkkiowiit
address with this box checked.

Valid
Address

When and if you can verify a valid address check iblox.

Home
Phone

Home phone number

Work
Phone

Work Phone number

Alt Phone

Alternate Phone number (cell)

Fax

Fax number

Private
Phone

If the alumni does not wish to have his/her phoasimer
published in any of the reports, memory books coagbooks
check this box. All of the standard reports produmt Reunion
Trakker will omit phone numbers with this box chedk

Reunion Trakker User Documentation
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Other Data

The Other data tab contains additional basic inftiom for the alumni member.

Bagic Data  Other Data l Rezearch ] Biography ] Survey ] Scrap Book | Item/Activity ]

Phato:;

Optional Fields

Guests
Not Defined |

Mot Defined |
Not Defined |
Mot Defined |
Not Defined |
Mot Defined |

Not Defined |
Mot Defined |

Actions
[ Confirmn to Attend
[ Ireatation Sent
[~ Print Mame Tag:
v Located

‘ear Deceased:
Date of last update: |12/31/2002

Other Data Tab

Pictures: Pictures are stored in the database and can beeéntging standard
windows Copy and Paste. To add a picture go to fauarite photo program and
select the picture you want to use by using thedafivse Copy function (normally
cntl-C) then select the picture area with the marmkpaste the image using the
paste function (cntl-V).

Fields Used on the Other Data Tab

Field Contents

Confirmto | The normal sequence of events for planning a reuare to send

Attend out invitations to each alumni. When these invitasi have been
returned and the person has indicated they wéhatthen this
box must be checked.

I nvitation When you use the Send Invitation feature of they@m, once

sent completed this box will be checked. If you needdeend an
invitation then un-check this box and run the Skmitation
feature again.

Print If you have used the Print Name tag feature thempthgram will

NameTag | check all alumni that have had name tags prinfeghu need to
re-print a name tag then un-check this and remarPrint Name
Tag function.

L ocated If this alumni has been located then check this box

26 ¢ Alumni
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Y ear If the alumni has passed away then enter the héaotcurred.

Deceased

Date of This is the date of the last time this alumni relceas updated.
Last

Update

Optional 8 additional fields can be customized for your ayge. The first
Fields step is to update the field descriptions usingSihstem Options

screen then when you display this screen the figlide
properly named.

Reunion Trakker User Documentation
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Research

This screen is used to record many of the minaildethat you can use on
subsequent reunions to locate alumni. For exanfigleui know a brothers name you
might be able to locate him before you can lodageatiumni. So please keep this
information updated during dormant years. If yoarteabout some one moving,
getting married, etc, recordHtERE!

Bazic Data ] Other Data  Fesearch l Biography ] Survey ] Scrap Book | Item/Activity ]

Farnily
Mather: |

Father: |

Siblings: |

Children: |T-.6mn, Bridget, Rachel, katt

Friends/Other Contacts
First: |

Second: |

Third |

Research Notes:

Research Tab

Fields Used on the Research Tab

Field Contents

M other Mothers full name, DOB, and address

Father Fathers full name, DOB, and address if differeatfrmothers
Siblings Siblings names, DBO and addresses

Children Children's names, DOB, and addresses

Friend 1 Full name, address and any other information yaghtrihave
Friend 2 Full name, address and any other information yaghtrihave
Friend 3 Full name, address and any other information yaghtrihave
Notes Any additional research notes. No limit.
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Biography

Enter free form biographic information for eachrahi member.

Bazic Data ] Other Diata ] Research  Biography l Survey ] Scrap Book | Item/Activity ]

Edit Biography

Enterr any kind of other information

Biography Tab
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Survey

The first step to using the survey features aietelop a questioner and ask specific
guestions. For example a question might be "Proyide education” and the alumni
member would provide the details.

Bazic Data ] Other Diata ] Rezearch ] Biography ~ Survey ] Scrap Book | Item/Activity ]

4 + & 0 ok = T
Survey Categony: |F'ets J
Enter Teut:

Tabby cat, her name iz Tabatha

SurveyCategony | -~

E ducation
Hobbies

Geete

Survey Tab

Using the database tool bar add/change or deleteptecords. For each survey
you add you may enter unlimited text.

Tip: When you develop your questioner ask for afgtersonal information like
hobbies, special interest, awards, pets, recerglteand other fun stiff that others
would enjoy to read.

Fields Used on the Survey Tab

Field Contents

Survey Select from one of the valid Surveys. If the surdegs not exist
Category you mad add a new survey using the survey screen

Text Enter free form text that was provided on the qoast.
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Scrap Book

One of the nice features using the Alumni Trakkegpam is to generate a
scrapbook with individual information about eachmhber. There are a number of
ways that you can collect information, one of whiglo send out a survey
guestioner asking for information and entering th&drmation into the database.
While the Survey feature asks for specific inforimathe Scrap Book tab can be
used to enter additional life history information.

Bazic Data ] Other Data ] Rezearch ] Biography ] Survey  Sorap Book ] Item/Activity ]

Edit ScrapB ook

Scrap Book Tab

Pressing the Edit Scrap book button will displag ¥ord-Pad like editor where you
can enter information. The editor provides spefaiahatting features like font, Bold,
italics, etc.
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Item/Activity

The Item/Activity Tab is used to sell and reseteens for your reunion. Such items
could be Scrap Books, tee shirts, and picturesvifies could be Ice Breaker,
Dinners, picnic, etc. You can also include freelbiese.

This screen shows a grid containing each uniques#ietion, the amount collected
and any outstanding balance.

Basic Data ] Other Data ] Research ] Biography ] Survey ] Scrap Book  [temAfctivity

TranD a |Ath|ec |F‘th ethl CCHO |EHDD ate| COMame

i v $50.00 check |1202
12/27/2000 $2.00
4442002 $232.00) Cash
4/8/2002 $20.00 Visa 343434343
v
< >
Balahce

Tatal Amount: |$60.00

Amaunt Rec: |$432.00
Balance: |[$422.00)

Irwvaice

Item/Activity Tab

To add a new transaction press the Invoice buttoinhwwill display the
Item/Activity Invoice screen.
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Item/Activity Invoice

This screen is broken up into 2 parts. The top@eciontains information on the
amount and how the payment was received. The batémtion contains a list of all
of the items that have been purchased.

M Activity/ltem Invoice E@g|

e+ a0 o om o= -

Callection

Amount Rec: $50.00 Tranzaction Date: |4/1/1996

Payment Information

Payment Method: |check - Card Mo 1202 Exp Date:
M ame o Card: Check No:

I S P . T O
Item: |Dirner Quantity: 1 CostEa: $20.00 Total $20.00
Table: |1-02
Guest Information
Dean Sex: M - Ager 55
Item |Itemﬂty |UnitEost |Amount |EventTabIe |ID |Size Guesthame ~
1
| Dirner 1 $20.00 $20.00 1-02 1 Dean
$20.00 v
< >

Invoice Screen

Fields Used For Payment Information

Field Contents
Amount Enter the total amount of money received.
Rec
Transaction | Enter the date of this transaction. Normally thil be filled in
Date with the current date.
Payment Enter one of the following Payment Methods:
M ethod Cash
Check
Visa
M/C
Card No For credit cards enter the credit card number
Exp Date For credit cards enter the credit card expiratiated
Name on For credit cards enter the name on the credit card
Card
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Check No For checks enter the check number

Fields Used For Event Items

Field Contents

ltem Select from one of the valid Event ltem entries.

Quantity Enter the total quantity for this item

Cost Ea Read-only The unit cost from the Event Item table

Total Read-only calculated total (quantity times Cost Ea)

Table If this item has a table assignment press the Tagdggn button

Assign to select a table, seat.

Table Read-only Once you have selected a table this fidlde
updated with the table/seas assignments

Guest If this item is for a guest, enter his/her nameeher

Name

Guest Age | Age of guest member

Guest Sex Sex of guest member

Tip: If you will be bringing a guest member suchyasr spouse, then first add a
Event Item record for your self, save it and théd a second record for the guest
member. Then when you go and print table placescdrete will be two, one for the
alumni and the other for the guest.
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Event Table Assignments

Some events may require you to assign tables aatd lee formal sit down dinners,
while others may not like Ice Breakers, picnicsu¥nay set up table assignment
features by first building the Table Assignmentati@se and then when you sell an
item such as a dinner you may use this screerstgraa table/seat.

Bl Assign Event Tables g@@
|[D aviz) Kruger, Janice
Event | Table| Seabﬂssign| AlumlD Full ame | Comments | -~
L Diinner 1 01 [Daviz] Kruger, Janice [Mema)
_ | Dinner 1 0z 1 Dean [Mema)
_ | Dinner 1 03 [Mema)
_| Dinner 1 04 [Mema)
_ | Dinner 2 01 1 [Daviz] Kruger, Janice [Mema)
| Dinner 2 0z [Mema)
_ | Dinner 2 03 [Mema)

Event Table Assignment

This screen will display a list of all availabldtes/seats and will include tables/seats
that have been assigned to this alumni.

To select a table/seat, simply double click ondésired row. The program will then
assign the table/seat. You will see the name coluptated with the alumni
members name.
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Memory Books

Introduction

In addition to producing picture albums from yodu#ni data the program can also
store and build a specialized Memory Book of sdegittures. At our last reunion
we had a professional photographer taking pictatélse formal dinner. These
pictures in addition to other casual pictures fadrtiee basis for our memory book.

Data Entry

Using the memory book feature is quite simple ifi ymderstand some basics of
photo capturing and Windows cut, copy, and pasteeM¥ou select the Memory
Book feature the following screen will be displayed

(=1E

re = - 2] + - a il e i

H Memory Books

| PhotoD ate

SortQrder | Caption

I I .

@@ e =

Phaoto Caption:

Marrative/Description:

Drate of Photo:

Memory Book Screen
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Task List

The task list is used to keep track of all of tle¢adls during the countdown before
the reunion.
B Task List (=3
Sk a e e oW o=
Task Assigned to: ’m Statug: Mot Started j
Date Assigned: |12/26/2001 -
Due Date: |03/07/2003 -
Task: |C0mplete first mailing
M arrative:
Task Azzigned Ta [ ate Azsigned| Due Date Task TazkStatus -~
L Eilly 12/26/2001  03/01/2003  Complete first mailing Mot Started
| |Dean 12/26/2000 | 04/01/2000 | Order Inwitations In Progress
| |Bobby Jaw 12/26/2002 | 01/22/2003 | “wiite Program Complete
|| Dean 12/26/2000  03A15/2002  Order Badges Mot Started
v
< 4

Task List Screen

Items that have not been started are highlightdRieid.

Fields Used on Task List Screen

Contents

Task
Assigned
To

done by a certain date.

Enter the full name of who is assigned to this td$ks may be
either an alumni member or someone or organizatidside. You
may also assign task to time line items like thitigg must be
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Status Status of this task:
Not Started
In Progress
Complete
Date The date the task was assigned. When you add aas&wthis will
Assigned default to the current date.
Due Date This is the date you expect this task to be coraglet
Task This is a brief task description
Narrative Use the to document or describe the task in fuhitee You may

use the Rich Text Editor by right clicking on tffiisld:
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Reunion Contacts

Introduction

Planning and organizing a reunion involves maint@jrcontact information with
many people and organizations outside your alutasisc The Reunion Contacts
screen can be used like a name and address bdwodsef contacts.

B Reunion Contacts

« » + = a ¥ < o B

Category: ,W Phane Nurbers
[E = |John tMazon Prirnary: |907.5585.1212
Addiess: [1344 Main 5t At |307.555.1111
City/5t/Zip: [Eagle River [k ] 3720 Fan

Email: |imason@gci.net
Motes:

Web Siter |

ContactM ane Address Citp | Statel Pog
John Mason 1344 Main 5t Eagle River AR 972

[

Reunion Contacts Screen

Fields Used on Reunion Contacts Screen

Contents

Category User to group contacts:
Vendors

L ocal Facilities

Local Stores

Name The full name of the contact
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Address Address

City City

State State

Zip ZIP or Postal code

Email Email address

WEB Site WEB site URL address

Notes Notes about this contact. I.E. the service theyipis verbal
quotes for services, or any other detail that mighimportant

Primary Primary phone number

Phone

Alt Phone Alternate phone (cell) number

Fax Fax number
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Expenses

Introduction

Another important part of Reunion Trakker is kegpirack of all your reunion
expenses. The Reunion Expense screen is usedafgrutpose and we suggest that
you keep track of every penny you spend. Afterrdwion is over you can run a
summary report to see if your expenses were badaiaceoney received on
activities and items sold.

M Reunion Expense

Date of Expenze:

Descrption: |PrePayment for dinner

Categaory: |Cash

Expenze From:

Amaunt: $750.00 Chek No: (100

ExpDate |Desc |Eategory |Eprr0m |Am0unt | -~
05/15/1936 | PrePayment for dinner Cazh $750.00
_|09410/1336  Dinner decaorations Diecorations Anchorage Party Store $27.50
u 09/11/1996 Center Pieces Decarations Party wharld $22580

w

Reunion Expense Screen

Fields Used on Reunion Expenses Screen

Contents
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Date of Enter the date you incurred this expense. Wheoa@deas added
Expense this field will be updated with the current datelanay be
changed if desired. This date should be the satecadahe date
on your receipt.

Description | Enter a brief description. This could include aidatiail details
about the expense. For example the category mglt®iznic”
and the description could be "Paper Plates", "Cups™Plastic
Ware".

Category Enter a category for this expense or press the doam box to
select a valid category. If you need to add caieggilease see the
section on Expense Category. You should at a mimrset up a
category for every event activity/item in your Itectatabase then
when you have an expense for an activity it wiltcha

Expense The name of the establishment where you incurrisdettpense
From
Amount Total amount for this expense

Check No Your check number that was written for this expense

Tip: When you setup your reunion, get a checking adconimne of your local
banks. Then when you have a reunion expense, yowiite a local check. This will
facilitate better book keeping. Al$¢EVER pay with cash.
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Income

Introduction

Other income included donations and moneys recdvéae reunion mostly for
startup expenses.

M Reunion Income

D ate of Income:

Descrption: |Cash on hand

Categaory: |Cash

Ihcormne Fram: |This is the cash carmyover from the last

Amaunt: $250.00

Date | Description | Categary From | Armount -
P[1/1/1936 | Cash on hand Cash Thiz is the cash camyover from the last $250.00
194171336 Donations D onation School $50.00

Reunion Income Screen

Fields Used on Reunion Income Screen

Contents
Date of Date you received this income. When you add an ttem
Income program will enter the current date which may benges if
required.
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Description | Brief description of this income. Again useful feporting
purposes. If the income is for a number of itemsrabiate to
anything you can understand later.

Income Enter a category for this Income or press the dimpn box to
Category select a valid category. If you need to add caieggiease see the
section on Income Category. You should at a mininsetrup a
category for every event activity/item in your Itetatabase then
when you have an income for an activity it will wiat

Income Who/were of the name of the establishment thisnmeavas
From received from.
Amount Total amount of this income.

Tip: When you setup your reunion enter the first incates® as your balance from
your last reunion.
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Event Items

Introduction

Every activity or item sold for your reunion musive an item in the Event ltem
database. Additional entries can be made for fezad or free activities.

M Event Items g@gl

Iter:  |(RIE

Pre Papment Amaunt: $20.00
Amaount: $20.00

At Dioor Amaount: $25.00 Meeds: |T -
Ewent Date: |6/15/2002 - Event Place: |Sea Gallsy
100 Main Street
Ewent Time: 'W our Town, OR, 97001
Item | Fre Pay |.&m0unt |At Door | Event| EwventDate |EventTime

| Dinner $20.00 $20.00 $25.00 Trwe | BA5/2002  7:00:00 PM
| Group Phatograph $15.00 BAE/2002 | 8:00:00 P
_|lce Breaker $5.00 $5.00 $5.00| True | 61472001 | 7.00:00 Pk
| Memory Book $10.00 $10.00 $15.00
| Plicnic $5.00 $5.00 $5.00| True | BA17/2000 | 2:00:00 PM
| Tee Shirt - 21 $20.00 $20.00 $25.00
_| Tee Shit - Large $15.00 $20.00 $20.00
| Tee Shirt - Med $15.00 $15.00 $20.00

Event Item Screen

Fields Used on Event Item Screen

Contents
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Item Item description:
Dinner
Ice Breaker
Tee-Shire
Picnic
Memory Book
Pre- If you offer a special price for prepaying entehnétre.
payment
Amount
Amount The normal purchase amount
At Door The at door, or late amount
Amount
Needs Special needs for this item:
T = Table Assign
S = Size
Event Date | This is the actual date for this event. If thisrgis for a purchase
item you may leave this field blank
Event This is the actual Time of this event. If this gris for a purchase
Time item you may leave this field blank
Event The place or location for this event
Place
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Table/Seat Assignment

Introduction

This database is used only if you are going taipedn event where table and or
seating will be assigned such as a formal dinfigou have such an activity you
will add a record for each unique position. |.EblEal, seat 1, 2, 3, 4, 5, 6, Table 2,
etc. This screen is used only to add the inventbeyactual assignment of
tables/seats is done using the Table assignmentésan the Invoice section.

M Table/Seat Assignment

Ewent | Table| Seatﬁssignl AlumlD | FullM ame

[

Dirner

|| Dinirer
Dinner
Dinner

Dirner

Dinner

|| Dinirer

1

o PO R —

0
0z
03
04
0
02
03

1 [Davig] Kruger, Janice
1 Dean

1 [Davig] Kruger, Janice

Ewvent
Table [1
Seathzsign ,T
AumiD [ 1

FullM arne |[D avig] Kruger. Janice

Comments

Irrvaice 3

Table Seat Assignment Screen

Fields Used on Table/Seat Assignment Screen
Field Contents
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Event This is the event for which you are assigning tsisieats

Table Table number

Seat Assign | Seat assignment number

The remaining fields on this screen should notated on this screen.
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Lookup Tables

Committee

This screen is sued to validate the committee fieldhe Alumni screen. You must
have a corresponding entry in this table.

M Committee Lookup Table

= = > o o = a i @

COMMITTEE | Charipersan | Addresst
P Chairrnan Jan D avis 2096 Karen Ave 5
| Plicknick
3

COMMITTEE (A=l

Charipersan |Jan Draviz
Address1 |3598 k.aren dwe 5
Address2 |

City |Salem
State |U—
Postal |37302
Phore ,W
Fan l—

E mail |iandavis@myreunion.com

Homepage |www.m_l,lreunion.com

Committee Lookup Table Screen

Fields Used on Committee Lookup Screen

Contents

Reunion Trakker User Documentation Lookup Tables ¢ 51



Committee Name of the committee

Chairperson | The chairpersons full name

Address The chairpersons address

City The chairpersons city

State The chairpersons state

Postal The chairpersons postal or ZIP code
Phone The chairpersons phone number

Fax The chairpersons fax number

Email The chairpersons email address
Homepage The chairpersons WEB Home Page URL
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Expense Category

The Expense Category lookup table is used to valiapense items and group like
items together. You should set up as many categasg/ou need to separate
expenses.

M Expense Category

Categary | Description
Cash wid

bl

Cateqgary ’r

D escription |vcd

Budgetfimt

Expense Category Lookup table screen

Fields Used on Expense Category Screen
Field Contents
Category Category
Description | Description of this Expense Category

Budget Enter the total amount you are budgeting for tRjzemise
Amount
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Income Category

The Income Category lookup table is used to vatidiatome items and group like
items together. You should set up as many categjasg/ou need to separate income
items.

M Income Categony g@@l

O S S R

Categary | Description | Budgetfm

£ >

Cateqgary I

D escription |

Budgetfimt

Income Category Lookup table Screen

Fields Used on Income Category Screen
Field Contents
Category Category
Description | Description of this Income Category

Budget Enter the total amount you are budgeting for thiome item
Amount
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Survey Category

The survey lookup table is used to validate surieybe alumni database.

M Survey Category

SCategory |

bl

| Accomplishments
| Educatian

| Hobbies

| Life Adventures
_ | Pets

SCategory [Stebedeliyls) Rt

Survey Category Lookup Table Screen

Fields Used on Survey Category Screen

Contents

Survey Survey Category
Category

Tip: When and if you send out an invitation to your ishi also include a survey of
guestions to be answered. By using a specificfseategories you will insure that if
you produce memory or scrap books the informatidhbe consistent.
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US States

The US States table is used to validate enteratg sbdes.

B US States EI[E|E|
= = = H + = & 7 o
StateID| StateMame »~

L AR Alberta

_|AK Alaska

AL Alabama

_|AR Arkanzas

_|AZ Arizona

_|BC British Columbia

| CA California

_|Cco Colorado F

StatelD
StateMame |&lberta

US States Lookup Table Screen

Fields Used on US States Screen
Field Contents

State State Code

StateName | Full name of State
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Program Options

Introduction

The Program Option screens are used to custominevgosion of the software. As
things change in your organization you make chaageseded.

School Reunion Tab

M Program Options Q@@

{ School/Heurion Information | | aga ] Optional Fields

School

Schaol |Chugiak High School

Address: |
Fieset Date
Reunion
Slogan: |Chugiak tustangs 1996 R eunion A

Class OF: 1976 Reunion Date: |7/3/2003

Contact: |Jan Diavis [Kruger]

Address: [P0, Box 212421 Phane:
|Ancharage, 4K 97001 Fax:

| Email: |jand@alpinesoft. com

o R E

Program Options — School/Reunion Information Tab

The first page is used to set your club name, addxad other information.

Fields Used on the School\Reunion Tab
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Field Contents

School School Name

Address School Address

Slogan Your Class Slogan

Anniversary

Class of Your class graduation Year (I.E. 1976)

Reunion The date of your reunion

Date

Contact Primary reunion Contact name

Contact Primary reunion Contact address

Address

Phone Primary reunion Contact phone

Fax Primary reunion Contact fax

Email Primary reunion Contact email address
Logo Tab
M Program Options g@g|

School/R eunion Information i Dptional Fields

Program Options - Logo Tab

The logo tab is used to store an image for youniceu This image is used on most
of the reports and generated output.
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Optional Fields Tab

Using Reunion Trakker you will soon discover thare are many fields that you
can use to record most of the details about yaumal members. Using the optional
fields (8 included) you can define custom fieldedito gather specific information.
Some examples include: sports and school clubs.

M Program Options [Z| [E| ris__<|

School/Reunion Infarmation ] Logo

Optional 1: |N0t Defined

Optional 2: |N0t Defined

Optional 3: |N0t Defined

Optional 4: |N0t Defined

Optional 5 |N0t Defined

Optional B: |N0t Defined

Optional 7; [Mok Defired

Optional &  [Mot Defired

w7 OF E

Program Options — Optional Fields Tab

For each field enter a descriptive caption that lbélused on the Alumni Other Data
Tab.
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Reporting

Report Explorer

The Report Explorer is covered in a separate manual

Bl Report Explorer

File View Help

All Folders

Bl 0f S| X[[=

Contents of Standard Reports

=428 Al Folders
(23 Furture Reports

@ Recycle Bin

26 itemis) selected

Report Explorer Screen

Standard Reports

All Tranzactions Fioster -
Alumni Analyzis - By Age Raster -
Alurnni Analysis - By MStatus Fioster -
Alumni Guests Roster -
Alurmni Lables 5160 Roster -
Alurnni MameT ag 5395 Fioster -

Ewvent Checkin

Ewvent Seating Assignment
E=penge - By Category
Expense - Check Register
Experize - Tranzactions
Income - By Category
Income - Transactions
Inwitations

Inwvaice

Letter Template 1

Master Landscape
Master Port

MasterT ask List

Reunion [terns

By Mame
Phata Alburn
Frivate
Public
Quick, List
Survey
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R Print Preyiew:

& @E 43 % 14 4 |2—ﬂ}| Claze |

Chugiak Mustangs 1936 Reunion
G, b

Anchermu M TR

FAnEwhiE 1o Hy nnu

Wrme-zm

1Bl e, Linn
A emarn
Mk, GA I

Ao, Cmthie

B b Lo
FO.Rm 1
Sermcy, 3 E0T

Ameia. lunniu

H mraam
W ez
I3

Ihbech | ks Pl H mrgw s
P11 Paran Ve O W mrmenm
Anchaage, A ZEOT a

Print Preview Screen
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Mail Merge

Introduction

The mail Merge functions of the program will allg@u to create an unlimited
number of letter templates, then send those lettezgther all or selected Alumni.
When you select Mail Merge from the Report menuftiiewing screen will be

displayed:
M Mail Merge E|E|Fz|
Report Template to uge:
|Letter Template 1 j
Letter Template to use: Frint | % Filter | ,/ 0k |
|Invitati0n Letter j
[ - - - + - - & B o
Letter Title:

Irvitation Letter

Template Contents:

Hey there fellow clazzmate. [t's that time again to get together For our 30th reunion.

Title Date
Irvitation Letter 14342003
_| Second example using Graphic Images

[

Mail Merge Screen

The top section of the screen is used to conteoMhil Merge Process and the
bottom section is used to createtter Templates.
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Letter Templates

Before you can start using Mail Merge you must fireate a Letter Template. A
Letter Template will contain the constant text tvét be repeated on each letter for

your Alumni
Template:

members. There are only 2 items thasinime created for each

Fields Used on the Letter Template Section

Field Contents

Letter Title | This is the descriptive name of the Letter Template

Template .

Contents The acal contents or body of the letter. You asa the Edit
button to invoke the Rich Text editor if you need to use

additional word processing features like insertingphic images.
For more information on the Rich Text Editor please the
section later in this manual.

Ideas for Letter Templates:

Invitation Letter

Invitation Letter with survey
Invitation Follow-up Letter
Reminders

Second Mailings
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Merging Letters

Now that you have finished at least one lettes tirme to create the letters. If you
wish to send out a letter to everyone in your Aludatabase then pressing the Print
button will complete this for you. When you prelss print button you will be able to
preview the letters before actually printing thigdes, this way you may tweak the
letters as needed.

On the other hand if you want to only create Istterspecific Alumni members you
can use the Alumni Filter option by pressing th&geFbutton which will display the
following screen:

B Alumnil Filter

Set Filter | Remove Filter| E Cloze
Databasze Field: Condition: Walue: And/Or:
|Sex j |equal to j |M |and j
| = = | El
| = = | El
| =l & | =
| =l =l | =
Mail Merge Filter Screen
Fields Used on the Alumni Filter Screen
Field Contents
Database Select from the drop down any of the Alumni data&bféelds
Field
Condition This is the condition you will be testing for:
Equal to
Not equal to
Greater than
Lessthan
Greater than or equal to
Lessthan or equal to
Null
Not null
Starting with
Select the condition that matches your needs
Value This is the actual value you will be testing fonthl that case
sensitivity will be enforced. For example a sexrofs not the
same as M
And/Or Used to set and or conditions.

So, in our above example we will set a filter teate letters only to Alumni whose
Sex is M (male). The trick here is to play arourithwhe program ans see how it
works.
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After you have filtered your Alumni pressing thénpibutton will create the merged
data and preview the letters before printing. Way you may tweak the letter
template as necessary for your needs.
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Rich Text Editor

Introduction

In a number of places in the program where youtitgxt data you have the ability
to enter this text using the Rich Text Editor. Sfieally the following fields support
this feature:

e Alumni Biography

e Alumni Scrap Books
 Memory Book Narratives

» Task List Narratives

» Mail Merge Letter Template

Using Rich Text you will be able to control therfmtting including Font
selection/size, include a graphic, plus others.

To use the Rich Text Editor you may either pressEdit button on the appropriate
screen or right click on one of the narrative fieldted above in which case you will
see the following sub-menu displayed:

Fant
Bullet Skyle
Paragraph
Tabs

Find
Replace

Insert Object. ..

Rich Edit Sub-Menu
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Help on the features of Rich Text can be found pgming Windows Wordpad and
selecting the Help item.

Full Screen Editor

If you selected the Edit option by either pressingedit button or right clicking a
narrative and selecting Edit the following screeth ve displayed:

M Edit Rich Text

File Edit Wiew Insert Format

0SS #
[MS Sans Seri ~llg ] B U

Z"'I"'1"'I"'2"'I"'3"'I"'4"'

Hey there fellow classmate. [t's that ime again to get together for our 30th reunion,

il
lilih
i

%

o
-
o

B
Rich Text Edit Screen

Again, most of the features of using Rich Text barfound in the Windows
Wordpad help.

When you have completed your narrative press ilee $ave and Exit to be returned
to the program,
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Database Table Specifications

Tables

AlumllnvDB DB - Alumni Invoice

Field name Field type Field Key |Req |Description

size

1 ID Smallint X

2 Invoice Smallint X

3 TranDate Date

4 AmtRec Currency

5 PmtMeth String 6

6 CCNO String 20

7 ExpDate String 6

8 CDName String 20

9 CardName String 30

10 Invoiced Boolean

Alumltem DB - Alumni Items

Field name Field type Field Key |Req |Description

size

1 Invoice Smallint X

2 Unikey Float X

3 Item String 20

4 Event Boolean

5 ltemQty Smallint

6 UnitCost Currency

7 Amount Currency

8 EventTable String 25

9 ID Smallint

10 Size String 10

11 GuestName String 30

12 GuestSex String 1

13 GuestAge Smallint
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Alumni.DB - Alumni Members

Field name Field type Field Key |Req |Description
Size
1 ID Smallint X
2 FirstName String 15
3 Middlelnt String 1
4 LastName String 20
5 Married String 20
6 NickName String 15
7 Sex String 1
8 SpouseName String 20
9 ChildNames String 60
10 Addressl1 String 30
11 Address2 String 30
12 City String 30
13 State String 2
14 PostalCode String 10
15 CityStZip String 60
16 HomePhone String 20
17 WorkPhone String 20
18 AltPhome String 20
19 Fax String 20
20 Email String 50
21 SSN String 11
22 DateUpdate Date
23 PvtPhone Boolean
24 PvtAddr Boolean
25 Confirm Boolean
26 Located Boolean
27 ValidAddr Boolean
28 Attending Boolean
29 MStatus String 10
30 Occupation String 30
31 BirthDate Date
32 PrintTag Boolean
33 InvatationSent Boolean
34 Committee String 20
35 Biography BLOB 100
36 ScrapBk BLOB 100
37 Research Memo 10
38 Mominfo String 35
39 DadInfo String 35
40 Siblings String 35
41 Refl String 60
42 Ref2 String 60
43 Ref3 String 60
44 Photo Graphic
45 HomePage String 60
46 MaritalStatus String 10
47 YearMarried Smallint
48 Optionl String 25
49 Option2 String 25
50 Option3 String 25
51 Option4 String 25
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52 Option5 String 25
53 Option6 String 25
54 Option7 String 25
55 Option8 String 25
56 Age Smallint

57 FullName String 40
58 PrintPhone String 20
59 PAddressl1 String 30
60 PAddress2 String 30
61 YearDeceased Smallint

62 DateMarried Date

AIumSurvey DB - Alumni Survey

Field name Field type Field Key |Req |Description
size
1 Id Float X
2 SurveyCategory | String 25 |X
3 SurveyNotes Memo 75
Commltte DB - Committee Memebrs
Field name Field type Field Key |Req |Description
size
1 COMMITTEE String 20 [X
2 Chariperson String 30
3 Addressl1 String 30
4 Address?2 String 30
5 City String 25
6 State String 2
7 Postal String 9
8 Phone String 20
9 Fax String 20
10 Email String 60
11 Homepage String 60
Contacts db - Other Contacts
Field name Field type Field Key |Req |Description
size
1 ContactName String 30 [X
2 Address String 30
3 City String 25
4 State String 2
5 PostalCode String 10
6 PriPhone String 20
7 AltPhonr String 20
8 Fax String 20
9 Email String 50
10 HomePageURL | String 50
11 Category String 25
12 ContactNotes Memo 50
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ExpCategory DB - Expense category Lookup table

Field name Field type Field Key |Req |Description
size
1 Category String 15 |X
2 Description String 50
3 BudgetAmt Currency

Guests db - Guests

Field name Field type Field Key |Req |Description

Size

1 Id Float X

2 GuestNo Float X

3 FirstName String 30

4 Middlelnt String 1

5 LastName String 30

6 NickName String 25

7 Sex String 1

8 Relationship String 15

IncCategory DB - Income Category

Field name Field type Field Key |Req |Description
size
1 Category String 15 |X
2 Description String 50
3 BudgetAmt Currency

Items DB - Reunion Items

Field name Field type Field Key |Req |Description

Slze

1 Item String 20 |X

2 PreltemAmt Currency

3 ltemAmt Currency

4 AtDoorAmt Currency

5 Event Boolean

6 EventDate Date

7 EventTime Time

8 EventPlace Memo 50

9 Needs String 1

Lette rs.DB - Letters

Field name Field type Field Key |Req |Description
size
1 Title String 60 |X
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N

Date

Date

Text

BLOB

Optlons DB - System Options

Field name Field type Field Key |Req |Description

size

1 Slogan String 30

2 ClassOf Smallint

3 RDate Date

4 School String 30

5 SAddrl String 30

6 SAddr2 String 30

7 SAddr3 String 30

8 RAddr1 String 30

9 RAddr2 String 30

10 RAddr3 String 30

11 RPhone String 20

12 RFax String 20

13 REmail String 40

14 Graphic Graphic

15 RLetter BLOB

16 Anniversary Smallint

17 ReunionDate String 20

18 ContactPerson String 25

19 Optionl String 25

20 Option2 String 25

21 Option3 String 25

22 Option4 String 25

23 Option5 String 25

24 Option6 String 25

25 Option7 String 25

26 Option8 String 25

27 Nextlnvoice Smallint

28 Nextltem Float

29 NextAlumni Float

30 Dt Date

31 NextGuest Float

32 LetterName String 60

33 LetterTemplate String 60

34 LetterText BLOB 10

PhotoAIbum DB - Memory Books

Field name Field type Field Key |Req |Description

size

1 Category String 20 |X

2 SortOrder Float X

3 Caption String 60

4 Narrative Memo 10

5 Photo Graphic

6 PhotoDate Date

Reunion Trakker User Documentation

Database Table Specifications




erleId DB - Report Explorer

Field name Field type Field Key |Req |Description
size
1 TableName String 60 |X
2 FieldName String 60 |X
3 FieldAlias String 60
4 Selectable String 1
5 Searchable String 1
6 Sortable String 1
7 DataType String 60
8 AutoSearch String 1
9 Mandatory String 1
eroIder db - Report Explorer
Field name Field type Field Key |Req |Description
size
1 Folderld Autoinc X
2 Name String 60
3 Parentld Integer
rbltem db - Report Explorer
Field name Field type Field Key |Req |Description
size
1 Itemld Autoinc X
2 Folderld Integer
3 Name String 60
4 Size Integer
5 ltemType Integer
6 Modified DateTime
7 Deleted DateTime
8 Template BLOB
rbTabIe db - Report Explorer
Field name Field type Field Key |Req |Description
size
1 TableName String 60 |X
2 TableAlias String 60
Rexpense DB - Expenses
Field name Field type Field Key |Req |Description
size
1 ExpDate Date X
2 Desc String 40 | X
3 Category String 15
4 ExpFrom String 40
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5 Amount Float

6 CheckNo String 6

Rlncome DB - Income

Field name Field type Field Key |Req |Description
Size
1 IncDate Date X
2 Desc String 40 | X
3 Category String 15
4 IncFrom String 40
5 Amount Float

States db - US States

Field name Field type Field Key |Req |Description
size
1 StatelD String 3 X
2 StateName String 20

Suerat db - Survey Category Looku
Field name Field type Field Key |Req |Description
size
1 SCategory String 25 |X

TabIeASS|gn DB - Table Assignment

Field name Field type Field Key |Req |Description

size

1 Event String 20 |X

2 Table String 3 X

3 SeatAssign String 3 X

4 AlumID Smallint

5 Invoice Smallint

6 Comments Memo 10

7 FullName String 40

TaskLlst DB - Task List

Field name Field type Field Key |Req |Description

Size

1 AssignTo String 30

2 AssignDate Date

3 DueDate Date

4 Task String 100

5 Notes BLOB 100

6 Complete Boolean

7 TaskStatus String 15
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