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by EMjay Technology Systems
VERSION: 15.1.4

END-USER LICENSE AGREEMENT

IMPORTANT-READ CAREFULLY

This End User License Agreement is a legal agreement between you (either an individual or single entity) and EMjay
Technology Systems for the softwaf&RT SHOW MS ACCESS DATABASE APPLICATION".

By installing or using this software pfoct you agree to be bound by the terms of this License Agreement and accept
the terms of the Disclaimer.

** IMPORTANT **
** |[F YOU DO NOT AGREE TO THE TERMS AND CONDITIONS IN THIS LICENSE AGREEMENT THEN DO
NOT INSTALL THIS SOFTWARE. **

PRODUCT LICENSE

This software is protected by copyright laws as well as other intellectual property laws. This software product is
licensed, not sold.

License to this software is granted subject to the paymeneddghlicable license fees and subject to the terms and
conditions of this license agreement and disclaimer.

Upon receipt of the license fee EMjay Technology Systems grants you a right to use one copy of the specified version
of the software on one computemrkstation or other electronic device for which the software has been designed.

The software is licensed as a single product and may not be used on more than one client device or by more than one
user at a time as set out above.

The software is regardeas being 'in use' when it is loaded into the temporary memory (RAM) or permanent memory
(CD ROM or Hard Drive) of the client device.

This license gives authorisation to make one copy of the software solely for backup or archive purposes, provided that
the copy you make contains all the software's proprietary notices.

This software license is ntansferableand does not provide rights tosell or distribute the software.



DISCLAIMER

This disclaime forms part of this license agreement.

The calculations made by this product are intended for use as a guide only, and the outcomes generated should not be
relied upon on their own and should always be regieand supported by your accountant or othiably qualified

party.

This program is presented ‘as is' and it's use is solely dependent upon the discretion and determination of the user.
Under no circumstances will you or any other person hold the program developer trading as Emjay Technology
Systens or any of their suppliers liable for any damages of any character, effects or lack of effects in any form that
result from the use of this program both directdirect, special, incidental atonsequentialincluding without
limitation, damages for ks of goodwill, work stoppage, computer failure or 4fiaaction, or for any and all other
damages.

In no event shall the program developer trading as Emjay Technology Systems or any of their suppliers be liable for
any damages in excess of the price EMjaghnology Systems charges for a license to the software.

For best results do not use a wheel mouse as MS Access 2000 does not specifically support the wheel function and
even though effort has been made to account for this, results maydredictablewhen you use the mouse wheel
function.
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Manual Conventions

Thefollowing conventions are used throughout this manual.

Using the Mouse

Mouse Event User Action

B2 A mouse event may be
preceded by specifyingeithe A Cl i ¢ k 0 Click on the mouse button once.
Left or Right button, such as
ARight Clicko Do ub | e Clickthe mouse button twice in rapid

succession.

D o AiDr ago Clickand hold the left mouse butto
L The mouse is typically and then move the mouse to anothel
configured for riganhded

operation. A mouse configur location. Release the mouse button.

for lethanded operatior wil
have the buttons reversed.

1]

5

Using the Keyboard
Keys to be pressed will be italicisedfont.

Combinations of multiple keys to be pressed together, will be
hyphenated such &irl-Alt-Del.

Combinationsof multiple keys to be pressed in succession,

9 . .
B Menus canalsobe iyl he denoted with arrows such G&l>F.
navigated by selecting the m

items with the mouse. L. .
When combinations of key presses are required for menu

navigation, submenus and respective key presses will be
denoted with arrows such A#i-Insert=>Picture=>Clipart.
The key to be pressed in the menu item being underlined.
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Written Text

Menu and suimenu navigation will be denoted with arrows
such ag=ile=>Print. Menu navigation to be followed in the
progression of order, and the final item in the list to be
sekected.

Reference to specific screen items, such as command buttons
wi || be qiutbaleidciusecd gt xt i n doub

Screen Objects

Selection from a Combo box refer
arrow = and clicking on an item that is in the resugtilist of
data for selection.

Selecting from a list box refers to clicking on an item in the
list.

Entry into Text boxes refers to clicking in the text box to
insert the blinking edit cursor, and entering data into the box
field.

Reference to a commadrutton on a toolbar or form is made
by referring to the button name which is displayed as the tool
tip text when the mouse cursor is passed over the button.

Forms

The term OFormo refers to the ma
the database application. Forarge used for entering data or

selecting options via the buttons, text boxes and other

controls that are present on the form.
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Installing the Program 1

Installing and Setting up

NOTE:
Read this manual in Iitds en
to install and usethe software.

To install theDatabasgrogram insert the CD into your

It is recommended to acer  COMputers CD Qrive. The installation setup program will be
the default location during started automatically.

the installation process.

Thedatabasénstallation setup program will guide you
through setting up the program including file location
directoly and program menu settings.

System requirements for successful installation are listed in
Appendixll.

Be sure to read the AReadmeo
regarding the software and installation.

Starting the Program

Locate and selectéiiit Ar t  BemdnwhéEmjayprogram
menufolderby f i r st c$taric kb intgt om & rhd
choosi ng =APway g>AraSheno. Alternatively

if selected during installatigm shortcut icon to the database

is placed on the desktop.

This programis written as a Microsoft Access 2000 database
application.
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Many of the forms used in the program use similar methods
for navigating, deleting, adding, and searching through
records.

NAVIGATING RECORDS
Record navigation is mostly performed by using natran
buttons. Either standard MS Access form navigation buttons

or other special navigation bars are used however their
function is the same.

Previous Record Next Record

First Record Record Count
Last Record
pelete Record\ Add New Record
W | %4 [T iofzae ®» [OM |/;*|

Special Navigation Bar

ADDING RECORDS

Records are added by <clafcking on
the navigation bar and entering data for the record in the text

boxes provided. The standard MS Access navigation bar

enters a new record i f you click
when you are on the last record in a set. Occasionally rolling

the scroll viheel on a scroll mouse will cycle through records

and if scrolled past the last record a new blank record will be

created. Use of a scroll mouse is not recommended due to

this feature of MS Access however if a new record is

accidentally created by scnolg, simply return to a previous

record or press the escape key.



. ________________________________________________________________________________________|
Installing the Program 3

DELETING RECORDS

Due to the complexity of how data is related internally within

the databasearbitrarily deleting records can sometimes cause
corruption and errors, as a result the aptlb delete records

has been controlled by not providing acceshéodeletion
processwhen this action would be critical. When deleting is
available use the O0Deleted bt
the specified 6éDel et em@codsut t or
that are displayed in multiple rows on sigbms can be

achieved by highlighting the rote be delete@nd pressing

the delete button on the keyboard. To highlight an entire row
click on the row selector to the left of the row data.

| Description |
Record selectc ARy lic
Water Colour
Water Colour/Pastel
Pendlnk

Multiple row data.

SEARCHING FOR RECORDS

Record searching is achievlegdusing search combo boxes.
The various combo boxes displayed on the forms provide
drop-down lists from which to choose the selection criteria.
Clicking on an item in the combo box listlifind and go to
that record and display the data. Alternatively, entering the

first | etters or digits into
automatically complete the text with a matching entry from
the combo box I|ist, promers OEr

open the combo box to select from drirelist. Combo
boxes are sorted alpha numerically.
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Getting Started

EVALUATION & REGISTRATION

The database program has an evaluation option that atlows
to be opened a maximum dd #mes before requiring
registration. If the program is not registered you will be
presented with the registration screen whenever the program
is opened. The remaining number of times that the program
can be opened is disgked. To continue with the evaluation

c | i c €ontomuewith Evaluatiom .

B Register, g|
UNREGISTERED EVALUATION VERSION

Flease Enter the Registration Mumber to Unlock and Register the Application or wou
can continue to use the application as a trial version a max of 20 times

You Can Open the Program 20 More Times

1.5.1.4-754

Continue with Evaluation | Register Mow Cancel

RegistrationScreen

To register the program, contact ETS and quote the version
number and unique install code that is displayed on the
registration screen. When you receivellyonique
registration code, enRegsted i t
You will thenbe asked to enter the name of the dub
organisatiorto which the program is registered.

Registration is unique for each installation of the program
Theprogramuses a hardware signature of the PC it is
installed orand is not transferable.
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START UP

Starting thedatabas@rogram will bring you to the program

splash screen.The program automatically defaultsand

displaysthe current art showear. If the current date is later

in the year thathe default31% of March then thesuggested

current art show defaults to the following yedr different

roll-over date can be set in the Options forifrom the

splash screen you can access the license andidiscla

document d@&mtenc Itiockgoon oi t he mai n n

programor exit to close
Current VersiorNo

B Art Show

Version 1.5.1.4

Current Show

2011

Friday January 14 2011

M5 Access 2000 ® Databaze Application by Emjay Technology Systems 2008 © Disclaimer

Splash Screen

If the default year is set for a new art shitvat has not yet

been openedr startedhen when you clicKEntero you will

be broughtsa odatha drsthrow form whe|
need to enter the information for the-apming show before
proceeding.After entering the new show information click

fOKOO to go to the programds main
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The main menu is the centre point of the progranemHnere
all data entryprocesseand reporting functions of the
program can be quickly accessed by the click of a button.

Menu mode checkb

Current show year

Menu bitons

Summary informatio

displayed here

Exit Program

Sell Arbwork 1124

Return Unsold Arbwork

Buver Purchases

Pay Artisks
[Draka Entry

|
\ Reports |
\ Options |
N\
[ ® et |

Main Menuin Safe Mode

The Main Menus designed in aop-down fashion following
thelogical process of administration for a single show
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MENU MODES

The menu can be placed in one of
mode there is a level of safety offered that will allow certain

processes to be activated only afterecpding procedsas

beencompleted. This feature helps avoid doubling up on

processes already performed by deactivating the menu button

providing accesto that process when completed. Clearing

t hsafeh checkbox all ows access to
however caution is needed as this allows the possibility of

affecting the integrity oflata in the database, only

experienced users should clear the safe mode check box.

The availability of the safe mode option can be toggled in the
options screen.

MENU SUMMARIES

| n & S a ftledenmdigplays summary information
showing;

1 Number of applications that have been processed.

1 Number ofartworks to be received.

1 Number ofartworks to be sold.

1 Whether the Cubff date is reached.
This information in conjunction wh visual color prompts
and menu locking provides a framework for following the
correct program flow to process a complete art show.
Clear iSaf§g tchhec&k box provides unre
all menu functions but caution is advised in proceeding as
dataintegrity maybe compromisebtly inexperienced users.

SELECTING A DIFFERENT SHOW YEAR

Although the program defaults to the current year a different
show year can be selected by clicking on the show year
displayedand selecting a different year frolmetcombo box
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that is displaye@r using the up/down arrowsT his waya
previous year6s data can be &

QUITTING THE PROGRAM

To exit t he Exté oaheapplicatoa Wik ct A
close If the MS Access window remains open then click on
thecl ose button or select OEXI
MS Access.
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Processing a Show

The database program has been designed to follow the
following progression of steps to processoanpleteshow

event.

E =

Enter Show Information including Couriers,

Mediums Contactsaandanyother standard

parameters.

Select show sponsors from Companies or Contacts as
corporate or personal sponsors.

Mail Invitations selected from filtered menus of past
sponsors, exhibitors, buyers, Rotarians eetpiested
invitations.

Process show application forms returned from artists.
Create the Catalogue Documénaim all applications
received.

Receiveartworkfrom artistsincluding entering
alternative and late entridsate entries are treated as
supplementary entries.

Allocate loations toartworkafter being hung for
display.

Create display board showing locations and amended
entry data including supplementary entries.
Selectartworkas acquisitive and neacquisitive

prizes.

Sellartworkto buyers producing invoices and
purchasesummaries.

Return unsoldirtworkafter the completion of the
exhibition.

Pay artists foartworkssold retaining the commission
and producing tax invoices.

Enter names of people requesting invitations to the
opening of the following
Geneate reports oshow sales and statistics.
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Enter Show Data

Before processing a show the relevant data needs to be
entered first. FDatafantrioh &€ omaior
to thedata Entry Menafrom where you can select the data
forms for settingstandard program data.

&l Data Entry Menu &l

Data Entry

Club Details

Shaws

Contacts

Mediurns

Sections

Entry Form Requests

Agents

Data Entry menu.
The following data entry forms are available.

CLUB DETAILS

SHOWS

CONTACTS

COMPANIES

COURIERS

ARTWORK

MEDIUMS

SECTIONS

ENTRY FORM REQUESTS / INVITATIONS
AGENTS
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CLUB DETAILS

Enter the details of your club iheé Club Details screen. This
information is used on reports, invoices and payment advice.

SHOWS

Form Navigation Ba

& Club Details =13

Club Details

Mame:  [Rotary Club of

Street;

Town:

State:

Post Code:

Fax:

Mobile:

Email:

|
|
|
|
Fhone: |
|
|
|
|

AEN:

Club DetailsForm

B Art Shows

Show D 2008

Date 7A0/2008

Yenue |

Organizer |

Base Entry Fee IWT
Standard Entry Fee IW
Large Entry Fee IW
Entry Cut Off Date Ii
Commizsion R ate IT
G5TRate [ 10

Collection Alett  [appears on zales receipt)

&

i

Record: 14| 4 | 6 b |21 |r#|of 6

X
Show Details 0K

Shows Form
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ADDING A NEW SHOW

The first time a new show is opened you will automatically
be taken to the Shows data form to enter the infoomé&or

the show Default values for Show ID, Date, Entry Fees and
Rates are entered when a new show record is opened.

To ADD a new Show

1.

w N

The show ID should not normally need to be changed
and normally represents the year of the show. The
show ID is avalue used internally by the database and
does not represent the actual show yesmy value

can be used but should not be changed once a show
has been entered

Set the show date to the first day of the show opening.

Enter a venue and the name of thesperresponsible
for organising the event. These are optional items for
future reference.

Enter the cubff date for show applications.

If the default values for entry fees and other rates are
not correct then change the values displayed.

The ACollleecdtoi arexA appears

receipts as instructions for collection or artwork.

DELETING A SHOW

Records for shows can not be deleted from the Shows form
however if you need to enter a new show tblek on the
6Add Newd butt onowdnformatomt er

Deleting a show record would seriously damage the integrity
of data within the database and if deletion is required then
this should only be performed by qualified persons
experienced with relational database design.

t

r



16 Art Show Database

CONTACTS

A contactrepresents an individual person and their personal
contact information. Contacts can be sponsors, artists, buyers
or a combination of these three. A single contact carotie

an artist exhibiting martworkanda buyer purchasingha
artworkin the sameshow.

CREATING A NEW CONTACT
Artists who are to be entered as a new contact should have

their details entered through the Applications form while
processing the artistds show app

& Contacts E ‘
Contacts oK
Search
by 1D -
bySuname: [ -]
Contact Details
10 2002111 Phaone: |85524694
Title: Faw [
First Mame: lE‘eniamin— Mobile:
Last Name: [Abbott Email |
e
Stest [5211 IS
Tawn: [B Fembark Road ik

State: |54 Post Code: [Victor Hart W M| 4 10of 1346 » M| e

Contacts Form
To ADD a new Contact:

1. FromtheDataEnt y Me n (Contatt® cko fient er
the Contacts data entry form.

Click on the O6Add Newd button
A new record will be created with a new Contact ID

number.

4, Enter the individual s dat a.

wn
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ToCANCELaddi ng a new conteetet r e
Recordd button on the Igavigat
addedrecord.

DELETING A CONTACT
To DELETE a Contact:
1. Navigate to or search for the record to be deleted.

2.Click on the oO0Del ete Recor
bar.

COMPANIES & COURIERS

Entering data for Companies and Couriers is similar to that of
entering data for Contacts. Apart from the differences
between individuals and company entities, to add or delete a
courier or company please refer to the section on Contacts.

B Couriers El
Couriers 0K
Search [ -]
Courier Details
| 200eT13 Phone: [B5528800
Mame: |Southem Couriers
Fax:
Strest: |35 Standard Court I obile:

Town |Viclur Harbor Emai |

State: [54 Post Code: [5211 Contact |

Terms;

LA RN e

Couriers form
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MEDIUMS

By accessing the Mediums form from the Data Entry Menu
you can edit a list of differerrtworkmediums.Once
entered, Mediums can not be deleted, only edited.

1 To ADD a new medium enter the description in the
blank new record at the bottom bktlist.

H Mediums rg|
Medlums L Catalogue Column
—
Selected Record — Description |Catalogue] No Fee Jd/
| |ContefAcrylic [ U
|| Crayonfyater Colaur U
Drawing , No Fee Column
¥ | Etchingaper Colour L
|| nk/Graphite O > |
Lino |
|| Penciliwash U U
New Blank Record : Texta U .
| |"ater CalourMixed O O
|| et Colouril O O J
| |Guach O O
*
N - |

Mediums Form

Catalogue Column

Medi ums mar ked as fnCatalogueo wi
catalogue. Mediums that have no check mark in this column

do not appear in the catalogue document however they are

still processed as per normal the rest of the show.
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fiNo FeeoColumn

Medi ums mar ked as fANo Feeo ar
entry fee for each artwork item. Any artwork entered by an
artist that is of a No Fee medium is charged to the artist a
single base entry fee for enteritige show. This fee is

charged only once for any number of No fee medium items.

ARTWORK

New artworksare entered into the database during the
processing of an art iartwborkss s hc
are a central part of the whole show procesangng data

via the Artwork form should be attempted only by competent
personsvho understand the impact of changes n@de

where specifically instructedlo enter a nevartworkfor the

show please refer to the section on entering show

applications.

SECTIONS

If your show has different sections under which artwork can

be entered such as AOpeno, S
then the list of sections can be entered here. Once entered,
sections can not be deleted, only edit@deport can be

generated lighg all art under a specific section.

INVITATIONS

Persons who requeist be invited to future art shows can be
entered in thénvitation®form so that their details will be
included in the mailing list of Requested Invitations.

1 To ADD a contact on thavitation mailing list select
the personbés name from t he
the blank record at the bottom of the list. Contacts are
added to the current year only.
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1 To DELETE a contact from the mailing list,
highlight the r eceolred eréo wk eaynd

B Inyitation Requests EI[E'E'
Invitation Requests 2004 oK :
g Typing the first few 4
etters of a Adams, Ranald (200211-4) 1 15 Burke Street, Victor Harbar 54 5211 j
will automati cally find that » [Day, Lyn (200211-279) :  Za Barula Road, Marino 54 5049 j
Lewitzka, Lorraine (200211-688) : 2 Coral Street, YWictor Harbor 54 5211 j
entry. = J
Recard: 14 4| z b [ M]pk] of 3 B

Invitation Requests Form

AGENTS

Agents act on behalf of artists to enter, deliver and pick up
their artwork. Any agent can act on behalf of a number of
artists and can be designated a discedirgte for the
commission charged for hamut thebulk entries.

Artist salepayments are made to thagentansteadwho in
turn pay the artists for whom they are acting on behalf.

Agent information is entered in a similar way as for Couriers
and Companieasdescribed above.
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Select Sponsors

Sponsors for the show are divided into two groups;

9 Corporate Sponsors
1 Personal Sponsors

Selecting sponsors for a show provides a historic record and
ensures that past sponsars included in mail invitation lists
to future art shows.

Sponsors can dynbe selected frorContact and Company
information that is currently available in the database.

B3| Show Sponsors 2004 E|
Show Sponsors 2004 o
Typlng the first feW Personal Sponsors
etters 0 f a Select Sponsor | j Add Sponsor
will automatically find that Current Sponsors
entry.
Company Sponsors
Select Sponsor | j Add Sponsor
Currenk Sponsors

Show Sponsors Form
To ADD a Sponsor:

1. Sel ect the sponsor
2. Cl i Add Sponsaxr t o add t
list of current sponsors.

name

s el

(S
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If a sponsors not availablen the drop down list then their
details need to be added to the datalaase new Contact or
Company Please refer to Adding a Contact and Adding a
Company in the Enter Show Data section.

To DELETE a Sponsor:
1. Highlight the sponsor to be deleted in the list of

current sponsors.
2. Press the 6Deleted key to rem

Cli©OKo fio close the Sponsor form
menu.
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Mail Invitations

Mailing labels can be printed for sendingitations to

previous artists, sponsors, buyers, people who have requested
an invitation or all entered Rotarianslailing label reports

are designed usingvery DL24 70mm x 35mm self

adhesive laser labels.

Mailing Lists Close
Display

Selection Criteria

% Artists

" Sponsors as from (2004 -
" Buyers = | $500.00

" Requested Invitations (selected yvear anly)

" Rotary Members

Mailing List Menu
PREVIEWING THE MAILING LIST
All mailing lists are shown in preview motbefore printing.

To PREVIEW a mailing label list, select the option and any
required cr Disppypia and click 7

Selecting Artists, Sponsors or Buyers will include all records
as from and includindhe year selected in the drop down
combo box. Requested invitations are retrieved only from the
selected year. Entering a purchase amount for buyers will
filter the selection to all buyers having made a purchase
greater than or equal to the entered value.
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sethomy Fainuesther Carly #dler Dieanne #mith
2fi Lamont Road 36 hocuta Road 27 Corio Terace
“detor Harbior Engaston Goolia
Sa08N SA 5357 SA G214
Gamy Tainton Graham Smith hagaie Adils
Baox 1223 Box 161 2 Quinn Road
Sater Harbor Trre ilinga
ih 1 SA5211 SA 5356 SA5ITZ
Mailing Lists areepr
ormatted to prlnt on Ave ry Fonald fdams Sue Adams Thomas Adler
H 15 Burke Strea 9 Casuaring fue. 35 hocutta Road
DL24 self adhesive Laser it Farber sy Coure PrgeEnn
SR8 SA 8126 SA 6363

labels

“otor dolEson
Box 261

Mok Laren e
A8

Mailing List Example

PRINTING THE MAILING LABELS

Before printing the mailing labels ensure that your printer is
loaded with sufficient sheets of Avery DL24 adhesive labels

To PRINT the labeldrom the report previewlick on the
OPrintéeieon O6Printdé from the r

Closing the report will return you to the Mailing Lists Menu.



Process Applications 25

Process Applications

A& When searcifor

The processing of ar partsfthé s
Art show process From the single Show Applications form
bot h an ar ti s tadworksdam becentdres inta n d
the database along with the processing of any entry fees due

af

The Show Applications form displays all artists and their
artworks who have applied to enter the current art show.

SEARCHING FOR APPLICATIONS

ToFINDan artistodos application i

artist applications, the Seaithe artist using the Search drop down box or go to theartist

drop down box will only
contain existing show
applications.

Search DropDown _|

Box

O0Edit Det

Entry fee summary

Navigation bar

record by using the navigation bar buttons.

= Show Applications 2010 3
Show Applications  Mr. John Citizen o
Add Mew

Search
[ I =1 ngrts [ <]
Artist — Junior: 7 ager 13

I0: | B} GSTReg: [
Tite: [r. - Persanal Backgroun:

e Mo Ttems Entered: H
First Name: [Iohn ic Entry Fee: $0.00
A Individual Artwork Entry o $24.00
LEL Total Entry Fee Due: $24.00

Strest: ‘3 Anywhere Street

Extra Payment Amount:
Amount Received: $24.00

Town: [Communitytile

Artistos

I il Entry Balance:

Phone: |(08) 5000 1000 Sales Amount Due: $420.50
DOB: ’W Sales Payment Made: $0.00
h— Artist Balance: $0.00
Please Hote:
For hishegic recard reasans, changing an Artwork's Medium Readjust Entry Fees
of Size M not automatically adjust the entry Fees and
attist balange Far vears other than the current year, =3 H ‘ P) 536 of 636 » ‘ M | o |
Artwork Entered
D] TitIN, [ Secton [ Medum [ Price [ L
|| 1206 |Wind in the Willows General Acrylic $50.00
| | 11207 A Misty Breeze General Chalk Pastel $150.00 O
» |

Show Applications Form
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PROCESSING NEW APPLICATIONS

To processanewapplication you need to;

1 Addanew or existingontact as the artist.
1 Add artworksentered by that artist.

Artists can beaddedirom existing contacts or entered as a
new contact from the Applications form.

To ADD anEXISTING contact as an ast:

1. Open the Show Applications form from the main

menu.
2.Click the O0Add Recorddé button
record.
3. Search for existing artists in the Search drop down
box.

4. Click on the artist in the drop down list to retrieve
their personal information.

& 6Per sonal Personalinformation for existing artists can not be changed
6Junior 6 and fromthe Applications form, if changes need to be made then

always be setevenforexisc | i ck on the O6Edit Detailsd butt
artistos app forthat artist.

If an artist is not included in the drop down list thyeu need
to add them as a new artist

To ADD aNEW contact as an artist

1. Open the Show Applications form from the main
menu.

2. Click the 6Add Recordd button
record






