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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 software; ñART SHOW MS ACCESS DATABASE APPLICATION". 

 

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

the terms of the Disclaimer. 

 
** IMPORTANT **  

 

** IF 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 payment of the applicable 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 computer, workstation, 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 regarded as 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 not transferable and does not provide rights to re-sell or distribute the software. 
 

 



  

 

DISCLAIMER 

---------------------------------------------------- 
 

This disclaimer 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 reviewed and supported by your accountant or other suitably 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 
Systems 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 direct, in-direct, special, incidental or consequential, including without 

limitation, damages for loss of goodwill, work stoppage, computer failure or mal-function, 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 EMjay Technology 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 may be un-predictable when you use the mouse wheel 
function. 
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Manual Conventions 
 

 

The following conventions are used throughout this manual. 

 

 

Using the Mouse 
 

Mouse Event User Action 

 

ñClickò 

 

Click on the mouse button once. 

 

ñDoubleClickò 

 

Click the mouse button twice in rapid 

succession. 

 

ñDragò 

 

Click and hold the left mouse button, 

and then move the mouse to another 

location. Release the mouse button. 

 

 

 

Using the Keyboard 
 

Keys to be pressed will be in Italicised font. 

 

Combinations of multiple keys to be pressed together, will be 

hyphenated such as Ctrl-Alt-Del. 

 

Combinations of multiple keys to be pressed in succession, 

will be denoted with arrows such as Ctrl>F.  

 

When combinations of key presses are required for menu 

navigation, sub-menus and respective key presses will be 

denoted with arrows such as Alt-Insert=>Picture=>Clipart.  

The key to be pressed in the menu item being underlined. 

 

         A mouse event may be 
preceded by specifying either the 
Left or Right button, such as 
ñRight Clickò. 

 

         The mouse is typically 
configured for right-handed 
operation.  A mouse configured 
for left-handed operation will 
have the buttons reversed. 

 

         Menus can also be 
navigated by selecting the menu 
items with the mouse. 
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Written Text 
 

Menu and sub-menu navigation will be denoted with arrows 

such as File=>Print . Menu navigation to be followed in the 

progression of order, and the final item in the list to be 

selected. 

 

Reference to specific screen items, such as command buttons 

will be quoted using ñitalicised text in double quotesò. 

 

Screen Objects 
 

Selection from a Combo box refers to clicking on the boxesô 

arrow  and clicking on an item that is in the resulting list 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 command button 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 òFormò refers to the many windows that make up 

the database application.  Forms are 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 and Setting up 
 

 

 

NOTE: 
Read this manual in itôs entirety before attempting 

 to install and use the software. 

 

 

 

To install the Database program insert the CD into your 

computers CD drive.  The installation setup program will be 

started automatically. 

 

The database installation setup program will guide you 

through setting up the program including file location 

directory and program menu settings. 

 

System requirements for successful installation are listed in 

Appendix II . 

 

Be sure to read the ñReadmeò file for the latest information 

regarding the software and its installation. 

 

 

Starting the Program 
 

Locate and select the ñArt Showò item in the Emjay program 

menu folder by first clicking on the ñStartò button and 

choosing ñPrograms => Emjay => Art Showò. Alternatively 

if selected during installation, a shortcut icon to the database 

is placed on the desktop. 

 

This program is written as a Microsoft Access 2000 database 

application.

         
 

It is recommended to accept 
the default location during 
the installation process. 
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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 navigation 

buttons.  Either standard MS Access form navigation buttons 

or other special navigation bars are used however their 

function is the same. 

 

 

 

 

 

 

 

 
 

Special Navigation Bar 

 

 

ADDING RECORDS 
 

Records are added by clicking on the óAdd Newô button of 

the navigation bar and entering data for the record in the text 

boxes provided.  The standard MS Access navigation bar 

enters a new record if you click the óNext Recordô button 

when you are on the last record in a set.  Occasionally rolling 

the scroll wheel 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 scrolling, simply return to a previous 

record or press the escape key.  

 

 

Delete Record 

First Record 

Previous Record 

Add New Record 

Last Record 

Next Record 

Record Count 
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DELETING RECORDS 
 

Due to the complexity of how data is related internally within 

the database, arbitrarily deleting records can sometimes cause 

corruption and errors, as a result the ability to delete records 

has been controlled by not providing access to the deletion 

process when this action would be critical.  When deleting is 

available use the óDeleteô button from the navigation bar or 

the specified óDeleteô button on the form.  Deleting records 

that are displayed in multiple rows on sub-forms can be 

achieved by highlighting the row to be deleted and pressing 

the delete button on the keyboard.  To highlight an entire row 

click on the row selector to the left of the row data. 

 

 
 

Multiple row data. 

 

 

SEARCHING FOR RECORDS 
 

Record searching is achieved by using 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 list will find and go to 

that record and display the data.  Alternatively, entering the 

first letters or digits into the combo boxôs text area will 

automatically complete the text with a matching entry from 

the combo box list, press óEnterô to select the suggestion or 

open the combo box to select from the entire list.  Combo 

boxes are sorted alpha numerically.

Record selector 
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Getting Started 
 

 

EVALUATION & REGISTRATION 
 

The database program has an evaluation option that allows it 

to be opened a maximum of 20 times 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 displayed. To continue with the evaluation 

click on ñContinue with Evaluationò. 

 

 

 
 

Registration Screen 

 

To register the program, contact ETS and quote the version 

number and unique install code that is displayed on the 

registration screen.  When you receive your unique 

registration code, enter it in the text box and click ñRegisterò. 

You will then be asked to enter the name of the club or 

organisation to which the program is registered. 

 

Registration is unique for each installation of the program.  

The program uses a hardware signature of the PC it is 

installed on and is not transferable. 
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START UP 
 

Starting the database program will bring you to the programôs 

splash screen.   The program automatically defaults to and 

displays the current art show year.  If the current date is later 

in the year than the default 31
st
 of March then the suggested 

current art show defaults to the following year.  A different 

roll-over date can be set in the Options form.   From the 

splash screen you can access the license and disclaimer 

document or click on ñEnterò to go to the main menu of the 

program or exit to close. 

 

 

 
 

Splash Screen 

 

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

been opened or started then when you click ñEnterò you will 

be brought to the ñShowsò data entry form where you will 

need to enter the information for the up-coming show before 

proceeding.  After entering the new show information click 

ñOKò to go to the programôs main menu.

 Current Version No 
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MAIN MENU 
 

The main menu is the centre point of the program.  From here 

all data entry, processes and reporting functions of the 

program can be quickly accessed by the click of a button. 

 

 
 

                                                                   Main Menu in Safe Mode 

 

 

The Main Menu is designed in a top-down fashion following 

the logical process of administration for a single show. 

 

Menu mode checkbox 

Current show year 

Menu buttons 

Exit Program 

Summary information 

displayed here 
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MENU MODES 
 

The menu can be placed in one of two modes.  In óSafeô 

mode there is a level of safety offered that will allow certain 

processes to be activated only after a preceding process has 

been completed.  This feature helps avoid doubling up on 

processes already performed by deactivating the menu button 

providing access to that process when completed.  Clearing 

the ñSafeò checkbox allows access to all menu features 

however caution is needed as this allows the possibility of 

affecting the integrity of data 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 
 
In óSafeô mode  the menu displays summary information 

showing; 

¶ Number of applications that have been processed. 

¶ Number of artworks to be received. 

¶ Number of artworks to be sold. 

¶ Whether the Cut-off date is reached. 

This information in conjunction with visual color prompts 

and menu locking provides a framework for following the 

correct program flow to process a complete art show.  

Clearing the óSafeô check box provides unrestricted access to 

all menu functions but caution is advised in proceeding as 

data integrity may be compromised by 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 

displayed and selecting a different year from the combo box 
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that is displayed or using the up/down arrows.  This way a 

previous yearôs data can be accessed. 

 

 

QUITTING THE PROGRAM 
 

To exit the program select ñExitò and the application will 

close.  If the MS Access window remains open then click on 

the close button or select óExitô from the file menu to close 

MS Access. 
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Processing a Show 
 

 

The database program has been designed to follow the 

following progression of steps to process a complete show 

event. 

 

 

¶ Enter Show Information including Couriers, 

Mediums, Contacts and any other 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 and requested 

invitations. 

¶ Process show application forms returned from artists. 

¶ Create the Catalogue Document from all applications 

received. 

¶ Receive artwork from artists including entering 

alternative and late entries. Late entries are treated as 

supplementary entries. 

¶ Allocate locations to artwork after being hung for 

display. 

¶ Create display board showing locations and amended 

entry data including supplementary entries. 

¶ Select artwork as acquisitive and non-acquisitive 

prizes. 

¶ Sell artwork to buyers producing invoices and 

purchase summaries. 

¶ Return unsold artwork after the completion of the 

exhibition. 

¶ Pay artists for artworks sold retaining the commission 

and producing tax invoices. 

¶ Enter names of people requesting invitations to the 

opening of the following yearôs exhibition. 

¶ Generate reports on show sales and statistics. 
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Enter Show Data 
 
Before processing a show the relevant data needs to be 

entered first.  From the main menu click ñData Entryò to go 

to the óData Entry Menuô from where you can select the data 

forms for setting standard program data. 

 

 
 

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 in the Club Details screen. This 

information is used on reports, invoices and payment advice. 

 

 
 

Club Details Form 

SHOWS 

  
 

Form Navigation Bar 

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 information for 

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. The show ID should not normally need to be changed 

and normally represents the year of the show.  The 

show ID is a value used internally by the database and 

does not represent the actual show year.  Any value 

can be used but should not be changed once a show 

has been entered. 

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

3. Enter a venue and the name of the person responsible 

for organising the event.  These are optional items for 

future reference. 

4. Enter the cut-off date for show applications. 

5. If the default values for entry fees and other rates are 

not correct then change the values displayed. 

6. The ñCollection Alertò text appears on buyer sales 

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 then click on the 

óAdd Newô button and enter the new show information. 

 

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. 
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CONTACTS 
 

A contact represents an individual person and their personal 

contact information.  Contacts can be sponsors, artists, buyers 

or a combination of these three.  A single contact can be both 

an artist exhibiting an artwork and a buyer purchasing an 

artwork in the same show. 

 

 

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 artistôs show application form. 

 

 
 

Contacts Form 

 

To ADD a new Contact: 
 

1. From the Data Entry Menu click ñContactsò to enter 

the Contacts data entry form. 

2. Click on the óAdd Newô button on the navigation bar. 

3. A new record will be created with a new Contact ID 

number. 

4. Enter the individualôs data. 
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To CANCEL adding a new contact record click the ñDelete 

Recordô button on the navigation bar to delete the newly 

added record. 

 

 

DELETING A CONTACT 
 

To DELETE  a Contact: 

 

1. Navigate to or search for the record to be deleted. 

2. Click on the óDelete Recordô button on the navigation 
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. 

 

 
 

Couriers form 
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MEDIUMS 
 

By accessing the Mediums form from the Data Entry Menu 

you can edit a list of different artwork mediums. Once 

entered, Mediums can not be deleted, only edited. 

 

¶ To ADD a new medium enter the description in the 

blank new record at the bottom of the list. 

 

 

  
 

Mediums Form 

 
 

Catalogue Column 
 

Mediums marked as ñCatalogueò will appear in the printed 

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 for the rest of the show. 

 

Selected Record 

New Blank Record 

  Catalogue Column 

  No Fee Column 
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ñNo Feeò Column 
 

Mediums marked as ñNo Feeò are not charged the standard 

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 entering the show.  This fee is 

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

 

ARTWORK 
 

New artworks are entered into the database during the 

processing of an artistôs show application.  As the artworks 

are a central part of the whole show process, changing data 

via the Artwork form should be attempted only by competent 

persons who understand the impact of changes made or 

where specifically instructed.  To enter a new artwork for 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 ñOpenò, ñSeascapesò, ñLandscapesò etc. 

then the list of sections can be entered here.  Once entered, 

sections can not be deleted, only edited.  A report can be 

generated listing all art under a specific section. 

 

INVITATIONS 
 

Persons who request to be invited to future art shows can be 

entered in the óInvitationsô form so that their details will be 

included in the mailing list of Requested Invitations. 

 

¶ To ADD a contact on the invitation mailing list select 

the personôs name from the drop down combo box in 

the blank record at the bottom of the list.  Contacts are 

added to the current year only. 
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¶ To DELETE  a contact from the mailing list, 

highlight the record row and press the óDeleteô key. 

 

 
 

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 discounted rate for the 

commission charged for handling the bulk entries. 

 

Artist sale payments are made to their agents instead, who in 

turn pay the artists for whom they are acting on behalf. 

 

Agent information is entered in a similar way as for Couriers 

and Companies as described above. 

 

 

          Typing the first few 
letters of a personôs Last Name 
will automatically find that 
entry. 
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Select Sponsors 
 

Sponsors for the show are divided into two groups; 

 

¶ Corporate Sponsors 

¶ Personal Sponsors 

 

Selecting sponsors for a show provides a historic record and 

ensures that past sponsors are included in mail invitation lists 

to future art shows. 

 

Sponsors can only be selected from Contact and Company 

information that is currently available in the database. 

 

 
 

Show Sponsors Form 

 

To ADD a Sponsor: 

 

1. Select the sponsorôs name from the drop down box. 

2. Click ñAdd Sponsorò to add the selected name to the 

list of current sponsors. 

 

          Typing the first few 
letters of a personôs Last Name 
will automatically find that 
entry. 
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If a sponsor is not available in the drop down list then their 

details need to be added to the database as a 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 óDeleteô key to remove the selected sponsor. 

 

 

 

Click ñOKò to close the Sponsor form and return to the main 

menu.
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Mail Invitations 
 

Mailing labels can be printed for sending invitations to 

previous artists, sponsors, buyers, people who have requested 

an invitation or all entered Rotarians.  Mailing label reports 

are designed using Avery DL24  70mm x 35mm self 

adhesive laser labels. 

 

 
 

Mailing List Menu 

 

PREVIEWING THE MAILING LIST 
 

All mailing lists are shown in preview mode before printing.   

 

To PREVIEW  a mailing label list, select the option and any 

required criteria and click ñDisplayò.   

 

Selecting Artists, Sponsors or Buyers will include all records 

as from and including the 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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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 labels from the report preview click on the 

óPrintô icon or select óPrintô from the reportôs File menu. 

 

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

 

 

          Mailing Lists are pre-
formatted to print on Avery 
DL24 self adhesive Laser 
labels 
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Process Applications 
 

The processing of artistôs applications is a central part of the 

Art show process.  From the single Show Applications form 

both an artistôs details and their artworks can be entered into 

the database along with the processing of any entry fees due. 

 

The Show Applications form displays all artists and their 

artworks who have applied to enter the current art show. 

 

 

SEARCHING FOR APPLICATIONS 
 

To FIND an artistôs application information either search for 

the artist using the Search drop down box or go to the artistôs 

record by using the navigation bar buttons. 

 

 
 

Show Applications Form 

          When searching for 
artist applications, the Search 
drop down box will only 
contain existing show 
applications. 

 

Artistôs Artworks 

Search Drop-Down 

Box 

Navigation bar 

óEdit Detailsô Button 

Entry fee summary 
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PROCESSING NEW APPLICATIONS 
 

 

To process a new application you need to; 

 

¶ Add a new or existing contact as the artist. 

¶ Add artworks entered by that artist. 

 

Artists can be added from existing contacts or entered as a 

new contact from the Applications form. 

 

 

To ADD an EXISTING contact as an artist: 

 

1. Open the Show Applications form from the main 

menu. 

2. Click the óAdd Recordô button to add a new blank 
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. 

 

Personal information for existing artists can not be changed 

from the Applications form, if changes need to be made then 

click on the óEdit Detailsô button to go to the Contact form 

for that artist. 

 

If an artist is not included in the drop down list then you need 

to add them as a new artist 

 

 

To ADD a NEW contact as an artist: 

 

1. Open the Show Applications form from the main 

menu. 

2. Click the óAdd Recordô button to add a new blank 
record. 

óPersonal Backgroundô, 
óJuniorô and óGST Reg.ô can 
always be set even for existing 
artistôs applications. 

 




