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1. Secretary's Helper Version 4
1.1 Overview : Changes from Version 3

Secretary's Helper Version 4

Secretary's Helper is a Membership database application designed primarily for
Masonic Lodges under the jurisdiction of The Grand Lodge of Alberta. It is used
by many Alberta Lodges and its use has expanded, over the years, to include
both Craft Lodges and concordant bodies in many different parts of the world. As
a point of interest, Version 1.0 was a DOS version developed in the early '80s.

Itis NOT and does not contain a full financial package. It handles the control of
Membership Dues well.

Version 4 has many features and handling similar to Version 3 but there are some
very important differences, some of which will mean more work for the Secretary
but will result in much improved record keeping.

Major Changes between Version 3 and 4

Display Size:
The application is optimized for a laptop, preferably a wide screen laptop with the
screen dimension of 1366 by 768.
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There is no resizing of the screen allowed.
NOTE: Resizing may be possible in later versions.

Removals:

1. The dates concerning the reading and processing of petitions etc. has been
removed. It was felt that these fields were rarely used and could be easily handled
in "Comments".

During the conversion from version 3 to 4, any information contained in these
fields is transfered to "Petition Comments”

Additions:

1. A full record of Candidates can now be maintained.

Applicants can be entered as Candidates at any time and when they become
Members, a simple single action will convert the record from Candidate to
Member.

Should a Candidate not proceed to become a member, the record is kept showing
its disposition.

2. Full Member History tracking.

A new way of tracking the important aspects of a Member history is instituted
where each event - initiation, becoming an officer, etc. - is tracked as an "event"
under one of seven categories - Lodge Membership, Lodge Office, Lodge
Committee, Awards, Grand Lodge Committee / Position, Other Lodges
(Membership of), Concordant Bodies (including grouping by type). The events
listed under the categories are customisable to your Lodge.

3. Email Groups - Default and Customisable

Default email groups are Members, Non-Members, Widows, Past Masters and
Officers. They will include all of the group unless the individual member is
excluded from the default lists (new field on Member record).

Customisable email groups can be created based on any of the prime tables -
Members, Non-Members and Widows - by individual selection of those belonging
(similar to Version 3 method).

4. Partner Type
Select the type of partnership the member is in.

5. Occupation Classification

Select a classification for the member's occupation. In a future edition, either on
the Statistics window and/or as a report, this information can be presented in
different formats.

6. Printing Preview
A preview window has been added to the printing process.

Visible and More Important Changes:
1. Tabs.
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The number of tabs in a Member record have been substantial reduced (from 9 to
3).

2. Table Maintenance
All Table Maintenance has been moved into the same area under the top menu
bar (Tools | Table Maintenance)

3. Reports
All Reports are accessed through the top menu bar (Print | Reports)

4. Labels

The printing of labels are accessed through the top menu bar (Print | Labels)
Label selection is found in Options (Tools | Options) and, unlike Version 3, the
selection of label is limited to only the necessary ones. (If required, this will be
expanded in future versions)

Labels will only be produced for Members, Non-Members, Widows who have the
"Mail Label" (new) field checked.

Overall:

The look and feel of Version 4 retains much of the look and feel of the previous
version and, as a result, the changeover impact on the individual Secretary should
be minimal.
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2. Quick Start
Quick Start

This section is for those who are comfortable not reading full instructions and wish
to proceed quickly.

Step One

Install a fresh copy of Secretary's Helper Version 4

Run Secretary's Helper 4 - accept all default settings (unless you have a VALID
reason for changing any of them). CAUTION: Do not use a removable Hard Drive
as your prime data storage location as problems arise when the drive is changed.

You now have Secretary's Helper installed on your computer. If you have a
Version 4 Activation Code, you can enter it now although it will not be necessary to
enter it for 90 days from the INITIAL installation of the application on your
computer.

Step Two

You must now choose which of three methods to proceed:
1. Convert Version 3 data to Version 4 format.

2. Start fresh and enter data manually.

3. Import data in csv format to Version 4.

Now read the section of this Help file which is specific to your method of
continuing.

2.1 Convert Version 3to 4

Convert Version 3 Data to Version 4 Format

These instructions make the assumption that Secretary's Helper Version 4 is
installed on your computer.

There are several steps in this process:
1. Run Secretary's Helper Version 4 and create a new database

If a database all ready exists, the program will open as normal: go to the top menu
and select "File" | "Create New" | "Database"
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Secretary's Helper 4 - [Member]

File | Dues Print Statistics Tools Windows |
Select Lodge "1 B O s Pro
‘ Create New > ’ Member
Import/Export » Non Member
Backup/Restore Widow P
EXIT Candidate
|
Last Name: |Al-{___ Database ‘

When this is chosen OR when there are no previous databases, the following
window is displayed:

Create Mew Database
Secretany’s Helper Version 4 Lodge Database

Lodge Mame:

Create Exat

Enter the name for your Lodge and press the "Create" button.

An information window is displayed - READ IT.

Initial Lodge Info Entry. X

Yaou are required to setup the Lodge and Grand Lodge Installation
Dates before proceeding.

Click SAVE RECORD on the next screen to Continue

Clicking OK, will close the window and open the Lodge Information screen. IT IS
IMPORTANT FOR THE CONVERSION PROCESS THAT THE INSTALLATION
DATES OF THE LODGE AND GRAND LODGE BE SET UP CORRECTLY.
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Lodge Installation

Third e Saturday e of December e
Lodge Year Start: | Mext " Current Year(s)
° == (2018)

Grand Lodge Installation
Second e Saturday e of June e

Grand Lodge Year Start: | Splt Year w (2018 - 2019)

By selecting the Installation and Grand Lodge Installation dates relative to your
Lodge and Grand Lodge and then SAVING the record, the current year(s) will be
shown. These are the dates used in the conversion from Secretary's Helper
Version 3.

Now to move on to the conversion proper.
Once you have saved the Lodge information relative to the installation dates, a
new button is displayed at the bottom of the Lodge Information

Convert SH3 — 5H4

screen.:

Selecting this button
When this option is chosen, the following window is shown:

Select the Lodge you wish to convert from the pull down list at the top right. When
selected, press the "Convert" button to process.
Messages relating to the conversion will be shown in the window.

At the completion of the conversion, the "Convert" button is hidden and the "View
Log" button is shown. It is not necessary to review the log file UNLESS there are
issues. If the conversion was unsuccessful, please contact support@linshaw.ca
and forward a copy of the installation log file along with a description of the issue.

After the conversion starts, the following window is displayed:


mailto:support@linshaw.ca

Secretary's Helper Version 4

Secretary's Helper Wersion 3 to Version 4 Conversion

Secretary’s Helper 3 Lodge to be converted: [o67 /s B4 P! w

Gathering Lodge Folder Mames and Locations. ..
SecHelp3 Installation found.

SecHelpd Installation - Data Path - D:\SecHelp3Data
Loaded 42 Lodges - Select one to be converted.

Select the lodge which you wish to convert from the pull down list.

NOTE: If the automatic process of locating the Secretary's Helper version 3
datafiles is unsuccessful, you will be given the opportunity to find the directory
containing them - the folder selected must be at the correct level (eg. SecHep3
Data).

Clicking on the "Convert" button after selecting the Lodge to be converted, moves
the process forward to the next window:
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Conversicn Pre-Processing Stage 1

MATCHING VALUES

Used in the conversion process and in creating the Grand
Lodge Return.

Additional Statutes unique to your database will be converted.

Secretary’s Helper Version 4 Secretary’s Helper Version 3
Regular Membership Mo Matching Value w
Honorary - Per Capita Mo Matching Value w
Honorary - NO Per Capita Mo Matching Value w
Demitted Mo Matching Value w
Deceased Mo Matching Value )
Suspended Mon Payment of Dues | No Matching Value ~
Suspended Unmasonic Conduct Mo Matching Value v

CANCEL

Perform the match up with your Secretary Helper Version 3 items. Complete the
matches from the pull down list for each item - no duplicates are allowed. In
Version 3, each time you did a Grand Lodge Membership Return, you were asked
to perform this match - in Version 4, this will be unnecessary.

NOTE: If you are missing a category, you need to cancel out of the process and
fix the problem in Version 3 before proceeding.

When matched, press "Continue" to do just that and show the final preparatory
window:

10
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Conversion Pre-processing

DEFAULT VALUES

Used when converting a Candidate to a Member and to
replace missing data.

Rank Master Mason w

Status Regular v

CANCEL

The preparatory work is completed and pressing "Continue" moves into the actual
conversion.

What is happening is shown in the conversion window and this is copied to a

OPEN
LOGFILE

conversion log file. When completed, a new button is displayed Itis
strongly suggested that you open and review this file to see what items have NOT
been converted.

Common Non-Conversions

Grand Lodge Office NOT Converted: In version 3, this was a free text field and
allowed for past offices. In Version 4, only current offices are allowed and are set
as a History Event. The past rank should be entered as a History event for the
correct year(s). While not converted, it is shown in the "Membership Comments"
field on tab 2. (It will not overwrite existing comments).

Petition Processing Dates Entered in Petition Comments: These are the various
dates stored in Version 3 and are now entered into "Petition Comments" on tab 3.
(It will not overwrite existing comments).

Related Organisation/Concordant Body: These are handled in a more detailed
fashion - as a history event - in Version 4 and cannot be converted. They are
listed in "Membership Comments" on tab 2. (It will not overwrite existing
comments).

Principal Officers dates entered twice: Check the JW Year, SW Year and WM Year
to ensure that there is no duplication for the incumbents in these positions. If there

Full History

is, click on the on tab 2, highlight one of the two entries and Delete it

11
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by pressing the button on the right side of the window. Close when complete. (Full
instructions on the handling of History Events is shown separately in this Help)

NOTE: It is of advantage to review the conversion logfile.

THIS COMPLETES THE CONVERSION.

2.2 Starting Fresh

Starting Fresh
Manual setup and entry of data.

Run Secretary's Helper Version 4 and choose the "Create New Database" option
Enter "Lodge Name" and click on the "Upgrade" button.

After the database is created, on the top menu bar,

1. Go to "Tools | Lodge Information™
Set up the Lodge Installation and Grand Lodge Installation and dates information.

2. Go to "Tools | Options™"
Setup the various options as you require them, including setting up your email
server if you wish.

3. Go to "File | New | Member and create your first member.

4. In the Member window (if it is not open, go to "Windows | Members"), you may
add additional information to the member which you have just created.

Steps 3 and 4 are repeated until all of the members are entered. A similar process
is used to enter Non-Members and Widows.

2.3 Importing csv format

Importing csv formatted data
NOTE: Only certain data of the Member record can be imported into Secretary's
Helper

Step One: Create a new database
Creating a new database. This will setup default values and allow for the import of
data.

Step Two: Setup Lodge Information
Go to Tools | Lodge Information and enter data to reflect your Lodge.

Step Three: Create a blank template
Go to File | Import/Export and Export a blank template.

12
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Step Four: Set up import file

The template will open in Excel (or other spreadsheet program).

1. Remove the columns which you will not be importing

2. Copy and paste (or manually enter) the data into the correct cells (row and
column)

3. Save AS A CSV FILE.

Step Five: Import data
Go to File | Import/Export and Import the csv file which you have created.

The following fields must be included in the csv file.

Last Name

Known As Name

OtherNames

Status - set as "REG" for regular; "DEC" for deceased; "DEM" for demitted. "NPD"
for suspension for non payment of dues and "SUS" for other suspensions. If there
is @ member who does not fit in these categories, use one of the standard ones
and change it within Secretary's Helper Version 4.

Rank - set as "EA", "FC", "MM", "WM" or "PM". If there is a member with a
different rank, choose one of the default values and change it within Secretary's
Helper.

The remaining fields shown in the template are optional.

NOTE: The column headings in the template must be included in the import

13
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3. Lodge Information

Lodge Information

This section covers the information maintained for your Lodge.

3.1 Overview
Lodge Information Overview

This contains all the pertinent information relative to your Lodge, much of which is
self-explanatory.

Lodge Information

Lodge
Grand Lodge

Lodge Name: Carstairs No. 20 GRA

GL Name: [Grand Lodge of Aberta |

Address:

Address: = e e
s

Ei
3 1102 Osler Avenue
a 210, 2816 11th Street NE

Crossfield

Alberta TOM 0S0 Calgary

Alberta T2E 757
| Canada GL Return.
R : ——— | |Aberta - Canada
Phone: | Phone: [(403) 2621149 |
Email: ‘
Fax: ‘ |
Website: ‘
Contact: ‘ |
Corporate No. 570000687 | [14-5ep-2028 5]
Email: ‘ |
Website: [www freemasons.ab.ca |
Anniversary Date Caleulation
— | The date from which to calculate length of membership. Grand Lodge Installation
Lodge Installation Second v Saturday ~| o |une v
Second v Thursday v of  [une v )
Grand Lodge Year Start: | Spit Year v (20182019
Lodge Year Start: | Spi Year v Curent Year(s)

(2018 - 2015)

SAVE CANCEL
RECORD Changes

Most of the Lodge and Grand Lodge information is obvious. The following are
explanations on some of the not-so-obvious.

Corporate No.: Most Lodges in Alberta are registered under the private Act which created
and formed the Grand Lodge as a corporate entity. This provides some protection for the
senior officers of the Lodge while acting in the discharge of their duties.

Anniversary Calculation Date: In Alberta and many other Jurisdictions, this is set to
"Initiation” as that is when a man becomes a Mason. Several US Grand Lodges do not
consider a man a Mason until he is a Master Mason.

Lodge Installation: This is important as it is the control for showing the year(s) that a
member held office.

14
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Grand Lodge Installation: Same as the Lodge Installation and in Alberta should be set to
the "Second" "Saturday" of "June" and the Year Start set to "Split Year". (This is not
100% accurate as it is actually held on the day following the Second Friday).

NOTE: When the record is saved, the current Lodge Year and Grand Lodge Year are
shown and should be verified.

15
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4. Candidate

Candidate

This section covers the processing of information relative to a candidate.

4.1 Overview
Candidate Information Overview

When a petition for Initiation or Affiliation is received their progress can be monitored in
this section.

4.2 Creating Candidate Info

Creating Candidate Information
Create a NEW candidate record.

This can be done by using the top menu bar - "File" | "Create New" | Candidate

File | Dues Pnnt  Statistics  Tools Windows
Select Lodge a 1= N=050 L
| Create New 3 Mermber
Irmport/Export L Mon Member
Backup/Restore Widow
EXIT | Candidate
Last Name: |An Database

Or, on the Candidate form, click on the "New" button

NEW

Either way, opens the form to create a candidate

16
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Mew Candidate

Last Name:

Known As:

Proper Names:

CREATE
cwoore | o I

Fill in the three fields, click "Create Candidate" and, if you wish, enter additional
candidates. When finished entering. close the window.

To add additional information go to "Windows" | "Candidate" and bring up the Candidate
information.

4.3 Candidate Information

Candidate Information

The purpose of this form is to maintain an accurate record of the progress of
Candidates for Initiation or Affiliation and to convert them to Members, if
appropriate or to maintain a permanent record of their non-admission.

Access to this form is by selecting "Windows" | "Candidate".

The recods shown or selectable are determined by your Display choice. The
default is "Active"

DISPLAY

O ALL (O Rejected by Committee (O Petition Withdrawn
® Active () Rejected by Ballot (O Petitioner Did Not Proceed

17
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File Dues Print Statistics Tools Windows Help

Secretary's Helper Version 4

Convert to Member

NEW SAVE

cve

Preferred

CANDIDATE INFORMATION DISPLAY
- O ALL O Rejected by Committee (O Petiion Withdrawn
@ Active O Rejected by Ballot O Petitioner Did Not Proceed
1. About the Candidale 2. Petition Information
Occupal\cm:|
KnownAs [ ] 838883388888888 Employer: |
B8B88588888888888
FoperCtor== 888383888838888 CcclCios: 3 RN
888888888888888 X0X 0xX0
£88388858858388
Pawer [ ] ssepBBsE0BRE08
B888808888888888
Single ~
[ Mail Label B888888888888888
B888808888888888
B888888888888888
O BitnDate: | Thursday , Oclober 25,2018 ~| Age | |
Birth Place ‘ ‘ | |
Phones Communication
Preferred  List(Max 2) 0
Email 1:
we [ ] o O | 2o
Email 2:
oz [ ] o o | & o
Email 3: & @]
s [ ] o O |
Facebook: ‘ ‘
S S T
Twitter: ‘ |
s [ ] o o
Skype ‘ |
oz [ ] o O
Other: ‘ |
e [ 1 o O
Website: | ‘

XO0X 0X0

List(Max 1)
[m]

[m]

The critical fields are on tab 1. They are the name fields. (Leave the Mail Name
blank and it will create the mail name of the persons Initials followed by his last

name.)

Birthdate - when saved, the current age is displayed.

18
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Secretary's Helper 4 - [Candidate]
File Dues Print Statistics Tools Windows Help

CANDIDATE INFORMATION DISPLAY

~ O ALL O Rejected by Commitee O Pelition Withdrawn

Acti R ted by Ballot
@ Active O Rejected by Ballo O Petitioner Did Not Proceed - CANCEL m

NEW SAVE

1. About the Candidate 2. Petition Information

Hobbies and interests:
Type of Petition: | |nitiation o
Sponsor #1: ‘ ‘
Sponsor #2: | ‘
Investigation Commitiee e [ EEET
Chairman: ‘ ‘
Member. ‘ ‘
Member: ‘ ‘
Affiliation
Location of LastLodge:
LastLodge:
| ‘ Disposition
O Active (O Rejected by Committee O Petition Withdrawn

Jurisdiction of Last Lodge: Date of Disposition
| ‘ O Rejected by Ballot O Petitioner Did Not Proceed _25, Oct-2018 B

Document Presented

Demit v

Tab 2 contains information on the application and its processing. If you want to
keep track of when it was received, read in Lodge and balloted on, us the
"Comments of Petitions" field.

4.4 Convert to Member

Convert Candidate to Member
To convert a candidate to a member by:

Clicking on the Conversion button (top right of Candidate form)

Convert to Member

This will bring up the Conversion data window.

19
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Convert Candidate

Converting Candidate Record of SMITH, Jack

Initiation Date | Thursday . [EEFE=@ 25,2018 [~ |

Status:  Regular W
Rank:  Master Mazon -
CONTINUE CANCEL

Enter the correct Initiation Date (In the case of an affiliate, this will be the date of
affiliation), Status and Rank. Clicking on "Continue" completes the process by creating
the Member record and deleting the Candidate record.

NOTE: Where a Candidate does not proceed, the information is kept in the Candidate
record format.

20
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5. Member

Member

The main area for the maintenance of member Lodge records.

5.1 Overview
Member Information Overview

Member information is consolidated on the Member Master form, It is accessed from the
top menu bar by selecting "Windows" | "Members".

It is the default view.

5.2 Creating a Member record
Creating a Member record

There are two ways to create a member record:

1. New in the Member area
2. Conversion from a Candidate

1. Creating a new record in the member area

This can be done by using the top menu bar - "File" | "Create New" | "Member"

File | Dues  Print  Statistics  Tools  Windows
Select Lodge 3 7 B & X I
| Create Mew » | Member
Import/Export » Mon Member
Backup/Restore Widow
EXIT Candidate
Last Name: BA Database

Or, on the Member form, click on the white paper icon (1st one)

n SLOLISLIL S [ b WV

BEIEEE T

| Create Mew Member Record i

Either way, opens the form to create a candidate

21
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Mew Member

Last Name:

Known As

Proper Names:

CREATE

Fill in the three fields, click "Create Member" and, if you wish, enter additional
members. When finished entering. close the window.

NOTE: It is important to enter ALL pertinent information concerning new members on the
full Member form.

2. Conversion from a candidate

The process is discussed under the Candidate portion of this document.

5.3 Member Information - Tab 1

Member Information - Tab 1 About the Member
The following is a list of items on tab 1 and information concerning them.

Toolbar:

| Database Actions: HQ B & = Processes: | § = ||| Report= | [2 | B |3 £2

Database Actions:

Create New Record

Save Current Record

Cancel changes (reload the saved record)

Archive current selected record - will only work with inactive members (Deceased,
demitted, suspended)

Restore current selected archived record - will only work with an archived record
e Close Members Master form

Processes:

e Record Dues payment
e Send email - must be set up
e Membership Statistics

22



Secretary's Helper Version 4

Reports:
e Members Extended Reprt - most frequently used
o Officers' List with Grand Lodge Numbers
e Outstanding Dues
e Print Single Envelope - must be set up.

Selection:
YOUNG, Hugh -

The record selected here will be displayed on the form.

Display:
The names in the Selection box depend upon which display is chosen:
DISPLAY

e Active - These current members and, possibly, past members of the Lodge. Itis
recommended that past members are moved to the archived records after the
Grand Lodge report containing their leaving information has been submitted.

e Archived - records of past members

e ALL - All records in the database.

Name and Address:

Last Name: ‘Young

Known As: |Hugh 52 Woodside Park NW

|
|
Proper Names: ‘Hugh |
|
|

Airdrie
Mail Name: ‘H_ Young Alberta T4B 2J9
Canada
Partner: ‘Margaret
Spouse v O Mailing List Label

The Name and Address field are self-explanatory. The following are some additional
points:

e Mail Name - If left blank on setup, will self-complete with the Initials and Last Name

e Type of Partner - can be selected from the pulldown list below the Partner's name.

e Address - may be changed by clicking on the button with three dots which will
open the Address form

e Mailing List Label - must be checked if a physical mailing label has to be produced.

e The clipboard icon button will copy the home address to your clipboard
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Employment:
Business
Occupation:

Employer:

Oce. Class: w

Mainly self-explanatory fields, A few points

e Occupation Class - allows grouping of occupation into types for analysis over time
(requires future reporting facilities)

e Address - may be changed by clicking on the button with three dots which will
open the Address form

Phones:

Phones
Freferred  List (Max 2)

Home: )

Home 2:

Business:

Business 2

Cellullar: {(403) 680-7790
Cellullar 2:

O 0O @® O O O

Pager:

Any report listing phone numbers for members now titles them as "Preferred” and
"Secondary" which is considered more pertinent that the previous version 3 of
"Residence" and "Business". The titles on this part refer to this.
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Communication

Secretary's Helper Version 4

Email 1: ‘hugh@linshaw_ca

Email2: |

Email 3: |

Prefered List(Max 1)
D ®
| O
| O

Facebook: ‘

‘ Ul EXCLUDE from Member Email List

Twitter: | HughAirdrie

‘ Skype: ‘Linshaw

Other: |

| Website: | http:/iwww linshaw.ca

"Preferred" and "List" relates to the printing of the information on reports.

e Clicking on the flying envelope icon beside an email address will open the
Secretary's Helper mailing module with the "To" address pre-populated.

e Clicking on the world icon beside the website will open your default browser on

that site.

e EXCLUDE from member Email List will do this in the default member email list

which includes all members with email addresses unless they are excluded.

NOTE: Flying email icon is neither visible nor enable when no email is present or when
the installed vrsion's email module is not setup and activated.

NOTE: The world icon will not be present if there is no internet access.

5.4 Member Information - Tab 2

Member Information - Tab 2 Numbers, Dates & History

The following is a list of items on tab 2 and information concerning them.

Basic Information

Grand Lodge No.

Lodge MNo.
Birth Date:

Age:

Birth Place:

46871

Tuesday , November 14, 1944 -

13

Motherwell

Scotland

e Grand Lodge Number - the number assigned by Grand Lodge on his registration
e Lodge Number - entry number in the Lodge register
e Birthdate - to remove the birthdate, uncheck the checkbox to it's left (only done in

case of error)
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e Age is calculated based on date of birth - Non-enterable field.
o Birth Place Town/City followed by geographic area such as Province.

Joining:
Joiming
Initiation: |VWednesday, February 03, 1965 o
Passed: \Wednesday, February 24, 1965

Raised: 'Wednesday, March 31, 1965

Years of Sernce based on Imhahon

Service Adjustment 7  Days

The fields for Degrees are non-enterable and are populated based on the
information contained in the member History.

The two asterisk to the end of the Initiation field show that the member was
initiated in a different Lodge.

Years of Service is calculated as determined by the setting in the Lodge record
(Initiation/Raising) - the field is non-enterable.

Where there has been a break in service of the member, the total number of days
is entered in the "Service Adjustment" field, this results in the calculation of a
(more recent) joining date and length of service
Jotming
Initiation: |\ Wednesday, February 03, 1965 -
Passed: |\Wednesday, February 24, 1965

Raised: |Wednesday, March 31, 1965

Years of Service based on Initiation

Service Adjustment 675 Days

Caleulated Date: | 10-Dec-1966

Other Dates:

Other Dates
Affiliation: | 12-Nov-2015 | Left Lodge Reason: ‘ ‘
Restoration: | | Place of Death: ‘ ‘
Left Lodge: | |

These fields are self-explanatory and are non-enterable. They are completed based on
the Member History record.
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Standing:
Standing

Status:  Secretary ~

Rank: | PastGrand Masier o

Lodge Office: Secretary

Grand Lodge Office:

JW Year | 1973+ |

SWYear  [7974* 1980° |

WM Year: | 1975+ 19871*. 2000-20071* | Full History

e Status is selectable from the pulldown list where the member is active - based on
the history record, other the status will be shown and is non-changeable (the
history record must be changed)

e Rank is selectable from the pulldown list

o Lodge Office is completed based on the History record and non-enterable

e Grand Lodge Office relates to CURRENT Grand Lodge Officer and is completed
based on the History record and is non-enterable.

e Junior Warden, Senior Warden and Worshipful Master Years are completed based
on the member history record and are non-enterable. The asterisk beside the
year(s) indicates that he filled these positions in a different Lodge.

Dues:
Dues:
Arrears:
Current:
Advances:
CURRENT TOTAL:

$0.00

Dues may initially be setup here, may be edited here. The Current Total field is non-
enterable and will be updated after changes when the record is saved.
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Comments:

Membership Comments:

03 August 1995 Junior Grand Warden of the Grand Lodge of Scotland (in conjunction with being
Grand Representative).

*and ** indicate that the event marked took place in a different Lodge.

Open text field for storing miscellaneous information.

5.5 Member History

Member History

This is an area of prime importance in maintaining an accurate record of a
member's history in the Lodge and with associated bodies.

Note: Lodge Offices and Committees and Grand Lodge Offices and Committees
refer to the office and never the Past office - the date controls whether or not they
are active.

To enter the Member History from the Member Master file, click on the
Full History

button on tab 2. This will open up the primary history form.

Member's Full Masonic History

Full History for YOUNG, Hugh
Display Selection

ALL OR Lodge Membership
GroupBax 1 ADD Entry
Group Evert Date / Year Detail 1 Detail 2~
2 | Lodge Cffice Inner Guard 1571 Concord #124 GRA
1 | Lodge Cffice Junior Deacon 1972 Concord #124 GRA
4 | Lodge Office Junior Warden 1573 Concord #124 GRA
5 | Lodge Office Senior Warden 1574 Concord #124 GRA
£ | Lodge Cffice ‘Worshipful Master 1975 Concord #124 GRA
7 | Lodge Office Senior Warden 1580 Concord #124 GRA
g | Lodge Office ‘Worshipful Master 1581 Concord #124 GRA
g |Grand Lodge Committee/Position | Masonic Spring Workshop 15981-1986 Secretary-Treasurer
1 |Grand Lodge Office District Deputy Grand Master 1582-1983 Phoenix District
1 | Grand Lodge Office Grand Treasurer 1988-1950
1 |Grand Lodge Office Junior Grand Warden 1994-1995
1 | Grand Lodge Office Senior Grand Warden 1995-1996 up
1 |Grand Lodge Committee /Position |Grand Lodge Representative 1555-2017 Grand Lodge of Scotland Appointed 0. DOWN
1 |Grand Lodge Office Deputy Grand Master 1996-1957
1 | Grand Lodge Office Grand Master 19597-1958
1 | Lodge Office Tyler 1999 Concord #124 GRA
1 | Lodge Office ‘Worshipful Master 2000-2001 Intemet Lodge of Research GRA v
B TR RSN E B — ~nnn Anns -
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The default view shows all of the member's history event and this can be filtered by
choosing from the type unchecking the ALL box and selecting from the pulldown menu:

Lodge Membership

Lodge Membership
Lodge Office
Lodge Committee
Awards

Grand Lodge Office

w2 |Grand Lodge Committee/Pasition
Cther Lodges

1Related Organizations

T IS Mlair Mamboemethee Ba 4

We will work through a sample of adding a lodge office for a member - all types work
basically the same way.

We will make the sample the Lodge Chaplain for the NEXT Masonic year.

1. In the History type pulldown, select the "Lodge Office" option. This shows the primary
grid of all offices historically held - usually for the current Lodge but can include other
Lodges - this is important when he had an elected position in another Lodge.

Full History for YOUNG, Hugh

Digplay Selection
] ALL OR | Lodge Cffice ~
GroupBox 1
Group Event Date / Year Detail 1 Detail 2

W | odge Cffice | Junior Steward 1570 Concord #124 GRA
2 | Lodge Office | Inner Guard 1571 Concord #124 GRA
7 | Lodge Office | Junior Deacon 15972 Concord #124 GRA
4 | Lodge Cffice | Junior Warden 1573 Concord #124 GRA
§ | Lodge Cffice | Senior Warden 1974 Concord #124 GRA
¢ | Lodge Cffice | Worshipful Master | 1575 Concord #124 GRA
7 | Lodge Office | Senior Warden 1580 Concord #124 GRA
8 | Lodge Cffice | Worshipful Master | 1581 Concord #124 GRA
g | Lodge Cffice | Tyler 1559 Concord #124 GRA
1 |Lodge Office | Waorshipful Master | 2000-2001 Imtemet Lodge of Research GRA
1 |Lodge Office | Secretary 2003-2005 Concord #124 GRA
1 |Lodge Office |Junior Steward 2010 Imtemet Lodge of Research GRA
1 |Lodge Office | Secretary 2010-201 Concord #124 GRA
1 |Lodge Office | Secretary 2016e-2017
1 |Lodge Office | Secretary 2017-2018
1 |Lodge Office | Secretary 2018-2015

[ ]
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ADD Entry
To ADD a new record click on the button on the side of the form. This opens
up the window which is used for adding or editing a current record:

Add/Edit Member Event

Add/Edit Event for YOUNG, Hugh

L%l [Lodge Membership] v|

Event: |Initiation ~| [ Other Lodge
Date: | Tuesday . October 30,2018 B| O Yearony
Detail 1: | |
Detail 2 | |

The date of Initiation 1s mandatory. If another Lodge. enter
Lodge details - Name (No.). Location. Junisdiction - in the
detail fields.

SAVE e
RECORD CANCEL

Change the Type to Lodge Office, which changes the form to:
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Add/Edit Member Event

Add/Edit Event for YOUNG, Hugh

Type: | v|

Event: |Worshipful Master | [ Other Lodge
Year 2018 13| to [2018 |3 Year Only
Detail 1: | |
Detail 2 | |

Start Year and End Year. as defined in the Lodge Info. is
required.

SAVE e
RECORD CANCEL

In this case,

e Change the Event to "Chaplain”.

e Uncheck the "Other Lodge" box as we are dealing with the current Lodge

e Asitis currently 2018-2019 year for the Lodge (June to June), the years will be
changed to "2019" to "2020"

e The "Year Only" box remains checked.

No other information is needed.

Prior to saving, the form should look like this:
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Add/Edit Member Event

Add/Edit Event for YOUNG, Hugh

Type: |LDdg|E Office w |

Event: |Chaplain V| [] Other Lodge

Year (2019 3| to [2020

4k

Year Only

Detail 1: | |

Detail 2: | |

Start Year and End Year. as defined in the Lodge Info. is
required|
SAVE e
RECORD CANCEL
SAVE
. RECORD .
Check your work and click to complete. The form wil close.

NOTE: You will NOT see this office appear in the "Lodge Office" field on tab 2 as it will be
become active until the day following the Lodge Installation as defined in the Lodge
Information (you set it up right at the start)

ALL OTHER HISTORY EVENTS WORK BASICALLY THE SAME.

5.6 Member Information - Tab 3

Member Information - Tab 3 Petition Information

Tab 3 of the Member form related specifically to his petition information. In the
case of a record being set as a candidate and then converted to a member, this
information is completed at conversion.
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Affiliation

RW Bro. Ed Murray

RW Bro. Kim Greenizan

The type of petition lists the type - Initiation or Affiliation and the sponsors. The Sponsors'
fields are open with no attachment to the sponsoring members' record.

==

If the Petition is for Affiliation, then the Affiliation section should be completed.

Concord #124

Cerificate of Good Standing w

The Committee of Investigation on the Petition. The Investigating Committee fields are
open with no attachment to the members' record.
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This is the address, occupation and employer AT THE TIME OF PETITIONING THE
LODGE. If these change, the fields on Tab 1 should be updated.

Reading, Genealogy, Freemasonry, Biking and walking.

The information in the Hobbies and Comments field relate to information gleaned during
the investigation process and relate to the joining process.

NOTE: If you converted records from Version 3, the Dates of reading the petition in Lodge,
Balloting and Accepting will be shown here.
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6. Non-Member
6.1 Overview

Non-Member Information Overview

The purpose of the non-member list is to maintain information on those members of other
Lodges with whom contact is maintained. This includes:

Grand Lodge Office

Grand Lodge Officers

Other Lodge Secretaries

Masons who have expressed an interest on the on-going work of the Lodge (ex-
members, fathrs of members, etc.)

Basically it is a mailing list.
It is accessed from the top menu by "Windows" | "Non Members"

NOTE: It is tab one of a two tab form with the other being the Widows.

I MNon-Members Widows I

DELETE

(403) 801.3136
(403) 750-1351
secretary awr2001 @gmail com

AirdrieWildrose 2001

paul amett @huskyenergy.com ~
v

Most fields on the form are self-explanatory. The following are some that may require
clarification:
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"Mailing Label" checkbox. If printing physical labels, this must be checked.

Flying envelope icon to the side of Email - clicking this will open the Secretary's Helper
Version 4 compose email window with the "To" address populated ready for your
message. NOTE: This only works if there is an email and the email module is active.

Category - text field which shows on the list of non-members.

Active Yes/No - only Active records will be used in processes.

NEW
To create a new record, click on the button which opens a small form:

Mew Mon-Member

Last Mame:

Other Names:

CREATE
NON CLEAR
MEMBER

CREATE
NON
- , : MEMBER ,
Fill in the details required and press the button. You may create multiple non-

members if you choose.

When finished entering non-member, click on the ﬂ button. This will return you
to the main non-member form and allow completion of the new record data.

DELETE Entry
To delete an unwanted non-member record, simply press the button.
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7. Widow

Widows

This section covers the processing of information relative to the widows of Lodge
members.

7.1 Overview
Widow Information Overview

The purpose of the widow list is to maintain information on the widows of
deceased members

Basically it is a mailing list.
It is accessed from the top menu by "Windows" | "Widows"

NOTE: It is tab two of a two tab form with the other being the Widows.

Mon-Members ~ Widows
Widows

SMITH, Mary he NEW SAVE DELETE CANCEL m

Other Names | Mary | Primary Phone |(403) 348-8976 |
Last Name |Sm'rth | Second Phone | |
Fax | |
EMail |mar)'@sm'rth.com |//@
Husband
Name |Fred
Died (Year)
) [] Mailing Label
e -
®) Yes O No

Memo

Most fields on the form are self-explanatory. The following are some that may require
clarification:

"Mailing Label" checkbox. If printing physical labels, this must be checked.
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Flying envelope icon to the side of Email - clicking this will open the Secretary's Helper
Version 4 compose email window with the "To" address populated ready for your
message. NOTE: This only works if there is an email and the email module is active.

Husband's details - this information is valuable as members no longer remember the
brother.

Active Yes/No - only Active records will be used in processes.

NEW
To create a new record, click on the button which opens a small form:

ol Mew Widow — O x

Last Mame:

Other Names:

CREATE

CREATE
WIDOW

Fill in the details required and press the button. You may create multiple
widows if you choose.

When finished entering widows, click on the ﬂ button. This will return you to the
main widow form and allow completion of the new record data.

DELETE Entry
To delete an unwanted widow record, simply press the button.
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8. Printing

This section covers the running of pre-defined reports, labels and Dues cards using the
information contained in Secretary's Helper Version 4.

8.1 Reports - General
Reports - General
The following applies to the running of all reports.

To access the reports area, from the top menu bar, click on "Print" | "Reports" and
choose the report you wish to run - many have a sub-menu for further detail
breakdown.

Print | Statistics Tools  Windows  Help

Ejl Reports 4 Membership Listing b
Labels » Members Extended List 3
L. Dues Cards » Full Member Record 3
the Member 2 Nul Officers 3
Past Masters List 3
Birthday List 3

: Name: |Anderson . .
Anniversary List 3
own As RDQBF Dues Status *
Invoices *
MNames: RDQEF W|”|E Official Forms »

il Name: |Mr. R. Ande Membership (Grand Lodge) Return

Mon-Members List 3
Parner. |Carol Widows List r
Historical List 2

Spouse _ o
Candidate Listing 3

When printing a report, you have the option to preview the report or print without
previewing or previewing it and never printing it.

NOTE: If you want to save it to a pdf file, then you must have a pdf printer
installed. There are several free and very good ones available.

When you have chosen your report and entered any additional information
required, a print window will be displayed:
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Printing Opticns

Extended Membership List - Alphabetic

FREVIEW PRINT

(Optional Print) {No Preview) CLOSE

The name of the report being printed will be shown in the centre of the window.

You must choose one of the three buttons on the form:

FREVIEW
(Optional Print)

- Preview the report in the preview window and allow the option of printing
or not printing.

FRINT

(Mo Preview)

- Print with no preview

CLOSE

- | changed my mind or forgot what | was doing. Close the window and run
no report.

If either of the first two buttons are chosen, the Printer Selection window is shown
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Print X
Printer

Name: | Foxt Reader PDF Printer v| | Propeties.. |
Status:  Ready

Type: Foxit Reader PDF Printer Driver
Where:  FOXIT_Reader:

: [] Prirt ta file
Print range !
@A Number of copies:
(_Pages fram: bi: f j j j Call
at
[ Selection jﬂ 22 33 -
| QK I | Cancel |

You must select the printer to which you want to print (even if you are only doing a
preview with no intention of printing - this allows a change of mind).

The Print Preivew Window displays the requested document:

a5l Print preview O >
& L ~| 0 @ @ | Close | Page| I

The Preview Controls (number of pages and sizing) are at the top right:

ol Print preview

G O ~| (0 @ D @ | Cose |
_____________________________________________|]
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The page being displayed selection at the top right.

O
Page 2%

Details concerning specific reports is contained in the sections "Reports - Members",
"Reports - Grand Lodge", "Reports" - Non-Members and Widows".

General Information

e Most reports show heading of what they are
e Most report show the date of printing.

8.2 Reports - Details
Reports - Details

This area lists all reports and lists their contents, their intended purpose and
additional information which may be required to run them.

Membership Listing

Print | Statistics  Teecls Windows  Help
|j| Reports k |" Membership Listing 3 Sort by Last Name
Lahels » MMembers Extended List 3 Sort by Postal Code
Use

General membership list of current members for use in contacting members. Single line
per member.

Sort:
By Last Name, Known As Name or by Postal Code (to aid in hand delivery)
Details:

e Name (Last name, Known As name)

o Partner's name if applicable - in () after member's name.

e Address

e Preferrred Phone Number

e Other Phone Number

Other:
Total Members listed at the end of report.

Membership Extended Listing
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Print | Statistics  Tools  Windows  Help
1j| Reports » Membership Listing bbportss |2 BB &
Labels b Members Extended List 3 | Sort by Last Name |_
Dues Cards  » Full Member Record 3 Sort by Postal Code
Use

General membership list of current members for use in contacting members. Two lines per
member.

Sort:
By Last Name, Known As Name or by Postal Code (to aid in hand delivery)

Details:

e Name (Last name, Known As name)

e Partner's name if applicable - in () after member's name.
e Rank (in second line)

e Address

e Status (in Second Line)

e Preferrred Phone Number

e Email Address (in second line)

e Other Phone Number

Other:
Total Members listed at the end of report.

Full Member Record

Print | Statistics Toocls  Windows  Help
_1j| Reports » | Membership Listing bobpots | BB B &
Labels » Mermbers Extended List » DISPLAY

; Dues Cards  » | Full Member Record 3 | Selected Record 1

the Member 2 WNu Officers ¢ ALL Current Members  »
Past Masters List k All Active Records k
Birthday List r ALL Archived Records  »

Name: |Anderson . .

Use
This prints all information on a member - one page per member. Useful when making a
presentation to a brother or in a moment of remembrance.

Selection:
May be printed for

e The member actively selected in the database

e All current members

e All members in the active database (current plus non-current but unarchived
records)
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e All Archived records (does NOT include inactive records which have not been
archived)

Details:

All information in the database for the member. The main headings are:

General Information

Numbers and Dates
Membership Comments
Petition Information

Hobbies and Interests
Comments re Petitions

Dues Standing

History - Lodge Offices
History - Lodge Committees
History - Grand Lodge Offices
Hitory - Grand Lodge Committees/Positions
Other Lodge Memberships
Related Organisations
Awards

Other:
Lodge Information from other Lodges is shown by the use of an asterik (*).

Officers List

e e ; | ALLIVE
Officers k Include GL Mumber
Past Masters List k Include Partner's Mame

Use

1. With Grand Lodge Number, as List of Officers upon Installation for Grand Lodge
2. With partner's name as a memory prompt for the Master on Ladies' Night

Selection:
Inclusion of either Grand Lodge Number or Partner's name.
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o=l Officers List Installation Date — O >

If this List of Officers is being sent to Grand Lodge
as the List of Officers upon Installation,

SELECT THE INSTALLATION DATE.

| Saturday . December [ij]. 2018 D"|

When using the list to report the Officers upon Installation choose the Installation
Date. Otherwise, uncheck the date box.

Details:
¢ Full Name
e Address
e Preferrred Phone Number
e Other Phone Number
e Grand Lodge Number OR Partner's Name

Other:
Nothing of note.

Past Masters List

Past Masters List » Sort by Last Mame
. Birthday List r Sort by Year as Master

Use
Provides the list of Lodge Past Masters. Necessary for arranging Past Masters' Dinners
and/or evenings in Lodge.

Sort:
By Last Name, Known As Name or by Year as Master (the first time)

Details:

(First) Year as Master of any Lodge
Asterik if Master of a different Lodge
Name (Last name, Known As name)
Partner's name if applicable - in () after member's name.
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Preferrred Phone Number

Other Phone Number

Other:
Total Number of Past Master listed at the end of report.

Birthday List

Secretary's Helper Version 4

5 Birthday List Current Month

. Anniversary List Current Year

| Dues Status Mext Month

i Invoices Mext Year

| Official Forms r Missing Birthdays

Use
To identify upcoming birthdays of members - useful for Lodge Notices and to mark
milestones.

Selection:

e Current Month

e Current Year

e Next Month

e Next Year

e Mising Birthdays - useful for updating records.

Details:

e Birthday ( Month and Day)
e Name (Last name, Known As name)
e Age on Birthdayr

Other:
Total Members listed for the month at the end of each month.

Anniversary List

LiLuay s r
Anniversary List [ Current Month

Dues Status r Current Year

Invoices r Mext Month

Official Forms k Mext Year

Mernbership (Grand Lodge) Return Missing Data I}

Use
To identify upcoming Masonic Anniversaries of members - useful for Lodge Notices and to
mark milestones.
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Selection:

Current Month

Current Year

Next Month

Next Year

Mising Birthdays - useful for updating records.

Details:

o Date of Joining ( Where there is a date in brackets that signifies the date from
which the service calculation is made due to a break in service)

e Name (Last name, Known As name)

e Years of Service (** indicate calculated based on a break in service).

Other:
Total Members listed for the month at the end of each month.

Dues Status

Dues Status L Outstanding Dues
O Invoices r Full Dues Listing
(ffirial Farmes 3

Use
lists either outstanding dues or dues status of all members including advances.

Selection:

e Outstanding Dues
e Full Dues Listing

Details:
e Name (Last name, Known As name)
e Arrears Owing
e Current Year Owing
e Total Amount owing

Other:
Totalled by Arreas Owing, Current Owing and Total Owing. Full Dues Listing also shows
number of people who have paid advances and the total advances.

Total of Members listed at the end of the report.

Invoices

i Diarle KIVAL
Invoices r All Qutstanding
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Use
To Print ALL outstanding invoices.

Additional Input Required

Invoice Date

This date will appear on all invoices produced.
It has no effect on member information.

Monday , BRELIEL 01,2018

<

The Date to appear on all invoices.

Selection:
No Selections

Details:
e« Name and Address of Lodge (taken from the Lodge Information table)
e Title of "INVOICE' in bold print
e Name and Address of Recipient
e Membership Status
e Dues Standing - Type and Amount, followed by total amount owing
e Invoice Message - single line set under "Tools"

Other:
A single invoice for a member can be produced by

e Selecting that member as the active member on the Member Master form
e On the top menu, selecting "Dues" | "Create Invoices" | "This Member"

This report for all members can be run from the save area.

Offical Forms - Notice of Arrears

§| Official Forms » Motice of Arrears

i Mernbership (Grand Lodge) Return Suspension Motice

o Mon-Members List * One Year Suspension Letter
Note

These are Lodge forms with a suggested format supplied by Grand Lodge. As such, the
letter shows the Square and Compasses and not the Grand Lodge Seal.
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The actual contents of the letter can be amended under "Tools" | "Official Letter Setup”

Use
The letter which is sent to members of a Lodge in the October prior to suspension for non-
payment of dues at the year end.

Additional Input Required:

o5l Official Letter Details — N 5

Warning of Arrears Letter

Date of Letter- | Thursday , October [ 2018 -

Addressies) on Letter

(® Master/Secretary () Lodge ) None
Master Secretary
BAIRD, Brian w BAIRD, Brian o

o Date to show on the letter(s)

e Addresses to show on the letter(s) - default is Master and Secretary

e Select the Master and the Secretary from the pulldown list

e Choose how many years owing for suspension - 2 years is the default.
Details:

e Letter Heading including the name and address of the recipient

o Details of outstanding dues (this section not changeable)

e Four paragraphs of explanation and advice (editable under "Tools")

e Space for signature(s)

o Name and Addresses of Master (if chosen) and Secretary (if chosen)

o Note stating letter is to be sent in October

Offical Forms - Suspension Notice

Official Forms

IS |

Mernbership (Grand Lodge) Return

Mon-Members List

Matice of Arrears

Suspension Motice

One Year Suspension Letter
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Note
This is a Lodge form with a suggested format supplied by Grand Lodge. As such, the letter
shows the Square and Compasses and not the Grand Lodge Seal.

The actual contents of the letter can be amended under "Tools" | "Official Letter Setup”

Use
The letter which is sent to member(s) upon suspension for non-payment of dues at the
year end.

Additional Input Required:

o= Official Letter Details — n W

Two Year Arrears Suspension Notice

Date of Letter: | Tuesday , January 01 HE -~

Address(es) on Letter

(®) Master/Secretary () Lodge () Naone
[ | Master Secretary
BAIRD, BErian e

o Date to show on the letter(s)
e Addresses to show on the letter(s) - default is Secretary
o Select the Master (if added) and the Secretary from the pulldown list.

Details:
e Letter Heading including the name and address of the recipient
e Heading "Suspension Notice to Member" in bold.
o Bried paragraphs of explanation and advice (editable under "Tools")
e Space for signature(s)
o Name and Addresses of Master (if chosen) and Secretary (if chosen)

NOTE: This letter will be produced for ALL members in the group.

Offical Forms - One Year Arrears Suspension Notice
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E| Official Forms » Matice of Arrears

i Mermbership (Grand Lodge) Return Suspension Motice

O Mon-Members List [ One Year Suspension Letter
Note

This is a Lodge form with a suggested format supplied by Grand Lodge. As such, the letter
shows the Square and Compasses and not the Grand Lodge Seal.

The actual contents of the letter can be amended under "Tools" | "Official Letter Setup”

Use
The letter which is sent to a member who was in arrears for the current year and who, by
vote of the Lodge at its final meeting of the year, voted to suspend him. (Alberta).

Additional Input Required:

o5l Official Letter Details — N w

One Year Armrears Suspension Letter

Date of Letier: | Sunday |, [BEeaia] 30,2018 ~

Address(es) on Letter

(® Master/Secretary () Lodge () Mone
[] Master Secretary
BAIRD, Brian w

Choose Memberin Amears
BLOE, Joe w

o Date to show on the letter(s)
e Addresses to show on the letter(s) - default is Secretary
e Select the Master (if added) and the Secretary from the pulldown list
e Choose the member to be suspended from the pulldown list. [List contains all
those who owe dues].
Details:

e Letter Heading including the name and address of the recipient
e Heading "Suspension Notice to Member" in bold.
o Bried paragraphs of explanation and advice (editable under "Tools")
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e Space for signature(s)
e Name and Addresses of Master (if chosen) and Secretary (if chosen)

NOTE: This letter will be produced ONLY for the member selected.

Membership Return (Grand Lodge Semi-Annual)

N Mernbership (Grand Lodge) Return ||ur

Use
In Alberta, this report must be submitted to the Grand Lodge office twice a year end the
end of June and December. It is produced using the data in the database.

Additional Input Required:

Membership Return Start

Stat Date | Sunday . Juy 01.2018 @~ | EndDate | Monday .December 31,2018 [~ |

Opening Membership Count I:|

Calculated Membership Summany

[] Past Master's Certificate

Venfy Cancel

e Start and End Date of the Report

e Opening Membership Count (closing membership count of previous report and is
usually supplied to the Secretary by Grand Lodge)

o If a Past Master's Certificate is required, check the box beside "Past Master's
Certificate” This will open up a pulldown list so that the member to received the
Certificate can be selected

e The membership numbers must be verified - if verified, the calculated Membership
Summary will be green and you can continue, if not the area turns red and you
CANNOT continue until your database problem is resolved.

Details:
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The report is produced in the required Grand Lodge of Alberta format - Form 161 - with a
couple of minor differences which are deemed necessary for the proper running of this
report.

Other:

List of Non Members

il i B e LRI R VT I i
O Man-Members List b Sort by Last Mame
| Widows List » Sort by Postal Code

Use
List of non members with the status of acive. Used in contacting non-members. Two lines
per non-member.

Sort:
By Last Name, Other Name(s) or by Postal Code (to aid in hand delivery)
Details:

e Name (Last name, Other name(s))

e Category - in () in second line.

e Address

e Memo - in second line

e Preferrred Phone Number

e Other Phone Number

e Email address - in second line
Other:

Total Non-Members listed at the end of report.

List of Lodge Widows

Al Widows List k Sort by Last Mame ’
Historical List » Sort by Postal Code [

[t L [V [ T

Use
List of the widows of deceased Lodge members with the status of acive. Used in
contacting widows. Two lines per non-member.

Sort:
By Last Name, Other Name(s) or by Postal Code (to aid in hand delivery)
Details:
e Name (Last name, Other name(s))
e Husband's name, year of death and age at death - in () in second line.
e Address
e Memo - in second line
o Preferrred Phone Number
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e Other Phone Number
e Email address - in second line

Other:
Total widows listed at the end of report.

Historical Records

| Historical List » m Current Mermbers » Sorted by Last Mame
Candidate Listing r Active Database L Sorted by GL Number
Archived Database  »
ALL records 3

Use

List of members showing Grand Lodge Number and all relevant dates Two lines per non-
member. Can be useful when sorted by Grand Lodge Number is spotting missing Grand
Lodge numbers.

Selection :
e Current Members
e Active Database
e Archived Database
e ALL Records

Sort:
By Last Name, Other Name(s) or by Grand Lodge Number
Details:
e Grand Lodge Number
e Single letter field - "A" means archived record and blank means not archived
¢ Name (Last name, Known as name)
e Birthdate
o Affiliation Date - in second line
e Initiation Date
e Restoration Date - in second line
e Passing Date
e Left Lodge Date - in second line
e Raising Date
e Reason Left Lodge - in second line

Other:
Total of Members listed at the end of report.

Candidate Listing

Candidate Listing F Active

Inactive

54



Secretary's Helper Version 4

Selection:
By Active or Inactive

Use

e Active: List of current candidates for use in contacting them. Two lines per
member.
e Inactive: Historical purposes

Details:

In Heading, states whether "Active" or "Inactive"

Name (Last name, Known As name)

Partner's name if applicable - in () after candidate's name.
If Active states "ACTIVE" (in second line)

If Inactive states reason and date (in second line)
Address

Email Address (in Second Line)

e Preferrred Phone Number

e Other Phone Number

Other:
Total number of candidates listed at the end of report.

8.3 Labels

Labels
The following applies to the running of labels.

To access the labels area, from the top menu bar, click on "Print" | "Labels" and
choose the labels you wish to run - many have a sub-menu for further detail
breakdown.

Print | Statistics  Toeols  Windows  Help

. Reports Y1) | R Processes: | §

I | Labels k || Members J

: Dues Cards  » Mon-Members r

the Member 2 Nu Widows -
Past Masters *

Name: |Anderson Officers
Mernbers Owing Dues

own As |Roger Members Name Badges )

In general terms, the printing of labels is the same as printing a report - for general
information on running reports, check that part of this document.
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NOTE: The default size of label to be used must be chosen in the "Tools" |
"Options" and on the "Printer Control" tab before printing the labels. Failure to do so
means you have to select each time that you print labels.

Members Labels

’ Labels k m Members J Alphabetically [
' Dues Cards  » Mon-Members 3 Postal Code Order E

Use
General membership mailing of current members for use in sending mail to them.

NOTE: Only prints those members where the "Mailing List Label" checkbox is checked.

Sort:
By Last Name, Known As Name or by Postal Code (to aid in hand delivery)

Details:

e Mail Name
e Address

Non-Members Labels

. | Labels » | Members » L
' Dues Cards  » | Mon-Members J Alphabetically E
the Member 2 Nul Widows r Postal Code Order

Pact hlacter »

Use
Mailing to non-members.

NOTE: Only prints those non-members where the "Mailing List Label" checkbox is
checked.

Sort:
By Last Name, Known As Name or by Postal Code (to aid in hand delivery)

Details:

e Other Name(s) + Last Name
e Address

Widows Labels

—
lu  Widows » Alphabetically

Past Masters r Postal Code Order
[aT: pa—
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Use
Mailing to widows.

NOTE: Only prints those widows where the "Mailing List Label" checkbox is checked.

Sort:
By Last Name, Known As Name or by Postal Code (to aid in hand delivery)

Details:

e Other Name(s) + Last Name
e Address

Past Masters Labels

Past Masters J Alphabetically
Officers Year Order

=i I [PGRIS ERPEP o HS U Tpp——

Use
Mailing to Past Masters.

NOTE : Prints ALL Past Masters ignoring the "Mailing List Label" checkbox flag.

Sort:
By Last Name, Known As Name or by Postal Code (to aid in hand delivery)

Details:

e Mail Name
e Address

Officers Labels

Officers ||

Use

Mailing to current Lodge Officers.

NOTE : Prints ALL current Officers ignoring the "Mailing List Label" checkbox flag.

Sort:
By precedence of Lodge Office.

Details:

e Mail Name
e Address

Labels for members owing dues
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Mernbers Owing Dues

Use
Mailing to members owing dues to inclose an invoice.

NOTE : Prints ALL members owing dues ignoring the "Mailing List Label" checkbox flag.

Sort:
By Last Name, Known As Name

Details:

e Mail Name
e Address

Name Badge Labels

1 - [
Members Marme Badges k

Use
Temporary name cards/place holders.

NOTE : Prints ALL current Lodge members ignoring the "Mailing List Label" checkbox
flag.

Sort:
By Last Name, Known As Name

Details:

¢ Known as Name + Last Name
e Lodge Office (or blank if none)

8.4 Dues Cards

Dues Cards
This area relates to the bulk printing of dues cards.

Each printer is different and this creates a challenge in printing over the pre-printed
dues cards. Following the information in this part will ease the process.

To access the printing of Dues Cards, on the toolbar menum go to "Print" | "Dues
Cards" and you will see the options available - "Test Sheet" and "ALL Dues Cards"

58



Secretary's Helper Version 4

Print | Statistics Tools  Windows  Help

Reports 'S | . Processes: | §
Labels »
Cues Cards » Test Sheet

e Member 2 Nu1 ALL Dues Cards

Test Sheet

The printing of a test sheet (or several) on plain paper held against the cards is
critical.

NOTE: When printing, ensure the printer setting shows that it will be printed
at 100% and not as a fit. Fitis normally about 93% to 95% of full size.

To adjust the position of lines on the card, go to "Tools" | "Options" and to the
"Print Controls" tab and use the "Dues Cards Printing Nudges"

Dues Cards Printing Mudges

Horizontal Mudge (100 equals 1) D
Vertical Mudge (100 equals 1) D

e To move left or up, use negative numbers
e To move right or down, use positive numbers

ALL Dues Cards

Once satisfied as to positioning, you can print dues cards for ALL members. (You
may wish to do a Test sheet on a sheet of cards)

AGAIN

NOTE: When printing, ensure the printer setting shows that it will be
printed at 100% and not as a "fit". Fitis normally about 93% to 95%
of full size.
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All processing of Dues should take place in this area. The ability to change an individual
member's dues within the Member record is for the setup of new members and for the

correction of errors (rarely happens).

9.1 Receiving Dues

Receiving Dues

This is accessed by choosing, from the top menu bar, the items "Dues" |

"Receiving Payments".

Dues | Print  Statistics  Tools
a| Receive Payments {
Create Invoices 3
. Dues Adjustrment
Year End Processing
i

This opens the Payment form with the details of the first member selected:

Dues Payment

ANSTEY, Randy
BAILEY. Clayton
BERTHOT, Lloyd
BUMSTEAD, Martin
CAMERON, John
CAPPER. Wayne
CARVER, Rob
DIRKS, Laurie
EISAN., Craig
FISHER, Peter
GALYE. Clayton
GRATZ, Murray
GREENIZAN. Kim
GUSHATY, Brian
GUSHATY, Metro
HAMELL, Frank
HICKEY, Fabian
HOWE. Craig
JOHNSTON, Bill
KABATOFF, Troy
KAISER. Edward
KIDD, Victor
KLASKY, Bud
KROMM, Kyle
LANGDON, Howard
LONG, Al

LUFT, Dan
MARTIN, Calvin
MARTIN, David
MURRAY, Arny
MURRAY, Ed
OWEN, Jack

IS

AMNDERSON, Roger

~

Roger Anderson

Member Dues and Status

Status: Regular

Amears: Amount of Dues Payment:
Gt

Paopmert: [

Applied to:

Select the member whose dues are to be updated. His details will be shown.
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When an amount is entered in the Payment window, the "Enter Payment" and "Cancel
Payment" buttons are shown.

Amears: |0.00 Amourt of Dues Payment:
e $ [100

Total:
Payment= | |

Applied to:

Enter Payment Cancel Payment

Using the "Enter Payment" button, shows the effect of the payment:

Roger Anderson

Member Dues and Status

Status: Rlegular

e
—

Total- CREDIT
Payment:

Applied to:
Advances

Post Payment Cancel Payment
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If satisfied with the entry, press the "Post Payment" button to complete the
transaction. This will return you to the initial screen and allow for the entry of
additional payments.

NOTE: Multiple payments to a member in a single session will be consolidated on
to one receipt.

When finished, press the "Close" button which closes the payment window and will open,
if set up in the "Tools" | "Options", a window to allow for the printing of Receipts and or an
Audit report.

Print Receipts and/or Audit Report

PRINT

Receipts Audit Report EXIT

When finsihed, use the "Exit" button to leave the area.

9.2 Invoicing
Invoicing

The invoicing of members for outstanding dues can be accessed from tow different
places on the top menu bar:

1. "Dues" | "Create Invoices"

Dues | Print  Statistics  Tools  Windows  Help

; Receive Payments -

B Processes:
| Create Invoices 3 This Mernber
Dues Adjustment All Members

' Year End Processing

bers. Dates & Histor

This gives the option of printing an individual invoice for the member currently
selected or for printing invoices for all members with outstanding dues.

NOTE: Printing of invoice(s) is the same as printing any report.

2. "Print" | "Invoices" | "All Outstanding"
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Print | Statistics  Tools  Windows  Help
;j| Reports k Membership Listing ¥ Eports: Fé.l Fé.l Fé.l =
Labels Y Members Bxtended List 3 DISPLAY
. Dues Cards » Full Member Record 3 Active
the Member 2 Nuw Officers * formation
Past Masters List 3
Birthday List 3
: Name: |Anderson . .
Anniversary List 3
own As RDQEF Dues Status *
. W AQHE Sheoed B
| Invoices r | All Qutstanding
| N 2 rvnar WWilli= e . =

This gives the abilty of printing invoices for all members with outstanding dues.

NOTE: Printing of invoice(s) is the same as printing any report.

Using either method of access will bring up a window requesting the date to be
printed on the invoice.

Invoice Date

This date will appear on all invoices produced.
It has no effect on member information.

Tuesday , January 01,FEQE -~

NOTE: If printing invoices in advance of the date of the invoice, ensure that the
Year End Process has been completed - if it is required.

NOTE: The invoice printed is designed, if properly folded, to show the address of
the recipient in a #10 window envelope.

9.3 Dues Adjustment

Dues Adjustment

This section is to adjust dues where there is a change of amount owing, eg, those
Lodges which apply a penalty for slow payment.
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It can also be used for a special assessment by increasing the dues of all
members.

NOTE: The adjustment is only applied to current dues.

The process is selected from the top menu bar by using "Dues” | "Dues
Adjustment”

Dues | Print  Statistics  Tool

Receive Payments

Create Invoices 3

u| Dues Adjustment |

Year End Processing
f n

The adjustment screen shows the current active statuses for the Lodge along with
the current dues.

o )

Current Dues Adjustment

Current N
| Tl | Adjustment
$120.00 50.00
Honourary Life $0.00 30.00
Honourary Life No PC | $0.00 50.00
Paid Life Member $0.00 50.00
Secretary $0.00 $0.00
Applies To:
® Al Members
Commit Exit

() Members with Outstanding Dues

Make the adjustment to the appropriate statements by entering the amount in the
"Adjustment” column.

NOTE: THIS IS AN ADJUSTMENT NOT A REPLACEMENT VALUE.
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Applies Ta:
(® Al Members

() Members with Outstanding Dues

Choose whether the adjustment(s) will apply to "All Members" or only to "Members
with Outstandin Dues"

REVIEW YOUR INPUTS AND SELECTION AS THIS CANNOT BE UNDONE.
When satisfied, press the "Commit" button.
NOTE: This adjusts only the "Current” Dues of member(s)

NOTE: THIS CANNOT BE EASILY REVERSED

9.4 Year End Processing

Year End Processing

This section rolls over the outstanding dues to arrears, assigns a new value to the
current dues based on the Lodge settings by status. Advances are applied to the
current balance.

NOTE: This process is irreversable.

Before proceeding:

e Make a new backup of your database

e Print out a copy of your outstanding dues

e Print a copy of the complete dues standing (this gives you a permanent record
of who prepaid their dues)

The process is selected from the top menu bar by pressing "Dues" | "Year End
Processing"

Dues | Print  Statistics  Tool

Receive Payments
Create Invoices k

Dues Adjustment

Year End Processing
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Within the process, you are presented with a warning window:

Dues Year End Processing
You are about to perform a Year End Rollover on your Dues. THIS IS IRREVERSIBLE.

Before proceeding, you should have made a fresh backup of your data and prninted a
listing of outstanding and full dues.

PROCEED or CANCEL...

PROCEED CANCEL

This is the last opportunity to exit from this process. Click on the "Proceed" button to
continue.

Year End Processing Completed x

o Year End Procesing Complete

66



Secretary's Helper Version 4

10. Emailing

This relates to the use of the email module within Secretary's Helper. This is separate and
distinct from any email client, such as Outlook or Thunderbird, that may be installed on
your computer.

10.1 Set up

Email Setup

Before using the email part of Secretary's Helper version 4, it is necessary that you
setup the credentials for the outgoing server. This is done on the top menu bar by
going to "Tools" | "Options" and then the tabe for the "SMTP/Files" tab.

Tools | Windows  Help

Lodge Information

| Opticns SMTF/Files  Pr

MFFirial | atHar Caton
The following shows the setting using Telus (set up for Castairs No. 20 Lodge)
Email /SMTP Configuration

Enable SMTP Mail Module

SMTP Server: |smip telus net

SMTP Server Port: 25 Default SMTP Port

[ ] 55L Required
[] Credentials Fequired

From Address: |secretar'_.' @carstairs20.ca |

From Display Name: |Secretar'_.'. Carstairs #20 GRA, AF and AM |

Checking the SSL Required box will open up the Port fields while checking the
"Credentials Required" box will make the UserID and Password fields accessible.

10.2 Default Lists
Email Default Lists

There are several default list:
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e Members - emails sent to all members with email addresses UNLESS the
"EXCLUDE from Member Email List" is checked.

Non-Members - emails sent to all non-members with email addresses

Widows - emails sent to all widows with email addresses

Past Masters - emails sent to all Past Masters as defined in the Member history.
Current Officers - emails sent to all current Lodge Officers as defined in the
Member history.

e Active Candidates - emails sent to all active Candidates.

The actual members of these groups can be viewed in Tools | Email | Define Email
Groups

There are no option of making extra selections on those lists - check out "Ad Hoc"
Lists for details of special groupings.

10.3 Ad Hoc Lists

Email "Ad Hoc" Lists
Ad Hoc = Done for a specific purpose.

You may create a mailing list associated with any of the main tables - Member,
Non-Member, Widow, Candidate and assign members of the group to the email
list.

NOTE: The email server must be set up and the persons to be selected must have
email addresses.

Step One: Create a Mailing List

In the top menu bar, select "Tools" | "Table Maintenance" | "Email Lists"
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Tools | Windows  Help

Lodge Information i | ||| Reportss | [2 |3 | D) &=
Options DISPLY
Official Letter Setup Active
EMail » - -

. Petiion Information
Change Officers
Web Updates k

Restore Default Captions  »

Table Maintenance 3 Countries
Irmage Maintenance Provinces
Delete Database(s) Cities / Towns ¥
I Lodge Statuses
Ledge Ranks
w L] History Event Types

History Event Definitions
Grand Lodge Fees

Preferred Affiliation Document Types
'A7-3401 (@ Joining Based On |
e I'r
Petition Types
@) i

Dccupational Classifications

O b

Partner Relationships
@ | Email Lists

It may also be accessed from the "Define Email groups” form - "Tool" | "Email” |
"Deine Email Groups"

Tools | Windows  Help

Lodge Infermation | - Reportss | [ | @
Options
Official Letter Setup
| EMail r | Send Message
Change Officers Define Ermail Groups

And in the bottom left of that form, using the button:

Create / Edit Group
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Either choice opens a window which shows any previously defined email lists and
allows for the adding a new one or editing an existing one. You may delete a list if
no members are attached to it.

Email Lists

ADD Ertry

DELETE Entry

To add a new mailing list, click on "ADD Entry"
Table Maintenance | Ernail Lists | Edit

Code

Description | Demo List

(®) ACTIVE () INACTIVE

- CANCEL
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e A generic control code is generated and is unchangeable
o Enter the Description of the List, eg, "Outstanding Dues"
e Activate the list

Press "Save" and the list is created.
Step Two: Add Individuals to the "Ad Hoc" Mailing List

In the top menu bar, select "Tools" | "Email" | "Define Email Groups".

s | Tools | Windows  Help

E Lodge Information - Reports: @ E‘ [
Options
Official Letter Setup

2_| EMail k | Send Message
Change Officers Define Email Groups |

This opens up the form where individuals can be assigned to the group.
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E-Mail Groups

-
BAQUIRAN, Bing Resource Type:

BATTAD, Glenn

BAUTISTA JR., Joven Members v
BIRCH, Byron
BJERRISGAARD, Eric
CABALCE, Resty Group: | Demo List v
CARPAN, Mark

CHISHOLM, Chris + P
DAVISON. Taylor on the Group Name indicates READ

DAWSON, Jim OMLY - cannot be adjusted.

DIXON, Jeff
FALCONER, John
FORD. Tim ADD to Group =
FRAMK, Tom
GJERTSEN, Dean
GREER, Trevor < REMOVE from Group
GRIFFIN, Shane
HACKMAN, Car
HALL, Derek
HAMSEN, Leif
HANSON, Stan ADD ALL ===
HARMISH, Jon
HARRISON, Rob
HAUSBERG. John <<< REMOVE ALL
JAMES, Dave

JEMMOTT, Richard

JOHNSON, Kevin

JOHMSTONE, Dale

JONES, Martin

JUAN, Nathaniel

JULIAM, William

KANE, Daryl

KRETZ, Chad

LACROIX, Jim

LAMZ, Greg

LAW, Jason

LEWIS, Ron v

Create / Edit Group

o Ensure that the correct Group is chosen

e Group members can be added from any or all of the main groups - Members,
Candidates, Non-Members, Widows. Selet the "Resource Type" from the Isit and
the potential members will be displayed in the left window, ie., the list on the left
are all members of the resourse table with email addresses who do not belong to
the group which is listed in the second window.

e Add to the group singly or all by using the appropriate button

e Records on the selected side may be removed from the group either singly or all
records by using the appropriate button.

e The record is saved as you move each member.

o "Exit" to finish.

You can now send to this group.

NOTE: The members of the Read Only groups can be displayed in this window but
the group members cannot be changed.
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10.4 Sending Email

Sending Email from within Secretary's Helper version 4

Prerequisites

1. Internet access
2. The SMTP Server must be set up
3. Ifusing an "ad hoc" group, it must have been setup and individuals assigned to it.

From the top menu bar, select "Tools" | "Email" | "Send Message"

Tools | Windows  Help
'_ Ledge Information o Reports: @ @
Opticns
Official Letter Setup
: EMail v || SendMessage |
Change Officers Define Email Groups

This displays the email composition and sending window.
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Ernail Sender

Email Recipient(s)
@ Individual | ] Copy Sender
() Group [] Display E-Mail Addresses in Message
Subject: | |
Text:
Aftachments

Close

1. Choose the recipient(s)

Email Recipient(s)
(® Individual | | [+ Copy Sender
() Group (] Display E-Mail Addresses in Message

To send to an individual, select "Individual" button and enter the email address.
NOTE: Choosing the email icon »@ beside an email address on any of the main forms,
opens the window and pre-populates the email address in the field.

NOTE: You can send multiple "individual" emails by separating the recipients with a
comma (,)

To select a group, check the "Group" button and select the group from the pulldown list.
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Email Recipient(s)
() Individual Copy Sender

(®) Group Members w [] Display E-Mail Addresses in Message

MNon-Members

Widows
Subject: Past Masters
Test: Cur_rent Ofﬁct_ars
| Active Candidates

NOTE: New email groups must be

e Set up under "Tools" | "Table Maintenance" | "Email Lists"
e Selection of members for a group is done under "Tool" | "Email" | "Define Email
Groups"

As this email is sent from Secretary's Helper, you may want to keep a copy in your regular
email client - leave the "Copy Sender" box checked.

It is good business practice NOT to display all recipeints names on group emails - leave
the "Display E-Mail Addresses in Message" box unchecked. For an individual email, you
may want to check this and show the recipient(s).

2. Complete the body of the email

Subject: |Checking up|

Text:
The Brethren of Columns Lodge No. 999

Message

The Subject should reflect the content

The email provides only plain text so it is important to do some basic formatting on the
body.

For group messages, | usually put a line at the top saying to whom the email is directed
and use multiple equal signs as the underline.

The message follows.

3. Attachments
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The number of attachments that can be added is limited only by the total size allowed by

your service provider.

To select an attachment from your computer, click on the "Add" button which opens the
file explorer and allows you to select the file.

i~ Open X
“ “ 4 | » OneDrive » Data » MASONIC » Carstairs > 2018-2019 » MNotices v O Search Notices 2
Organise v MNew folder v O @
. Mag € MName Status Date modified Type Size ~
) MASONIC 1] 2018-19 Notice Back.docx ] 24-Jun-20183:48 ..  Microsoft Word D.., 296 KB
. Adair Lodge Stuff 2 2012-19 Notice Back.pdf (-] 24-Jun-20183:48 .. Adobe Acrobat D... 8T KB
| ANZMRC E Carstairs Lodge Mo, 20 2018-07. pdf ] 01-Jul-20184:03 PM  Adobe Acrobat D... 147 KB
BIELIO ECarstairs Lodge Mo. 20 2018-08.pdf -] 28-Jul-2012 2:00 PM  Adobe Acrobat D... 114 KB
Carstairs E Carstairs Lodge Mo, 20 2018-09.pdf -] 02-5ep-20189:53 ...  Adobe Acrobat D... 124 KB
- 2015 E]Carstairs Lodge Mo, 20 2018-10.pdf -] 30-5ep-2018 948 ...  Adobe Acrobat D... 125 KB
N @ Carstairs Lodge Mo. 20 2018-11.pdf (-] 28-0ct-20189:34 .. Adobe Acrobat D... 124 KB
2016 r .
N Content 2018-07.docx @ 01-Jul-2018 402 PM  Microsoft Word D... 33KB
) 206-2017 T Content 2013-07.pdf @ 24-Jun-201812:51... Adobe Acrobat D... 32 KB
| 2017-2018 Content 2018-08.docx -] 25-Jul-201812:34...  Microsoft Word D... 35KB
| 2018-2019 @ Content 2018-08.pdf ] 25-Jul-201812:34 ... Adobe Acrobat D... 3BKE
Grand Lodge items Content 2018-0%.docx -] 02-5ep-2018 %51 ... Microsoft Werd D... 35KR
Invoices E Content 2018-09,pdf -] 02-5ep-2018 %31 ...  Adobe Acrobat D... 43 KB
| Minut Content 2018-10.docx ] 26-5ep-2018 &:16...  Microsoft Word D... 35KB
inutes
= ﬁ] Content 2018-10.pdf [~] 28-5ep-2018 12:28...  Adobe Acrobat D... A9KE ¥
~ Motices v £ >
File name: | Carstairs Lodge Mo. 20 2018-11.pdf ¥ ‘
| Open | | Cancel |

When selected, you are shown a message box with the information:

SecHelpd

CevOneDriveyData', WMASONIC Carstairs 201 3-2019Motices\Carstairs
Lodge Mo, 20 2018-11.pdf

x

Clicking "OK" will then show the file in the attachment window:

Attachments

File Selected

4. Send the Message
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VERIFY the composed email and its recipient(s) to be what you want.

SEND

Click the "Send"

5. Email Sent Verification

When the email is sent - the length of time required depends on the number of recipients -
a successful / unsuccessful message will be shown.

SecHelpd >

Your Email - linshaw@telus.net, hugh1302&gmail.com,
hugh@linshaw.ca, secretary@carstairs.ca - has been sent

NOTE : If the service provider detects that one of their email addresses (Telus for Telus
emails addresses, Shaw for Shaw email addresses) they may reject the email. The
unsuccessful window will display the problem email and NO emails have been sent.
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11. Options

Options

Allows for the setting of varies options which are used throughout the program.

11.1 General Options
Options - General Options

Tab 1 of Options - "General Options”, covers the areas of Dues and Receipts and
the activation/deactivation of a Debug Log.

Dues and Receipts

Dues and Receipts
Receipts and Audit Report [] Receipts Mumbered

Prefix: |15- | Mumber of Copies: |1 =

Receipt Start Number: |1 |

Invoice and Receipt Text

Text To Be Prninted on:

Invoice:
|Dues are Payable in Advance on January 1st each year. |

Receipt:
|Thank Y ou for your payment |

e Receipts and Audit report allow for the printing of receipts and/or audit report when
receiving dues

e Receipts numbered shows sequential numbers on receipts of dues payments

o Where the receipts numbering is activated, then a Receipt Number "prefix" can be
set (usuallly the year of receipt); the "Number of Copies determined and the
"Receipt Start Number" (next number) to be printed determined

e The "Invoice and Receipt Text" area allows for the customisation of the single line
wording printed on the respective documents.

The options listed here are consistent with Version 3

Debug Log Control
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Debug Log Contral

(] Enable Debug Log

This should only be enabled when advised
to do so by Linshaw Support.

As stated on the form, as this option uses resources, it should only be checked to
be on when directed by Linshaw support in determining a problem within the

application. In these cases, the log will be emailed to Linshaw as requested by
them.

11.2 SMTP/Files

Options - SMTP/Files

Tab 2 of Options - "SMTP/Files", is for the setup of the program's SMTP Server
(outgoing email process) and the identification of the location of the program files
and the identification and moving of the data files.

Email/SMTP Configuration
Email /SMTF Configuration
Enable SMTP Mail Module

SMTP Server: |smtp telus net

SMTP Server Port; 25 Default SMTP Port

[] 55L Required
[] Credentials Required

From Address: |secretar§,'@carstair52[!'.ca |

From Display Mame: |Secretar§,'. Carstairs #20 GRA, AF and AM |

Checking the SSL Required box will open up the Port fields while checking the
"Credentials Required" box will make the UserID and Password fields accessible.

NOTE: This should be set up the same way as your regular email client's outgoing
server.

Program File Locations
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Program File Locations

Program Files: |D:\WB_Hugh“SecHelp4-a\SecHelp4-a'bin*Debug

Data Files: |D:\SecHelp4Data
EDIT

VERIFY the new location of data files if they are moved.

Program Files location is shown for information only.
Data Files shows the location and may be changed.

To change the data files location, click on the "EDIT" button. This will open the
form which allows for the change.

8| Data Path Setup — O et
Data path Setup
Data Path Maintenance:
Relocating Data Path Folder.
(@) Chosen Path D:*SecHelpd4Data
CONTINUE CANCEL

Clicking on the 3 dot button, will bring up a file explorer window (at the folder and
sub-fold level), selection of a folder/sub-folder will change the current data path to

that one.
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Browse For Folder >

a_Cards_One_File_Per_Lodge ~
a_WarCards
aaa
Attachments
Backup TBird
CDrive Copies
v Data
FTM Backups
FTM Trees
FTM Trees - Copy
Heredis
Keys and Licences
LIMSHANY hd

Make Mew Folder Cancel

Pressing the "OK" button will close the form and return to the main one where the
new folder is shown are the "Chosen Path"

(@) Chosen Path 0:%0neDrive'\Data

VERIFY THAT THIS IS WHERE YOU WANT YOUR DATA TO BE STORED.

When verified, press the "Continue" button and you data will be moved.

11.3 Printer Controls

Options - Printer Controls

Tab 3 of Options - "Printer Controls", is for the setup and control of various printing
options.

Report Margins
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Report Marging

ot 050 : g

Bottom  |1.00 =

For regular reports, there is some flexibility in the size of the margins.
You may move the printing area up on down and you may lengthen the printing area.

You can only move the printing from side to side and not increase the width - when you
increase the value in the "Left", a corresponding decrease will occur on the "Right".

Dues Cards Printing Nudges

Dues Cards Printing Mudges

Horizortal Mudge (100 equals 1) D
Yertical Nudge (100 equals 1)

Each printer is unigque and it is difficult to provide precision printing as is required when
printing dues cards.

Using "Nudges" allows for greater precision on a printer.

Label Selection

Label Selection

5160 -1ins x 2-5/8 ins e

Choose the label which you wish to use when printing member/Non-member/widow labels
from the list.

Label Selection

5160 - Tins x 2-5/8 ins

5160 - 1ins x 2-5/8 ins
B163-2insx 4ins
Mo.10 Envelope

Enveld
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Envelope Orientation

If using a "No. 10 Envelope", plese select the orientation of the printing of envelopes on
your printer.

Envelope Crientation

O Porrat @ Landscape

NOTE: This also needs to be set if you are using the single envelope option on a member
record.
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12. Table Maintenance

Table Maintenance

All secondary/support tables in Secretary's Helper version 4 are maintained in this
area.

The purpose of this area is to allow customisation for your Lodge.

12.1 General

Table Maintenance - General
To access this area, on the top menu bar select "Tools" | "Table Maintenance"

Tools | Windows  Help

Lodge Information

Options

Official Letter Setup

EMail 3 |
Change Officers

Web Updates k

L T i T

Restore Default Captions  »

Table Maintenance 3

Image Maintenance

Delete Database(s)

o B ]

Choosing this brings up a list of all of the tables which can be adjusted.
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Countries
Provinces

Cities / Towns 1

Lodge Statuses
Lodge Ranks

History Event Types
History Event Definitions
Grand Lodge Fees

Affiliation Docurnent Types
Joining Based On .
Petition Types

Occupational Classifications

Partner Relationships 1

Email Lists .

The titles are self-explanatory and all work the same way with some minor variations as to
the ability to only Edit a description and not ADD.

NOTE: You will not be able to delete any record, if it has "dependents”, eg you cannot
delete a Provice if there are Towns or Cities listed under that Province.

Adding a Record

For reference purposes, the following way of amending records in Lodge Ranks is
explained.

Choose "Lodge Ranks"
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"~ )

Table Maintenance | Lodge Ranks

Rank Short  Rank Long Default kem  Rank Salutation  Active
r 1 R Worshipful Master  False W Bro.

2 Past Master False ADD Entry

3 |MM Master Mason True Bro. True

4 |FC Fellowcraft False Bro. True _|
5 |EA Entered Apprentice | False Bro. True

g |PGM Past Grand Master | False MW Brao. True

7 |PDDGM Past DDGM False RW Bro. Tue

g |PGC Past Grand Chaplain | False VW Bro. True
g |PGS Past Grand Steward |False VW Bro. True

1 |PGPUR Past Gr. Pursuivant | False W Bro. True

1 |PGR Past Grand Registrar | False Wi Bro. True

1 |PGPIP Past Grand Piper False Wi Bro. True

The main form is displayed and shows all current Lodge Ranks attached to your Lodge.

For the purpose, of this demonstation, we are fortunate this year to have a Grand Steward
in our Lodge so we need to add such to our list of ranks.

Click on the "ADD" button which opens the add/Edit window.
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Table Maintenance | Lodge Rank | Add/Edit

Rank shot ||

Rark Long | |

Default Value: () YES @ NO

Salutation |

() ACTIVE @ INACTIVE

SAVE Y
RECORD CANCEL

"Rank Short" is used internally within the program and once assigned cannot be

changed. In this case, "GSTEW" would be appropriate.

"Rank Long" is the description of the rank. In this case "Grand Steward"

"Default Value" would normally be assigned to "Master Mason" as this is the value which
is used, if a new record is formed or a value is missing, therefore this would be left at "No"

"Salutation: in Alberta would be "VW Bro." as it is an appointed office in Grand Lodge.

We need this record this year, so the "Active" button would be chosen.

The record should now look as follows:

87



Secretary's Helper Version 4

Table Maintenance | Lodge Rank | Add/Edit

Rank Shot |GSTEW

Rank Long  |Grand Steward |

Default Value: () YES @) NO

Salutation [V Bro. |

(O INACTIVE

SAVE i
e CANCEL

When you have verified the information, click on the "SAVE RECORD" button, the record
is save, the form will be closed and and you will be returned to the main list with the new
entry displayed.

1|GSTEW  |Grand Steward  |False VW Bro. | True

Editing a Record

In Rank table, you notice a spelling error.

FC Felloweroft Falze Bro. True

To correct this, highlight the line:

FC Felloweraoft False Bra. True

EDIT Entry
Click on the "Edit" button which opens the Add/Edit window,
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Table Maintenance | Lodge Rank | Add/Edit

Rank Long | Fellowecnoft |

Default Value: ) YES ® NO

Salutation | Bro. |

@ ACTIVE O INACTIVE

SAVE i
SIie CANCEL

Fix the error, ssave the record and the entry is shown as corrected in the list.

FC Fellowcraft False Bro. True

Deletng a Record

We have moved on a year and you no longer have a Grand Lodge Steward in your
Lodge. You have changed the member's rank to "Past Grand Steward" before deleting
this record.

Select the record in the table list:

GSTEW Grand Steward Falze YW Bro. True

Press the "Delete" button.

A confirmation window is shown which requires your action/

Remove Rank Record

Are you sure you want to remove this Record?
Short Mame: G5TEW
Long Mame : Grand Steward

89



Secretary's Helper Version 4
If satisfied, press "Yes" button and the record is removed and no longer shown in the list.

NOTE : If a member record is using this record, you will not be allowed to remove it - the
name(s) of member(s) with the rank is shown.

90



Secretary's Helper Version 4

13. Image Maintenance

Image Maintenance

Four images are maintained - Grand Lodge Seal, Lodge Seal, Secretary's
Signature and Square & Compasses.

The purpose of this area is to allow customisation for your Lodge.

13.1 General

Image Maintenance - General

Four images are maintained - Grand Lodge Seal, Lodge Seal and Secretary's
Signature and Square and Compasses.

To access the area on the top menubar, select "Tools" | "Image Maintenance"

Tools | Windows  Help

Lodge Infermation

Opticns

Official Letter Setup

EMail 3
Change Officers

Web Updates 3

-

Restore Default Captions

Table Maintenance 3

Image Maintenance

[ T - T

Delete Database(s)

This opens the Image Maintenance window.
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15/ Image Maintenance

CHANGE
IMAGE

o] B )

Image Selection

O Grand Lodge Seal
Recommended Size: 350 x 350

O Lodge Seal
Recommended Size: 200 x 200

O Secretary's Signature
Recommended Size: 300 x 50

(O Square and Compasses
Recommended Size: 200 x 300

REMOVE

- “

Select the image which you want to manipulate

The Images are:

e Grand Lodge Seal (Size of 350 x 350) used on the main page of the Membership
Return (semi-annual in Alberta)
e Lodge Seal (Size of 200 x 200) used on the last page of the Membership Return

(semi-annual in Alberta)

e Secretary's Signature (Size of 300 x 90) used on the last page of the
Membership Return (semi-annual in Alberta)

e Square and Compasses (Size of 200 x 300) used on the Dues Arrears Warning
and Suspension letters. These are Lodge letters not Grand Lodge as members
belong to Lodges and not Grand Lodges. The supplied Square and Compasses
graphic supplied with Secretary's Helper was approved by the Grand Lodge of
Alberta in the early 2000s as an appropriate modern one.

NOTE: If wished, the Square and Compasses could be replaced by the Lodge seal and

appear on the letters.

NOTE : Sizes of the graphics are important as no resizing is done in the program.

92




Secretary's Helper Version 4

CHANGE
IMAGE

Changing an Image

1. Select the image to be changed and it will be displayed in the display area.

2. Click on the "Change Image" button. This opens Windows File Explorer to allow
you to locate and select the desired graphic.

3. When selected, the graphic is displayed in the display window.

The action is completed.

REMOVE
IMAGE

Removing an Image

1. Select the image to be removed and it will be displayed in the display area.

2. Click on the "Remove Image" button.

3. When selected, the graphic is removed and the words "No Image on File" is
displayed in the display window.

The action is completed.
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14. Backup / Restore
14.1 Backup

Backup
THE MOST IMPORTANT PROCESS IN SECRETARY'S HELPER VERSION 4

To enter this area, from the top menu bar, select "File" | "Backup/Restore"

File | Dues Print  Stati:

Select Lodge 3
Create Mew »
Import/Export 3

| Backup/Restore |
EXIT

This opens the backup / Restore window

Backup / Restore

Backu
® - Path to Backup File: |

Determining Files to Backup...

Select "Backup" in the options.

Browse

(O) Restare

Browse

clicking on the "Browse" button, opens the File Manager and allows you to
choose a file location to save the backup file.

When selected, the location and name of the backup file are shown in the "Path to Backup
File" field

Path to Backup File: |D:"-.‘u"B_Hngh"-.SecHelpﬂrBackup-[Carstairs MNo. 20 GRAR2018-11-23.150451 sh4 |

EXECUTE

clciking the "Execute" button performs the action and an information
confirmation window is shown.
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Lodge Backup *

Carstairs Mo, 20 GRA has been backed up to
DMWE_HughSecHelpd-Backup-[(Carstairs Mo, 20
GRAJ-2018-11-23.150451,5h4

14.2 Restore

Restore

To enter this area, from the top menu bar, select "File" | "Backup/Restore"

File | Dues Pnnt  Statis

Select Lodge 3

Create Mew »

Import/Export 3
| Backup/Restore

EXIT

This opens the backup / Restore window

Backup / Restore

Backu
O P Path to Backup File: |

Restoring Folders and Files

Select "Restore" in the options.

Browse

(®) Restore

Browse

clicking on the "Browse" button, opens the File Manager and allows you to
choose the backup file to be restored.

When selected, the location and name of the restore file are shown in the "Path to Backup
File" field

Path to Backup File: |D:WB_Hugh\SecHelpdrBackup-{Carstairs MNo. 20 GRAR2018-11-23.150451 sh4 |
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EXECUTE

clciking the "Execute" button performs the action and an information
confirmation window is shown.

Lodge Restore >
o Lodge File has been Restored
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15. Import/Export

Import / Export

Importing and exporting of data is not recommended for other than a few selected
instances.

Importing - only to start a new database from a source other than Secretary's
Helper version 3.

Exporting - create an external mailing list (send us a note to let us know what you
are producing as it may show a deficiency in Secretary's Helper version 4.

15.1 General

Import / Export - General

To access this area, from the top menu bar, select "File" | "Import/Export”

File | Dues Print  Statistics  Toels  Windows  Help
Select Lodge 3 u = “x Processes
Create Mew 3

| Import/Export * | Import Data
Backup/Restore Import Data Terplate I
EXIT Export Data
e This shows the three areas:
e Import Data
e Import Data Template
e Export Data

Import Data Template

To import data, you must use the Import Data Template and copy and paste into
the respective columns.

When selected, an information window is shown:
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Member Import Data Template

To import records into Secretary's Helper Version 4

you must create and use the template created here.

Press the CREATE button to create and save the csv template file

NOTE: You can only import into an empty (new) database

Create
Template

Pressing the "Create Template" button, opens the file explorer with the default template
name - SecHelp4DataTemplate.csv - shown. Save this template to wherever you want.

NOTE: You may rename this file.

When saved, you are shown an information window:

Member Data Template Export x

The Import Data Template for your Member data into a
tab-delimited text file has been successful,

NOTE: The column headings in the template cannot be changed and neither can
additional columns be added.

Import Data

If you attempt to import records into a database with records, an error message is
displayed and you exit from the import routine/
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Database Error - Mot Empty >

There are Member records in the database.... you can ORNLY
import into an empty database.

In an empty database, a window is shown::

a2l Import Member Data — O

To Import records, the following qualifications are necessary:
1) There are no member records in the current database — THIS HAS BEEN VERIFIED
2) The file to be imported is created from the Secretary's Helper Version 4 Import Template

All Ready... Select the csv file to be imported and click the Import button.

Import Cancel

Use the Folders icon to access File Manager and select your completed import
template. When selected is is shown in the selection window.

D:%WB_HughSecHelp4Data Template csv

Press the "Import" button to complete the process.

NOTE: Use a standard format for dates - mm/dd/yyyy.

Export Data

Choosing this process, opens up the process window:
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Member Data Export

Select Al Deselect Al

["1 Home Phane [] Grand Lodge Mumber
[] Business Phone [J Lodge Mumber
[ Cther Names [ cellullar Phone [ status
[] Address 1st Line [ Emai 1 [ Rank finc!. Salutation)
[ Address 2nd Line [] Email 2 [J Lodge Office
[ City / Town [] Email 3 [ Grand Lodge Office
[ Province [ Birthdate [J Dues-Amears
[ Postal Code 7 Initiation [ DuesCumert
] Country [] Passing [ Dues-Advances
[] Raising
ALL RECORDS
Submit Exit

Only data fields shown may be exported. Last Name and Known As name are always
exported.

Select Al _ ]
will select all data fields.

Deselect Al

will unselect all fields (except name fields)

ALL RECORDS The default will export ALL records in the database - both active and

archived. To choose only specific records (within bounds), uncheck the "All Records" box.
This opens the records selection area:
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[] ALL RECORDS

Record Selection

(® Cument Members () Active Records () Archived Records
Dues:
() Dues Owing () Duesin Advance
] Status ] Rank

e Current Members - those who are currently members of the Lodge (Default value)
e Active Records - those on the "active" database
e Archived Records - those whose records have been archived.

If you wish to export those whose dues are outstanding or those who have paid in
advance, choose the appropriate radial button - otherwise, leave them blank.

Checking either the "Status" checkbox or the "Rank" checkbox opens the selection list for
those items - choose one.

Rank Worshipful Master — ~
Waorshipful Master
Past Master

Master Mason
Felloweraft

Entered Apprentice
Past Grand Master
Past DDGM

Past Grand Chaplain
Past Grand Steward
Past Gr. Pursuivant
Past Grand Reaistrar
Past Grand Piper

When ready, press the "Submit" button.

This opens the File Manager and allows you to save the csv file where you want. The
default name is "SecHelp4Export.csv" and, of course, may be changed.

When completed, an information window of the success is shown:

101



Secretary's Helper Version 4

Member Data Export >

The export of your Member data to a comma delimited text file
has been successful,
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16. Delete Database

Delete Database

Allows for the complete deletion of a database.

NOT ACTIVE AT THIS TIME.

16.1 General

Delete Database

Allows for the complete deletion of a database.

NOT ACTIVE AT THIS TIME.

When this option is selected an information window is displayed.

Database Removal >

Deleting a database from within Secretary’s Helper Yersion 4
may be available in a later version.

To accomplish this task at this time, delete the database from
the data folder
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17. Support

Support

Support for this product is provided by Linshaw Computers.

17.1 Instructions
Support - Getting Help

Much effort has been expended on making Secretary's Helper version 4 intuitive
and a considerable amount of testing has been carried out but we recognise that
individual difficulties may arise.

There are steps for getting support assistance.

e In-application help file / user manual

e Check the online support page to see if your matter has all ready been addressed -
http://www.linshaw.ca/v12/support.html

e Submit a "Trouble Ticket" request at http://www.linshaw.ca/support/ticket.html

o Email info@linshaw.ca as an alternative to submitting a trouble ticket.
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18. Product Activation

18.1 General
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