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Starting for the First Time.

Important Note: The steps iIn this document assume that you have already
copied the program to your computer. If you have not already setup
the program on your computer, you should go to the support web site
http://clientdb.softmv.com and look at the Database Initial Setup
document.

You can start your program in 2 ways:
1. Double-click on the shortcut that you created during your setup

OR

1. Start Microsoft Access, or click on the new shortcut that you have just
created.

2. In Microsoft Access, choose to open the database ClientProgramxXxP, from
the folder that you copied it to.

3. When the program starts, it will ask you to create a client database.
Click YES.

Database not found

Client Database not Found, wwaould wau like ko create client database or connect ko a client database?

Yes Mo

4_Click on Create Database

E| Open or Create Database

Open/Create Client
Database

Create Database

Cancel
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5. Choose folder where you want to create your new client database. Click
OK. (suggestion: don’t change folder name, just click OK immediately)

Select Folder where you want to save you file

[y Documents -] & 7o Tooks ~

@Old Excel Documents () Meravision
8] omvrseries My Albums
(@11y webs [ ecBuider
|tas Files 1)L aura Wedding
e Mancy Court 56 Projects
|5 Cuicken Data E)50CCESs
My Documents Iy Consulting Files @JMV Webs2
My Data Sources () Mike Documents
IAcT [ Nancy's Music
I Cuickhooks Data 12y Heml
=y videas [ Minclka %Tsi Manual

History

Iy lexmark rebate files ) Irwesting
IC)bibble ) Recipes

IC)My PSPE Files 1) Outlook Backups
Favorites ICyMeat Image Profiles Canon_PowerShat_SS0_JPEG_RAW )My eBooks
Iy Fickures )My Prink Master
aFs IC)Roxio

Iy Netwark
Places

Folder name: ||

Cancel

8. The message below will be displayed. Type a name for your new database.
Click OK.

Mew Database Mame

Twpe name of new database,

D2 MOT use periods oF any okher symbols

Cancel

9. This message will appear.

Microsoft Access E'

Mew database successfully created

Ik
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Converting Your Data From a Previous Version

IT you are new user to the Client Database, then skip this section.

IT you have used a previous version of the Client Database, then you can
follow these screens to upgrade your data to the new version.

1. You may asked to open a database when you start the program, if you
were not asked then click on “Open or Create Another Client Database”

from the main menu.
]

:Open or Create Another |

N Client Database.

2. Choose ““Open Database™

E| Open or Create Database

Open/Create Client
Database

‘Open Database!

Create Database

Cancel

3. Find your data database in the normal manner, by go to folder where
your data is contained. Then double-clicking on you database.

Select Client Database |

Lack in: I My Documents ] @& X ~ Tools =

Mame =~ Size | Type Dz

[25) AdobestockPhotos File Folder 10y

Histary () Caphure MY File Folder 12
[ Consulting Files File Folder o

[C)DataBase Fils Folder 10

@ (5 Documents File Folder 10y

My Dacuments | | [C3)IMST File: Folder 1y

() Investing File Folder 10

-/' [C3)Laura Wedding Fils Folder 10

B () Mike: Documents File Folder 10y

Desktop [C)Minolta XTsi Manual File Falder 10)

[Cmy albums Filz Folder 1)z

My Data Sources Size: 2,95 MB 10

- )My eBaoks Files: XTsi_Part1.pdf, XTsi_part2.pdf 10;
IFEAEE=E @My Music File Folder 2/d™

- X i | l
= File manmne: - I

Iy Metwork Il J ox
-

Places Files of bype: I.ﬁ.ccess Databases (*.mdb) J Cancel l
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4_ 1T you have opened a valid database then you will be given a message
very similar to this message:

Microsoft Access

[:\Mike and Mancy Documents)ClientData, mdb

5. You will then be told that the database is from a different version,
click “OK”:

Microsoft Access

This wersion is nak version 4 of the database, You may now be asked ko conwvert it ba the new wversion

6. Then you will be asked to confirm the conversion to the new version of
the database:

Microsoft Access

7. You will now be told what the new name of your database will be. Click
on “Click Here to complete the conversion process”:

B Conwvert Old Datahase E]

This program will take your old version 1 database and convert it to the version 2 format.

Mote: Your version 1 database file will be left unharmed. Because, this conversion
process will create a brand new file.

D:Mike and Nancy Documents', ClientData.mdb

D:Mike and Mancy Documents', ClientDatav4_0.mdb

i(Click here to complete the conversion processi

Cancel
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Main Menu

MortgageClientsXP - [Clients - D:\WMike and Nancy DocumentsiClientDatav4_0.mdb]

l:ITahoma - | 10 'I ul=== &' i' i'

File Edit Wiew Insert Faormat Records  Tools  Window Help  Adobe PDF

M- Y EGAYV BB G I HEY AR T BE-|0.

Mortgage Client Database v4.0

Click here to go to the online user guide

Manage Clients 22 onta [ date remir
First Mame  [Last Mame  |Reminder_[remindernote
2007-03-08 Mbg2 Closing Within 15 days
2007-03-14 | Ask thern for more 10,

Reports

:Open or Create Another |

Preferences

Current Client Database is:
D:4Mike and Nancy Documents,ClientDatay4_0.mdb

e Manage Clients
0 Choose this option to:
= Add/Update clients
= Email Clients
= Create Mail Merges
» Create Letters/Labels (through mail merge function)
= Create Excel Spreadsheet of your clients (through mail merge
function)
e Reports
0 Choose this option to print reports by various methods

e Open or Create Another Client Database
0 Choose this option to create a different database of clients, or
to open a client database that you have already created

e Backup or Copy Your Current Database
o This is an easy way to make a copy of your data to another
location

e Preferences
o Choose this option to change your database preferences

e Helpful Weblinks
o0 A list of helpful websites that might help with your day to day
processing
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e Reminders
o If you have your preferences setup to show you closing and renewal

reminders, then they will show up here.
This reminders list will also show any custom reminders that you

have setup for a client. (see the reminders setup screen further
in this document)

(0}
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Manage Clients
This screen is your main working screen.

Choose a client from the list on the left, and their information will show
on the right.

You have a choice of showing both <15t Person” and <2" Person’ in your list.
You can turn this on and off from your Preferences, in the main menu.

BENES

MortzageClientsXP - [Contacts]

Tahoma -l - B I U SHelA - ﬁ...:._
File Edit Yiew Imsert  Format  Records Tools  window Help  Adobe PDF . 8 X
HSRY §B BV @ @ Ea- @,
:Doe, Jane Prefis First Mame Last Mame [rate of Birth:
Doe,John 1st Person [Mr. —[|John —~||Doe _—1]z000-01-01

Srith, John 2nd Person [Miss | [Jane ~||Doe =1 [1399-01-01

Statuz |Active -

Mortgage 1 l Mortgage 2 ] Address ] Phone ] Motes ] Reminders ] Summary ]

Mortgage 1
Undenwriter |The Underwriter j Undenwriter Logan | anhintum WAPP # 45E5

Project/agent ||l ntowm - Builder/Office | 501d Homes -

Bank(TD - btg. Amount |$100,000.00 Closing Date [2007-03-01
Transit|1234 Orig Purch. Price [$1.000.000.00 Fenewal Date [2000-01-01

=T Mg #]4355030 Tem: [Fvesrs =] ApprovalDate [5003-07-01
MI Mtg Type:| Fixed - Rate: [12 Referral Source [rmove up =
Mail Merge | Letters Mtg. Buyer T.'HIJBZ|Investc:r -] LTV)|110.00% Insurance Sold[ves =

[ e-Mail | Excel

Mtg. Reasor:|Pyrchase -

Mew Contack

Delete Contact Mortgage Motes |New house on Lot b

Print Conkact

Close

Farm Yiew FLTR. MWLM

e Reset List / Show All
o This will reset the list so that 1t shows every client In your
database

e Find Contacts
o This will bring show you a “Contact List Criteria’ screen, which
will allow you to find contacts by date, name, birth date, etc,..

e Mail Merge / Letters
0 Choose this option to create the mail merge database, and then go
through the process of creating letters/envelopes or labels
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New Contact
0o Creates a new contact

Send eMail
0 Choose this option to send an email to your clients, you have the
option of sending to all contacts in your list or just one contact

Delete Contact
o Delete the currently selected contact

Print Contact
o Print the currently selected contact
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2nd Mortgage Screen

MortgageClientsXP - [Contacts] EE|E|
M3 Sans Serif -~ 10 -
File Edit “iew Insert Format Records Tools  Window Help  Adobe PDF - @ X
HaRY &8 813 2 a[Té x| BiE- 3.
Prefis First Mame Last Mame D ate of Birth:
Doe, John 1st Person [Mr. [ [John ~1[Doe _~[2000-01-01
Smith,John 2nd Person [Miss _—~[[Jane _~1|Doe 1 [1995-01-01

Status [Active =

Mortgage 1 Mortgage 2 lAddless] Phone] Hotes ] Hemindels] Summaly]

Mortgage 2
Undeneriter m—;[ Undenariter Logon [ WAPP # 4563
Project/dgent |Ran Jones = Builder/Office [pdain Office =

Bark|Bank of Marn ~ Mtg. Amount ($45 58900 Closing D ate |2007-03-08
Transit [4568 Drig Purch. Price [$100,000.00 Renewal Date |2007-07-01
Reset List { Show Al Mig. #[FE55EEDT Tem: [2 Years -|  Approval Date |2006-12-31

Find Contacts Mg Typel|HELOC - Rate: (5 Referral Source|cliant referral -

Ma}l :z:qrgizlelr,fé_:ct;?rs Mg, Buyer T}.pe;h st Time J LT 45 592 Insurance Sold Mo =

Mtg. Reason:|Refinance -
Mew Contact
Mortgage Motes
Delete Contack
Print Contact
Close

Farm Wigw FLTR MM

The “Mortgage 2 makes it easy to associate a second mortgage with

a client.

10
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Address Screen

MortgageClientsXP - [Contacts]

M5 Sans Serif - 10 - B I U

= 2 AL [TF =-.

File Edit “iew Insert Format Records Tools  Window Help  Adobe PDF

-8 X
[ SRy B Hi va 6 x & DE- @,
Prefis First Mame Last Mame Drate of Birth:
Doe,John 1st Person [Mr. _~[[John _~|[Doe _1[2000-01-m1
Sith, John

2nd Person [Miss _~1[Jane _~||Doe 1 [1999-01-01

Status [Active =

Mortgage 1 ] Mortgage 2 Add lPhone] HNotes ] Remindem] Summaly]

Doe. John

Doe. Jane
» ‘123 Other Street

Street Address

v

cy[Barie -] Toanto <]
Reset List { Show &l Piovince [ON -] ——

Ee—— Postal Code [LOM 150 X 00
MMail Merge [ Letters
I e-Mail | Excel
Mew Contact
Delete Contact:

Print Contact
Close

Farm Wigw FLTR MM

The “address” screen allows you to enter multiple addresses for a client.

11
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&ALl =-.

File Edit “iew Insert Format Records Tools  Window Help  Adobe PDF
qEeRY B # X D 0.
Prefis First Mame Last Mame D ate of Birth:
Do, John 1st Person [Mr. _—~1[John ~1|Doe _1[2000-01-m1
Snith, John 2nd Person |Mi33 j |Jane j |DDE j |1 993-01-01
Status [Active =
Mortgage 1 ] Mortgag 2] Add Phone lNoles ] Remindem] Summaly]
Date Last Called (2000-07-01
Doe. John Doe, Jane
Hame Fhane |555-5RE-1212 (BEEY 121-2122
: Work Phone [(555) 555-1212 [1234 | |
Reset List | Show Al Cell Phone [[555) 555-1212 ’7
Find Contacts Fax|(555) BBB-1212
Mail Merge | Letters Emal [me@home.com |
| e-Mail | Excel Dther Phane | [
Mew Contact
Dielete Contact Contact Motes: [Contact me
Print Contact
Close

Farm Wigw

FLTR MM

The “phone” screen allows you to keep various types of contact method for

your clients.

You may also keep additional contact notes here.

12
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Notes Screen

MortgageClientsXP - [Contacts]

M3 Sans Serif - 10 - B I U =D
File Edit “iew Insert Format Records Tools  Window Help  Adobe PDF - @ X
nERY & A kA AL IR =l =R -
Prefis First Mame Last Mame D ate of Birth:
Doe,John 1st Person [Mr. _~[[John _~|[Doe _~[[zn00-01-01
Sinith, John 2nd Person [Miss ~I[Jane ~][Doe —~1[19953-01-01

Status [Active =

Mortgage 1 ] Mortgag 2] Add ] Phone Motes lHemindets] Summaly]

Put any additional notes here that pertain to this contact or mortgage

Reset List | Show Al
Find Contacts
MMail Merge [ Letters
I e-Mail | Excel
Mew Contact
Delete Contact: 3

Print Contact
Close

Farm Wigw FLTR MM

Use the “Notes” screen to add any additional notes that you might have.

13
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Reminders Screen

MortgageClientsXP - [Contacts] E]E|g|
M5 Sans Serif lw B IrUlE=E=ES- A E- v =
File Edit ‘iew Insert Format Records Tools  ‘Window Help  Adobe PDF .8 X
HSRY 4B AR (I Y =R R
M Prefis First Mame Last Mame D ate of Birth:
Doe,John 1st Person [Mr. _~[[John _~|[Doe _1[2000-01-m
Smith,John 2nd Person [Miss _—~[[Jane _~1|Doe 1 [1995-01-01
Status m
Mortgage 1 ] Mortgag 2] Add ] Phone] Motes Reminders lSummaly]
Reminder [ ate: Reminder Text: Cancel Reminder
I_M [Ask them for maore 0. r

| | r

| | L
Reset List | Show Al
Find Contacts You can enter up to three reminders.

Ma}l Mergﬁ." LEttTFS Reminders will begin appearing in the reminder list 15 days before the reminder date.
e-Mail [ Excel

The reminder will remain in your reminder list until you explicitly click the canel check box.
Mew Contact

Delete Contact:
Print Contact
Close

Farm Wigw FLTR MM

Use the “Reminders” screen to remind yourself of anything
contact.

related to your

14



Find Contacts

This screen is called from various places.

Client Database User Guide

It helps you find contacts, and

then returns the list to your Contacts screen or your reports screen.

B Contact List Criteria

Contack Status

" Includes

*

~Contact Specific
Contact Search Scope
% Both 1st and 2nd Contact
™ 1st Conkact Onlky
" 2nd Conkack Only

Name Search

Lask -
Firsk <
Address Search

Address
ity -

Birthday Search

Birthday Month -
Birthday Year

Date Of Birth Range

Begin Date | JEd|
End Date | JEd|
Age Range

Min, Current Age
Max, Current Age

eMail Search

Email |

Click, this just to find
contacts with blank emails
ar emails missing.

=

Other Fields
Date Last Called Range

Begin Dake hd
End Date -

Date Added Range

Begin Dake <
End Date i

Searching Contacts and Mortgages

Choose all your criteria, any bombination of any item. Then click on
‘Refresh Preview'. When you are finished, click 'Finish and Return’,
which finishes your search and returns you back to your contacts.

~Mortgage Specific

Mortgage Search Scope

Click Here Fot
Search Hinks

¥ Eoth 1st and Second Morkgage
" 1st Mortgage Only

" 2nd Markgage Only

Renewal Date Range
Begin Dake -
End Date -

Renewal Search

Renewal Month i
Renewal Year
Renews in this many days

Undewriter l—;[
wapp# [ 7]
Project/Agent l—;[
Builder/OFfice l—;[
Bark [ =]

Transit -

R.ate l—;[

Closing Date Range Term l—;[
BegnDate [ 1 morgagemvpe [ 7]
EndDate [ =] Mbg. Buyer Type [ 7]
Mg, Reason ’—;[
Referral Source l—;[
Insurance Sold l—;[

Closing Search

Closing Month -
Closing Year
Closes in this many days

Approval Date Range

Beqgin Dake -
End Date -

Mortgage Amount Range

Mim, Ak,
Max, amk,

Mortgage Orig. Price Range

Mim, Ak,
Max, amk,

LTY. Range

Min, LTV
Max, LTY

Help

Refresh Preview
Finish and Return
Cancel

Showing 3 names,
fram 2 of 2 contacts,

Doe, Jane
Doe, John
Smith, Jahn

Preview of Contacts



1.Ch

3.ClI

Note:
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oose the information you want to find. For example, for everyone
with a Birthday Month in March, choose “3” in Birthday Month.
2. Click on Refresh Preview to see who matches what you want to find.

ick Apply, to apply this search.

You don’t have to click on Refresh Preview.

from step 1 to step 3.

Below are some additional search hints:

B frmMNameSearchHelp : Form

Search Results

Your search preview results lisk will always show bokh of the names for any contact,

Name Search Hints

Far ex
"an

"tumn’

All of

You can bype any park of the name or you can specifically choose a name from the lisk,

"Hirkurn'

amaple, ko find the name "“+an Hinkum', vou can type any of the Following:
He

herm will find a contack named “wan Hinkur'

Month and Year Search Hints

IJse thi

Far ex

e month and year searched to help with anniversary bype searches,

ample, find all closings in Feb of 2007, Or, find a people born in March,

Email Seach Hints

Ise th
ko Find

IJze th

e email search ko find all or part of an email address, For example bype 'rogers. com'
any body at rogers,

e checkbox to Find cantacks whao do nak have an email address

You could go directly

3

16
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Mail Merge / Letters

The Mail Merge / Letters function sends your client database to an Access
Database called MailMerge.MDB.

You can also export your client database to an Excel Spreadsheet, to create
your own reports.

After you create Mailmerge.mdb you can do the following:
e print envelopes
e print mailing labels
e print letters that you have saved in the database

IT you are able to use Mircosoft Word”s Mail Merge functions. You can also
go to Microsoft Word and create your own letters and labels.

Mail Merge Options

ail Merge file or, Excel File? |E|

Choose Type of Mail Merge / Export.

% iIn table called MailMerge’ in ciimailmerge mdb database, Use this option For most of vou needs, including Letters, !

" Excel Spreadshest, Lets you create your own reports and irmports

Continue

—

e You have the choice of creating c:\mailmerge.mdb or a spreadsheet.
e Unless you want a spreadsheet choose the first option.

17
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Letters / Envelopes / Labels

After your mailmerge.mdb i1s created, you can choose to go to the letter
writer, print labels, or print envelopes.

B Mailmerge file created. Now what? |g|

Mail Merge file has heen created in c:\mailmerge.mdh

You can now use this in YWord yourself for mail merges. Or you can let this program
create your mail merge for you.

Choose Letters,/Envelopes,/Labels

+ i etters (which vou have saved in the database),

" Envelopes,
" Labels,

" Mothing. Go back bo my conkact list,

Cantinue

You also have the option of creating your own mail merge.

To do this:
e close Microsoft Access
e open Microsoft Word

e from the Word menu choose Tools-->Letters and Mailing-->Mail Merge
Wizard

The Mail Merge Wizard will guide you through the process of creating a Mail
Merge.

Notes:
1) When creating your own mail merge, use c:\mailmerge.mdb as your source.
2) Envelopes are formatted to standard 8.5 inch width envelopes.

3) Labels are formats to Avery 5160 or 8160 labels

18
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Manage List of Letters

This screen is called from the Mail Merge button.

With this screen, you can add your own letters that you can use for mass

mailing through Microsoft Word’s mail merge functionality.

You can create as many letters as you want.

MorteageClientsXP - [LettersForm]

M5 Sans Serif - |10 v;g === H- A- ﬁv-:.-'
File Edit ‘iew Insert Formab  Records Tools  wWindow  Help  Adobe PDF
nERY ¥ @ ARURA- Kl El=R=R
HELOC Letter W m [press F7 to invoke spell checker] Intro Font Selections

Mortgage Refinance
Furchase Letter

Fenewal Letter

Thank you, after closing
Thank you, befare closing

Mew Letter

Close

Create Word Documet

e-Mail Clients

e-b ail Undenariters [using logon)

Intro

Body

Afterward

e New Letter

o click here to add a new letter to your database (see iInstructions

| am happy to see that your Home Equity Line of Credit has now
closed. Remember that the float rate portion of your line of creditis
fully open and can be repaid at any time. Additionally. you have the
option to fix all or part of your line at any time into the fixed rates in
effect at the time. Simply contact your branch to take advantage of this
feature.

| would like to ask you for your help with a couple of things. First, you
will find a questionnaire enclosed regarding the products and service
vou received from TD Canada Trust. | am constantly trying to improve
my service and your comments will help me to serve my clients even

Letter Created: 2005-02-12
Options [Word Only)

B Double Space Address Block

W Frint &ddress Elock in zame font az Letter Body, othensize default font will be uzed

Mew: Change the font. bold. underline. italics. or justification. and it will show up that
way in your Word Document.

New: eMails will now include the text of your letter. Fonts will not be sent to your email.

later in this guide)

e Close

Hint: Rather than deleting a letter, simply rename it and type a new body.

Body Font Selections

[MS Sans Seii [ 10
o
|7 r
.

Afterward Font Selections

o close this screen and go back to managing your contacts
e Create Word Document

0 create a Microsoft Word mail merge document that you can print and

modify
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Create Letter as Word Document

From the the Letters form, you can choose to create a Microsoft Word
document from any of the letters that you have saved in your database.

1. Click on the letter that you want to print (or create a new letter)
2. IT you wish, make modifications to the text the body of the letter

3. Click on Create Word Document button
|

Mew Letter

Claze

Create " ard Document

4. Respond to the message below:

Close Mircosoft Word

IMPORTAMT: I wou already have Mircosft Word open, close it now, This process will nok work properly if wou have other WWaord

documents open

(n] 4 | Cancel |

5. Choose Which names should appear. in the salutation.

i B What names should appear? |§|
el Choose Which Names Should Show on Letter il
ar o , i
' % ‘First person and second person ra
to ™ First person only
m L
e
ert Conkinue hd
1.

6. Wait for the program to create the documents.
Edit  Wiew Insert Format Records Tools  Window Help
_etter Mame|HELOC Letter

J [press F7 to invoke spell checker]
: Refinance

t

: Letter

Letter

i, after closing
w, before closing

Please Wait...Creating Word Documents

7. When successful the following message will appear.

Two Word

documents

were created. The mergetemplate document is a fully functioning mail merge

20
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document. The mergedoc document, will contain the letters that you will

want to print.

Document Complete X

Finished, Two documents have been created.
1. ciimergetemplate.doc contains the merge template.
2. ci\mergedoc.doc is the Fully merged document.

It is recommended that wou exit out of this program before using the documents in Word, Mot daing so may vield unpredicatble
resulks,

Do you wish ko start Microsoft Word now?

You now can now choose to close the Client Database and open either your
mergetemplate document or your mergedoc fully merged document.

21
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Adding New Letters

Using the New Letter button you can add new letters to your client database.

1. Click on New Letter button
|

Hew Letter

Cloze

Create " ard Docurent

2. Type the name of your new letter. Click OK

Letter Name

X
Type the name of your letter

Cancel

3. Begin typing the Body of your letter.

22
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MortgageClientsXP - [LettersForm]
MS Sans Serif r & - B I U A - > ..

File Edit Insert Records ‘Window Help  Adobe PDF Twpe aguestion for help = - & X

HSRY © (7] ¢4 ' @,
HELOC Lettar Name|My New Letter [press F7 to invoke spell checker) Intro Font Selections
Mortgage Refinance } -
My New Letier it Intra Faont: IMS Sans Seri I 18
Furchase Letter Intro Just: |2
Eenewal Letter ¥ IntioBold W Intro Undedine
Thank vou, after closing BodyType your letier here I lntro Italics
Thank you, befare closing ’
You can put a bl:llde_d or underlined attention line in the intro, or put Body Font Selections
note in another font in the outro.
Body Font: IMS Sanz Serni I 10
Sincerely. Body Just: |1
I3 Body Bold il Body U nderline
-type your name here- )
Manager. Residential Mortgages I Body ltalics
Afterward Font Selections

Afterward Body Fant: ITimes Mew R I 10

Body Just: |3
Body Bold Eiody Underi
Tl Letter Created; 2007-03-03 Hirt: R ather than deleting a letter, simply rename it and type a new body. I™Body D. I ety Uridzins
Opti (Word Dnly) I~ Bodyltalics
Create Word Document [ (st L
e-Mail Clierts | Double Space Addresz Block
- . ] ¥ Print Address Block in same fort as Letter Body, othensise default font will be used
e-Mail Undenwriters [using logon)
Hew: Change the font, bold, underhine. italics. or justification, and it will show up that
way in your Word Document.
Mew: eMailz will now include the text of your letter. Fonts will not be sent to your email.
FLTR MUM

Farm Yiew

Open / Create Client Database

& Open or Create Database

Open/Create Client
Database

‘0Open Database

Create Database

Cancel

e Open Database
0 Choose to open a client database that you have already created

e Create Database
0 Choose to create a brand new client database
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e Cancel

Open Database

1. Click on Open Database
2. Choose folder where your database and then click on the database. Then
click OK

Select Client Database

|ﬂ My Diocuments ﬂ o i * Taols ~

MName Size  Type Date Modified 4
@dbz.mdh 100KE  Microsoft Access Ap..,  27-Feb-051:12
@dbl Jmdb 100KE  Microsoft Access Ap,.,  27-Feb-05 12:55
@Nancyclients.mdb 204 KB Microsoft Access Ap... Z20-Feb-05 1:11F
@ClientData%.mdb 1,300KE Microsaft Access Ap...  23-Jan-05 ::18F
@ZDDI Playaoffs.mdb 474 KE  Microsoft Access Ap...  27-Apr-02 10:35
Iy Documents @mike timeshest. mdb 634 KE  Microsoft Access Ap... 23-Apr-0Z 7113 F
@2002 Playaffs.mdb 653 KE  Microsoft Access Ap... 15-Apr-02 &334
@2002 Lougheed Playoffs. mdb 653 KB Microsoft Access Ap...  18-Apr-02 6i32 ¢
@Copy of 2002 Playoffs.mdb B58 KB Microsoft Access Ap...  17-Apr-02 632 (
@nancy db.mdb 464 KE  Microsoft Access Ap... 03-Sep-01 6;55F
@deer creekl.mdb 62 KB Microsoft Access Ap...  25-Jul-01 6:52 &
{520 Cld Excel Documents 1KB  Sharteut 03-Aug-00 11:1Z
@IssueManagementMenu.mdb 616 KE Microsoft Access Ap...  29-Jul-00 12:02 |
@IM Inventory Management Data?7 .MDE 340KE  Microsoft Access Ap...  28-Maw-009:32
@Service Call Management1.mdb 1,276 KB Microsaft Access Ap... 06-Feb-006:52 1

=], @IssueManagement.mdb 366 KE  Microsoft Access Ap... 06-Feb-00 641 FY
My Network | € | »

Flaces File: mame: | ﬂ oK |
Files of bype: |Access Diatabases (*.mdb) j Cancel

=

.
o
[=]
]
~

B

(]

o
b
&=
o

[x]

Favorites

[l ia]
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Create Database

1. Click on Create Database
2. Choose Folder Location for your database. Then click OK. Note: Just
the folder, not the name of the database

Select Folder where you want to save you file

|@ My Documents j & 5
@OId Excel Documents [ MeroYision
ﬁ, [C3)My PSP Files My abums
My Webs ) ecBuilder
|5 kax Files [S)Laura Wedding
aNancy Courk @VB Projects
() quicken Data [CsUCCESS
My Documents I3 Consulting Files My ‘Websz
My Data Sources [ Mike Documents
ICACT [ Mancy's Music
|3 Quickbooks Data [C2My Heml
@Mv Wideos [CIMinala XTsi Manual
| lexmark rebate Files ) Investing
I=)bibble [C)Recipes
(5 My PSPE Files [ 0Outloak Backups
Favorites [CS)Meat Image Profiles Canon_PowerShot_SS0_TPEG_RAW  [C)My eBooks
@My Pictures @My Prink Master
ar=s IS Roxio

Iy Metwork
Places

Histary

Folder name: ||

3. Type the Name of your new database. Then click OK.

Mew Database Mame

Twpe name of new database,

D2 MOT use periods or any other symbals

4. This message will appear.

Microsoft Access rs__(|

Mew database successfully created
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Reports Menu

1. Click on find contacts to choose which contacts that you want to

include i1n the report.
2. Click on the report that you want to create.

MortgageClientsXP - [frmReports : Form]

File Edit Miew Insert Format  Records  Tools  indow  Help  Adobe PDF Type aqgu

M- BB ERY| bR« |& U EY MK B EE- 0.

([
Il
k»
>
K
1

ing Firsk
Report by Closing Date (1st L

Mortgages Only)

Report by Closing Date (2nd
Mortgages Only)

"hese clients will print on your repork

Report by Renewal Date {15t
Mortgages Only)

Report by Renewal Date {(Z2nd
Mortgages Only)

amith, John

Contact Sheet - original {old) Contact Sheet - new version

Mtg. Summary Transit {1st and
2nd mortgages)

Mtg. Summary by Referral Source
(15t and 2nd mortgages)

Mtg. Totals by Builder/ Office

Mtg. Totals by Builder/ Office
then by Project,/ Agent

Find Conktacts
Mtg. Totals by Project/ Agent

Mtg. Totals by Referral Souce

26



Client Database User Guide

Preferences

Choose Preferences from the main menu.

1. Choose your option and then click Save and Exit.

MortgageClientsXP - [frmOptions : Form]
| 3 e EREEIE

([
i
ks
>

File Edit Miew Insert Format  Records  Tools  indow  Help  Adobe PDF

M-8 SRV 2R (®|21ZCEHY M+, &

Do you want to show both 1st and Znd person in Client Lists? Or just 1st person?
Q@ show Only 1sk Person in Contact Lisk {and ignore the 2nd person)

@ show Both 1sk and 2nd Person in Conkact List

Do you want to show automatic closing and renewal date reminders?

Q@ Yes, show closing dake reminders when I start the program

® Mo, I do nok wank ko see any closing or renewal date reminders

Save and Exit

e Show only 1st Person in Contact List
e Show both first and 2nd person in Contact List
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Backing Up Your Data

To protect yourself from loss of information, It iIs important to make sure

that you, from time to time, copy your data to a backup somewhere other than

your computer. Here is how you backup your client database:

1. Choose from the main menu.

2. Click OK on this message

Microsoft Access

IJ=e this Function to backup wour dakabase ko another Folder, of ko copy ko your portable Memaory
Skick,

3. Choose the folder where you want to save your backup, then click OK:

Select Folder where you want to save you, file

Loak in: ||D My Docurments j @ [ Toals =

IC)AdobestackPhokos [C3IMy PHP Sike
;_é_';l | I Capture Mx [C3My Pickmaotions

History Iy Consulking Files [0y Pickures
|)DataBase |30y Prink Master
IC)Documents My PSPE Files

@ IhIMsI [CiMy PSP Files

My Documents | ) Investing My Shapes

ICTiLaura Wwedding B ry videos

F ICIMike Documents (@1 web Sites
ICiMinolka %Tsi Manual @My Webs

Deskko Py Alb ==

P (DM Albums Size: 2,95 MB
My Data Sources Files: ¥Tsi_Partl.pdf, ¥Tsi_part2.pdf
% @M'}." efonks TJredr Iage o EII'II:II'I_PEIWEr'Sr
_] h“.jr'-“ly Music [Chonetote Motebooks
Favorites Iy Mokebook, [Coutlook Backups
5 < >
a= Falder name: | oK |
Pl Metwork,
Places ance
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4. Type the name of your backup file:
Backup File Name E'

Type the name for Backup File Mame

Cancel

5. The program will now copy your data, and when complete you will get
this message.

Microsoft Access

Copy ko DiiMike and Mancy Dacumentsibackupcopy20070303 . mdb was successful,
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