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A general purpose information storage
and retrieval program designed to store
contact and narrative information with
retrieval facilitated by user-assigned
keywords.
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Introduction

This program was designed for the storage and retrieval of contact and narrative
information for community based organizations. The basic concept wasto provide the
capability to put information about an organization/ resource/ contact into the database
and attach to that information as many key words as could be reasonably derived which
someone might later useto retrieve the information.

In researching sources of possible information which might beinserted into such
adatabase, it became obvious that the information would span an ever larger
geographical area as the database grows. Converse to this natural geographical
expansion of the data, users of the database would most likely be interested in limiting
the datareturned to a usable geographical area, specifically their own neighborhood, or
at least a particular area of interest at thetime of theretrieval. Therefore, the storage
and retrieval mechanism needed to allow for restriction of theretrieval to some
selectable geographical area.

In addition to providing the maximum number of references to each block of data
and having the ability to limit the retrieval to a specific geographic area, a primary factor
in the design was the necessity of retrieval speed when accessing the database. After
several preliminary designs were tested, the method chosen was to utilize asingle
indexed list of cross reference key words extracted from the information record. The
key word index is stored independently of the information to eliminate the overhead of
maintaining the relationship during key word lookups.

In order to provide the geographical discrimination, each key word is stored in
theindex list threetimes. Thefirst occurrenceis stored alone, with no geographical
reference. The second occurrenceis stored along with the state related to the database
entry. Thethird occurrenceisstored along with the state and city. So, for example, if an
inquiry ismade using only a key word reference, the resulting list may contain
information records from any geographical area. Another inquiry, made using a key
word and a particular state/ city combination, will include only informational records
associated with the specified state and city.

The database was designed to be used primarily to retrieve information from the
databasein real-timeinquiries. Therefore, report writing capabilities were kept to the
absolute minimum. Thereisan extensive capability included to export any information
placed in the database to plain-text (ASCII) files. Any desired reporting can be easily
accomplished by exporting the required information and then completing the custom
reportsin afamiliar word processor or spreadsheet program.
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License and Ownership

In an effort to keep the legalese to a minimum, the licensee (“any organization,
company, or individual using this program”) is granted a perpetual, non-ending license
to usethe version of the program transferred to them by the owner (“the author of the
program”).

The licensee may use the program on any number of computers simultaneously,
at any and all sites at which thelicenseeisinvolved in operation. The licensee does not
have theright to transfer their license to use the program to any other entity. At the
timethe licensee’s copy of the program was transferred to them by the owner, aunique
serial number and the licensee’s name were encoded into the program. This
information appears on the startup screen of the program and on any printed reports. It
isaviolation of thislicense agreement for a different organization other than the one
named in the program’s startup screen to utilize the program.

All right of ownership in the program isretained by the author of the program.
The owner of the program will not be responsible for any loss or damages

resulting in the use of the program. Dueto the nature of the program, the chance of any
loss of data or damage due to the use of the program is minimal.

System Requirements

e Microsoft MS-DOSor IBM PC-DOSversion 3.0 or later

» 498,384 bytes of memory available to user programs

« Hard drive capacity adequate to store the organization’s database (20
megabytes recommended)

Although the program was designed to run under the MS-DOS operating system,
the program will run under any graphical operating system capable of running a full-
screen DOS program. Thisincludes Windows 95/98/NT and OY/ 2.

The program is designed to ‘defeat’ exit from the program back to the operating
system command prompt. It isintended to be running continuously with the capability
to exit back to the operating system reserved to the administrator(s) of the organization.
Therefore, in order to prevent the circumvention of thisfeature under a graphical
operating environment, it will be necessary to block the operating system’s access to
task swapping keys (for example, CTRL-ESC under Windows NT).

When installing the program under a graphical operating system, the properties

for the program should be set to ‘Full Screen’ with DOSMemory set to either AUTO or
the maximum possible value.
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The program is multi-user (network) aware and capable. Multiple updates of the
same records by more than one user isautomatically prevented.

Installation

Installation of the program consists of creating a subdirectory on the hard drive
and copying the provided filesinto the subdirectory. Thefilesincluded on the
distribution diskette are:

File Name Contents/Function

ROLCODEX. EXE mai n program

ROLODEXO. EXE overlay for year end rollover

ROLODEXA. EXE overlay for security functions

ROLODEXB. EXE overlay for user information report

ROLODEXC. EXE overlay for key set nmintenance

ROLDOEXD. EXE overlay for database mai ntenance

ROLODEXE. EXE overlay for keyword summary report

ROLODEXF. EXE overlay for database inport

ROLODEXG. EXE overlay for database record summary report

ROLODEXH. EXE overlay for browse/search

ROLCODEXI . EXE overlay for database export

ROLODEXJ. EXE overlay for user export

ROLODEXK. EXE overlay for database dunp report

ROLODEXL. EXE overlay for cal endar rul e nmai ntenance

ROLODEXM EXE overlay for calendar rule report

ROLODEXN. EXE overlay for cal endar event |ist viewer

ROLODEXO. EXE overlay for user list report

COBLI B. DLE COBOL run-tinme support

ROL ODEX initial (enpty) database

ROLOXREF cross reference keyword |i st
ROLOXREF. | DX cross reference keyword |ist index
ROLOSYS user information file

ROLOSYS. | DX user information file index
ROLOKSTS key sets file

ROLOCALR calendar rule file

ROLOCALR. | DX calendar rule file index

The program is started by executing the main program module (‘ROLODEX.EXE’).
Although it would appear from their names that the overlay modules are independently
executable programs, executing the overlay programs directly will lead to unpredictable
and, almost certainly undesired, results.

Page 3



Rolodex 112 07/31/2000

Network Installation

The simplest method for setting up network accessto the program/ database isto
assign a pseudo drive letter on each workstation to the physical hard drive and
subdirectory (on the server) where the distribution fileswere copied in the previous
step. Then the same physical copy of the executable files and data files will
automatically be used by each workstation.

In anetwork environment, the program will automatically prevent multiple users
from accessing the database if an updateisin progress. Any functions which update the
database will not be started when another user (or users) are accessing the database for
retrieval. Likewise, if auser isupdating the database, functions which retrieve
information from the database will not be allowed until the update is completed.

Starting the Program

After the program and datafiles are copied onto your hard drive, the next step in
theinstallation processisto sign on (using the default User ID Number). To start the
program, type ‘ROLODEX’ at the MS-DOS command prompt and press the Enter key.

Signing on the Default User

The program has been designed with arelatively sophisticated security system,
but one that is still very easy to administer. The functionswithin the system are divided
into three categories:

* Browsing or Searchingthe database
* Maintaining the database
» Administering the program/ database

Each of these functions corresponds to a security level designated by a number ranging
from 1to 3, with 1representing the lowest level. All usersat level 1arelimited to
accessing the database for retrieval of information. Level 2 users are capable of adding,
changing, or deleting information in the database. Finally, level 3 users have essentially
unrestricted accessto the system, and are specifically authorized to add new Users|D
Numbers.
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Theinstallation files have a default User ID Number (‘1) already defined. Itis
always necessary to have at least one User ID Number in the system designated as a
level 3 user. User ID Number lisalevel 3 user. When the program isfirst started, the
following screen will appear:

ULODE

SERIAL #B8@AA1

LICENSED IN PERPETUITY TO THE GAY AND LESBIAN SWITCHBOARD OF CHARLOTTE

Enter User ID Humber: [N

Hinimum value: 1 MHaximum value: 99,999

This screen isthe startup or logon screen. It isthe screen which will be displayed
whenever the program isrunning and no user is signed on to the system.

When the program isinitially started, the following copyright window will be
displayed in the lower portion of the logon screen for three seconds:

Portions of this program are protected by one or more of
the following copyrights:

19981291 Softway,. Inc.

19848-1272 Microszoft Corporation
1?86, 1991, 1992 Micro Focus Limited
199? Jay Hoseley, CCP

When the copyright window isremoved from the screen, type the number ‘1 into
thefield labeled ‘Enter User ID Number:’ (leading zeros are not required) and pressthe
Enter key. A password entry field labeled ‘Enter Your Password:’ will appear below the
‘Enter User ID Number:’ prompt:

Enter User ID Humhber:

Enter Your Paszword: _
4 what you type here will not dizplay
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Note: Only the lower portion of the screen is shown here.

Theinitial password for User ID Number 1is‘NEWO0O000Z, that istheword ‘NEW’
followed by the five digit user number. Type ‘NEWO000O01 (theleading zeros are
required and thereis no space between the word ‘NEW’ and the number ‘00007 into
thefield labeled ‘Enter Your Password:’ and pressthe Enter key.

Notethat the letters and numbers typed will not appear on the screen. Thisis
standard procedure for password information. Care must be taken to type exactly the
letters/ numbersintended. If what istyped into the password entry field does not match
the password on file for the User ID Number, the system will display a message at the
bottom of the screen saying: ‘PASSWORD ISNOT CORRECT FOR USER!" and return to
the beginning of the password field to wait for another attempt. If three attemptsare
made without successfully entering the correct password, the password input field is
removed from the screen and the sign in process must begin again from the point where
the User ID Number is entered.

Thefirst time auser signson after their User ID Number has been added to the
system, the password is always set to ‘NEW’ followed by the five digit User ID Number.
This avoids the inconvenience of the administrator and a new user having to agree in
advance what password should be set up for the user when their User ID Number is
added onto the system. Since the system can recognize from this password that the user
has never signed on before, once this default password has been correctly entered, the
following information appears on the screen where the ‘Enter User ID Number:’ and
‘Enter Your Password:’ prompts were:

Either you are a new user or yvou have asked the administrator to
reset your password.

Please chooze a new password and type it in here: _

Becauze paszsword fields do not display, to make certain you typed
what you intended, type the password in again here:

Authorized characters: letters, numbers

| Note: Omymebwmpommuﬁmesueansﬂmwnhma|

These prompts allow each user to choose and enter their own password. No one but the
individual user will then know the password they use to access the system. The
password can be up to eight characters and consist of any combination of letters and
numbers.

Typein the new password of your choice and pressthe Enter key. The new
password must be entered twice. Just asin the password entry during the sign on
process, the password fields do not display asthey aretyped. The program will compare
what was entered in both of the fields and if they agree, the password is stored. If they
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do not agree, the system will display a message telling you that thisisthe case and will
then prompt for the password to be entered again in both fields.

The program will not prompt for anew password after theinitial sign on. If a
user decides they do not like the password they have chosen, or if they feel that someone
else has ‘discovered’ their password and their password needsto be changed to prevent
someone else from logging on under their ID Number, they may ask the system
administrator to ‘reset’ their password. When the system administrator resetsthe
password for aUser ID Number, the password is changed back to the word ‘NEW’
followed by thefive digit User ID Number. The next time the user attemptsto sign on,
the system will again prompt them for a new password.

Once signed on to the program, a user remains signed on until they choose the
‘Sign Off’ menu option or press the Escape key when the menu is displayed. The system
keeps track of the time each user is signed on and records this cumulative timein their
user record. The only two functions of the User ID Number areto restrict which
functions each user has access to and to track the time each user islogged on to the
system. No trackingisdoneregarding which functions the user selects or the
information retrieved by the user while they are signed on.
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Menu Screen

1 Initial Super User
Browse or search database entries hy cross—reference keys.

The menu screen isthe already familiar startup screen, with the addition of the
ID Number and name of the currently signed on user in the lower left portion of the
screen and amenu across thetop line of the screen.

The menu system is of the ‘pull down’ type. Acrossthetop of the screen five main
function choices are presented. Three of the functions, ‘Lookup’, ‘Calendar’, and ‘Sign
Off’, simply perform the stated function. However, the other two functions,
‘Maintenance on Database’ and ‘Administrator’, display sub-menuslisting a group of
related functions. The sub-menusfor ‘Maintenance on Database’ and ‘Administrator’
contain:

Maintenance on Database - Admini=trator -
Update Database _
eEports
ross—Reference Key Sets eports
Xport
mpoprt xport
¢ lendar

Thelight gray bar positioned on the ‘Lookup’ selection when the menu isfirst
displayed is a selector bar. Functions may be selected from the menu by moving the
selector bar with the arrow keys and then pressing the Enter key to select the function.
(When a sub-menu is displayed, the selector bar is black because the sub-menu is
displayed in alight gray.) Thereisan expanded description of the currently highlighted
function displayed on the line below the current user’s D Number and name.
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Thefirst letter of each function name on the menu (and sub-menus) is displayed
in a highlighted color. A function (or the sub-menu) may also be selected by pressing
the key on the keyboard indicated by this highlighted letter. For example, the ‘Lookup’
function may be selected simply by pressing the letter ‘L’.

If auser isnot allowed to access a set of functions because of the security level
that has been assigned to their User ID by the administrator, the selection letter for that
set of functions will not be highlighted and pressing the letter key will not execute the
function. If the selector bar is moved over the selection with the arrow keys, a dash (‘-’)
will be displayed in front of the sub-menu name.

Thereisa‘Reports’ function on both the ‘Maintenance on Database’ and
‘Administrator’ sub-menus. Each of these functionsis actually another sub-menu:

Maintenance on Databhase - Administrator
Ipdate Datahbhase Ulser Maintenance
l]ﬁ_

E

[ Key Sets
E
I ist Hames ser Information
C ull List
alendar
|

The following sections describe in detail the functions shown in the menu. Rather than
being presented in the order they appear on the menu, they are presented in the order
that they will most likely need to be used in setting up the program and database.
Therefore, the function covered next is ‘User Maintenance'.

User Maintenance

The user maintenance function allows system administrator level usersto add,
delete, and change information for other User ID Numbers.

To access the user maintenance function from the main menu, pressthe key ‘A’

(for the ‘Administrator’ functions sub-menu) followed by the key ‘U’ (for the ‘User
Maintenance function). The user maintenance screen will be displayed:
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Sign—-0n ID Humber: I

User Mame:
Address:

Telephone: <> - Email: F
Gender emale Birth Date:

+Male

Security ccess database (lookup only>
Level aintain databasze Clookup and update? )
»Security Manager (full access?> Dizabhle access

Reset Password: TYes If you reset the password, the next ¢(or first? time
= No the user attemptsz to sign onto the system they will he
prompted to enter a new password known only to them.

FiA: UWrite entry F4: Delete user ESCAPE: Return to the Menu
Minimum value: 1 Maximum value: 99.999

The cursor isinitially positioned in the ‘Sign-On ID Number’ field. User ID
Numbers may range from 1to 99,999 and need not be assigned in any particular
sequence. To view theinformation for the default User ID Number (‘1), enter ‘1 in the
‘Sign-On 1D Number’ field (leading zeros are not necessary) and press the Enter key.

Theonly information that is significant to the operation of the program isthe D
Number, Name, and Security Level. Therefore, the default user is an example of the
minimal information required to set up anew user. The contact information may be
beneficial for maintaining a central contact list for the users of the system. Since you
can export the fields of the user security records for usein aword processing program,
you can easily use thisinformation to print labels or reports containing exactly the
information you wish to appear.

You may alter thefields for the default User ID Number (‘1) to reflect an actual
user of your system. Or, after creating another administrator level User ID, you may
delete the default User ID Number. In order to prevent all administrator level User ID
Numbers from being deleted by mistake, an administrator cannot delete the ID Number
under which they are currently signed on. Also, an administrator isnot permitted to
alter the Security Level of their own ID Number.

Moving around the screen

To move the cursor from any field forward to the next field, press either the Tab
key, the Down Arrow key, or the Enter key. To move the cursor from any field backward
to theprior field, press either the Shift+Tab key or the Up Arrow key.
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Within any field, the cursor may be moved from character to character by the use
of the Left Arrow and Right Arrow keys. The Home key will move the cursor to the
beginning of the current field and the End key will move the cursor to the last character
in the current field.

All fields on the user maintenance screen have been assigned access keys, which
appear in bright blue. The cursor may beimmediately placed in any field by holding
down the Alt key and pressing the highlighted letter for that field.

Required fields and field rules

Theonly required field, other than the User ID Number, isthe User Name. The
user’'s name is displayed on the menu screen and istherefore required. All other fields
which contain personal information about the user are optional.

Fields which typically contain numeric data (Telephone Number and Zip Code)
will not allow the entry of non-numeric characters.

The State abbreviation field must be left blank or filled completely.

The Birth Date field must be left blank or contain avalid date.

Selector fields

Three of the fields on the user maintenance screen are selector fields; one, and
only one, option must be selected for each field. To change the selected option when the
cursor is positioned in a selector field, use the space bar to ‘toggle’ through the
selections or use the Left Arrow and Right Arrow keys to move the selection indicator to
the desired selection.

Security level

The fourth option for the Security Level field, Disable access, allows the
administrator to restrict a user from signing on to the program without actually
removing their User ID Number from the system. There aretwo reasonsthat thisisthe
preferred method of handling users who no longer require access to the system.

First, the time each user is signed on is accumulated by the system and istracked
and maintained for atwo year period, the current year and the immediate past year. By
leaving the User ID Number for inactive usersin the system, this usage history is not
lost from the reports.
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Second, the User ID Number is placed into any database records that are added
or modified by auser. Thisallows tracking of which user made changesto individual
database records. If the User ID Number is deleted from the system, thereis no way to
identify the name of the user who was assigned to the User ID Number.

Sincetherange of valid User ID Numbersis 1through 99,999 thereisno
shortage of available numbers, so thereislittle reason to physically remove the User 1D
Numbers of users not actively using the database. Simply change their record to
‘Disable access'.

Reset password

The Reset Password option field instructs the program to reset the password for
the User ID Number to the default ‘NEW’ plusthe five digit User ID Number. Once
reset, the next time the user attemptsto log on they will need to use this default
password and they will be prompted to select a new password which will then be stored
for use from that time forward.

Recording or abandoning changes

Changes madeto a User ID record on the screen are not physically recorded to
thefile until you press Function Key 10 to writethe entry to the hard drive. Optionally,
if you decide you don’t want to write the changes to disk, you may press the Escape Key
onetimeto clear the changes you have made and return to the screen asit was first
presented, ready for you to enter another User ID Number.

To physically delete a User Id Number from the system, first enter the User ID
Number and pressthe Enter key. Thiswill display thefieldsfor the User ID Number.
Then press Function Key 4. Therecord for the displayed User ID Number will be
permanently erased from the hard drive.

Returning to the menu

Toreturn to the menu screen, with no User ID Number information displayed on
the screen, press the Escape Key.

Security Information File Encryption

Because of the sensitive nature of the information contained in the user
information file, all information is encrypted beforeit iswritten to thefile. Thismeans
that it isimpossible to view the information about any of the users outside of this
program (for example, by using the DOS ‘Type’ command).
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Database Maintenance

The database maintenance function allows authorized usersto add, delete, and
change information for records on the database.

To access the database maintenance function from the main menu, pressthe key
‘M’ (for the ‘Maintenance on Database’ functions sub-menu) followed by the key ‘U’ (for
the ‘Update Database’ function). Because of the large amount of information capable of
being entered for each record on the database, there are three information display
screensthat may be viewed for each record. Theinitial screen displayed when the
maintenance function beginsisthe contact information screen:

Rolodex Maintenance — Contact Information

Record Humber: [l Leave bhlank to add new record?
NHame : [ These fields

appear on the

Address: look up screen
along with the

narrative text.

City: NN State: M Zip Code: -

Telephone: Description: _ Number : (.) .:-
C >
- |

o Leshian Bisexual OTransgender ‘Straight
Source:

Ezcape: RHeturn to Menu
Minimum value: 1 Maximum value: 99,999

The cursor isinitially positioned in the ‘Record Number’ field. Each record in the
database isidentified by a unique number. The numbers can range from 1to 99,999.
Unlikethe User ID Numbers, which are assigned by the system administrator, the
record identification numbers for the database records are assigned automatically by the
program.

To view theinformation for an existing record in the database, you must type the
number by which that record isidentified into the ‘Record Number’ field. To add a new
record into the database, you must leave the ‘Record Number’ field blank. Pressthe
Enter key to proceed with this screen.

For existing records, the current contents of each field will be displayed on the
screen. If you are adding anew record, the fields will be initialized to their default
values. In either case, the cursor will be moved to the ‘Name’ field and additional
Function Keys become active and are displayed at the bottom of the screen.
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RBolodex Maintenance — Contact Information

Record Mumber: Leave blank to add new record?

LELGHEGAy & Leshian Switchhoard These fields

appear on the

LG ESSPD) Box 11144 look up screen
along with the

narrative text.

City: State: i Zip Code: HFH]

Telephone: Description: _ Humber: ()
LA A AR AR AR
I

_Hispanic {Black fAsian _Other
Orientation: Unknown Leshian Bisexual O Transgender Straight
Source:

F2: Dizplay Harrative Text
F3i: Display Cross—Reference Heywords

F4: Delete Record
Ezcape: Return to Menu FiB: Save Changes

Moving around the screen

To move the cursor from any field forward to the next field, press either the Tab
key, the Down Arrow key, or the Enter key. To move the cursor from any field backward
tothe prior field, press either the Shift+Tab key or the Up Arrow key.

Within any field, the cursor may be moved from character to character by the use
of the Left Arrow and Right Arrow keys. The Home key will move the cursor to the
beginning of the current field and the End key will move the cursor to the last character
in the current field.

Most fields on the database maintenance contact information screen have been
assigned access keys, which appear in bright blue. The cursor may be immediately

placed in any field by holding down the Alt key and pressing the highlighted letter for
that field.

Required fields and field rules

Theonly required field isthe Name.

Fields which typically contain numeric data (Telephone Numbers and Zip Code)
will not allow the entry of non-numeric characters.

The State abbreviation field must be left blank or filled completely.
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Thereisadark green border drawn around the contact information that will be
displayed on the screen when the information isretrieved under the ‘Lookup’ function.
The additional fields on this screen are only provided for optional use for statistical
purposes. They will not appear in the ‘Lookup’ function displays.

Selector fields

Three of the fields on the database maintenance screen are selector fields; one,
and only one, option must be selected for each field. To change the selected option
when the cursor is positioned in a selector field, use the space bar to ‘toggle’ through the
selections or use the Left Arrow and Right Arrow keysto move the selection indicator to
the desired selection.

Displaying alternate screens

As mentioned earlier, there are three different display screensrequired to view all
fields for each database record. To switch from one display to another, press Function
Key 1, Function Key 2, or Function Key 3 which correspond to the display you wish to
view. In order to save the changesto disk, abandon changes, delete a database record,
or return to the menu, you must be viewing screen one.

Screen two contains the narrative text for the database record:

Rolodex Maintenance — Harrative Text

To improve communcication in the CharlottesMetrolina gay~s leshian
ommunity. To provide information, referral, and peer criszis counseling for
leshians and gay men,. their friends and families. To conduct classes to
rain volunteer staff in the skills nesessary to be effective peer
cunselors. To collect information and resources necessary to meet these
nhjectives.

OMFIDENTIALITY: All voulunteers nust hold in strict confidence any
personal information learned about callers through working on the
Suwitchboard. Uolunteersz may not disclose the identity of other volunteers

o persons not affiliated with the Switchbhoard. The location of the
Lwitchhoard should not bhe disclosed to persons not affiliated with the
Suwitchboard. The location should not he given to callewrs,. friends. or
agquaintances. Exceptions=Annonymous statistical information may be made
public;: Uolunteerz may keep each other informed through the intake logs:

olunteers may reveal information to caller—designated third partiesz to help

allers who have explicitly waived confidentiality in that case.

Since 1?81, the Switchhoard has provided information,. referrals and peer
ounzeling to gay men,. leshian women. their friends and families.and any
pther person requesting information. If vyou need info. on events &

Fl: Display Contact Information Fi: Display Cross—Reference Heyuwords

Up to twenty lines of narrative can be typed in for each database record. The narrative
lines are free format and may contain any information desired.
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To return to the contact information screen, press Function Key 1. To display the
cross-reference key words for thisrecord, press Function Key 3.

Text editing keys

Additional keys are active on the narrative text display screen to assist the user in
easily entering and maintaining the narrative text.

Tab

Pressing the Tab key will move the cursor forward to the next tab stop.
Conversely, pressing the Tab key while holding down the Shift key will move the cursor
backward to the previous tab stop. Tab stops are set at 8 character intervals.

Home/ End

Pressing the Home key will move the cursor to the beginning of the current line.
Pressing the End key will move the cursor to the end of the current line.

Enter / Arrow

Pressing the Enter or Down Arrow key moves the cursor to the beginning of the
next line. Pressing the Up Arrow key moves the cursor to the beginning of the previous
line.

Ctrl + End

Pressing the End key while holding down the Ctrl key will erase the contents of
the current line from the position where the cursor islocated to the end of theline.

Screen three contains the cross-reference key words for the database record:

Page 16



Rolodex 112 07/31/2000

Rolodex HMHaintenance — Cross—Reference Keywords

DUNSELING To Auto—Paszte in a keyword set,. hold
down the ALT key and press the
HERFFERRAL Function Hey corresponding to the

keyword set you want pasted in:
MFORMAT I OM

F1 BARS
F2 S0OCIAL
F3

i:
2:
3

4:
5:
6:
7
8:
9:

sy
&

Fl: Display Contact Information F2z: Diszplay Marrative Text
Authorized characters: letters and number plus: &/—

Up to ten key words may be entered for each database record. A key word may actually
contain more than oneword, but entries should be kept concise and consistent.

To movethe cursor from any key word field forward to the next key word field,
press either the Tab key or the Enter key. To move the cursor from any field backward
totheprior field, press the Shift+Tab key.

Toreturn to the contact information screen, press Function Key 1. To display the
narrative text for thisrecord, press Function Key 2.

Auto-paste keyword set

A helpful feature provided on the cross-reference key words display is the ability
to paste in key words from predefined sets. Up to ten sets of ten key words each (see
‘Maintenance of Key Sets’ which isthe next section) may be defined for usein this
feature.

Each set currently defined has a general title which is displayed on this screen
adjacent to a Function Key number. To paste the contents of the defined set into the
current database record’s key word fields, hold down the Alt key and press the Function
Key number corresponding to the set you wish to pastein. After pastingin the
predefined key words, they may be edited by the user asrequired for the individual
database record.

Recording or abandoning changes
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Changes made to a database record on the screen are not physically recorded to
thefile until you press Function Key 10 to writetherecord to the hard drive. Optionally,
if you decide you don’t want to write the changes to disk, you may press the Escape Key
onetimeto clear the changes you have made and return to the screen as it was first
presented, ready for you to enter another Record Number or create a new record.

To physically delete a database record from the system, first enter the Record
Number and pressthe Enter key. Thiswill display the fields for the database record.
Then press Function Key 4. The displayed database record will be permanently erased
from the hard drive.

Remember, the Escape Key and Function Keys 4 and 10 are only
enabled when the contact information display screen is being
viewed.

Returning to the menu

Toreturn to the menu screen, with no database record information displayed on
the screen, press the Escape Key.

Maintenance of Key Sets

The capability to define sets of key wordsis provided both to speed the entry of
recordsinto the database and to improve the consistency of key words used for retrieval.
From oneto ten sets of ten key words each may be defined. The contents of the key
word sets has no permanent relationship to the key words associated with recordsin the
database.

To access the key set maintenance function from the main menu, press the key

‘M’ (for the ‘Maintenance on Database’ functions sub-menu) followed by the key ‘C’ (for
the ‘Cross-Reference Key Sets’ function). The set list screen is displayed:
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Rolodex — Key Set Maintenance

Fi BARS

To aszszist in the entry of database F2 SO0CIAL
records, up to 18 szets of cross

reference kevwords may be defined F3

here. During the maintenance of a

databasze record, any one of these F4

sets may be used to ’auto paste’

that group of keywords into the F5

keyuord fields of the databaszse

record. Fhb

Hold down the ALT key and press the F?
corresponding Function Heyw to
define or change the contents of F8
the corresponding keyword set.

F2?

Return to the Menu

The screen shows the descriptive title for each defined set in a column on the
right side of the screen. Any setswhich are not currently defined are indicated by the
absence of a descriptivetitle. In this screen snapshot, there are two sets defined.

In the same manner that a set is selected during maintenance of the database
record, aset is selected here for update (or initial input) by holding down the Alt key and
pressing the Function Key displayed beside the set title. Using thisexamplefile, if the
user selected the ‘Social’ set by pressing Alt + Function Key 2, the following keyword set
would be displayed:

Rolodex — Key Set Maintenance
Enter a descriptive name for the set ¢such as 'Entertainment’ or *'Social’?
and then enter the keywords that yvou would wiszh to associate with any

rolodex database entry belonging to that group or activity.

To undefine a particular keyword set Cit will no longer he available to
auto paste from?,. change the descriptive name to spaces.

ALT-F2 Keyword Set: QTP
1= |

PHEMEET I MGS

P ROGRAME
SPEAKERS |

O T I HGS

Fi@d: Save Changes

-k - i £ -3
Ezcape: Return to previous screen
Authorized characters: letters and numbers
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The cursor isinitially positioned in the ‘Keyword Set’ field. Thisisthe descriptive
title which is displayed to allow the selection of the set of key words and should be
chosen to convey the classification to which this set of key words might apply.

If the set has been entered previously, the descriptive field and one or more of the
key words will contain information. If thisisa previously undefined set, all fields will be
blank.

When defining key wordsto includein a set, try to include all of the key words
that might possibly be used for the majority of database record associated with the
classification referred to by the set title. Remember, even though the complete set of
key words will beinserted in the key word fields for a database record during
maintenance, the user may then delete any that are not appropriate to an individual
record or add any additional wordsthat are not included in the key word set (up to the
ten key word limit for each database record).

Moving around the screen

To movethe cursor from any field forward to the next field, press either the Tab
key, the Down Arrow key, or the Enter key. To move the cursor from any field backward
totheprior field, press either the Shift+Tab key or the Up Arrow key.

Within any field, the cursor may be moved from character to character by the use
of the Left Arrow and Right Arrow keys. The Home key will move the cursor to the
beginning of the current field and the End key will move the cursor to the last character
in the current field.

Recording or abandoning changes

Changes made to a key word set on the screen are not physically recorded to the
hard drive until you press Function Key 10 to write therecord to the hard drive.
Optionally, if you decide you don’t want to write the changes to disk, you may pressthe
Escape Key to clear the changes you have made and return to the key set selection
screen.

To physically remove the definition of a key word set from the system, change the
set description to spaces and press Function Key 10 to save the changeto the hard drive.

Returning to the menu

Toreturn to the menu screen, with the key set list screen displayed, pressthe
Escape Key.
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Search or Browse Database

Thereal goal in designing this program/ database was the retrieval of information
by the use of intuitive key words. To facilitate that goal, as records are added to the
database, key words entered on the third page of the database maintenance information
screens are organized into an index. The key words for each record are actually written
into theindex threetimes: once using only the key word, once using the key word and
the state, and the third time using the key word and the state/ city combined.

When the browse/ search function isinitially started, the key word list (the index)
isdisplayed from the beginning. But avery sophisticated search function is provided to
quickly retrieve any keyword, either alone or limited by a state or state/ city.

The browse screen

To access the browse/ search function from the main menu, pressthe key ‘L’ (for
the ‘Lookup’ function). The browse screen will be displayed:

Browse Rolodex Cross—Reference Index

Keyuword Location Limit Rezource Mame
24 HOURE Transvestite-Transsexual Hot L
AR Open
Acceptance AA
C.A.R.E. A.A.
Double Anonymity AA
Triangle AR Group
Amethyst South
Griffin, Elizabeth Avery, PhD
Incest Survivors Anonymous
MacHMair—Semands, Ph.D.. Steve
Morgan, Dave, CCSW

Addrezs: 1206 East Pike Street Phone: (286> 62315497

Seattle U 98122
Transvestite-Transsexual Hational Hot Line & Switchhoard

Fl: Help Escape: HMenu lst-sPagellpsFagelDown: Scroll List Enter: Uiew FilZ: Search

Theinformation displayed in the top portion of the screen isdivided into three
columns: key word, location limit, and resource name. The key word column contains
the key words from the key word index list. Thelocation limit contains the state and city
with which the key word on the samelineis associated. (If the keyword isnot associated
with a geographical area, the state and city information will be blank.) The resource
name contains the name field from the database record.

The bottom portion of the screen contains the address, telephone number, and
first four lines of the narrative for the database record associated with the key word
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under thelight gray selector bar. Moving the selector bar will cause thisinformation to
be updated to reflect the currently highlighted key word entry.

The gray selector bar may be moved from one entry to another by using the Up
Arrow key and Down Arrow key. When the bar reaches the last entry on the screen
(using the Down Arrow key), the contents of the screen will scroll up and the next key
word entry from theindex list will be added to the bottom of thelist on the screen.
Likewise, when the selector bar reachesthefirst entry on the screen (using the Up
Arrow key), the contents of the screen will scroll down and the previous key word entry
from theindex list will be added to the top of the screen.

The selector bar may be moved ahead or back one screen (eleven entries) by
using the Page Down key or Page Up key. Although not indicated in the keys at the
bottom of the screen, the Home key or End key will move the list respectively to the top
or bottom of the key word list.

To view the complete record for any entry, with the selector bar on the entry to be
displayed, pressthe Enter key. The database record view screen (see ‘Database Record
View Screen’ on Page 24) will be displayed with the complete view of the database
record.

Searching for key words

To search for a particular key word, press Function Key 12 to open the search
window over the browse list:

Search Crosz—Reference Index
What Keyword: I
Limit to State: ¥ City: HLEGIEGEES

Press FlZ2 again to complete search.
Press Escape to cancel the search.

Typethe key word you wish to search for. (It isnot necessary to type acomplete
word in thefield (partial match searchingis explained on the next page). If either a
state alone or state and city combination are entered in the other two fields, the search
will berestricted to key words matching within the specified state or state/ city
combination. Noticethat the state and city default to ‘NC’ and ‘Charlotte’, so if you do
not want to limit the search you must change the state to spaces (the city will
automatically be changed to spacesif the state is changed to spaces). Also, you may key
in any other valid state or state/ city combination.
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To move forward from field to field on the search screen, use the Enter key or the
Tab key. To move backward from field to field on the search screen, use the Shift + Tab
key. When the city field has been completed (or the state key if you have entered
spaces), the program will find the nearest key word entry that satisfies what you have
typed. If thereisan exact match, the search window will display:

Search Crosszs—Reference Index

WUhat Heyword: 9]
Limit to State: ¥ City: FTNIGTEIRE
—50CIAL 5C SPARTAMBURG

Prez=z F12 again to complete search.
Press Escape to cancel the search.

The keyword, state, and city will appear in yellow with adouble headed arrow
indicating thisisthe entry that satisfiesthe search. Pressing Function Key 12 a second
timewill complete the search and return to the browse screen with this entry under the
selector bar at the top of thelist.

If thereis not an exact match, the search window will display:

Search Cross—Reference Index

hat Heyword: Mylj;hann
Limit to State: I City: HIGHIKOEES
CORFORATE NC CHARLOTTE

The index your input would match would appear here?
—»COUNSELING NC CHARLOTTE
The index your input would match iz not in the file. If
you complete the search. the index indicated abhove (—a>
will be returned instead.

Presz Fl1Z again to complete search.
Press Escape to cancel the search.

The nearest key word entry following the point where the key word would
appear that exactly matches what you typed isindicated with the double headed arrow.
Pressing Function Key 12 a second time will complete the search and return to the
browse screen with thisindicated entry under the selector bar at the top of thelist.

Page 23



Rolodex 112 07/31/2000

Completing or abandoning a search

Regardless of whether the search finds an exact match to the search criteriathat
have been entered, you must press Function Key 12 a second time to complete the
search and redisplay the Browse screen with the key word index repositioned as a result
of the search.

Also be aware that you do not have to press the Enter key to complete the search
window before completing the search function. If you are looking for a keyword
associated with Charlotte, NCit is possibleto typein the keyword and immediately
press Function Key 12 again. If the keyword is attached to database records, the Browse
window will be redisplayed positioned exactly at the key word you entered. If the key
word does not exist, the Browse window will be redisplayed at the nearest match greater
than the key word you entered on the search window.

A quick way to position the Browse window to the beginning the keywords of any
particular geographic area are to leave the keyword blank and enter the state or state
and city. If there are any key word entries for the entered geographical area, the Browse
screen will beredisplayed at the first key word for the geographical criteria entered.

If you do not wish to complete a search, the search window may be closed by

pressing the Escape key. The window will be closed and the Browse window will be
returned with no changein position of the displayed key word index list.

Returning to the menu

To return to the menu screen, press the Escape Key.

Database record view screen

The database record view screen is displayed when an entry is selected from the
Browse screen by pressing the Enter key:
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Keyword: COUMSELING
Gay & Lezhian Switchhoard Fi: Uiew all kevwords

PO Box 11144

7?84 5356277
Charlotte NG 28228
Contact:

PURFOSE: To improve communcication in the CharlottesMetrolina gays lezhian
community. To provide information, referral. and peer crizis counseling for
lezhians and gay men, their friends and familieszs. To conduct classes to
train volunteer staff in the skills nesessary to bhe effective peer
counselors. To collect information and resources necessary to meet these
ohjectives

CONFIDENTIALITY: All vounlunteers nust hold in strict confidence any
perzonal information learned about callers through working on the
Switchhoard. VUolunteers may not disclose the identity of other volunteers
to persons not affiliated with the Switchhoard. The location of the
Suwitchhoard should not be disclosed to persons not affiliated with the
Switchbhoard. The location should not be given to callers. friends, or
aguaintances. Exceptionz=Annonymouz statistical information may be made
MHORE 1

Entered: B7-81-1992 29999 Record H#O0867 Updated: 11-16-1997 29929

F1i: Help Ezcape: Uiew List Pagelown: Mext Record Fagelp: Previous Record

The contact information for the entry is shown in the upper left portion (in the
tab section) and continuing down into the upper middle portion of the screen. Thetwo
telephone number description and telephone number fields areto theright of the
contact information.

The narrative text is shown in the remainder of the central portion of the screen.
If thereare morelines entered for the record than can be viewed on the screen, a scroll
indicator will appear in green (the word ‘More’ along with avertical arrow) at the
bottom left of the narrative text if there are more lines down and at the top left of the
narrative text if thereare morelinesup. If theseindicators appear, the Down Arrow key
and Up Arrow key may be used to scroll the text to show the lines that wrap off the
screen.

Along the bottom of the screen, beneath the narrative text arefieldsindicating
the date the record was entered into the database, the User ID Number of the user who
entered the record, the record number, the date the record was last updated, and the
User ID Number of the user who made the last update.

In thetop right portion of the screen, the key word which resulted in the display

of thisrolodex record is shown. If you want to see the other key words for thisrecord,
press Function Key 8 to display a window showing all of the key words:
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These are the keywords associated with thiz record in the
cross—reference index:

1: ORGANIZATION

2: COUNMSELIMG

3: REFERRAL
INFORMATION
CRISIS

Prezz Ezscape to close thiz windouw.

Press the Escape key to close this window.

When a database record is displayed on the screen, the database record for the
next key word entry on the browse screen can be displayed by pressing the Page Down
key. Likewise, the database record for the previous key word entry on the browse screen
can be displayed by pressing the Page Up key. In thisway, the user may browse through
the database records for a particular keyword without switching back and forth between
thelist of key word entries and the database view screen. When using this method to
page through database records, the user can tell when thelast record for a particular key
word entry has been viewed by watching the ‘Keyword’ field in the upper right portion of
the screen.

Returning to the menu

Toreturn to the menu screen, with the key word list displayed press the Escape
Key.

Events Calendar

A separately implemented feature of the program provides the capability to
maintain and display a calendar of events. Events are entered into the calendar by use
of alist of rules entered in one of two formats:

» rulesfor events which occur on a specific fixed (fixed)
» rulesfor events which may occur on any date matching specified criteria
(floating)

An event which occurson asingle, specific dateis entered using thefirst rule. An event

which occurs on a series of dates, such as each Monday in October, is entered using the
second rule. In practice, both rule formats may be used to enter events which may
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appear on multiple dates. Thiswill be more evident in the description of therules
maintenance process that follows.

Calendar Rule Maintenance

The calendar rule maintenance function allows authorized users to add, delete,
and change therulesthat determine when events appear on the events calendar display.

To access the events calendar maintenance function from the main menu, press
the key ‘M’ (for the ‘Maintenance on Database’ functions sub-menu) followed by the key
‘A’ (for the ‘Calendar’ function). Theinitial screen displayed when the maintenance
function beginsrequeststherule starting date:

Calendar — Rule HMaintenance

Starting Date:

ESCAFPE: Return to Menu

The starting date for any ruleisthefirst date that the event may appear on the
calendar display. To view theinformation for an existing event rule, type the starting
datefor that rule. To add arule for anew event into the database, type the first date that
the event should appear on the calendar display. Pressthe Enter key to proceed with
the event rule maintenance.

For existing event rules, the current contents of each field will be displayed on the
screen. If you are adding anew event rule, the fields will beinitialized to their default
values. In either case, therule fields will be displayed, the cursor will be moved to the
rule ‘Type’ field, and additional Function Keys become active and are displayed at the
bottom of the screen:
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Calendar — Rule Maintenance

Page Down: Edit next rule for thisz date
Type: Fixed <Day of Month> Page Up: Edit previous rule for this date
Floating <Day of Ueek>

Starting Date: IFFSTWSEEE] —EFB: Create new rule for this date

Week of Month: Ofirst Oszecond Hthird Ofourth [Olast

Day of week: o UHednesday
Thurzday 4 i

Month: fE]l Year: fEEEF]

TGV ncial or Special Interest

harlotte Business Guild general meeting and dinner — 5:3Bpm at
i Inn, Charlotte <dinner @ 7:B8pm> 7YHA4-565-5@75

Ending Date: BEEFWEEIE] Delete rule after this date has passed.
ESCAPE: Heturn to Menu F4: Delete rule Fid: Save rule

Morethan asingle rule may exist for any given starting date. To display
additional rulesfor the starting date entered, press the Page Down and Page Up key to
cause the succeeding and preceding rules for the same starting date to be displayed. To
create anew rule on a starting date for which one or morerules already exist, press
Function Key 8 after an existingruleis displayed for the date.

Moving around the screen

To movethe cursor from any field forward to the next field, press either the Tab
key or the Enter key. To move the cursor from any field backward to the prior field,
pressthe Shift+Tab key.

Within any field, the cursor may be moved from character to character by the use
of the Left Arrow and Right Arrow keys. The Home key will move the cursor to the
beginning of the current field and the End key will move the cursor to the last character
in the current field.

All fields on the event rule maintenance screen have been assigned access keys,

which appear in bright blue. The cursor may be immediately placed in any field by
holding down the Alt key and pressing the highlighted letter for that field.

Field rules

Therule ‘Type’ field isa selector button. One and only one option may be
selected. The number and type of fields required for each of the two ruletypesis
different. When aruletypeisselected, thefieldsinside the rule box will change to those

Page 28



Rolodex 112 07/31/2000

fields appropriate for the selected rule type and the cursor will be positioned in thefirst
field for therule.

Floating rulefields

Heek of Month: Ofirst Osecond Othird Ofourth Ola=st

Day of week: @® T Monday D Tuesday Wednesday

hursday i Frida uy Ofaturday

Month: (El Year: ‘EFEFE]

A floating ruleis specified by entering the week(s) of the month, day of the week,
month, and year on which an event occurs.

The weeks of the month that may be specified are: first, second, third, fourth,
and last. At least one week of the month must be selected for a floating event rule. If
desired, all weeks may be selected for afloating event rule.

The day of the week is a selector button. One and only one day of the week may
be selected for a floating event rule.

The month specifiesthe month in which the event isto be displayed. Either a
specific month (1through 12) must be entered, or 99 may be entered to indicate the
event should display in all months.

The year specifiesthe year in which the event isto be displayed. Either a specific
year must be entered or 9999 may be entered to indicate the event should display in all
years.

Fixed rulefields

Month: {ll Day: Year: EFF]

If date falls on a weekend:
on't move " 'Move to closezst weekday

ove to Friday Delete event occurance
"Hove to HMonday Event only occurs on weekends

A fixed ruleis specified by entering the month, day of the month, and year on
which an event occurs.

The month specifies the month in which the event isto be displayed. Either a

specific month (1through 12) must be entered, or 99 may be entered to indicate the
event should display in all months.
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The day specifies the day on which the event isto be displayed. Either a specific
day (1through 31) must be entered, or 99 may be entered to indicate the event should
display on all days of the month entered above.

The year specifiesthe year in which the event isto be displayed. Either a specific
year must be entered or 9999 may be entered to indicate the event should display in all
years.

Because of the capability of entering 99 in the month and day to specify that an
event may appear on multiple days, it is possible that an event could appear on a
weekend day (Saturday or Sunday). Therefore, for the fixed rulethereis an additional
selector button field that allows the selection of the action to take if the day being
displayed falls on aweekend. Selection of each of the options causes the following
action:

Don’t move no special action istaken and the event is
displayed if the display date matchestherule
Moveto Friday if the day being displayed is a weekend, the

event will be displayed on the preceding Friday
instead of the weekend

Move to Monday if the day being displayed is a weekend, the
event will be displayed on the following Monday
instead of the weekend

Move to closest weekday if the day being displayed is a Saturday, the
event will be displayed on the preceding Friday
instead; if the day being displayed is a Sunday,
the event will be displayed on the following
Monday instead

Delete event occurrence the event will not be displayed on this weekend
day

Event only occurs on weekends | the event will only be displayed when theday is
Saturday or Sunday

Fields common to both for mats

The category field is used when building the list of events for a particular dateto
group the events displayed by type of activity. The category may be changed by using
the up and down arrow keysto scroll through the available choices. The categories
available for selection are:

1 Not categorized

2. Social or Special Interest
3. Education

4. Political

5. Support
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Health or Medical

Religion

Benefit or Fundraising

Youth

Sports

Entertainment or Performance
Art

Bar, Restaurant, or Nightclub

BREBO®ND

The two lines of text contain a description of the event and will appear on the
calendar display exactly as entered.

The ending date defaultsto 12/ 31/9999. Thisdate preventstherule from ever
expiring. If the event isto cease being displayed on a particular date, enter that datein
the ending date field. When the date entered hereisreached, the rule will be
automatically deleted from the database and the event will no longer appear on the
calendar list.

Recording or abandoning changes

Changes made to an event rule on the screen are not physically recorded to the
database until you press Function Key 10 to writethe record to the hard drive.
Optionally, if you decide you don’t want to write the changes to disk, you may pressthe
Escape Key one timeto clear the changes you have made and return to the screen as it
was first presented, ready for you to enter another calendar rule starting date.

To physically delete a calendar rule from the system, first display the rule
information , then press Function Key 4. The displayed calendar rule will be
permanently erased from the hard drive.

Returning to the menu

Toreturn to the menu screen, with no calendar rule information displayed on the
screen, pressthe Escape Key.
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Calendar rule examples

07/31/ 2000

The following table contains several examples showing which rule can be used to
display an event on a specific date or range of dates.

Event should display one date only:

Select fixed rule; date event should display is
used as starting date, rule date, and ending
date; weekend option is ‘don’t move’

Event should display three
consecutive days:

Select fixed rule; first date event isto display
isused as starting date; rule date day is ‘99’;
last date event isto display is used as ending
date; weekend option is ‘don’t move’

Event should display on first and
third Mondays in each month:

Select floating rule; first and third week of
month are selected; Monday is selected; rule
date month is‘99'.

Event should display on weekends
of summer months:

Select fixed rule; starting date is June 1 of
current year; rule date month and day are
‘99’; weekend option is ‘event only occurson
weekends; ending date is August 31 of current
year

Event should display every weekday
of January:

Select fixed rule; starting date is January 1 of
current year; rule date day is ‘99’; weekend
option is ‘delete event occurrence’; ending
dateis January 31of current year

Event should display every Sunday

Select floating rule; first, second, third,
fourth, and last week of month are selected;
Sunday is selected; rule date month is ‘99’
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Calendar of Events Display

To access the calendar of events display function from the main menu, pressthe
key ‘C (for the ‘Calendar’ function). The eventsdisplay screen will be displayed with the
current date’s events:

TUESDAY WEDHESDAY THURSDAY FRIDAY SATURDAY SUNDAY MONDAY

18121997 | IS RPS L] (18141999 |18-15-1999 | 18161992 | 18171929 | 181871992

——|Social or Special Interest|—

» Charlotte Buziness Guild weekly social — 5:38pm @ Thomas Street
Tavern — 7?84-565-5875% d(info?

» Amity Alliez — 7:8@pm — social group that meetsz at Starbucks
Coffee on East Boulevard <25-45 men & women?

» Southern Country dance club — 8:88pm,. general meeting at Scorpios

———|Support]|

» Triangle AA — 8:@8pm at Selwyn Avenue Preszshyterian Church, 2929
Selwyn Avenue, Charlotte

—————|Entertainment or Performance|

» Blackhirds of Broadway C(Charlotte Repertoray Theatre? @ Blumenthal
Performing Arts Center — 784-372-188080 (tickets>

——lart

» Innocent Dezire and A Different Dick & Jane art exhibhitions @
Blue Pony Gallery — OutCharlotte Festival — YH4-569-8198 C(infol

—————|Bar, Restaurant. or HWightclub |

» Masgquerade <344-1778> - theme night: boot campsleathersunderwear

4 levi—shirtless/spandex participation gets discount at door

| I——————ssssssssslss\\a\esss\\aasa—\—\__—_—=——=————=__———=.y

ESCAPE: Return to Menu Page Down: Mext Week Page Up: Previouz Week

The heading information at the top of the screen will show the dates for one
week, beginning with today. Initially thelight gray selector bar will be positioned on the
current days date and the event list will display the events for that date. The eventslist
for any week is generated from the calendar rulesthefirst timethat the week is
displayed. Thefirst timethe Calendar function is selected on a given day, the datafile
for the function is deleted and recreated with the current week’s events. Whenever the
program is generating events from the calendar rules, an informational window will be
placed on the screen:

Please wait. the sysztem iz building the event list for the uweek

requeszted. The list will be dizplayed in only a few moments.

The eventslisted for each day are grouped by the category assigned when the
event rule was entered. A heading line precedes each category group. If the number of
linesrequired to contain the event list exceeds the number of lines available on the
screen, green arrows will appear at the upper left and lower left corners of thelist to
indicate more lines exist off the screen. The Down Arrow and Up Arrow keys may be
used to scroll thelist for viewing the lines which exist beyond the bottom or top of the
screen.
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Displaying Additional Dates

To display the event list for additional days of the current week, use the Right
Arrow key and Left Arrow key to move the light gray selector bar to the desired datein
the week heading at the top of the screen.

To display succeeding weeks, use the Page Down key to display the week
following the week currently displayed. To display preceding weeks, use the Page Up
key to display the week preceding the week currently displayed.

Returning to the menu

To return to the menu screen, press the Escape Key.

Common Features and Controls

Asthe program was developed, it was the intent to maintain acommon standard
of appearance between the different display screens used to implement the functions.

Informational and error messages always appear on the bottom line of the
display screen. In most cases, when the cursor is positioned in afield thisline will
contain a message conveying the type and range of information that may be typed into
thefield. When an error occurs, an error message is displayed and the cursor remains
in thefield in error until the error condition is corrected.

Although there are afew deviationsin color choices, specifically in the choice of
color used to emphasize informational messages, the majority of the display screens
maintain a uniform system of color use. The background isdark blue. Display fieldsare
shown in white. Fieldsinto which information istyped istheinverse; thefield content is
dark blue on awhite field background. Access keys are displayed in light blue. Function
keys available for use appear in red, usually near the bottom of the screen. Function
keys which are not available for use are not shown.
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Terminating the Program

Although by design the program isintended to remain in control of the computer
(defeating return back to the operating system) even when no user issigned on, it is
possibleto orderly terminate the program.

With the menu displayed and no user signed on, hold down the Alt key and press
Function Key 12. A password prompt field will appear:

Enter the exit authorization password:

Typetheword ‘VERONICA'’ and pressthe Enter key. When this password is correctly
entered, the program will terminate orderly and control will be returned to the
operating system.
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Reports

The capability to produce five reportsisincluded with the system:

e Cross-Reference Key Word Summary
e Database Record Name List

» Database Record List

e Calendar Ruleslist

e User List

Each of these reportsisdescribed in detail in the following sections. For more
specialized reporting requirements, there is an extensive capacity to export information
from the database into text (ASCII) files. This exported information may then be used
in any familiar word processing or spreadsheet program to produce customized reports.
For instructions on the export capabilities, see ‘Export Database Records’ (Page 50).

Cross-Reference Key Word Summary

Thisreport summarizes the key word indexes, counting the number of database
records referenced by each key word. Subtotals are produced by geographic division.

To produce thisreport, from the main menu, pressthe key ‘M’ (for the
‘Maintenance on Database’ functions sub-menu) followed by the key ‘R’ (for the ‘Report’
sub-menu) followed by the letter ‘K’ (for the ‘Key Summary’ report selection).

A sample of thisreport is on the following pages (note that segments of the report
have been omitted from this sample).
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10/ 04/ 1999 THE GAY AND LESBI AN SW TCHBOARD COF CHARLOTTE

11: 10 AM ROLCODEX KEYWORD SUMVARY

STATE CITY KEYWORD

* ANY*  * ANY* 24 HOURS

* ANY*  * ANY* AA

* ANY*  * ANY* ABUSE

* ANY*  * ANY* ACCOMODATI ON

* ANY*  * ANY* ACCOUNTANT

* ANY*  * ANY* ACTI VI ST

* ANY*  * ANY* ADDI CTI ON

* ANY*  * ANY* ADOPTI ON

* ANY*  * ANY* ADULT

* ANY*  * ANY* ADVERTI SI NG

* ANY*  * ANY* ADVOCACY

* ANY*  * ANY* ADVOCATE

* ANY*  * ANY* AGENCY

* ANY*  * ANY* Al DS

* ANY*  * ANY* Al KEN

* ANY*  * ANY* ALCOHOL

* ANY*  * ANY* ALCOHOLI SM

* ANY*  * ANY* ALTERATI ONS

* ANY*  * ANY* ALTERNATI VE

* ANY*  * ANY* ANTI QUES

* ANY*  * ANY* ANXI ETY

* ANY*  * ANY* APARTIVENTS

* ANY*  * ANY* ART

* ANY*  * ANY* ASO

* ANY*  * ANY* ATHLETI C

* ANY*  * ANY* ATTORNEY
-------------- report segment omitted - -------

* ANY*  * ANY* VACATI ON

* ANY*  * ANY* VAN

* ANY*  * ANY* VETERANS

* ANY*  * ANY* VHS

* ANY*  * ANY* VI DEO

* ANY*  * ANY* VI OLENCE

* ANY*  * ANY* WALKI NG

* ANY*  * ANY* WEB SI TE

* ANY*  * ANY* WEDDI NGS

* ANY*  * ANY* WEDNESDAY

* ANY*  * ANY* W LLS

* ANY*  * ANY* W NDOW

* ANY*  * ANY* WOVEN

* ANY*  * ANY* WOVENS

* ANY*  * ANY* WOVENS | SSUES

* ANY*  * ANY* VRI TERS

* ANY*  * ANY* YORK COUNTY

* ANY*  * ANY* YOUNG

* ANY*  * ANY* YOUNG ADULT

* ANY*  * ANY* YOUTH

TOTAL FOR GLOBAL KEYWORDS
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10/ 04/ 1999 THE GAY AND LESBI AN SW TCHBOARD OF CHARLOTTE PAGE: 12
11: 10 AM ROLODEX KEYWORD SUMMVARY

STATE CTY KEYWORD REFERENCES
NC * ANY* AA 5
NC * ANY* ABUSE 5
NC * ANY* ACCOMODATI ON 8
NC * ANY* ACCOUNTANT 3
NC * ANY* ACTI VI ST 6
NC * ANY* ADDI CTI ON 2
NC * ANY* ADULT 3
NC * ANY* ADVERTI SI NG 1
NC * ANY* ADVOCACY 4
NC * ANY* AGENCY 6
NC * ANY* Al DS 46
NC * ANY* ALCOHOL 9
NC * ANY* ALCOHOLI SM 1
NC * ANY* ALTERATI ONS 1
NC * ANY* ALTERNATI VE 1
NC * ANY* ANTI QUES 1
NC * ANY* ANXI ETY 2
NC * ANY* APARTMENTS 2

-------------- report segment omitted - -------------

NC * ANY* TRAI NI NG 2
NC * ANY* TRANSGENDER 4
NC * ANY* TRANSPORTATI ON 1
NC * ANY* TRANSSEXUAL 7
NC * ANY* TRANSVESTI TE 2
NC * ANY* TRAVEL 2
NC * ANY* TREATMENT 1
NC * ANY* TUESDAY 3
NC * ANY* TYPESETTI NG 2
NC * ANY* UPHOLSTERY 2
NC * ANY* VACATI ON 2
NC * ANY* VAN 1
NC * ANY* VHS 1
NC * ANY* VI DEO 3
NC * ANY* VI OLENCE 1
NC * ANY* VWALKI NG 1
NC * ANY* VWEB SI TE 1
NC * ANY* V\EDDI NGS 1
NC * ANY* V\EDNESDAY 9
NC * ANY* WLLS 4
NC * ANY* W NDOW 1
NC * ANY* WOMVEN 14
NC * ANY* WOMVENS 1
NC * ANY* WOMENS | SSUES 1
NC * ANY* VWRI TERS 1
NC * ANY* YOUNG 1
NC * ANY* YOUNG ADULT 1
NC * ANY* YOUTH 15

TOTAL FOR STATE 2,002
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10/ 04/ 1999 THE GAY AND LESBI AN SW TCHBOARD OF CHARLOTTE PAGE: 21
11: 10 AM ROLODEX KEYWORD SUMVARY
STATE CITY KEYWORD REFERENCES
NC CHARLOTTE AA 3
NC CHARLOTTE ABUSE 4
NC CHARLOTTE ACCOUNTANT 3
NC CHARLOTTE ACTI VI ST 1
NC CHARLOTTE ADDI CTI ON 2
NC CHARLOTTE ADULT 3
NC CHARLOTTE ADVERTI SI NG 1
NC CHARLOTTE ADVOCACY 3
NC CHARLOTTE AGENCY 4
NC CHARLOTTE Al DS 18
NC CHARLOTTE ALCOHOL 6
NC CHARLOTTE ALCOHOLI SM 1
NC CHARLOTTE ALTERATI ONS 1
NC CHARLOTTE ALTERNATI VE 1
NC CHARLOTTE ANXI ETY 2
NC CHARLOTTE APARTMVENTS 2
NC CHARLOTTE ART 2
NC CHARLOTTE ASO 3
NC CHARLOTTE ATHLETI C 3
NC CHARLOTTE ATTORNEY 18
NC CHARLOTTE AUTO 1
NC CHARLOTTE AUTOCARE 1
NC CHARLOTTE BAI L 1
NC CHARLOTTE BAKERY 1
NC CHARLOTTE BALLOONS 1
NC CHARLOTTE BANKRUPTCY 1
NC CHARLOTTE BAPTI ST 1
NC CHARLOTTE BAR 17
-------------- report segment omitted - - ------------
NC CHARLOTTE TRANSSEXUAL 6
NC CHARLOTTE TRANSVESTI TE 2
NC CHARLOTTE TRAVEL 2
NC CHARLOTTE TREATMENT 1
NC CHARLOTTE TUESDAY 2
NC CHARLOTTE TYPESETTI NG 2
NC CHARLOTTE UPHOLSTERY 1
NC CHARLOTTE VACATI ON 1
NC CHARLOTTE VAN 1
NC CHARLOTTE VI DEO 2
NC CHARLOTTE WALKI NG 1
NC CHARLOTTE VEB SI TE 1
NC CHARLOTTE VEDDI NGS 1
NC CHARLOTTE WEDNESDAY 8
NC CHARLOTTE WLLS 4
NC CHARLOTTE W NDOW 1
NC CHARLOTTE WOMVEN 9
NC CHARLOTTE WOVENS 1
NC CHARLOTTE VR TERS 1
NC CHARLOTTE YOUNG 1
NC CHARLOTTE YOUNG ADULT 1
NC CHARLOTTE YOUTH 4

TOTAL FOR CI'TY

TOTAL FOR ROLODEX DATABASE
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Database Record Name List

Thisreport liststhe namefield for all database records along with the record
number. Thisreport can be useful in retrieving a particular record from the database
for the purpose of updating the record as the record number isrequired by the
maintenance function. The names are sorted into alphabetical order beforethereport is
produced. A count of the number of recordsin the databaseis also included at the end
of thereport.

To produce thisreport, from the main menu, pressthe key ‘M’ (for the
‘Maintenance on Database’ functions sub-menu) followed by the key ‘R’ (for the ‘Report’
sub-menu) followed by the letter ‘L’ (for the ‘List Names’ report selection).

A sample of thisreport is on the following page.
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10/ 04/ 1999 THE GAY AND LESBI AN SW TCHBOARD OF CHARLOTTE PAGE: 1
11: 37 AM ROLCDEX DATABASE ENTRI ES

REFERENCE NANE RECORD NUMBER

- Bar s- 00061

300 East Restaurant 00050

300 Stonewal | 00454

A. T. 's Lounge 00106

AA Open 00147

ACLU 00271

Al DS Action Council 00277

Al DS Care Service 00226

Al DS Council of Gaston County 00539

Al DS Hot | i ne (Spanish) 00297

Al DS Support Group of 00150

Al DS Task Force of WS, Inc. 00148

ART Hotl i ne 00118

Accept ance AA 00054

Advent Lut heran Church 00375

Al amance Co. G L Alliance 00213

-------------- report segment omitted - -------------

United Family Services 00017
Uni versity Psychol ogi cal Asso. 00353
Urban Evol ution 00351
Veterans for Life 00240
Vetter, Connie J. 00437
Vi deo Adventures 00025
Vi deo Ventures 00382
Vi nson Washburn 00458
VWHAT 00526
Wake Forest Baptist Church 00500
wal ker, Nan, MS., Ph.D. 00394
Wal |, Randol ph C., PhD 00407
Wallace MD, Dr. J. W Scott 00368
War ehouse 29 00192
Warren H WIllians, MD. 00444
Warren Wlson G L/Bi Coalition 00254
Wesl ey Thonpson 00446
Western NC Al DS Project 00089
West si de Proj ect 00468
Wheel er, Angie, PhD 00018
Wheel er, John, Ph.D. 00433
When A Mate Cones Qut (WAMCO 00302
Wi te Rabbit Books & Things 00185
Wiite Rabbitt Books & Things 00041
Whi te Rabbitt Books & Things 00042
W | derness Network of Carolina 00476
W | derness Network of the 00527
W nont Flori st 00051
W son, Reyes and Associ ates 00451
Wves, Fanilies 00293
Wonen Wth Al DS 00294
Wones HI V+ Support G oup 00267
Wonmyn on the Land 00452
Worl d Congress of Gay and 00145
Wor | dwi de Acconodati on 00311
Wenn, Sue Ann, CCSW 00001
York County H V/ Al DS Support 00200
Yout h News 00313
Zi ppers 00115
NUMBER OF ACTI VE RECORDS | N DATABASE: 544 ***
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Database Record List

Thisreport lists all field for all database records. Because of the large amount of
information potentially stored for each record, the size of thisreport may be large. The
records areincluded on thereport in record number order. A count of the number of
recordsin the database is also included at the end of the report.

To produce thisreport, from the main menu, pressthe key ‘M’ (for the
‘Maintenance on Database’ functions sub-menu) followed by the key ‘R’ (for the ‘Report’
sub-menu) followed by the letter ‘F’ (for the ‘Full List’ report selection).

A sample of thisreport is on the following page.
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10/ 04/ 1999 THE GAY AND LESBI AN SW TCHBOARD OF CHARLOTTE PACE: 1
2:30 PM ROLODEX DATABASE CONTENTS
RECORD NUMBER: 1 SOURCE: CONVERT
Wenn, Sue Ann, CCSW RACE: (1) UNKNOWN
1801 E. 5th Street, Ste. 102 GENDER: (1) UNKNOMN
ORI ENTATI ON: (1) UNKNOWN
Charlotte NC 28204- 0000
CONTACT: ENTERED: 12/19/1995 99, 999
TELEPHONE: 1: Work (704) 332-0488 UPDATED: 12/13/1995 99, 999
2: (000) 000- 0000

I ndi vi dual and coupl es counseling, gay rel ationship counseling, chenical
dependency and co-dependency, ACOA, grief and loss, crisis intervention and
sexual issues. Helps with Switchboard Training C asses.

9AM 7PM  $70/ hr.

KEYWORDS: BUSI NESS GRI EF
COUNSELI NG
SUPPORT
COUPLES
DEPENDENCY

RECORD NUMBER: 544 SOURCE: CONVERT
Hate Crines RACE: (1) UNKNOWN
Nati onal Reporting GENDER: (1) UNKNOMN
ORI ENTATI ON: (1) UNKNOWN
00000- 0000
CONTACT: ENTERED: 9/12/ 1999 99, 999
TELEPHONE: 1: (000) 000- 0000 UPDATED: 0/ 00/ 0000 0

2: (000) 000- 0000

National statistics for hate crimes are being kept by this organization.
Pl ease report gay hate crines to:

ww. | ambda. org

KEYWORDS: ORGANI ZATI ON
CIVIL R GHTS
HATE CRI MES
CRI ME
BASHI NG

NUMBER OF ACTI VE RECORDS | N DATABASE: 544 ***
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Calendar Rules List

Thisreport liststherules used to generate calendar events. Therulesare listed
on thereport in order by the date the event isto start displaying.

To produce thisreport, from the main menu, pressthe key ‘M’ (for the
‘Maintenance on Database’ functions sub-menu) followed by the key ‘R’ (for the ‘Report’
sub-menu) followed by the letter ‘C’ (for the ‘Calendar’ report selection).

A sample of thisreport is on the following page.
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10/ 04/ 1999 THE GAY AND LESBI AN SW TCHBOARD OF CHARLOTTE PAGE: 1
10: 58 AM CALENDAR RULES
STARTING  TYPE  «--cecmemmmcmmceameae RULE PARAVETERS - - - -« - -cnnmsmmmammcn-

9/01/1999 FLOAT MONTH: ALL WEEK: [/ /3/ [/ DAY: /M [ [ [ ] YEAR: ALL
CATEGORY: Soci al or Special Interest
Charl otte Business Cuild general neeting and dinner - 5:30pm at
downt own Holiday Inn, Charlotte (dinner @7:00pnm 704-565-5075

9/01/1999 FLOAT MONTH. ALL MWMEEK: 1/2/3/4/L DAY:. [ [T/ | IF YEAR: ALL
CATEGORY: Support
Acceptance AA - 8:00pmat St. Luke's Lutheran Church, 3200 Park
Road, Charlotte

9/01/1999 FLOAT MONTH: ALL MWMEEK: 1/2/3/4/L DAY: [ [ [ 1Tl [ YEAR: ALL
CATEGORY: Support
CARE AA - 8:00pmat MCC Charlotte, 4037 E. |ndependence, 3rd Fl oor
Charlotte

9/ 01/ 1999 FLOAT MONTH: ALL MWEEK: 1/2/3/4/L DAY: [ [ IW [ [ YEAR: ALL
CATEGORY: Support
Triangl e AA - 8:00pm at Sel wn Avenue Presbyterian Church, 2929
Sel wn Avenue, Charlotte

9/01/1999 FLOAT MONTH. ALL WEEK: 1/ [/ [ [ DAY: S/ [ [ [ [ ] YEAR: ALL
CATEGORY: Religion
Lut heran's Concerned general neeting - 5:00pmat Holy Trinity
Lut heran Church, 1900 The Pl aza, Charlotte

9/ 01/ 1999 FLOAT MONTH: ALL MWEEK: 1/2/3/4/L DAY: M [ [ | [/ YEAR: ALL
CATEGORY: Soci al or Special Interest
One Voice Chorus rehearsal - 7:00pm @First United Methodi st Church
(704) 892-0813 (info)

9/01/1999 FLOAT MONTH. ALL MWEEK: 1/2/3/4/L DAY:. [ | IW [ [ YEAR: ALL
CATEGORY: Soci al or Special Interest
Charlotte Business Quild weekly social - 5:30pm @ Thonas Street
Tavern - 704-565-5075 (info)

9/01/1999 FLOAT MONTH. ALL MEEK: /[ /3/ / DAY: [ | IW [ ] YEAR: ALL
CATEGORY: Soci al or Special Interest
Gay/ Leshi an Swi t chboard board neeting

9/ 01/ 1999 FLOAT MONTH: ALL MWEEK: 1/2/3/4/L DAY: [ [ | 1Tl [/ YEAR: ALL
CATEGORY: Heal th or Medi cal
Free confidential HV testing - 372-0172 for information

9/ 01/ 1999 FLOAT MONTH: ALL MWEEK: /2/ [ [/ DAY: [ [ [ 1Tl | YEAR ALL
CATEGORY: Soci al or Special Interest
Gay/ Lesbi an Swi t chboard operations committee nmeeting

9/01/1999 FLOAT MONTH: ALL WEEK: /2/ [ [ DAY: [ [ [ [T/ [/ YEAR: ALL
CATEGCRY: Support
PFLAG Meeting - 704-364-1474 for information
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User Information

Thisreport listsinformation for each User ID Number. In addition to personal
identification/ demographic details for the user, the date time signed on and cumulative
time signed on isreported. Totalsfor all usersisalso reported.

To produce thisreport, from the main menu, pressthe key ‘A’ (for the
‘Administrator’ functions sub-menu) followed by the key ‘R’ (for the ‘Report’ sub-menu)
followed by the letter ‘U’ (for the ‘User Information’ report selection).

A sample of thisreport is on the following page.
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8/ 01/ 1999 UNI VERSAL COMMUNI TY CENTER

3:22 PM ROLODEX AUTHORI ZED USERS
USER USER | NFORVATI ON

3,123 Sarah N. McCol | um

6, 353

8,534

9, 510

9, 684

9, 975

50

942 Fetl ock Avenue

Newport, RI 02840-0000

EMAI L:

CENDER: FEMALE Bl RTHDATE: 11/28/ 1949
ADDED: 1/01/1900 LAST ON: 8/01/1999
Calvin L. Ross

824 Northcross Road

Buf fal o, NY 14225-0000

EMAI L:

CENDER: MALE Bl RTHDATE: 9/ 26/ 1947
ADDED; 1/01/ 1900 LAST ON.  6/01/1997
Adol f A. Harnon

9175 Seabreeze Road

Santa Fe, NM 87501- 0000

EMAI L:

CENDER: MALE Bl RTHDATE: 8/29/ 1938
ADDED; 1/01/ 1900 LAST ON.  7/14/1999
Russel | K. Harnon

298 River Oaks Street

Bri dgeport, CT 06605- 0000

EMAI L:

GENDER: MALE Bl RTHDATE: 4/ 02/ 1914
ADDED: 1/01/ 1900 LAST ON. 6/01/1997
Beverly R Meehan

4347 Strawberry Street

Newport, RI 02840-0000

EMAI L:

CGENDER: FEMALE Bl RTHDATE: 3/21/1946
ADDED: 1/01/1900 LAST ON. 7/25/1999
Debra H White

3375 Kings Ridge Court

Newport, RI 02840-0000

EMAI L:

CGENDER: FEMALE Bl RTHDATE: 7/ 14/ 1930
ADDED: 1/01/ 1900 LAST ON.  6/01/1997

*** TOTAL OF ALL USERS ***
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List Users

Thisreport lists each User ID Number and its associated Name field.

To produce thisreport, from the main menu, pressthe key ‘A’ (for the
‘Administrator’ functions sub-menu) followed by the key ‘R’ (for the ‘Report’ sub-menu)
followed by the letter ‘L’ (for the ‘List Users report selection).

A sample of thisreport is on the following page.
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10/ 27/ 1999
1
11: 38 AM

USER NUMBER
1

2
3

THE GAY AND LESBI AN SW TCHBOARD OF CHARLOITE
RCLODEX AUTHCORI ZED USERS

VOLUNTEER NAME
Jay

" Mar c"

"John"
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Export Database Records

The program has the capability to export the contents of the database recordsto a
text (ASCII) file. All fields for each record may be exported or only specific fields may be
selected for export. Several options allow the format of thefileto be tailored to the
user’s specific needs.

To access the export function from the main menu, pressthe key ‘M’ (for the
‘Maintenance on Database’ functions sub-menu) followed by the key ‘E’ (for the ‘Export’
function). The export control screen will be displayed:

Rolodex Maintenance — Export Records
Thiz function allows records to bhe copied from the database
to an external ASCII file.

Write records to filename: . T:T

Type of file to create
‘Rolodex Import Format

Formatting options: Preceed each field with lahel
Jrite record separator

Fields to export: 11 fields
elect fields

Fi@: Export Records

Ezcape:= Return to Menu Mumbher of Records: WUritten
a
fiuthori . o o o

Enter the name of the file to contain the exported records. The file name may be
from oneto eight characters and must contain only letters and numbers. The extension
for the file will be ‘TXT".

Thetext file containing the exported records will be created in the current

subdirectory of the current hard drive. If another file exists with the same name, the
existing file will be replaced.
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The ‘Type of fileto create’ is a selector field. One, and only one option, may be
selected.

e Custom Format
This choice will allow the user to choose the formatting options and
select the fields to export.

* Rolodex Import Format
This choice will produce a complete file export which isrequired if
the created fileisto beimported back into the database later. The

remaining options on the screen will not be availableif this option
is selected.

The ‘Formatting Options’ are flag fields which may be selected or un-selected
independent of each other.

* Precede each field with label
If selected, this option causes a label to be written preceding each
field that describes the content of thefield.

* Writerecord separator
If selected, this option causes the group of fields for each database
record to be followed by arecord containing
‘END.OF.RECORDSET'.

The ‘Fieldsto export’ isa selector field. One, and only one option, may be
selected.

+ All fields
This choice will export all fields from each database record.
» Select fields

This choice will cause the display of a record selection screen to
allow the user to select which fields to export.

Field selection screen

If the ‘Select fields’ option is chosen, afield selection screen will be presented:
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Rolodex Maintenance — Export Records
Select Fields to export:

OName OCross—reference keywords
ONarrative
OAddress line 1
OAddress line 2 ORace
OCity OGender
OState O0rientation
OZipcode
OSource of information
OContact ODhate entered
OEntered by operator
OTelephone description 1 ODate last update
OTelephone number 1 OUpdated by operator
OTelephone description 2
OTelephone number 2 ORecord number

F1A: Accept Selections

Preceding each field name is aflag which may be selected or un-selected
independent of all other fields. Selected fields will be exported from the database.
When all desired fields are selected, press Function Key 10 to return to the export
screen.

Creating the export file

After completing the fields controlling the export function, press Function Key 10
to create the export file.

Returning to the menu

Toreturn to the menu screen without exporting any records, press the Escape

Key.

Export User Information

The program also has the capability to export the contents of the User ID Number
recordsto atext (ASCII) file. All fieldsfor each record may be exported or only specific
fields may be selected for export. Two options allow the format of thefileto be tailored
to the user’s specific needs.

To access the export function from the main menu, pressthe key ‘A’ (for the

‘Administrator’ functions sub-menu) followed by the key ‘E’ (for the ‘Export’ function).
The export control screen will be displayed:
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Security File — Export Records
This function allows information maintained about the users
to be exported to an external ASCII file.
Write records to filename: - THT

Formatting options receed each field with lahel
rite record separator

Fields to export: All fields
Select fields

Ezcape: Return to Menu Mumber of Records: Wpritten
a

Fid: Export Records

Authorized characters: letters. numbers

Enter the name of thefile to contain the exported records. The file name may be
from oneto eight characters and must contain only letters and numbers. The extension
for the file will be ‘TXT".

Thetext file containing the exported records will be created in the current
subdirectory of the current hard drive. If another file exists with the same name, the
existing file will be replaced.

The ‘Formatting Options’ are flag fields which may be selected or un-selected
independent of each other.

* Precede each field with label
If selected, this option causes a label to be written preceding each
field that describes the content of the field.

* Writerecord separator
If selected, this option causes the group of fields for each database
record to be followed by arecord containing
‘END.OF.RECORDSET".
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The ‘Fieldsto export’ isa selector field. One, and only one option, may be
selected.

+ All fields
This choice will export all fields from each User ID Number record.
» Select fields

This choice will cause the display of a record selection screen to
allow the user to select which fields to export.

Field selection screen

If the ‘Select fields’ option is chosen, afield selection screen will be presented:

Security File — Export Records

Select Fields to export:

OName ODate added
ODate last signed on
OAddresz Line 1

OAddress Line 2 OCurrent wear time tahle
OCity OPrior wear time tahle
OS8tate

OZipcode

OEmail address
OTelephone number

OSecurity level

OGender
ODate of hirth

F1@: Accept Selections

Preceding each field name is a flag which may be selected or un-selected
independent of all other fields. Selected fields will be exported from the User ID
Number records. When all desired fields are selected, press Function Key 10 to return
to the export screen.

Creating the export file

After completing the fields controlling the export function, press Function Key 10
to create the export file.

Returning to the menu

To return to the menu screen without exporting any records, press the Escape
Key.
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Import Database Records

In addition to the capability of exporting database recordsto a text (ASCII) file,
the program also has the capability to import information from atext (ASCII) filein
order to create new database records. Thisfunction isprovided primarily to assist in the
conversion of records from another type of database for usein this program. However,
the function can be used in conjunction with the export function to extract records from
the database, perform some specialized modifications on the records with another
program, and then return the records to the database.

To access theimport function from the main menu, pressthe key ‘M’ (for the
‘Maintenance on Database’ functions sub-menu) followed by the key ‘I’ (for the ‘Import’
function). Theimport control screen will be displayed:

Rolodex Maintenance — Import Records

Thiz function allows records to he entered inte the database
from an external source. The records must bhe preformatted
into a specific format and placed in an ASGCII file:

Read records From filename: IE-THT

The records read in can replace the existing records in the
current databasze (w»ebuilding the databaze) or they can he
appended <added to» the current databasze. Be very zure of wvhat
vou are doing if you specify Replace as you will lose all
records currently in the database.
Databaze Dizposzition: ®fAppend to Existing Database
Replace Existing Database

Ezcape: Return to Menu Mumber of Records:
a L44

Fi@: Import Records
Authorized charactersz: letters,. numbers

Enter the name of the file which containstherecordsto beimported. Thefile
name may be from one to eight characters and must contain only letters and numbers.
The extension for the file will be “TXT’.

Thetext file containing the records to import must reside in the current
subdirectory of the current hard drive. The format of thefile, although relatively simple,
must comply strictly with these rules:

e Each record (line) of the file must contain one, and only one, field,

« Each field must beidentified by a preceding label, separated from the
field value by a colon,

» Each record must be followed by arecord containing
‘END.OF.RECORDSET".

Page 55




Rolodex 112 07/31/2000

It isnot necessary to have every possible field present for each database record to
be created. Any omitted fieldswill beinitialized to the appropriate null value (spaces for
alphabetic fields and zeros for numericfields). The field identifiers for the complete set
of database fields are:

Field Identifier | Length Comments

NANVE 40 | thisfield should be considered as always required

ADDR( 1) 40 | thisfield may occur 2 times and the occurrence number must be
included inside the parentheses

Ty 20

STATE 2 | thisfield should be considered as always required

ZI PCODE 9 | field value may be either 5 or 9 numeric characters

PHONEDESC( 1) 18 | thisfield may occur 2 times and the occurrence number must be
included inside the parentheses

PHONE( 1) 10 | thisfield may occur 2 times and the occurrence number must be
included inside the parentheses

CONTACT 40

RACE 1| if omitted, thisfield will default to ‘1'; valid values: ‘1, ‘2, ‘3", ‘4, ‘5,
and ‘6’ which represent ‘Unknown’, ‘Caucasian’, ‘Hispanic’, ‘Black’,
‘Asian’, and ‘Other’

GENDER 1 | if omitted, thisfield will default to ‘1'; valid values are: ‘7', ‘2’, and ‘3’
which represent ‘Unknown’, ‘Female’, and ‘Male’

ORI ENTATI ON 1| if omitted, thisfield will default to ‘1’; valid values are: ‘T, ‘2’, ‘3’, ‘4",
‘5, and ‘6’ which represent ‘Unknown’, ‘Gay’, ‘Lesbian’, ‘Bisexual’,
‘Transgender’, and ‘Straight’

XREF( 01) 25 | thisfield may occur 10 times and the occurrence number must be
included inside the parentheses

NARRATI VE( 01) 76 | thisfield may occur 20 times and the occurrence number must be
included inside the parentheses

SOURCE 20

ENTERED. BY 5

ENTERED 8 | datefield in format: mmddyyyy

UPDATED. BY 5

UPDATED 8 | datefield in format: mmddyyyy

If an unknown field identifier or an invalid field value is encountered while processing
the text file, the import function will display the following error window:
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An import record was read that caused the following error
condition:

END.OF .RECORD SEPARATOR WITH NO FIELDS PRESENT
The record causing the error uwas:

Physical record number: 27
Record begins: END.OF.RECORDSET

Processing will not continue, but any records added to
the database prior to this error occurring are correct
and will be accessible.

_Press Escape to return to the menu.

The condition causing the error, the record number of the record causing the error
condition, and the first 35 characters of the record are shown. Theimport function will
beterminated. However, recordsimported prior to the occurrence of the error
condition will be correctly stored in the database.

The ‘Database Disposition’ is a selector field. One, and only one option, may be
selected.

e Append to Existing Database
This choice will add imported records on to the end of the existing
database. Existing database records will not be modified.

* Replace Existing Database
This choice will erase any records currently existing in the database.
At the conclusion of theimport process, only records created using
input from the import file will be available in the database.

If you choose to Replace Existing Database, it might be
advisable to create a backup copy of the data files first, just in
case you ever wish to retrieve any records which exist in the
database.

Processing the import file

After completing thefields controlling theimport function, press Function Key 10
to process the import file.
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Returning to the menu

Toreturn to the menu screen without importing any records, press the Escape

Key.

Using the import function to create an empty database

Although not arequirement that will occur often, an additional use of the import
function isthe ability to create an empty database. Use a plain text word processor to
create an empty text file. Usetheimport function and enter the name of the empty file
at the ‘Read records from filename’ prompt. Select ‘Replace Existing Database’ and
press Function Key 10. Any records existing in the database will be removed and, since
therearenorecord setsin theinput filetoimport, no new records will be created.
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Error Messages

Although most error messages issued by the program (displayed on the bottom
line of the screen) should be self-explanatory, hereis acomplete list of messages
organized by the screen (function) on which the message can appear.

Logon Screen

Number Entered Is Not On File!
The User ID Number entered has not been created by the
administrator.

Password Is Not Correct For User!
The password typed in by the user does not match the password on
filefor the User ID Number. If the correct password has been
forgotten, the system administrator can reset the password for the
User ID Number to allow the user to gain accessto the system and
choose a new password.

Access Is Disabled For This User I1D!
The administrator has prohibited this User ID Number from
signing on to the system. If you think this should be changed,
contact the administrator.

Enter The Same Password In Both Fields!
When choosing a new password, the same password must be typed
into both of thefields. Thisisto ensurethat the password istyped
correctly asthe keys pressed will not display on the screen.

Menu Screen

Database s Empty!
The function requested requires one or morerecordsto exist in the
database and the database contains no records.

Required FileIsIn Use!
Either therequested function requires exclusive use of one or more
filesin use by another user on the network or another user on the
network has exclusive use of one or more filesthe requested
function uses.
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Insufficient Memory Available!
The computer does not have enough available memory to load the
program module for the function requested. Install additional
physical memory or tune the operating system in order to provide
additional memory for user programs.

User Sign-On ID and Password Maintenance Screen

User ID Number 00000 May Not Be Used!
The User ID Number’sthat may be assigned are in therange of 1
through 99,999 inclusive.

Cannot Delete Your Own ID!
No administrator may delete their own User ID Number. If you
truly wish to delete the User ID Number under which you are
currently signed on, you must have another administrator delete
your User I|D Number.

No User Displayed To Delete!
In order to delete a User ID Number, it must first be displayed.
Typethe User ID Number and press the Enter key to display the
information for the User ID Number, then press Function Key 4.

Rolodex Maintenance Contact | nformation Screen

No Record Displayed To Delete!
In order to delete arecord from the database, it must first be
displayed. Typethe Record Number identifying the record to be
deleted and press the Enter key to display the information, then
press Function Key 4.

That Record Number Is Not On File!
The Record Number entered does not identify arecord currently in
the database.

That Record Has Been Deleted!
The Record Number entered identifies arecord that has been
deleted from the database and may no longer be displayed.

Rolodex Maintenance Import Records Screen

File Can Not Be Found In Current Directory!
Thefile specified to read (import) records from does not exist in the
current subdirectory. If you havetyped the correct file name,
ensurethat thefile existsin the current subdirectory of the current
hard drive.
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Browse Rolodex Cross-Reference Index Screen

End Of Reference File Reached!
While scrolling or paging (using the Down Arrow key or Page Down
key to move through the index list), the end of the index list has
been reached. Reversethedirection (usingthe Up Arrow key or
Page Up key) to display more entries.

Beginning of Reference File Reached!
While scrolling or paging (using the Up Arrow key or Page Up key
to move through theindex list), the beginning of the index list has
been reached. Reversethedirection (usingthe Down Arrow key or
Page Down key) to display more entries.

Database Record View Screen

End Of Reference File Reached!
While attempting to display the next record (using the Page Down
key), the end of theindex list has been reached. Reversethe
direction (using the Page Up key) or return to the Browse screen.

Beginning of Reference File Reached!
While attempting to display the previousrecord (using the Page Up
key), the beginning of theindex list has been reached. Reversethe
direction (using the Page Down key) or return to the Browse screen.

No MoreLines To Display!
While scrolling the narrative text (using the Up Arrow key or Down
Arrow key) thefirst or last available line has been displayed.
Rolodex Maintenance Export Records Screen
No Fields Selected To Export!

In order to leave the field selection screen, at least one field must be
selected.

Security File Export Records Screen
No Fields Selected To Export!

In order to leave the field selection screen, at least one field must be
selected.
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Calendar Rules Maintenance Screen

Value Entered Is Not Acceptable!
An invalid value has been entered for either a Month or Day field.
For the Month field, the value entered must bein therangeof 1
through 12, or 99 to designate any month. For the Day field, the
value entered must bein the range of 1through the maximum
number of days for the corresponding Month value, or 99 to
designate any day.

At Least 1Week Must Be Selected!
At least one week (First, Second, Third, Fourth, or Last) must be
selected for the Week of Month field in the floating rule fields box.

End Date May Not Be Prior To Start Date!
The end date entered for an event may not be earlier than the
starting date of the event.

At Least 1 Weekday Must Be Selected!
At least one day of week (Sunday, Monday, Tuesday, Wednesday,
Thursday, Friday, or Saturday) must be select for the Day of Week
field in the floating rule fields box.

ThisIs The Last Rule For This Date!
When using the Page Down key to display subsequent rules for the
currently displayed starting date, the last rule for the date has been
displayed.

ThisIs The First Rule For This Datel!
When using the Page Up key to display preceding rulesfor the
currently displayed starting date, the last rule for the date has been
displayed.

Events Calendar Display Screen

Cannot Display Past Events!
When using the Page Up key to display previous weeks, the display
has reached the current week. It isnot possibleto havethe
program display events for weeks that have past the current week
(asdetermined by the setting of the internal clock on the
computer).

No More Events To Display For Date!
While scrolling the event list for a date (using the Up Arrow key or
Down Arrow key) thefirst or last available linein the list has been
displayed.
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