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PROGRAM FEATURES

This Freeware software provides many useful features, some of which may be outside the scope of your duties as the
Attendance Chairman. Designed with the “older generation” in mind, this software allows you to...

Maintain a complete database of up to 300 members. Including multiple databases. (Only one open at a time)
- Ability to automatically open a selected database.
Includes automatic saving
Database Encryption, so you can send your database in an e-mail without the concern of sending personal
information over the internet
Able to import pre-formatted Excel files

Maintain electronic copies of completed Membership Application Forms (in .wmf format)
Organize the Membership into Active and Inactive lists.

Capable of “zooming” the database for those older eyes.

Create lists of E-mail, Mailing Addresses and Unused Badges

Online Help: Provides the latest, up-to-date information

Capable of producing a Form 27

Easily enter Meeting Data to include
0 Present, Absent and Excused Members
0 Missing Badges and Inactive Members

Automatically calculates...

o Percentages of the Meeting and Year to Date

o Status of all Members

o Next Months Birthday Members

o0 Members turning 90 within the next three months

A running tally of the duration of...

o Inactive Members

0 Members who missed 3 or more consecutive meetings

o0 Members who misses 6 or more meeting during the last 12 months
o0 Members who forget to turn in their badges

Provides a robust Find & Replace...
o0 Search for partial or entire text
0 Search for case sensitive text

o Search by row or column

Print Alpha & Numeric Member’s Badge Roster and a tidy Monthly Attendance Report

Automatially check for updates online.



INSTALLATION

If you have not already downloaded SIR-ADM, goto <http://www.anadrac.com/siradm/download/SIR-ADM
Download.htm> This will download the most current version available. You may get a box simuliar to the images below. You may
choose to save or run the file.

If you choose to save the file, you may be asked where you want to save the file to. Some browsers save to your
“Downloads” directory in your “Documents” directory. It depends on what your browser settings are.

If you choose to run the file, it will download, save a temporary file and then run automatically.

When the installation program runs, You will be asked if your ready to install, then you'll see the following screen...
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@ Please select how you want to install this software.

@ [efaull installafion
€ Custom Installation
I Create Start Menu Folder
& Place shortcut on Desktop
[F Place shortcut in Quick Launch
[ Create Shortcut for All Users

Instalation Directory: JETEHEE
[C:\Program FileshSIR-A0M
et




Default or Custom Installation

The following actions will take place during the Default installation...
A “SIR-ADM” folders will be created in your “Program Files” folders.
A “SIR-ADM” folder will be created in your “Documents” folder. Inside the “SIR-ADM” folder will be more folders.
A shortcut will be placed on your Desktop.
A “SIR-ADM” menu selection will be created in the “Programs” menu for All Users, in which several shortcuts will be
created.
The program files will be installed on to your computer.

CHOOSE INSTALL METHOD

" Custom Installation

[B Create Start Menu Faolder

[# Place shartcut on Desklop

[B Place shortcut in Quick Launch
[# Create Shortcut for &l Users

Installation Directory: PEfawEs |
|E:"-.F'rn:-gram FilezhSIR-AD

Ok CAMCEL

The following actions will take place during the Custom installation.
1. When you choose Custom Installation, the other options will be enabled.
- Create Start Menu Folder: This will create a SIR-ADM menu selection ONLY in your profile’s Start Menu-

Programs menu, in which several shortcuts will be created. If you have a check in Create shortcut for All
Users, it will be unchecked.
Place shortcut on Desktop: This will create a SIR-ADM shortcut ONLY on your desktop.
Place shortcut in Quick Launch: This will create a shortcut to SIR-ADM in your Quick Launch bar.
Create shorcuts for All Users: Instead of a menu selection in your profile, This will create a SIR-ADM menu
selection in the Start Menu for All Users. If you have a check in Creat Start Menu Folder, it will be unchecked.

2. The Installation Directory “browse” button will be enabled, allowing you to select any directory in which to install SIR-
ADM.
3. When you click “OK”, SIR-ADM will install using the selections you've made.

If all goes well, you should then see a box stating the installation is complete.



PROBLEMS RUNNING FOR THE FIRST TIME

If you are getting errors when you first try to run SIR-ADM, try running as an administrator. Right-click on the shortcut
your using to run SIR-ADM and click on Properties. Click on the Advanced button.

"C:M\Program FilestSIR-ADM sir-adm exe"




INITIAL SETUP

When running SIR-ADM for the first time, you will be asked to enter your Branch Name and Number. Be very careful, this
information is only entered ONCE and can NOT be changed.

| GROoUPs | DaTaBasE

BRANCH NAME: |anadiac Software

BRANCH NUMEER: [203 o EVEEEEEANB\JEFEDLS'IQ}'PDN

wEB BROWSER:

|C:\F'mgram FileshIntermet E sploreriesplore exe

BROWSE |

ADOBE READER:

BROWSE |
CAMCEL | 0K I

If you have already been assigned a registration code, thank you. If not, don’t worry, there’s no charge. Simply send an e-
mail to services@anadrac.com stating your Branch Name and Number. Within a couple days (If I'm really busy) you'll receive a
Registration Code which, looks something like this JD87-34JR-T6F8-I3HR-T7RH-RT78.

[51RADM: Procuct Registration

You have 9@ days remaining in
his trial period.

IT you are pleased with the performance of
this software, wou must register it from Anadrac
Software by clicking the "REGISTER" button
below. You will be presented with the SIR-ADM
webpage which contains additional  information
about registration methods. pricing and delivery.

HEEISTEFI Enter Registration Coade | CAMCEL |

If your Registration Code isn’t long enough to fill in all the boxes, don’t worry. You can either enter the code manually in
to the small boxes, or you can copy & paste into the long box at the bottom. Then click the ACTIVATE button and you should be

all set.
[51R ADM: Product Registration

Please enter the Branch Mame, Murmber and Registration Code.
BRAMCH MNAME I.-’-‘«nadrac Software

BRANCH NUMBER [3

MOTE: Your Product Registration Code may not be big enough to fill in all the
boxes. Just enter the Code you have and click "activate’ OR See Below...

If you are doing a Copy & Paste, use the box below.

I EETRIETE 1 CANCEL |




QUICK OVERVIEW
Here is the main screen. It's blank because we don't have a database open.

First, a basic description of Menus can be found later on in this manual. So for now, let’s just name the buttons on the
Toolbar and a few other functions.

From left to right... Open Database, Save Database, Print, Undo, Redo, Cut, Copy, Paste, Find and Hide/Show.

On the bottom of the Main Window, you ‘Il see greyed out areas... AUTOSAVE and RMBRW!IN.
Members Shows the total members during the selected month.
AUTOSAVE: This is a duplicate of the AUTOSAVE option in the Preferences window. When it's Grey, it's off.
RMBRWIN: This is a duplicate of the REMEMBER WINDOW POSITION option.

Then the Time and Date are shown on the right.



MENU SELECTIONS

This section will provide an overview of the Menus and their selections.

FILE....NEW ..o, Creates a new database file.

OPEN. ..., Opens a Database file

IMPORT ...t Converts a pre-structured Excel spreadsheet into a Database file.

SAVE....c i, Saves a Database file.

SAVE AS....oiie e Allows you to save a database under a new name.

EXPORT ...t Exports an encrypted database.

SAVE REPORT........ooee v, Saves a copy of the Attendance Report.

CLOSE.......o i, Closes the currently open database.

PRINT ..ottt e e Opens the Print Window

PREFERENCES...................... Opens the Preferences Window.

EXIT e e Closes SIR-ADM

EDIT.... CUT ..o Removes selected data from the database and stores it on the clipboard.

COPY .. e Copies selected data from the database on to the clipboard

PASTE. ..o Copies the clipboard data in to the selected area of the database

UNDO....ciiiiiiiieeei e Undoes the last action (Not yet fully implemented, but it mostly works)

REDO...ccciiiiiiiiiiiieee e NOT IMPLEMENTED as of this writing.

DATABASE...... E-MAIL LIST ..o, Creates a list of all member’s e-mail addresses.

MAILING LIST...voie i Creates a list of all member’s street addresses.

UNUSED BADGES LIST.......... Provides a small list of available badge numbers.

FORM 27 e, Opens the Form 27 window.

FIND...oovveeeiiiieieeee e e Provide search capabilities of the MEMBERS tab.

HIDE EMPTY ROWS............... Hides all unassigned rows (records/badge numbers)

ADD NEW MEMBER............... Opens the Add Member window.

REMOVE MEMBER................. Removes a member from the database.

DATABASE INFO..........ccoienies Provides various details about the database file.

LIST MISSING FORMS............ Creates a list of members who don’t have an Application form available.

HELP............. Y 2@ L N Opens the SIR-ADM title page. You can find the software Version# and

the Product Registration Code (if entered).

ONLINEHELP............ccveei. Displays a online help window. (Internet connection required)

USERS MANUAL...........oeevnes Opens the installed User's Manual (Adobe Reader required)

SUPPORT.....cco vt e Displays contact information to obtain support for this software.

WEBSITE.....iiiiiiiiiie e, Opens Internet Explorer (or any web browser you specify within the
Preferences Window) and opens the SIR-ADM webpage at Anadrac
Software.

CHECK FOR UPDATES.......... Checks online for available software updates (Internet connection required)



When first using SIR-ADM, we don't even have a database, so we'll need to start from scratch or IMPORT one.

IMPORTING A DATABASE

Excluded from this installation is a file named “Example Excel Database For IMPORTING.csv". It may be downloaded
from http://www.anadrac.com/siradm/download/Example%20Excel%20Database%20For%20IMPORTING.csv and should be
saved in your “Documents\SIR-ADM” directory. Assuming you already have Microsoft Office installed, use this file to learn how to
create a file to import and how to import files. Detailed instructions for creating files to import is discussed later in this manual. If
you don’t have Office installed, you may not have Excel. In this case, how are you maintaining a database of attendance? If
you're maintaining attendance in paper form, unfortunately you will need to manually enter the members and their information. If
your using another form of database software, please contact Anadarc Software for consideration of other import functions.

Click FILE_IMPORT. We'll be expected to enter the YTD percentages of attendance for the last 12 months. When you
have those numbers, click YES.

You will be shown a directory and file list. It should be directed to you "Documents" folder in which you'll see the file
"Example Excel Database For IMPORTING.csv" Select it and click IMPORT, or just double-click on it.

You will have the choice to keep the current name or change the name of the database. Then you'll be expected to enter
the YTD percentages. For our example database, those percentages are... 56, 55, 46, 47, 51, 48, 55, 49, 48, 54, 51, 47. When
you're finished, you'll see the blank main windows again. Importing a database does not Open it, it actually just converts the excel
sheet into a working database for SIR-adm.

When you open the database your main window will look like this...
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As you may see, the MEMBERS tab is selected, thus showing you the display of the entire database in which you can
manipulate the data.

NOTE: The database grid, looks simular to Excel. It does NOT WORK the same though.



MANIPULATING THE DATABASE

There are subtle differences between this grid and that of Excel. First of all, if you click or dbl-click on a cell, you will not
find a blinking cursor in the cell. As of now, | don't know the coding for that.

> To replace the contents of a cell, click on the cell you want to edit and start typing.

> To append the contents of a cell, Dbl-click on the cell and start typing.

> To cancel your changes while tryping, press ESC.

> The standard Copy and Paste are a little different. You can not copy selected text, only the whole cell.

> You can select and entire row by clicking on the row number. Depending on the status of the row (filled or blank) you
can Cut a Member, Delete a member, Hide a blank row, or paste a member into the row.



CONTEXT MENUS

Context menus are pop-up menus (Right-clicking) which change based on the context of which it's used.
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ADDING MEMBERS

When a member joins the club, he's given a Badge#. That Badge# is the Row number for SIR-ADM. So to add a new

member select his corresponding row number and type in his LASTNAME. You'll then be asked if you're adding a new member,
click YES. You'll then see the following window...

o]
felele: |25 [ Bowling
LAST NAME [pog E Elj;mg
FIRST NAME [30mm = R
MIDDLE INITIEL [ I™ Computers
SRAR |
NICK HAME [
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S P

BT [oagram
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2P CODE 575

Sl TR

EMAIL deua@rmwhexe.com
VEARJDINED 2010

BIRTH HONTH 5
BIRTHYEAR [1350

OCER/HOBBIE [rpuck pRIvis

conceL | [

When it first opens, it will have filled in his Badge# and Last name. Fill in the rest of the data fields and click OK. The new
member has been added to the Database.



MEETING ATTENDANCE TAB

When you click on the MEETING ATTENDANCE tab, your screen will show as follows...
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This is where the heart of the program is. Every members badge is represented by a check box. Unused badges will not
have check boxes. The first thing you may notice... there are four different kinds of boxes.

> Black with no checkmark... means this member did NOT show up to a meeting and did NOT call in. (Unexcused Absence)
> Black with checkmark... Means this member attended the meeting (Present)
> Grey with checkmark... Means the member called in and did not attend the meeting (Excused Absence)
> Red with no checkmark... Means the member did not return his badge.
To change the selected month, you may enter the first three letters in the Month Textbox and press ENTER, Same with
the Year.

Or, you may click on the left and right Arrows.

Or, use the Calendar Icon.

=
Sep 2010 [sen =] [2010 =]
s M T w x F s
29 30 31 1 2 3 4
| & 8 & 10 11
12 13 14 15 16 17 18
19 20 pal 22 23 24 [ 55
26 27 28 29 30 |3
3 4 = B 7 g 9

This will show you a calendar in whcih to select the month. Double click on any day to select the month and close the calendar.

The attendance information will now show the status of that months meeting.



ATTENDANCE REPORT

The white textbox at the bottom is the Attendance Report. For those of you who use the smaller screen resolutions, this
box may be very small. It can be expanded by dbl-clicking on the Members Attendance FRAME (Not the TAB) It says Double
click to Hide or Show. This the hides or shows the members check boxes and shows more of the Attendance Report. This report

should look familar.
E!-‘: DM
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If you want to find a person listed in the database, dbl-click on the name and you will be taken back to the MEMBERS tab
and his record will be selected.

You can print the attendance report, see the next section.



PREPARING FOR A NEW MONTH'S MEETING

When you're ready to process the meeting, print out the Members Badge List by clicking File-Print. You will see a little
window as follows...

Select Members Badge List and a desired font. Usually any font size over 12 is too big. The Members Badge list contains
a list of all the members and their badge# in alphabetical order and numerical order.

Then go back to the MEETING ATTENDANCE tab and click the "Setup for NEW month" button. After you confirm that's
what you want to do, all the check boxes will be checked (except for missing badges and inactive members).

Now we check off the people who have called in for an Excused absence. Select the EXCUSED option in the upper-right
corner. Then in the text box start typing in the badge numbers of the excused members. You'll see, and probably hear, when you
hit the ENTER key, the textbox clears, and the members checkbox will become greyed out with a check mark. Continue this
process for all excused members.

Then we check off the badges that were not handed out. Select the ABSENT option and repeat the process of typing in
badge numbers.

After you have returned the badges into whatever container you use. You'll need to determine what badges are still
missing. Select the MISSING options and again, type in the badge numbers.

When complete, click the Commit Changes button. This will record the status of all memebrs into the database and fill out
the attendance report. This WILL NOT save the database, it just records the changes in each member’s records.

You're done. You can print out the report for filing and by clicking "Save Report to File". You'll get a message box stating
where the file is saved and the filename. Typically the filename is "Monthly Report-MMMYYYY.rtf" with the Month and year of the
meeting in .rtf format which is Rich Text Format. It's just one step up from a typical Text file. The file is saved in your
"Documents\SIR-ADM\Monthly Reports” directory.



FILLING OUT THE FORM 27

To open the Form 27, Click Databsse-Form 27. The following window will appear.

You will only be able to manipulate the information within the white grid squares.



PREFERENCES WINDOW

There are three tabs. The first GENERAL tab, you should have seen before. It contains the Branch NAME and NUMBER. The
checkbox, REMEMBER MAIN WINDOW POSITION, when checked, will make SIR-ADM remember where the window was and is
size when you last exited AIR-ADM.

The GROUPS tab is simply a list of the club group activities. These may specified for each member in the database but it's not
required.

The DATABASE tab may be very helpful for you. The Default location specifies where you want to save your databases. The
Default Database is the database you use most often and is used by the AUTOOPEN DATABASE checkbox. When checked,
SIR-ADM will automatically open the designated database in the specified location. The AUTOSAVE DATABASE will save your
database automatically when it's been changed and not saved after the time specified in the INTERVAL textbox.



CREATING AN EXCEL FILE TO IMPORT

There is a file named “Example Excel Database For IMPORTING.csv” online. You may download it from
http://www.anadrac.com/siradm/download/Example%20Excel%20Database%20For%20IMPORTING.csv.

This file will demonstrate how your Excel file should setup to ensure a proper import.



SCANNING APPLICATION FORMS

Preliminary Requirements:

1. You need to have a scanner capable of scanning standard letter size pages.
2. You need to have appropriate software to either...

a. Save the images in Enhanced Metafile (EMF)

b. Convert Joint Photographic Experts Group (JPG) images to (EMF)

If you don’t have the required hardware, Printer/Scanners are fairly inexpensive. If you do not have the required software,
we have a solution. Go to http://www.irfanview.com and download a FREE copy. Anadrac Software is only able to provide
minimal support for IrfanView, limited to the installation and the use of, as it pertains to scanning images for use within SIR-ADM.

This section does not cover how to download and install IrfanView. If you need directions, visit our Online Help. There are
two methods of scanning applications...

1. Single scan (If you only need to scan one)
2. Batch (Multiple scan: If you need to scan many in succession)

Step 1: Select a Twain Device (Is the scanner on?)
Click File — Select TWAIN Scource; The following window will apprear.

You're source may be different than what'’s displayed here.

Step 2a: (SINGLE SCAN) Choose Single image, check C lose TWAIN.
1. Choose “Single image”
2. Check “Close TWAIN"
3. Uncheck “Remember last scan counter”
4. Click “OK”



Step2b: (MULTIPLE SCAN) Choose Multiple images

1. Starting Counter (This will be the first number in the sequence.)

2. Increment (Set as needed, if needed)

3. Number of digits SET to 1 (one)

4. Destination Directory; Click browse and navigate to the folder where you want to save the applications. The
default SIR-ADM folder is C:\Users\[Your Profile Name]\Documents\SIR-ADM\[Name of
database]\Membership Forms

5. Save as: EMF — Enhanced Windows Metafile

NOTE: If your applications are not in sequential order, don't worry. Just set the Starting Counter the correct badge

number.

Step 3: Scan the Image
Insert an application in the scanner.
Select what kind of scan you want and click “SCAN”

NOTE: Your display may vary based on installed TWAIN software.

The scanner should come to life and scan. Did you remember to put an application in the scanner?



Step 4a: Save the image

Save in: Navigate to a folder/directory where you want to save the image. The default SIR-ADM directory for
saving databases is C:\Users\[Your Profile Name]\Documents\SIR-ADM\[Name of database]. Inside the database folder,
is the “Membership Forms” folder.

1. Enter the member’'s Badge number in the File name box

2. Save Type as EMF — Enhanced Windows Metafile

Repeat until you're done.



