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1 Installation and Registration

Installation

EPS is installed into your Windows system using an automatic Setup process. Once installed, you start
EPS by clicking on the icon created by Setup.

The installation should only take a couple of minutes:
1. Insert the CD into the appropriate drive.

2. *R WR 6WDUW WKHQ 5XQ D Q G\cath@idckldddar\Sdtupgtxe, MeKpresGhd LYH O
<enter> bar.

3. Push <enter> for each question that appears to accept the default installation.

[e2-E@Ry s eetiiza 6 x| 2a-] o)

” File Edt Wiew Insert Format Records Tools ‘Window Help &l x|

ZLC CATHOLIC CALENDAR ™
for CHURCH OF OUR LADY OF LOURDES
TODAY

AbD Book a Room / Schedule an Event

CHANGE
REPORTS Go to the Reports Library
INTENTIONS
GUESTS
SETUP
EXIT

Faorm View I_I_I_I_WI_’_

The default installation will place the program on your Drive C hard disk. This is best for optimal
performance. The installation also sets up EPS linked to the Demonstration Data File, which can be used
to familiarize users with the system, if desired. See Chapter 2 for linking (setting up) a new data file.
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Registration

EPS requires an unlock code before the software will run. The first step in using EPS is to register
and obtain the unlock your software. You will find a registration sheet in the front of this guide. Fill
it out and fax it to ZLC at the number shown on the registration sheet. We will fax back an unlock
code complete with instructions.

- EHEeRy|reas| e[z r Y% |Ea-|E)

” File Edit View Insert Format Records Tools Window Help

Register with ZLC Software

s RECISTER WITH ZLC

Date Trial System Will Expire: I Clear Oate

Church Hame: IEHLIHEH OF OUR LADY OF LOURDES Optional Features:
Church Telephone: [111]) 222-3333 o Uinlimited # Rooms
Enter UNLOCK CODE sent by ZLC IYDHPBH--AEGAHG--PTHEG
Register with ZLC Software
Az a Trial System this software will be fully functional urdil the sbove date. If you
elect to keep the systemn, ZLC Software Corporation will fax you s nevw Unlock
Code that will not have an expiration date
I I 1 I
[Farm Yiew UM

Unlock EPS:

—

To register the software go the Setup screen from the Main Menu.

Click on the Register with ZLC Software button.

Follow the instructions on the registration sheet.

Be sure to enter the registration name exactly as it is shown on the registration sheet.

Also enter the unlock code exactly as it is shown on the registration sheet.

Be sure the Optional Features boxes for your configuration are checked.

E.g., if your have purchase the unlimited room version of the Room Scheduler, plus the Event
Planner those two boxes would be checked. Ifall modules have been purchased all boxes would
be checked. Note: If you purchased the limited room version of the Room Scheduler leave the
Unlimited # Rooms box blank

Once you have filled in all the appropriate information click on the large Register the System
button. Ifyou get a message saying the package is not registered, go back over steps one through
four to ensure the information is entered exactly as shown on the unlock code sheet. Ifthe result
of clicking the Register the System button is that you are returned to the Main Menu, then you
are properly registered.

Once you have unlocked EPS proceed to Setup.
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MultiUser Installation

All of ZIsGprograms should be set up the samesevagiticationdti They work the same way on Wind
Workgroups (3.11) networks, Windetwsd®ksoV@Bidows NT networks, or on Novell networks. There
requirements for the file server, because all that happens there iethdéa girgieSlvafeCqatagfitens ar
running on the server).

For multser op@vatin a network situation, you must install the prdgratatmmanethehnaoseral way, then lin
each statorogram to the single shared data file on the file server. This arraaigenmehisdiiensaach u
selecticarsd other temporary tealessary for propgsenolerations. The station requirements are the sé
were being used to run the prafmaen(siagi@r). These station requirements are the same as for runn
ACCESHBIce the ZLC programs all run using ACCESS.

Here are the actual steps needed to acemaplisstdhationltiFirst, install the ZLC program onto each de
from the-RDM or diskette set. Then copy from one®&trerathiiardsdskh(network file server) the data
shared (usually CCDATAxx.MDB). On each station start up the ZLC prognanusgditartge SETUF
Compadryutton to tell the program where to find this sipatbdsdatafidatitin must always include a Drive
and click on REATTACH. AftéSyocegstulne Redttaelssdge, you should exit the program. The next
start it, you will be workingsiermdte on that statioveNguldariy making a change on one station (and
then going to another station to see the change reflected.

Finally, you may neexdgjisteethe ZLC program, if the shared data file has not previouslyitkeen regist:
information is stored in the data file, so each time you reattach to a meustinsedstdREHETRNG Yo
FAX information sheet on that data file. If you reattach to a data filenetjcinevas ik \@Euelyhregis
information already and will run appropriately.

MulttCompany and Multi Site Operation

ZLC programs let you set up any number of separate data files, and ‘@hahgectoatimaiieminsing the
SETUP. You are asked foritaeMBBdilefand its location (as a DOS path, including the drive letter),
will shift over to that specified data file. You can set up as many pathlesg datéhie ses glbatuwhshsan
site geographicalhg aUsLC program for multiple sites requires thsitepprepsattomulfiLC Software
Corporation.
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Installation Guide for Display-Only Stations

This CD contains two different ways to set up Display-Only stations for the ZLC CATHOLIC
EVENT PLANNING systems. You can set up as many of each type as you need (on a single local-
area-network). For each such station you must install from this CD one or the other type of Display-
Only program, then link that station into the single shared data file (which you must have previously
registered to ZLC Software).

The first type of DO station will only run the Today’s Events display only (either view: 3-in-1 or
single-list). It will automatically keep the display updated to be current, in case you wish to leave it
on all the time (unattended), such as a lobby display.

The second type of DO station will run all of the selecting and reporting parts of the ZLC Event
Planning system, but not allow any changes to the information. Thus, this is for your users who need
to look up activities more interactively, to see more levels of details, to check Intentions, even print
out Calendars for their focused needs, but who should not be setting up or changing the schedule.
They will need appropriate training and support, unlike the first type of DO station.

To install the first type, use Windows Explorer and go on our CD to the folder entitled:
DISPLAYONLY. Locate the file in it entitled SETUP.EXE and double-click on it, then step through
the installation process. Be sure to locate the program on a local hard disk, and do not try to run it
over the network - only the shared data should be out on the network. After the installation, you can
copy the startup icon onto the station’s Desktop (use START-SETTINGS-MENUS-ADVANCED or
call for assistance).

To install the second type, you do the same but use the folder entitled DISPLAYONLY-SELECT on
our CD. Locate that folders SETUP.EXE and run it instead.

Finally, the first time you run either type of DO station, click on SETUP and you will see that it just
brings up the Change Datafile and Reattach screen (If you set up the password on the SETUP
function on your own station, the DO stations will require that password to get to this screen). Use
this screen to attach to your shared data, and the DO station is ready to go.
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Setup

2 Setup

EPS has been designed so that very little setup is needed in order to initially operate the system. The
Setup screen contains the Church's basic information such as name and address, where you set up the
location of data files, and where the software is registered.

Setup is also where you enter the descriptions for Groups, Individuals, Music, Religion, Rooms,
Special / Reserved Days, Standard Liturgy, and Subject Texts. These descriptions are used on

“Lookup Lists” in the various functions within EPS.

Basic information

The basic information is name and address. Please note that the name ofthe church mustbe filled in
exactly as it is shown on the registration sheet, or the registration unlock code will not work.

- @Ry | seas| e[z r Y% |Ea-|E)

” File Edit View Insert Format Records Tools Window Help

Set Up User-Defined Lists and Choices

ETT Y [CHUFRCH OF OUF LADY OF LOURDES

Church Address: |1 23 Broadway

Church City: ISan Francisco

| N EZAE

Change Datz File

Chureh E-mail: |

AUTO Coriflict Testing?: ¥

Register with ZLC Software

[ Chureh Teteononc: | INEEEEED
Lockup L

GROUPS

INDIVIDUALS

MUSIC-ALL

RELIGION

ROOMS

SPECIAL § RESERVED DANYS
STD LUITURGY SEQUENCES
SUBJECT TEXTS

Faorm View

Batch Changes

Check DatesTirnes [Hility

PATH to Liturgy Document Files:
F:dataspeterliturgys

N B B T
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Other information on the Setup screen

Field title What it does

Auto Conflict Testing Ensures two events and / or rooms are not booked at the same
time.

Activate Security Enables security system for password protection.

How System Security Works

There are two security level to be understood in the ZLC Calendar system.

1. Administr&dPassword.

If you turn on the Activate Security? in SETUP, you can set up ditnatpasssti@atdidlpassequded tc
get into the SETUP screen, once you set it up. Then you can designate ete e thererdysirasad
who can change the location of files, the Lookup Tables, etc. Thmaarthehoaécsstalsi¢thénseps |
Titles L-ighat table can be called up from the BOOK A ROOM and the EDIiligkiR@ Ohisetabels by
of that data field.

2. ACCESS97 Groups and Users.
If you have Microsoft ACCESS97 othgouy @ocgutestivate additional levels of security, and you c:
design of the C&diodauats for certain screens and most reports. This is only recomméamded if you
ACCESS97 screen and report layoutuseooe deERH07 design functions, first'adtiviite ACCES
security (by assigning a password to user ADMIN), then you create GringoS angpb)sers doaEssCic
levels built into the ZLC Calendar program.

Here is how thislo

We have set up two Groups: CALUSERS and CALADMIN. If you set up thesthénal@roups o
members you set up in each group will have rights as follows.
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CALUSERSN run the Calendar program but not accessaaityraesgighjews nor

CALADMIBan access the design views, and thus change as desired, all of thedkepostsaadl of th
most of the AD@EDAMI screens. This can be a very good way to get the system miackedoser to |
things, but you must limit your changes to cosmetic changes and avaiddanyestiaectasadreleanges.
report inoperable, you may have to reload the original program to fix imgy o iecamgeetodathist vy
doing the following:

moving data elements around on the screen (without deleting any);

adding only kgpelelements and elemeritSi&ldinsthe

changing the colors, sizes, and fonts;

if an element is not desired, just set itstvibl@legthagpdtsn deleting it. (it is useful sometimes to
elements with Visible=NO to a strange color, so th&iestand out in design

aaa
Field title What it does
Change Data Path Tracks the location of the Church's data files. The data files

have the extension .MDB that contain the shared data tables.

Normally Change Data Path is used only when the system is
installed.

How to Create a New Data Set
6. Click on the Change Data Path button.

7. Enter CCDATAI14 at the Filename field - do not enter the .MDB extension (it will be attached to
the file name automatically).
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Note: The CCDATA14 file name may change when an upgrade is installed, requiring a
conversion from the old to the new.

8. Enter the data path onthe seconG OLQH LQ WE&HUIRRFMWPRWA ZKHUH / LV WKI]
where the data files reside, and directory is the name of the directory where the data files are
stored.

Note: EPS comes connected to Sample Data files. The filename is CCXMPL14.MDB. When
ready to set up your own data connect to CCDATA14; do not use the SampleData for your live
data files.

9. Click on the Re-Attach button to complete the change over to the new data path. The cancel
button when clicked reverts to the old data path.

aaa
Field title What it does
Register with ZLC Software See Chapter 1 Installation.
Batch Changes This function lets you specify a complete set of events and change

them all simultaneously. It can be accessed through Setup or
the Find, Change screen from the Main Menu

To use this function, you must specify a set of events with the
same Start Time, same Room, and same Title/Group. You
also specify the new values for those items it can change:
Time, Room, Parish?, Publish?, Intention? and Title/Group.
You will see a list of events with both the before and after
values, and must select Proceed to carry out the changes.
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Lookup List Maintenance These lists contain the descriptions for Groups, Individuals,
Music, Religion, Rooms, Special / Reserved Days,
Standard Liturgy, and Subject Texts

The descriptions entered here are used on "Lookup Lists” in
the various functions within EPS.

There is no limit to the number of positions / activities / notes
that may be entered on Lookup Lists.

List titles may not be changed, but list content is accessible at
any time.

Order of Lookup List Set Up

l|. Groups.

2. Individuals.

3. Rooms.

4. Special / Reserved Days.

5. The remaining lists can be done later.

How to Add, Change or Delete Lookup List information
1. Place the cursor / arrow in the list you want to work on and double click on the mouse.
2. To add to the list click on the blank line at the bottom of the list and enter the appropriate

information Click or tab to the next field and enter the appropriate information. When you exit
that line, it will be saved automatically.
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Note: Ifyou leave a "key" field blank or enter a duplicate value, you will get an error upon the
Save. Use the Esc key to undo the error and the proceed.

3 Tahangthe listcklion the Title field you wish to change and type over the old inform&étzh. Click c
and change that information if it changed when the Title field data changed.

4. To deletefrom list click on the column to the far left of the line which contains the item to be
deleted. Press the delete key, when the OK message appears press the Enter key.

5. Multiple deletes You can delete a group from a list if the items are consecutively listed, that is,
one follows the other.

Click on the “record selector" box at the far left end of the first item to be deleted.

Click on the last item to be deleted while simultaneously depressing the Shift key. All ofthe items
will be highlighted.

Press the Delete key, and click on OK.

aaa

Field title What it does

Path to Liturgy Document Fileis is an optional advanced function which allows you to access Worc
out the Presid&ook.
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3 Room Scheduling and Event Plar

The Book a Room / Event sediidivehtelaiining System is the area where information as to time,
activity, for a specific room / event is set up. This is the functioniwhiekianttially books the roo

@, CATHOLIC EVENTS CALENDAR - [ADD NEW EVENT] [_[&] x|
M-HaRy ikey o ee(siYe T d % Da- g
File Edit Wiew Insert Format Records Tools Window Help ilﬂ
RETIEH canceL | print

E@IZE  BOOK A ROOM/EVENT EXaET
TIME / DATE ACTIVITY
Mo Wk Day Wk Mo | Liturgical Event? |
Dote (R | —f || l=l+l] Tuesaay
B0 15 1 1 15 &0 1 I:DO'urs Spon. Meeting? ||
Time. 12:00 PM ;I - I |+ |+ I;I Qutside Rental 2 P
riil. 1:00 PM | -]- Parishz| | | |_FoodRequest?
. _I_Im!uél;l;l ,%F work orderz| [
Waorkshop2| [
Engaged Couple ? r
_ | | Setup Time fminutesy D Room Start Time: 12.00 PRt Bap. Workshop?| [
Frequency: I - SET UP RECURRING Category: I ;I
Tile: £ EEOETH Selzct Room FOEAon |
Participants: ] L. | 1 Roam One -
Fresider: R I 2 Room Two
Statt: o I 3 Room Three
Evert Setup: 4 Room Four
5 Roorm Five
[ Roorm Six |
Frm [ 1 e

This is the Book a Room screen. When odfsenirtbéuResareSgheduler screen Bataisit@esiasXxif
to thdctivityoxes which lead to screens on which very specific information regarisgnihietevesd.and it
TheActivitpoxes may still be used witld&leoio Bategorize the event; only the details will not be availa

Overview

Use the ADD function on the Main Menu tcARD@MecEBE@OKoN which you specify the Basic event in
The absolute minimum required forthen®atevehimes, and a Title / Group. Assigning a Location is C
options are the Presider, Staff and Setup Notes, and the Activity categorization / details.
Throughout the system, when you leave a screen it automatchllgrsavasgesw r8oardse you start fillin

new event, it will exist unless you use the DELETE button before leaving the screen.

The SAVE button saves the event without leaving the screen (until yeuadboeatfgmu cantiestantly
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ESCAPE key). Also, when you SAVE or RETURN, the system will chdskliat arny scndititedith asee
the same room during the same time period (It will show you all sualpcemitiotiyg events in a pop

Another feature of the ADD function is to track Special Dates and ResBated Ratsbok vhatFita Sipe
that day just below ihetidate area. If you try to schedule an event on a Reserved Datat itha system
Reserved Date.

Getting Around on the Screen

There are a few basic mouse clicks and keystrokes you should know iraoydecreemavé B uvid sasi
of these keystrokes will help significantly in the openatibos ar gvgprutgd explanation see Appendix

10. Exiting screens In the upper left hand comer of each screen (excepts reports) is an icon of an
open door. Click on this icon to exit. Some screens will have the word Return on them; in that
case click on the word to exit.

11. Save. Use this button to save new information or information on a room and event that has been
added or changed.

12. Next. Takes you to a blank screen to add a new booking.

13. Same Date.This box is related to item 3 above. When checked EPS will automatically enter the
date that was used on the previous entry. Ifleft blank the sytem will use the current day’s date.

14. Cancel. Click on Cancel to clear the screen.

15. Print. This function will print the screen contents directly to the printer.

16. Record buttons and arrows. Some screens have these items located on the bottom left side of
the screen. The first number shown indicates the record number (i.e, entry) the cursor is resting
on.

17.Scrolling.

PgUp and PgDn. To move quickly through a list use the PgUp and PgDn keys. Use of these

keys located on the computer's keyboard moves the cursor through the information on the list one
screen at a time.

ZLC Software Corporation 13 The ZLC Event Planning System



18.

19.

20.

21.

Ctrl + Home. Simultaneously depressing these keys moves the cursor to th first data record for
information shown on the screen.

Ctrl + End. Simultaneously depressing these keys moves the cursor to the last data record of the
current list.

Arrows. Use ofthe directional arrows (up, down, left, right) located on the computer's keyboard
moves the cursor from field to field, one field at a time.

Tab. Moves the cursor forward from field to field, one field at a time.
Ctrl + Tab. Moves the cursor back one field.

Data fill. Many fields have look-up lists which have been defined in Setup. Also, there are many
search functions in Event Planning System. Data fill is a method for entering this information
using a shortcut. Simply enter the first letter(s) of the item and Event Planning System will fill in
the remainder as it identifies the letter(s). When the name or item you want appears press the
Enter or tab key.

How to Book a Room

From the Main Menu clidkldouttom.

Time / Date

. Dates may be entered using the buttons to the right of the date field, or by just typing the date.

The plus and minus buttons under the Mo, Wk, Day, Wk Mdabels are for one unit at a time.
That is plus / minus one day, one week, one month. Using these buttons simplifies data entry.

Time (from beginning to end) may be entered in the same fashion as the date. See step 1 above.
Do not include setup time here, that is done a little later; only include the starting and ending time
of the actual event.

The Avail button will produce a screen listing of everything scheduled for the specified date.
Room Scheduler automatically searches for availability and will not double book a room.

However, this screen is useful to view what else is happening that day.

Parish and Publish. Check either on or both of these boxes to enhance printing selection options.
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5. Setup Time. Click on the plus button to enter the amount of time allowed to get the room ready
before the event begins. Conversely, use the minus button to reduce the setup time if you need to
modify it.

6. Set up recurring. Select the frequency of the recurring event from the lookup list. See separate
section below for a detailed explanation of how the recurring function works.

People

1. Title/ Participants. Click on the arrow to the right and select a participant (or double click on the
Title / Participarts shaded title area). If the participant is not on the list, enter the name
manually. (See Chapter 2 to permanently set up a new name on the Lookup List.) This field
must be have an entry.

2. Presider and Staff. These are optional fields. To select a Presider or staff member either select a
name from the Lookup List, or enter in the name. (See Chapter 2 to permanently set up a new

name on the Lookup List.)

3. Avail. This button appears by each of Title / Participants, Presider and Staff fields. When used a
list appears on the screen that shows what that person is already booked for on that day.

4. Event Setup. This area is available for any notes you may wish to enter concerning the event.
Location

1. Select the room in which the event is to take place from the list shown on the screen. (If the
room is not listed, go to Setup and enter it through Lookup List Maintenance. See Chapter 2.)

2. Avail. Shows the times for which the specified room has already been booked.

Recurring Room and Event Scheduling

There are two types of Recurring Event entries which may be set up ircBBysatitbsedetdeteimachby F
by DagfMonth. The Frequency type is based upon the number of times an evérdtotbagimsnl the st
instance, if a Church holds a Spaghetti Feed on the tenth of each montk,arabyoiowanldnike tpesch
for this purpose you woulseadéptikecurring fatdety

The Day of Month function is for an evanthkataueudsy of every month. Using the Spaghetti Feed
above, let us say that the Feed falls on the third Wednesday of eagiomawoiind EeBXisitfperof entry

Recurring Acorgen.
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EPS will check theseedm is available for all the recurring dates requested. It will dsoddteslare see t
Reserved Special Dates

You will be notified when there is a conflict in dates you will notifiedraadéthe dppteuijpusimsnto

@, CATHOLIC EVENTS CALENDAR - [RECURRING EVENTS SETUP] MEE
M-EHaRy|rnay|veesizaya%|Ea- |0
File Edit Wiew Insert Format Records Tools Window Help ilﬂ

ATl SET UP RECURRING ACTIVITY  [Riois

Month

12:00 Pht Thursday 3/18/99 EVENT:
1.Hours  FREOUENCY: DCCASIONAL ROO
Mumber of times to repeat: || Finzl Date:

ou can enter either the number of times to repest, or the final date
W will compute the other number as needed.

This process will copy the current event the specified number of times,
changing only the Date for esch nevy event scheduled.

The new everts will be listed, for your spproval f adjustmert, before
finalization. Of course, reserved Special dates cannot be booked

PROCEED | CAHCEL

Faorm View I_I_I_I_WI_’_

Frequency Method of Recurring Activity

From the Main Menu select an®acb&kaoRdbatton.

1. Fill in the appropriate information in the Time / Date, People, Activity, and Locatiaras.

This is an important step, if the information is left blank EPS will not know how to
schedule the room / event

Information such as the date, event and room number is automatically transferred to the next
screen (discussed in step 2).

2. Click on the pull down menu next to the Frequencyfield of the Time / Date section. Select one
of the following: annual, bimonthly, biweekly, daily, monthly, occasional, one-time, quarterly,
semi annually, semi monthly, or weekly.
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From the Book a Room screen, click on the Set Up Recurringbutton.

1. Enter the frequency of the event in the number of times to repebbx. Tab to the Final Date
box. This date is automatically calculated when the frequency is entered. (Conversely, if you
enter the ending date first and tab back to the number of times to repeat box the frequency will be
calculated automatically.)

2. Click on the Proceedbutton.

@, CATHOLIC EVENTS CALENDAR - [RECURRING EVENTS SETUP] MEE
- EHery peEaycleeE ]z ab%Ea] o
Day Of M Onth M eth od File Edit wiew Insert Format Records Tools Window Help = x|
3 .. RETURH [ BF2 L) ) H RH A
Of Recu rrlng ACtIVIty 1200 P - Thureday 3218299 EVENT:-AA Women's Hap
1. Houre ROk 2
This tunction will creste this evert Final Date:
. . o 3rd Thursday of each month for morths . 31300 Friday
From the Main Menu select and click !
This function should be used whenyou want to set up mestings for the
'zame day of the week, and the same week of each month. ¥When you
on the BOO k a R00mbutt0n lenter the number of morths to repeat, the final date and day is shown

wwhen you click on proceed. this process will copy the current event the
specified number of time=, changing only the Date for each new event
scheduled

I. Fil in the appropriate
information in the Time / Date,
People, Activity, and Location
areas.

The neww events will be listed, for your approval f sdjustment, before
tinalizetion. Of course, reserved Special dates cannat be booked

CAHCEL

Faorm View I_I_I_I_WI_’_

This is an important step, if the information is left blank EPS will schedule the incomplete
room / event many times.

Information such as the date, event and room number is automatically transferred to the next
screen (discussed in step 2).

2. Click on the pull down menu next to the Frequencyfield of the Time / Date section. Select
monthly.

From the Book a Room screen, click on the Set Up Recurringbutton.

1. Click on the Day of Monthbutton.

2. Enter the frequency of the event in the This function will create .box. Tab to the Final Date
box. This date is automatically calculated when the frequency is entered. (Conversely, if you

enter the ending date first and tab back to This function will create. the number of months will
be calculated automatically.)
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3. Ifyou need to set up an event that falls on more than one day during a month, for example, the
first and third Wednesdays of each month, create two Day of Month recurring entries. Changing
the Spaghetti Feed to twice a month, the first Wednesday of each month, and the third
Wednesday of each month would require a recurring entry for each day.

4. Click on the Proceedbutton.

Reviewing Scheduled Recurring Events

@, CATHOLIC EVENTS CALENDAR - [RECURRING-EVENTS] HEE

|- H SRy see o ee(HUvE T d % |Da- 6

” File Edt Wiew Insert Format Records Tools ‘Window Help &l x|

.. EVENTS TO CREATE

PEOPLE
4/12/99 Monday 2 AA Spaghetti Feed Name1

12:00 PM2. Hours Category:
2D OT1] Canflicts?: [~ staff: Namel

Skip This Date sl | | ew Conflists | Spedial Date? [ Descrlmmn:l

4719799 Monday 2 AA Spaghetti Feed Namel

12:00 Phi 2, Hours . Category:
2:00 P Conflicts?: ™ Staff: Name!

Ship This Date? [ [ Mew Contiits | specisl Date. [ Description: |

4/26/99 Monday 2 AA Spaghetti Feed Name1

12:00 P 2. Hours - Category:
200 P Conflicts?: [~ Staff: Name!

Sk This Date? [ Mew Contlists | Special Date? [ Description |

573793 Monday 2 AA Spaghetti Feed Namel

12:00 PM2. Hours - Category:
o 0T1] Canflicts?: [~ Staff: Namel

Skip This Date? [ | Mew Contlits | Special Date?: [ Descrigtion |

(5710799 Monday 2 AA Spaghetti Feed Name1
12:00 PM 2. H = Category:
2:00 P o Canfliots?: [~ Staff: Namel
Ship This Date [ | Mew Contliots | Special Date?. [ Description: |
This list shows the recurring events you have specified. If you proceed, all will be created except
those entries showing conflicts. Or you can cancel and set up this entire recurring set with a
different starting date. LI

Record: 14 4| 1 |>I p4| of 10

‘Check here ko MOT create this event...

DATE

N B B T

above it will not be scheduled.

After you have scheduled Recurring
Events using either the Frequency
or the Day of Month method, a
report will appear on screen. Thisis
a preliminary report showing how
your request was handled.

There are several key fields on this
screen. Here are their functions.

Skip this date?This is the only box
on this screen that may be used as a
manual override. When this box is
checked the particular date shown

The following items also appear on this screen, however they may not be changed from this screen.
To make changes that affect these items. You must change the original entry before runnint the

recurring process.

Conflicts? An X in this box indicates a scheduling conflict, i.e., another event has already been

scheduled for this date.

Special Date?If a holy day or any other special date that you've set up, this box will be checked.

View conflicts. Shows a list of the events already set up for the same date and time.

Proceed. Creates the events listed. You must go the individual events to make any changes. Once

this function is run see Section 4.

Cancel You can still cancel the entire set of recurring events at this point )except the original entry.
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Corrections to Recurring Events

If a whole sequence of Recurring Events is setup incorrectly you can use the Batch Changefunction
to adjust the events. This function may be accessed through Setup(see Chapter 2), or through Find,
Change or Delete Eventsce Chapter 4).

Deleting Recurring Events

Sometimes it is simpler to delete a whole sequence of entries and then set them up again. This is done
by selecting the whole set of entries. To select a group of entries go the Find, Change. Or Delete
Eventsscreen and select By Group and / or By Room. Then delete the entries from the View List
screen (this is explained in more depth in Chapter 4).

Batch Changes

This function lets you specify a complete set of events and change them all simultaneously. It can be
accessed through two screens: Find, Change or Delete Evendsd Setup

To use this function, you must specify a set of events with the same Start Time, same Room, and
same Title/Group. You also specify the new values for those items it can change: Time, Room,
Parish?, Publish?, Intention? and Title/Group. You will see a list of events with both the before and

after values, and must select Proceed to carry out the changes.

The Batch Changes is also explained in more depth in Chapter 4.

3.2 Event Planning

Overview

The optional Event Plasmmmgaaghides include planinscgedets foditiwgical events. Liturgical Event Planni
tracks the details for Weddings, Baptisms, Memaiadd, ittmgy P Edigirgical events include tracing detai
for Sponsored Meetings, Outside Rentals;kFOodkEs raive Wéokshops.

Event Planning is done from the same screen as Room Scheduling. Ta@cadstierdheRiaaning dir

Liturgical Event ot.dWgical Event, then click on the type of evenDdanaiiyitolcfooththevent (this takes
you to the area where all the pertinent detail information is set up).
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Liturgical Events

For a Liturgical Event clickuogy
Eventiutton at the right side of th

@, CATHOLIC EVENTS CALENDAR - [ADD NEW EVENT] = ES

” File Edit ¥iew Insert Format Records Tools window Help

&) x|

The following choicefimtbébuttoffi | = #=—| =l=l=l=l=l=]
will appear: e G :|| ﬁ ﬁ :I|

Liturgy Detail (church setup)
and Liturgy Plan

Baptism

Wedding

Funeral / Memorial

= [l | Setup Time fminutest 0 Room Stat Time: 12,00 PM

Frequenc\f:l -]  SETUF RECURRING Category: | =1

| Liturgical Event? |Iv
5104 a0 U

a view of the events surrounding this time period. |
For

W LmURGY DETAIL

1 Hours Intention?
Baptism?| ¥ Tgercneral
Parish?| v ——
_|7 FuneralMemorial?| ¥ AAEDRRCIRETA
Ecurnenical?| ¥ MEMORIAL DETAIL

Select Room ILOTEATITOIR M

T AL I CH Church

R | P Chapel

oy
FEOFLE
Title: £
Participants:
Presider.
Statt:
Event Setup;

R | P Paulist Chapel

‘20 - unigue identifisr

N B B T

Ecumenical (no detail screen, HUse _ds _dgo
indicator for informational purposes)

NonLiturgical Events

A Nochiturgical Event may bdesating tngurgical EvesxDlank. When the box is blank the following chc

available:

@, CATHOLIC EVENTS CALENDAR - [ADD NEW EVENT] HEE

B-HESRY 4R v 0@ iYea - 6w da- g

File Edit Wiew Insert Format Records Tools Window Help

&) x|

CAHCEL | PRINT

RETURN | sAvE | MEXT =lele " =-Tele
v
TIME / DATE
AL

Mo W Day Wl Mo

Dote (R | —f || l=l+l] Tuesaay

ACTIVITY

Liturgical Event? |

&0 15 1 1 15 &0 1 I:DO'urs Spon. Meeting? r
Time. 12:00 PM ;I - I |+ |+ I;I Qutside Rental 2 P
until. 1:00 PM i parishz|/| | |__FoodRequest?
—I—Im!uél;l;l EEE work orderz| [
Waorkshop2| [
Engaged Couple ? r
_ | | Setup Time fminutesy D Room Start Time: 12.00 PRt Bap. Workshop?| [
Frequency: I - SET UP RECURRING Category: I ;I
U
FEOFLE LOCATION
Tile: £ [EEOLE | Selzct Room |
Participants: ] L. | 1 Room One -
Fresider: R I 2 Room Two
Statt: =] [awai | 3 Room Three
Evert Setup: 4 Room Four
5 Roarm Five
B Roarm Six
- e P deie = |
‘Fnrm View ,_,_,_’_W,_’_

ZLC Software Corporation
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Sponsored Meeting
Outside Rental

Food Request

Work Order
Workshop

Engaged Couple
Baptismal Workshop

You can tell the iNmgicatsen from

the Liturgical section by the color of tt
buttons (NL = purple; L = yellow), and by
types of activities listed, and by the activi
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3.3 How to Set Up Intentions

Ia\_EATHDLIC EVEMTS CALENDAR - [ADD MEW EVENT] HEE
M-HaRy ika v o e[t Ye T d % da- 0
EIES

Since it is not known who will have
the begingiof a year, two steps are if]
establishing Intentions.

File Edit Wiew Insert Format Records Tools Window Help

Mo
L “d-l-fsl-1+|} saturday
far

1 Hourg

iR

. . . Time: 9:00 AM jl:l;l;lilil
The first is to set aside the dates anfi| w wwam | /(L

Intentions allocated to the upcominglll

| | Setup Time drinctest 1 Foom Stad Time: 800 £

usually a year. This sets up the fu Freueey reey =] | serurecurems | | coteoory | 5
Intentions. Tile ¢ LEEOFLE | S o LSS0 |

Participants: (Mass i .WmL.l
Presider: - AL, | CP Chapel
Stalf: ] M PC Paulist Chapel
B ) . Event Setup:
The second stegtiagdmls a specific dq
time for an Intention as it is rese}}
Form tiew I 7 =

information will include the specific xesnaton
on who / what the Intention is for, who
requested the Intention, and pertinent other information.

Step -IReserve Futureiren

This step will set aside dates and times for Intentions which are fosactpasificyednne tiaamaa)e (

Completeness of Entries
[is very important that the steps outlined below be followed
iplfull. If information is left off the Intentions will not
phedule correctly.

I
—

[72]

To reserve intentions faio Meand select:

Add Book a Room / Schedule and Event

1. Enter the beginning date for the series.
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2. Enter the time: from and to.
3. Select the frequency (e.g., weekly)

4. Under the Peoplesection on the first Title / Participantdine select the description from the pull-
down list, or enter a title using the keyboard.

5. Go to the Liturgical Event?Box and check the box — you can either click on the title or directly
on the box.

a. Click on the Intentiontitle or box.
b. Select from the Categorybox Intention

7. Go to the Locationsection and click on the appropriate location on the list.

8. Click on the Savebutton.

9. Click on the Set Up Recurrin@utton. This brings up the Set Up Recurring Activitycreen:
a. Enter either the number of times the event is to occur (e.g., 52 weeks for a year -- the ending

date will calculate automatically), or the ending date for the event (e.g., the last month, date,
year; the number of times the event is to occur will calculate automatically).

M-EHaRy|reay v eesizaya % |Ea- 0

File Edit ¥iew Insert Format Records Tools ‘Window Help =] x|

ATl SET UP RECURRING ACTIVITY  [Riois

Month

4:00 A Saturday 141400 EVENT: Mass
1.Hours  FREQUENCY: WEEKLY ROOM: CH
Mumber of times to repeat: |S3 Final Date: | 123100 | Sunday

ou can enter either the number of times to repest, or the final date
W will compute the other number as needed.

This process will copy the current event the specified number of times,
changing only the Date for esch nevy event scheduled.

The new everts will be listed, for your spproval f adjustmert, before
finalization. Of course, reserved Special dates cannot be booked

CAHCEL

Forrm View ,_,_,_’_W,ﬁ’_
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b. Click on Proceed When the process is completed a new screen showing the unreserved
intentions appears. Check this screen and remove any dates for which you do no want an
intention (for example at Easter) by clicking on the Skip this Eventox.

c. Exit.

10. Go to the Intentionsscreen from the Main Menu to check reserved Intention dates and times.

Step 2- Enter Intention Information

This is the time to enter the name of the person / group the Intention is reserved for, in addition to
other information discussed below.

To Reserve An Intention:

1. From the Main Menu select the Intentionsscreen.

@, CATHOLIC EVENTS CALENDAR - [INTENTIONS] HEE
B-HeR¥|sme o ee(fiYa (4 % |@a- 0
File Edit Wiew Insert Format Records Tools Window Help ilﬂ|
RETURN | SAVE ELDWIAT | SR PRINT i’
| INTENTIONS e {500 |
INTENTION-DON't SCHEDULE YET Oate: 12/24/97 Wednesday Tm=
(e M [D OM't SCHEDULE YET
Stipend Requestor: DorlL D
Telephane: | |
INTENTION-For the Peaple Date: 12724796 Tucsday | Tme
intertion? ¥ [For the People |
tipend: | Fequestor [ EED D
Telephane: | |
INTENTION-For Those Who Live with HIV Date: 1241796 Sunday Tima: 11:00 PM
intertion? ¥ [For Those Who Live with HIV |
stipend: | Fequestor:| EED
Telaphor\e:l |
INTENTION-Carolym Jane Dutro Date: 12/2/96 Monday Time: 7:30 AM
intertion? ¥ [Carolyn Jane Dutro |
Stipend: | Fequeston| EED @
Telephor\e:l
INTENTION-Frances Hueston Oate: 1242796 Monday Time: 12:05 PM
Intertion? ¥ [Frances Hueston |
Stipend: | | Requestor:[ Joorto] |
Record: 4] ¢ I 1k IN r#| of 878
[Form tiew = rar |

2. Locate the date and time for the Intention you wish to reserve. Use the Show Availabl®éutton to
bring up all open dates and times.

3. Enter: Requestor, telephone, stipend, indicate D (deceased) or L (living).

4. Click on the Savebutton.
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Annual / Periodic Process

The above steps are meant to be followed the first time augroup afdsentemtsysasst(or periods) there
easier process.

1. Go to Changefrom the Main Menu.
2. Click on Intentions.
3. Enter new range of dates by clicking on Today and Future

4. Click on View List Scroll down to end of list. Locate last intention from the last year’s (or last
period’s) series.

5. Click on Change booking.
6. Go to recurring button and recur for another year.

7. Follow above instructions from Step 1 items 9 and 10.

3.4 Other OptionaDAsld
Other optionabaddnclude: BaptidrRabtamital Workshops, and GuestMaster.

Baptismal andVRretal Workshops
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R AR S A AP AR A A= =R The Workshops let you create a list
File Edit Wiew Insert Format Records Tools Window Help ilﬂ| L. i . .
rerum | save | '“E;'ﬁ]""?ﬁfm —— T participants and maintain their status.
WORKSHOP . LT OF TTEOS desired, you can also maintain an additic
INFORMATION ! o lee| . .
¥ #ppliedz [ signed Up? [ Confimed?
- T O planning screen for each set of participe
tlos | . . o .
| with full baptismakoaptal information.
COORDINATOR:
I
DESCRIPTICNM:
FEE: REGISTRATION DATE:
| 0.
Record: e | [T 1 o lwmilrt]ef 1
Farm View I_I_I_I_WI_’_
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The GuestMaster Option

The Guests function is a separate
guests, with their relevant informaj

To enter a guest:

1. From the Main Menu select
Guests

Click on the Newbutton.

Enter the guest name, arrive
date, depart date.

@, CATHOLIC EVENTS CALENDAR - [GUEST MASTER]

PRI A Y =R

File Edit ¥iew Insert Format Records Tools ‘Window Help =] x|

SEQ.# GUEST

rerven | save | ww | GUESTMASTER o

ARRIVE DEPART ROOM J BED ¥ BT, GUEST OF

[10714/97 [10/25/97 [G-4 (2T) ExtB34 = J[Dariel . McCatler = ]

Print Key-Hote | Print ign | |

Gloria Collier & Eileen Duggan
Hotes:

Norma & Betty Keough [10/15/97 10720797 [G-2 (1Q) ExtB32 - |[Daniel £ McCotter ~ ]

Motes:

Print Key-Note | Print Sign | |

Frank Diskin. C5P

Hotes:

[10717/97 [10/24/97 |45 (2T) Em825 |- |HOUSE |

Print Key-Note | Print gign | |

} |George Helmich. CSP

[10717797 [[10/19/57 41 (2T) Ext841 = [Charles . Donove =]

Print ey-Note | Print sign | |

Hotes:

Joseph Gallagher, CSP

Hotes

[10719/97 J10/24/97 [4-4 10) Ext824 - I HOUSE -I

Print Key-Notz | Privt sign | |

George Helmich, CSP
Hotes:

Record: 14 4| 4k |>I k4| of 18

‘Fnrm Wigw

[10/23797 1271797 |41 (2T) Ext841 ] [Charles 5. Donove x|

Print Key-Notz | Privt Sign | |

I~
N B B T

Select the Room / Bed / Ext.
from the pull-down list.

Click on Save

Other Guest Functions

Print: prints a guest list.

Select the Guest offrom the pull-down list.

Deletions: to delete a guest from the register simply click on the Deletebutton.

Print Key Notes: prints an envelope to hold key.
Print Sign: prints sign with Guest name for the door.
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Locating and Viewing Events

When you wish to view or change sshaldedely gemmerated by EPE,uSkdhge or DeldtenEwrenisn

the Main Menu.

4 Find, Change or Delete Eve

The screen that appears after yourhayeEeagedr Delete callediSedect Which Calendar Activities t
Viewcreen. Any changesms ttekstisting scheduled itaerftsriisedenty has been selected using the S
Calendar Activities screen. Groups of entries such as recurring eveméesforagdalstnbent elededdtfoom

Find

As mentioned aledustistep in modifying events is to locate, or find the event you wilshutstEnge.

M-HaRy ieey| o ee(si e A% Da- 0

File Edit Wiew Insert Format Records Tools Window Help

|

All Liturgical Events ||_

Sefect Types to include

SELECT WHICH CALENDAR ACTIVITIES TO VIEW:

Demonstration of Calendar Printing...

Mon-Liturgical | r

activities associated with
one Room, one Staff

or one type of activity, you
can specify that here:
RESET - TO INCLUDE ALL...

PRESIDER
I CATEGORY

Interdion?| [ Sponsored Meeting?| [
Baptism?| [ Outside Rerdal?) |
wedding?| [ Food Request?] [
Funeral Mernorial?| [ Guest Master?] [ |
Ecumenical?| [ Work Order? [
wiorkshop?| [
Parizh Ur\ly?F Not Parlsh"F " Engaged Couples® [
Baptism workshop?| |
ALL TYPES |
If you wwant to views only ROCM e

STAFF

Which dates do you want to include?

I 1M/00 12/31/99

&) BLL DATES

J TODAY ORLY

) THIS WEEK

3 MEXT WWEEK

.} THIS MONTH

3 NEXT MONTH

J THIS YEAR

.J TODAY AHD FUTURE

Wiew Timeline | Wiew List

Print Timeline Print List

View / Print a Calendar

member, one Group, and / PARTICIPANTS A

Batch Changes

Faorm View

N B B T

7. Find the event, or events, using the Select Types to includection.

8. Specify the details using specific information, under the Select Typet includefunction..
9. Tell CPS the date, or date sequence, using the Which Datesselection function.
10. View the entry to ensure you have the correct one by selecting the view from the buttons to
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the lower right of the Select Calendar.screen.
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The SelectWhich Calendar Activities to View Screen

The following is a guide to use to select events for viewing and modifying.
1. Select Types to Include.

1. Liturgical. Select the type(s) of event: Intention, Baptism, Wedding, Funeral / Memorial, and
/ or Ecumenical. More than one type may be selected at a time. To include all types use the
All Liturgical Eventsbutton.

2. Non-liturgical. Select the appropriate type (s): Sponsored Meeting, Outside Rental, Food
Request, Guest, Work Order, Workshop, Engaged Couples, and / or Baptism Workshop.
More than one type may be selected. To include all types use the All Liturgical Events
button.

3. Indicate if you wish to include Parish Only, Not Parish, Publish Only, Not Publish Oy
clicking on the item so that a circle appears in the box next to the title. See Chapter 3 for an
explanation of these items.

4. All Types. Use this short cut when you want to include all events. When All Types is used
CPS automatically selects all Liturgical and Non-Liturgical items to view or modify.

2. Select details to include.This allows you to specify events assigned to specific rooms, staffand
so on. The choices are: Room, Staff, Participants, Presider, and Category. To use click on the
arrow on the pull-down menu next to the item, then make your select from the menu.

a. Reset- to include all. Use this feature to include all the detail for all the items mentioned
under the select details to includieeading above.

3. Which dates do you want to include?This part of the screen provides further clarification as to
the dates you want to include in the view, or to modify.

a. Enter a range of dates in the boxes under the heading. To view only one date begin and end
with that day’s date, e.g., 3/1/00 - 3/1/00. To view a month enter 3/1/00 - 3/31/00. Or go
directly to item 2.b below.

2. Click on the box that best describes the date you want to view: The choices are: All Dates,
Today Only, This Week, Next Week, This Month, Next Month, This Year, Today and Future.

How this works: If the date shown in the box is today’s date and you click on Today Only
CPS will automatically select the current day’s scheduled events. By using Today and Future
CPS will select every scheduled event from the current day onward.
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3. Viewing your selection Once
you have specified the criteria

. . . @, CATHOLIC EVENTS CALENDAR - [SELECT CALENDAR TO PRINT] MEE
for viewing you may view the |l|g-Gl@ae |l e > c® 8% YH (8% Do 2
Scheduled eVeIltS 0I1 the SCI'eeIl, File Edit Wiew Insert Format Records Tools Window Help ilﬂ|

in a number of wavs EI BUILD A CALENDAR PRINTOUT:
u ways:

Select Paper Size:
View Timeline. Select Row-Size:

Print Timeline 2 ¢ Veoke v Pee

Select the Start Date: View Then

First Day of Week: [Sunday — - ;I c F;Iin:l
alendar

View List
Prmt LlSt Select @ honth |—;[;|j

. . Adiust Starting Date: [ 271798 | ;l ;l Plus 2 Weeks | I"| Show Hames of
View / Print a Calendar Sundey

Select Details to Include: . Title + Presider + Sstup Notes Help with
.9_ A Title Only |2 Titie + Fresider__| Calendars

Form View T

A more detailed description of

how to print reports is located in
Chapter 5.

4. Changing or deleting the event.

a. Individually scheduled eventsare changed from the View List mode referred to in item4.c
above. From the View List screen locate the event, and click on Change Bookingr Delete

@, CATHOLIC EVENTS CALENDAR - [SELECTED EVENTS] |8
” File Edt Wiew Insert Format Records Tools Window Help 1= x|
i ... SELECTED EVENTS LIST
p 651798 Mon 2 SLAA-Augustine Fellowship
12:00 PM 1. Hours Presider: Staft: Peter J. Zografos
Setup Time . o
100PM_Delete -Meeting
5/1/98 | Mon HH  |AA-Pax West (Men Dnly) EEE
12:00 PM 1. Hours Prasider: Statt: Peter J. Zografos BOOKING |
Setup Time . o
1:00PM  Delete -Meeting
6/1/98 Mon 1 AA-Nooners CHANGE
12:01 PM 1. Hours Prasider: Statt: Pater J. Zografos BOOKING |
Setup Time . e
1:01 PM _DeFﬂ_I -Meeting
6/1/98 | Mon 6 | AL-ANDN CHANGE
12110 PM 7 Hours Presider. Staff. Peter J. Zografos BOOKING |
Setup Time _ S
12:50PM__Dekte | -Meeting
6/2/98 | Tue CH |St Maiy's Chinese School CHANGE
10:00 AM 1. Hours Presider: Staff: Daniel McCotter, cSp_BOOKING |
j:‘”;gzm o Setup: Graduation Prastioe
6/2/98 Tue 2  |CODA-Tuesday TATRE
12:00 PM 1. Hours Fresider: Sttt Peter J. Zografos BOOKING |
Setup Time 7 e
1:00PM  Delets -Meeting
6/2/98 | Tue 3 DA-Sleps & Traditions EEE
12:00 PM 1. Hours Fresider: Staff: Peter J, Zografos BOOKING | |
Record: 4] ¢ I 1k IN F#| of 465
[Form tiew ] [mora [SerL [
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b. Batch Changes. To make
M-m|§@:&|g,ggp\g@mm@v|.ﬁ\>*m|-ﬂ;3-|@| changes to a group of common

File Edit ¥iew Insert Format Records Tools ‘Window Help ilﬂ entrles Select the Batch Change
BATCH CHANGES

e S function. Fill in the appropriate
Part\l\lll::;:ts: Parlili‘g:r:ts | ;I Change FrO n'data al’ld Change TO
Select Room: |1 I | Select Room: | | .
Time: [ 1:30 PM Stait Tme [ 12:02 PM Enc:[ 1:02PM data' Make any SeleCthl’lS
. |:a”“e: =l applicable to Intentions, Publish
resider; |Mame - I i .
Even Seup and / or Parish then click on
[Use ihe above io specify which evenis io TEST
hange., Whe: P d, all ified e M
:vﬂlheechange):lyt:l:]wr\‘::llres em:]r":; at ﬂ:’en Proceedto fmlSh'
right. Amy elements 1o the right that you leave Intention? T No Change @setto on © Setto OFF
plazdc will remain unchanged. Publish?" "o change @settoon T setto OFF
Parish? o change @setto b T Set to OFF

Faorm View ,_,_,_’_W,_’_

A Note an Batch Changes to Intentions, Publish, Parish
The choices here are: No Change, Set to On, Set to Off.
No Change. The No Change flag is self explanatory.

Set to On. Flags every event in the set you're changing to be an Intention, or Publish, or Parish,
depending on which you selected. You may one, all three, or any combination thereof.

Set to Off. Flags every event in the set you’re changing from an Intention, or from a Publish, or

from a Parish, depending on which you selected. You may change just one, all three, or any
combination thereof.
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5 Reports

There are two way to print reports from CEP. One way is to print th@ neposdrdivectkirfgom, #uedsitree
other is to go to the Reports feature from tleefdlaiviidebueflyrexplains the difference. The remainc
Chapter will deal with printing reports specifically from the Reports screen.

Printing Event Information vs. Lists

Most detail screens and list sé?eansttoavthat willtherreport appropriate for that screen. So if you war
the full details of a particular wedding, for example, then you shoultaarttotheatioreandisgpiaysng t
button. You use the same procedures mnloaathefioymativant to edit/delete the event's data, or to |

Information Reports that Print From the Details Screens

Basic Event
Print a Calendar

Liturgical Events
Intention Liturgy
Baptism Details
Baptism Letter
Wedding Details
Wedding Letters
Wedding Certificate
Funeral / Memorial Details

NoHLiturgical Events
Sponsored Meeting Details
Outside Rental Detall
Outside Rental Letter
Outside Rental Contract
Food Service Request
Work Order Details
Workshop
Workshop with Attendees
Engaged Coutalgsi# couple)
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Baptism Workshop
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How to Print a Calendar

Calendar printouts are don€famgeahe

OptiOn Off Of the Main Menu. @, CATHOLIC EVENTS CALENDAR - [SELECT CALENDAR TO PRINT] MEER
M-EHgRy v er v cleeiidva e ex B a-|E
File Edit Wiew Insert Format Records Tools Window Help ilﬂ|
Here are the steps: 8| BUILD A CALENDAR PRINTOUT:
Select Paper Size:
) _o)— ) 8x11" Landscape _Fehlualy vI
5. From the Main Menu select Select Rov-Size:
Change - RN - _S viosks pox Page
Select the Start Date: View Then
Lo First Day of Week lm;l;l ap:::tar
6. At the Select Calendar Activities T s Calent

. Afust Starting Date: [ 271798 - | + | Puszwesks | |T ] show Hames
screen select the desired events T e ] v |
and dates to include on the Select Details to include: ) Title + Presider + Setup Notes Help wih

2 Calendars

A Title Only |2 Titie + Fresider__|

calendar.

Form Wiew ,_,_,_’_W,_’_
7. Click on the View / Print a
Calendarbutton.
8. Choose:

1. paper size, letter or legal

2. row-size, two weeks per page or five weeks per page

3. start date -- this is a different date than the one selected on the Select Ativities Screen.It
determines the starting box date of the calendar boxes, for example if you want to start the
calendar on a Sunday, which may not be the first of a month, enter that date Note that setting

the First Day of Week and Select a Month automatically sets the Starting Date for you.

The Plus 2 Weekfeature - this is a shortcut to the Adjust Start Datéunction, when used it
automatically adds two weeks the starting date.

4. month
5. year
6. show names of special days (Christmas, et cetera), if applicable

7. view or print the calendar
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Printing from the Reports Screen

The&Reporignction (accessed through the Main Menu) lets you selegsisinioas\typeg®fegaids
opposed to printing details for one event.

TheSelé@a Repsareen lets you select various types of report lists, for any range of dates.

If you Preview the report you can see the number of pages as well aselpadpyautrdret srdoenadtion.
lower left; go directly to thdYeasligkagg on tharrightthat has the vertical bar. Also, you can print a ran
from the Preview: select File then Pratdfvormérauput the top of the screen. On the Preview, a click
alternates between sandlernganding the view.

@, CATHOLIC EVENTS CALENDAR - [Reports] [_[=]x]

22 WD [4 =8| [@® |85y E YA x| |0 Every event RigisiePediox and a

” File Edt Wiew Insert Format Records Tools ‘Window Help &l x|

m SELECT A REPORT Parisithedhox on the BoockiEaim

—— screens. You can utilize this on the Event
Baptism F'St " e & Hanges rint Preview . . .
E&% £ ALLOATES LI - Medium and the Eveﬂlthriﬂs’[eports

. TODAY OMLY

Ecumenécgl Llsll L ) THIS WEEK. Print - H
ngaged Couples List

Fagd%\equestz j-’:ﬁg,\%ﬁ: On th69/ecta Rmen, by Spaﬂlylng
Funeral List ) NEXT MONTH

Ineions < THs YR only include the checked events. This is u

Intentions . TODAY + FUTURE
Liturgy Schedule

e el for printing out event lists for a newsletter,

Spunsorec_l maetings Range of Dates .
o s swning:_| L[| 70 || LS example, where you only want certain eve

workshops . - . .
aktogs i endess Ening:__LJT7i L] to be published (You may, however, find t

indicators useful for some other purpose:

Record: 14 4| 1 |>I k4| of 1

Fom e Il 7 well).

Repottsat print from the Reports Screen are:

Baptism List Liturgy Schedule

Events LBto 4 lines Marriage List

Events Listine Outside Rentals

Ecumenical List Sponsored Meetings
Engaged Couples List Timeline bt

Food Requests Work Orders

Funeral List Workshops

Guest List Workshops with Attendees
Intentions
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How to Select a Report to Print

1. From the report list highlight the desired report with a click of the mouse.
2. There are two ways to choose the date(s) range for reports.

a. From the Select Date-Ranges column select one:

All Dates Prints all events for all dates in the computer, past and present.
Today Only Prints the events set to occur on the current date.

This Week Prints events coming up this week.

Next Week Prints events coming up over the next week.

This Month Prints events coming up over the next month.

Next Month Prints events coming up over the next week.

Today and Future Prints all events from today’s date to all future scheduled events.
Note: Date ranges, except for thall Datesselection, print from the current date to the date
at the of the range selected, e.g., ifitis Tuesday May 6 amtis Weekis selected the report

will include the events dated From May 6 through May 13.

b. You can also obtain a report by entering the range of dates you desire in the Range of Dates

area.
Starting Enter the date to begin printing events.
Ending Enter the date to end printing events.

To print one date enter the same starting and ending dates: e.g.,1/1/00-1/1/00.
To print a week enter starting date 1/1/00, and an ending date 1/7/00.

3. Print the report by selecting either the Print Previewor Print button. The Print Previewwill
show the report to the screen, while the Print selection will print the report to hard copy.
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Appendix ACCESS Tips and Techniqt

Even if you prefer using the mouse, there are certain keystrokes you siecuse krigauoZtle Minstejfe
Scheaul For example, you may find it far easier, whelowouaokirp boa, paljust press F4 than to click
tiny pullown arrow. Also, if you are working on the samevata samlushio utdskhstw tDQVETNRILP
movese the next/prior employee without moving the cursor away from that data field.

Two major wirtiqes

There are two different ways your data may be displayed, depending on the current context.

22. List-windows show multiple records at once, and you can use a vertical scroll-bar on the right
side to move through them. Each record usually has a small 'record-selector" button at its left
end (used for selecting sets of multiple records and for dealing with whole records: for cutting
and pasting operations, for example).

23. Record-windowsshow a single record at a time -- as if each is a page in a book and you can only
see one page at a time. There is no vertical scroll-bar, and usually no "record-selector" at the left.

The same information records can be shown in either type of window. And any particular window
may not show all of the record's data, i.e., a summary list may just have dates and titles, whereas a
full-screen view may show all of the detail.

While the appearance is very different, you will be dealing with these views in similar ways. When
you change any data, it does not mailer which view you are in: if you change the starting time in a list
window, that same event will have the new starting time henceforth in every other view and report.

When moving among multiple records, there is a "Ditto" function available: in any cell you can enter
Ctrl-" or Ctrl-' to duplicate the contents of the same cell in the previous record.

Both types of windows use the "record-navigation" buttons at the lower left of the window to step

through the records, or to go directly to the first or last record of the set. Both also allow you to
move through the records using Ctrl-PageUp / Ctrl-PageDown keys.
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Moving around on a screen or a list

Note that the Scheduler screens contain Labels and Data, and that not all data can be changed. Ifthe
field background is white, that usually indicates data that can be changed. The Read-only data is
presented for information, but usually must be changed on another, more basic screen (where it can
be updated to all the various levels appropriately).

1. To move between the active data fields on a screen/form use:

DOWN or TAB or ENTER to move forward to the next field;
UP arrow or SHIFT-TAB to move back one field.
TAB and SHIFT-TAB are the recommended way to move from field to field.

Note that if you use the mouse and click on a field you usually end up in the middle of a field in
Edit-Mode. For replacing the field contents, it is more efficient to click on the prior field then
switch to the keyboard and TAB into the desired field. Then you can either type new information
in immediately, or use F2 for Edit Mode.

2. To move to the next/prior employee (or next/prior History record) use PGUP/PGDN or CTRL-
PGUP/DN. Or, you can use the "record-navigation"buttons at the lower-left of every window:
these will take you to the first, previous, next, and last record respectively. Also, you can push F5
then type in a record number to go directly to that record.

3. You can also locate a particular record by using the Find function. You should first enter the
field you want to search on, then push CTRL-F (or use the Edit-Find menu) and fill in the pop-up
window as appropriate. (Use ESC key to remove the window. Use CTRL-F then ALT-Ftodo a
Find-Next -- or use F3.)

Editing within a field
1. When you first enter a field, the contents are highlighted. At that point you can use Edit - Cut /
Copy Paste, or if you type new data the old disappears (to make it reappear, push Esc before

exiting that field). Shift-Insert / Shift-Delete are the same as cut and paste.

2. To edit that pre-existing data (instead of over-writing it) push F2 to enter Edit-Mode. (Use F2
again to EXIT Edit-Mode and stay in the same field).
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3. In Edit-Mode:

LEFT arrow moves left one character;

RIGHT arrow moves right one character;

Ctrl-LEFT arrow moves left one word;

Ctrl-RIGHT arrow moves right one word,

HOME moves you to the far left end;

END moves you to the far right end;

ENTER leaves the field and moves you on to the next field.

ESCAPE returns the contents to the starting point (you lose all the changes you have made).

Special considerations for editing inside a MEMO (multi-line) Box:

Ctrl-ENTER starts a new line (ENTER exits the field!);

Ctrl-HOME arrow moves to the upper left corner;

Ctrl-END arrow moves to the lower right corner;

ESCAPE returns the contents to the starting point (you lose all the changes you have made).

Entering / editing dates

You enter dates by typing MMDDY'Y - the rest is entered for you automatically. If'you just use two
digits for the year, ZLC's Calendar programs will assume 19yy for years 25 to 99 and assume 20yy for
years 00 to 24.

Pull-down lookup lists

Whenever you get to a field with a pull-down arrow at the right end, it may be easier to open the
lookup list by using either your F4 or ALT-DOWN keys than to reach for the mouse. And whether
the list is open or closed, when you start typing each letter will search for and present the first
matching item from the list. As soon as you have the desired match, use TAB or Enter to move to
the next field (or Ctrl-PageUp/Down to move to the next record - same field). Some situations allow
you to enter information that is not on the Lookup List, others enforce a match. If you must make an
entry that is not on an enforced list, you must contact the system administrator to alter the Lookup
Table.
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Adding and deleting records

In ZMS the ADD is automatic. If you make any entries at all, when you leave the record it is
automatically saved. If you use the Save button on such a new record but then decide you do not
want it (while you are still in that record), you can use the Delete button to remove it. You will get a
message that it has been deleted, and end up with a new empty screen.

To delete a previously added event you locate that event in the LOCATE / CHANGE function and
then use its Delete button. All of its attendant records detail will automatically be deleted as well.
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Appendix Bistructions for Switching Data Fil

We includenvidPS two different data files: CCDATA14.MDB and CCXMPL14.MDB. The former i
individuals, and the latter has many entries illustrating all the ways thgp8shafdedentsandles various

We recommend you spend tsaepi¢hddia viewing all of the various services. It will be much clearer
own data after you are more familiar with the various features that are available.

Switching between the sample data file and your own data

The Schedulermprogneonly be connected to one of these data files at a time. Whenthesgstneady to
with your own events, you will need to attach the Scheduler program t@thii€Cwial Ad 4iéle.thEher
examples agaiwijattach to the CCXMPL14 file.

You accomplish the switch in SETUP. To attach to CCDATA14 use the CHANGEre€NMB AN SWRItto

File Name:CCDATA14
File PatkOCAL

then click on REATTACH and wait for thdhaygtbasmesgagtet the process.

Then to switch back to the example data, you just substitute CCXMPLAA sawithh bietwaeretiadss/@yvoy
data files as many times and whenever as you wish.
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Appendix ey Error Messages

If pu attempt to leave a record or a screen tHietybdédines iimfeaticbition used to link various parts ofthe s
then you might receive one of the following two error messages.

Index or primary key can't contain a null value.
This @ssage indicates that an important piece of information has been left blank.

Duplicate value in index, primary key, or relationship.
Changes were unsuccessful.

This message indicates tluatcfrddthation of a&lelsdy exists and tbat theond is attempting to create
duplicate that is not allowed.

In either case, if it is not apparent how to correct the problem, you cke\gliayads¢id e ERQdE yoar

have just made. This puts the system béité sttdearEB& spteply always insists on "good" data befor
recordand this assures you that you will always have an accurate and properly structured set of inf
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Users Guide Addendum for the
ZLC Catholic Calendar Deluxe Edition

This addition to the ZLC Catholic’€ &erdikctlsas eachent fieatures found in the Deluxe Edition.

Locations and Sites

Room List Setup

MuiRurpose Rooms

More Calendar Presentation Options
Changes to Booking Screens

moow>

A. Locations and Sites

You now can track activities by albyaliiber éns street addresses) and by Site (different buildings). Wi
your ROOMS lookup list you will find that it requires every room to hd&wea bobatiamaitdusSibae So
location, you need to set up thathecanbnone on the Is@EANIONS lookup list. Similarly, you need o
up on the SITES lookup list each building to be tracked.

Note that you cannot delete any location or site that still has any roorsli@nggtipmenisofikehicles)
delete any rooms or resources that are using the sites/locations to be deleted.

Now when you book an event, you specify the room and it will automatieadfytha@vehe |d¢etion and
when you go to SELE¢duesemtspecify locations and sites as well as all the other options.

B. Room List Setup

The ROOMS LIST lookup list now requires not only a unique Room code Malitldlscatamh andra mus
valid Site. Also, it muMtdraies@ecified, as to type of usage(s) you expect his room to have. Then tr

will know which rooms to list, based on the type of evirdrydoraegdimplengrhen booking a wedding
will not have to look through thef epérg lisom tdviama Church
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C. MulRurpose Rooms

There are a few different ways to sptigmaayooutis, but here is the way we recommend. First, defit
in which you will want to book a single eventallTdfisheibmaliede Sepbivatdaloom that you can set

up, plus every room that is a combination of those smaller rooms (maderbgrogmbirangukose indivi
ways). Second, yimKuililbse rooms to tell the systenedhtive yomurdiietcking done. Go to each room yol
have defined that is a combination of smaller rooms, and click on its LINEEBNROOISdiukten. On
smaller individual rooms involved. This tells the system trgeWwberby@iltmookiiibd other smaller
rooms are being booked as well.

As an exampgesést that you have a large hall that can be divided into four separates tddms2, We will
H3, and H4. In addition to bookinfpanyyotitkbasealso book H12 which is a combination of H1 and H
book H34 as a combination of H3 and H4, and you can book the entire Ha|| HZhidl3 j:accbizhbimatiol
set up this scenario, in your Rooms List yaulwelildi2t HB,HH4, H12, and H34. Then you would go
and under its LINKED ROOMS list H1 and H2. Then go into H34 and unddi4s EIhdIEDgROOMS |
into HALL and under its LINKED ROOMS list H1, H2, H3, and H4.

Note that eaf tfeombinationoms ever get listectasiirkexhly the small individual rooms-go under lir
rooms.

Now when you book an event, you specify the room and it will automdtcteliygckkey ceredecafbthe co
all of thasmmbinations of usages.

D. More Calendar Presentation Options

The Deluxe Edition gives you a lot more choices on what to show on your calendar printouts.
Under SELECT DETAILS TO INCLUDE, the new options are:

Short Title:  This puts the -Btemfie, Room, and a truncated Title onto a single line. With this optia
up to 33 events per day in the calendar box.

Title: This puts the Bteam{Time and Room onto the first line, and the Title on the second line
option you fitamp to 16 events per day on the calendar.

End Time: This puts the-Btaam{Time, BrehTime, and Room onto the first line, and the Title on the
line. With this option you can fit up to 16 events per day on the calendar.

Room Times:Thiputs the R&iart Time, Howhilime, and Room onto the first line, and the Title on th
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line. With this option you can fit up to 16 events per day onTimeesadendhe SdtagRoon
start and Cleanup end times.
Short Equipm&hiputs the E&att Time, Room, and a truncated Equipment Code onto the first line,
the second line. With this option you can fit up to 16 events per day on the calendar.

A new added section is the SORT EVENTS B¥ .h&leregoks eapeiepresented either by Start Time,
by Room then Start Time.

At the right are a set of new options for adding additional informatiamsfidigsctodphgoabyve spétyo

adds at least one additional éwertbtkachas data in that field. For example, if you specify ADD NOT
event that has anything in its second NOTES field will have that entire Gtgarfyripoednoustneecalenda
careful in using these options, siodengar knbw how many lines each event will take up. If you plar
Note field on your calendars, then you should be careful to limit the lesrgith. of those Notes when er

The final option, SHOW SPECIAL DAYS, will lodkalgnelachndadeiioSpbeial Days list, and if it finds ol
prints the Titlavg@et up for that date.

E. Changes to Booking Screen

The Booking screens have been enhanced in several ways. Not only have hexaeddad&cpapment
Notes box, and a Cleanup interval. We have also added some new waiysdsr Wmnutoaentdratingedate
the date by simply using keys+¥%ou can enter the duration of the event and let that compute the E
We lgtou change the Setup and Cleanup-ibigteals, il ibw show-BtarRanchREochtimes.

You can set defaults for the Room, Equipment, and Vehicle boxes. YalPFS&EG AlesirddEdSaulietim
that when yothesalefaults there it is setting defaults for Location and Site as welie Hopouseated chan:
resources used as defaults, or their Locations or Sites, then you must ggsébg@un dePd GRAL LABEL

Note also thay éssgnt must have a valid Room, Equipment and Vehicle. You should make sure
equipment and NWédricle events, and probably will want to make them the defaults. laygel are plar

number of similar evemizy yash to temporarily change the defaults to assist, then change them bac

Finally, you can use the Copy Event function (check the box before ttivkinmgMEXE htordopheditensdio
you create a new event.
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