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Installation:

If you downloaded the setup from our web site, the setup file is named DMSetup.exe so go to where you
downloaded this file and double-click it to start the installation If you received the program on a CD then go to

your CD drive and double-click the DMSetup.exe program file to start the installation.

The setup program will take you through the following screens:

:?1' Directory Master Setup

=10l ]

Welcome to the Directory Master
Installation Wizard

It iz strongly recommended that you exit all Windows programs
befare running this setup pragran.

Click Cancel to quit the setup progran, then cloze any programs
wou have running. Click Mest to continue the installation.

WARMIMG: This program iz protected by copunight law and
international treaties.

Unauthonized reproduction or distnbution of thiz program, ar any
portion of it, may result in zevere civil and criminal penalies; and
will be progecuted to the maximum extent pozzible under law.

¢ Hank

LCancel |

Click the [Next] button to continue
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Ik% Directory Master Setup = IEIIil

License Agreement

You must agree with the license agreement below to proceed.

IThis software program will run in trial mode at no cost to the user.
'The tnal version will allow the entry of up to 5 members into each
member directony.

'To allow the entry of more members in each directory a license must
be purchased. Each license is valid for use on one PC. For network
installations. additional licenses may be purchased for each
additional PC on your network.

The program may not be decompiled or resold without express
written permission from Masterware Corporation.

™ | accept the license agreement

¥ i do hot accept the license agreement

YWize Inztallation Ywizard (R]

Heset I < Back [Hest s Cancel

You must accept the license agreement to continue.

-53 Directory Master Setup = II:IIE'

User Information

Enter the following information to personalize wour installation.

Full Mame: iJahn Doe

Organization: I

The zettingz for thiz application can be installed for the curent user or for all users that
share this computer. ou must have administratar ights to install the settings for all
uzerzs. [nztall thiz application far:

% Anwone who uzes thiz Computer
" Only for me [David DiPazquale)

YWize Inztallation Ywizard (R]

< Back I Mest = I Cancel |

You must enter your name, but the Organization entry is optional.

Page: 3



Masterware Corporation

I‘% Directory Master Setup = |El|i|

Destination Folder
Select a folder where the application will be installed.

TheWize [nstallation Wwizard will inztall the files for Directory b azter in the following
falder.

Toinstall into-a different folder, click the Browse button, and select another folder.
ou can chooze not to install Directoy Master by clicking Cancel to exit the \wWize
Installation ‘Wizard,

i~ Deshination Folder

C:A\Program FileshDrirecton b azter, Browse I ‘

Users must have read and write privileges for this directory

Wize Installation Wizard [R)

Cancel |

< Back

We recommend that you select the default location, as shown on this screen for the installation of the
program. Only select another destination folder if you specifically want to run it from this alternate location.
Network users may want to install the program on a networked drive.

n% Directory Master Setup - IEIIEI

Ready to Install the Application
Click Mext to begin installation.

Click: the Back button to reenter the installation infarmation:ar click Cancel to exit
the wizard.

“Wize [nstallation wizard [R]

Cancel I

When you click the [Next] button on the above screen the setup program will begin installing the program on
your PC. When the installation is completed the following screen will be displayed:
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|§n Directory Master Setup & I:I k4

Directory Master has been
successfully installed.

Click. the Finizh button to exit this installation.

< Back!

Eariee| |

Click [Finish] and you will be returned to your PC’s desktop. You will then have a program group named
“Directory Master” where you can run the program. Also a shortcut named “Directory Master” will be on your
desktop, so you can quickly launch and run the program.
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Getting Started

Free Trial Mode:

When you run the program, the following screen will be displayed:

m Iasterwa]_‘e www.mas:terwarecorporation.com
Corporation ‘ The Directory Master

Trial Version

This free trial version of the Directory Master has all of the features of the full product except that you may only
enter 5 members and may only open the Sample membership database and the Members database. The full
version allows virtually an unlimited number of members and allows you to create separate databases for
different memberships. We recommend that you do not exceed 5,000 members per database due to operational
speed limitations. VWe also have a separate product for those needing databases in excess of 5,000 members.

You may convert your product from trial version to full version by purchasing a license key from our web site at
www_masterwarecorporation_com

Add A License

We recommend that you thoroughly acquaint yourself with the program, in free trial mode before purchasing a
license. Click the [Next] button to begin the free trial.

Attention: Trial Version Users

14 Since you are using the trial version of the program, we are opening the Sample directory to assist you in understanding how
\,) the program works. You may also open the Members directory, for your own members, by selecting File and Open from the
Menus.

Click the [OK] button to view the sample directory. The Sample Directory main screen is then presented:
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7,5 The Directory Master v1.5.3 (Free Trial Version) = =
File Reports Email About
Name Search: || | Directory: Sample
- Bast_Name Member Info. T tdember Photo T bember Dues
avis
Lee
Stallard Lazt Mame: JDa\-'is Anniversan: |
Wil
= His Mame:  15ayen His Bithday: 19,702
Her Mame: | Her Birthday: |
Address:
ress 33 Elmi Street v Active
City. State Zip | Overland Park ks |E6245
Haome Phone: | Photo; | B0.ipg
Other Phones: |
Hiz Email: | Her Email; |
Bingraphy:
Seven iz a Boxer 20 no email and don't try to call. But come wigit as he loves
people.
Membership Dizplay:
(+ Achive (™ |nactive
Hemhe's_hip Reports: R _ Update Add New Delete
(o Wiew Onhy (" PDF File

The name of the open directory is shown in the upper right area, so you always know which directory you have
open. The names of the members of the directory are shown in the list to the left. By moving through the list
the Member info. for each member is displayed. You also can quickly find a member by entering all or part of
their last name in the Search area and then pressing the [Enter] key on your keyboard.

Member Info.

Members can be couples, singles or even your pets. We have included “Seven Davis” as the first entry in our
sample, which is a dog. You edit member information by entering the changes and then clicking the [Update]
button. The Update button will turn red in color to remind you that you have made changes so you don't forget
to “update” before moving to another member. Click the [Add New] button to add a new member to your
directory. Remember that the trial version is limited to 5 members per directory, whereas the licensed version
does not have this limit. The [Delete] button allows you to remove a member. Deleted member information is
not recoverable, so make sure that you truly do not want this member information again. We recommend
using the Active checkbox instead of deleting members. By unchecking the Active checkbox, the member
information is not deleted, but just moved to inactive and can be reactivated at any time.
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Member Photo:
Each member of a directory can have a photo linked to their entry. Photos must be jpg format and we

recommend using ones about 500 kb in size or less. Click the “Member Photo” tab and you can see the photo
for the selected member. You can then go through the list of members and see their photos.

7.3 The Directory Master v1.5.3 (Free Trial Version) M=
File Reports Email About

Mame Search: | ] Directory: Sample

; Bast_NamE bember Info. T Member Photo! T bermber Dues
avis
Lee

Stallard

wfilzan

Membership Dizplay:
* Active 7 |nactive

Membership Reports: - @
* Miew Only " PDF File
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Linking a Photo to a Member:

If a photo does not exist for a member the caption “Picture Not Available” will be displayed instead of the
photo. The linked photo can be changed at any time by simply clicking the “Happy Face” icon. This will
display the following screen:

= =

i Picture Selector

o 1 [MO01855.PG |A|
| Digital _Eam_n?rg [;h:_u.:\[nl_g.?_u;ljs MO0 356.0PG -L—

i MO 925.0PG
SSeven MO0 327.JPG
MO 325.0PG
IMO1329.JPG
MO 330.JPG

MO0 332.PG
IMO01934.JPG
IMO01936.JPG
IMO01937.JPG e
] 2 | [\WMtserversGgbntiz] __'__I IMO002196.JPG lil

Current Picture New Picture

Replace |

You may go to any drive and folder on your PC and select a jpg photo. When you select a jpg file on the list
on the right, the photo will be displayed. You can then select the new picture to replace the old picture by
clicking the [Replace] button. We do not alter or delete any of the pictures from your source list of pictures.

We simply make a copy of your existing file into our database for our program’s purposes. Also if you replace
an current picture with a new picture we prompt you to have us save a backup of the existing picture.
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Member Dues:
You may wish to track dues payments with our program. Simply click on the “Member Dues” tab and the dues

payment history for the selected member will be displayed. The [Update], [Add New] and [Delete] buttons
allow you to keep this information current.

7.3 The Directory Master v1.5.3 (Free Trial Version) M= ﬂ
File Reports Email About

Hame Search: | ] Directory: Sample

B

Bast_Name kember Info. T tdember Photo T Member Dues
aviz
b |Lee - . -

Ctallard [rate Paid Amount Paid Paid By

o 3 06/29/2008 $200.00 Check

Date Paid: ] £ /2902005 - Amount Paid: J 200.00

Paid By: |Eheck LJ
Notes:
Membership Dizplay:
(+ Actve (™ |nactive
HEI‘I‘IEEIS.hip Reports: - ) Update Add New Delete
(o Wiew Onhy (" PDF File
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Opening a Directory:

The trial version defaults to opening the sample directory, which has some entries to show you how the
program works. You may also open the “Members” directory by selecting the Open menu item from the File
menu. This will show the list of directories:

= Membership Directory

Membership Directory:

(Mambais
Sample

Open

The trial version only allows you to have two directories; the Sample and the Members. With the licensed
version you can create as many directories as you desire, by selecting the New menu item from the File menu.

Membership Display:

The program defaults to displaying active members. Click the Inactive option button to display the inactive
members. Also clicking the Inactive and then the Active will refresh the display, which resorts the members in
last name order. This is advantageous if you have entered a number of new members and they are not sorted
properly in the list.

Reports:

The program defaults to creating reports in “View Only” mode. This mode will display the report on the screen
and will then allow you to print a hardcopy. If you select the “PDF File” option under “Membership Reports”
any reports created will be shown on the screen plus a pdf file will be created.

Four Reports are available:
Directory with Photos — Creates a report with the Member Info. and the photo of each active member.
Directory without Photos — Creates a report with only the Member Info.
Photos Only — Creates a report with only the photos and a caption of the member’s name.
Last Dues Paid — Creates a report with the date of last payment and amount for each member.

You access these reports from the Reports menu item.

If you are printing hard copies of your directory and want to conserve the cost of the directory, print the
“Directory without Photos” and then print the “Photos Only” reports. Then take the reports to your copy store
and have them printed. The “Directory without Photos” is a larger report, but only needs to be printed in black
and white. The “Photos Only” is smaller so printing it in color will be less costly than printing the “Directory
with Photos” report.

Email:

Save printing costs and send your membership directory by email to all or selected members. In order to use
the email function you must setup the program to use your email service. Refer to the Setup section for
instructions on how to complete this step.
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Select the Email menu item and the following screen will be displayed:

¢} EMail
Directories: v Attach Send to Members: [Double-Click to remove from list]
tembers. Pdf Lee, Jake: masterware@ke, moom
Members_Dues. Report. pdf Stallard, M athan: nathanStEyshoo. com
Members_List Pdf “wilzon, Johr: myemailiE@ypahon. com

tembers_Photos Pdf

To: | v Send to All

Subject:  |'Sample Directory Update

Message: |sttached iz a copy of the ‘Sample Directory membership directory, in Adobe Acrobat
format.

Cancel Send

If you have created any pdf files from the reports menu item then they are displayed under the Directories list.
If you wish to send a directory report then select it from the list and make sure the “Attach” checkbox is
checked. The email defaults to sending to all members (“Send to All” checkbox is checked). The members
who have provided their email address under the “Member Info.” tab are displayed. You may remove
members from the email list by double-clicking them (they are not deleted from the database, just removed
from this email session). You may then modify the Subject and Message sections of the email. When you are
ready click the [Send] button and the email will be sent.

You may send the email to an single person by unchecking the “Send to All” checkbox. After completing this
setup you select the individual to send the email to from the list. Their email address is then added to the
“To:” field. You may also send the email to someone not on the list by entering their email address manually

in the “To:” field.
The Email feature is also great for sending just email information to all members, without sending a directory.

To do this simply uncheck the “Attach” checkbox under the Directories section. Fill in your email information
and then send the email.
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Settings:
Select Settings under the File menu item and the following screen will be displayed:

=

G Settings

Membership Hame:

Updat
{Sample Directary pdate

Cover Sheet Information:

Thiz directon iz our zample to acquaint pou with the features of the Directory Master. The cover
zheet iz optional for any of your directories. Go to the Settings menu item under the File menu to
zet the name of the membership directon ag well az information to be included on the cover sheet.

The Settings menu item iz alzo where you enter you email zerver information, 2o vou can uze the
email feature for sending directanies or ather email messages to members.

Email Information:

Outgoing Email Server: ]my-smtp-sewer.myisp.u:um

Your Email Address: ]masterware@myisp_cum

IF your server requires authentication, then append the uzername and
pazsword to the end. e.g. smip-zerver kc.r.com:MylUzerN ame:MyPassword

Membership Name and Cover Sheet Information is unique for each directory you create. Email Information is
entered once and applies to all directories, as it simply defines the parameters for sending emails.

Membership Setting —

Each directory can have a Membership Name, which is printed on the top of each report. Optionally each
report can have a cover sheet. Cover Sheet Information can include basic information about the directory,
which you want included on each directory you print or email. When completed with your changes click the
[Update] button.

Email Setting -

In order to send email you must setup the program with your email server information. The bottom of the

screen has the Email Information. Your Internet provider can assist you with the “Outgoing Email Server”.

This is the same information contained in your email software for your account. If your email server requires

secure authentication then make sure to append your username and password, something like the following:
My-smtp-server.myisp.com:MyUserName:MyPassword

The “Your Email Address:” field simply is your email address and is used for all email sends.

When completed with the changes click the [Update] button to record your changes.
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Licensing Your Product

You may obtain a license for the Directory Master, by purchasing a license key from our web site. Before
going to our web site, open the program and the following screen will be displayed:

B“Masterware WWW.mas.tenuarecori:loration.com
Corporation ‘T’he Directory Master

Trial Versian

This free trial version of the Directory Master has all of the features of the full product except that you may only
enter & members and may only open the Sample membership database and the Members database. The full
version allows virtually an unlimited number of members and allows you to create separate databases for
different memberships. VWe recommend that you do not exceed 5,000 members per database due to operational
speed limitations. We also have a separate product for those needing databases in excess of 5,000 members.

You may convert your product from trial version to full version by purchasing a license key from our web site at
www_masterwarecorporation.com

Add A License ‘

Click the [Add A License] button and your License Code will be displayed:

BOqMaSterware WWW.mas:tenuarecornoration.com
~ Corporation | The Directory Master

Trial Version

- License:

License Code: License Key:
] 301611 |

After entering your License Key click the Register button.

Register Next

Go to our website and purchase the Directory Master. The purchasing process will request your License
Code. After your purchase is completed the web site will return your License Key. Write down the License
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Key and store it in a safe place. Then enter the License Key in the space provided above. Then click the
[Register] button and your program will now function on your PC in full operational mode.

The Licensed version of the program does not limit your number of members per directory, as the free trial
version did. Also you may now create as many new directories as you desire. Note that we do recommend
that you keep each of your directories under 5,000 members due to performance considerations. Also when
you create pdf file directory reports to email make sure the file size does not exceed the limitations of your
email service. Also be considerate of any of your members who still have dial-up connections to the Internet,

as downloading your email could take them a long time.
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Maintenance Information

Backing Up Your Data:

Make sure to backup the complete directory (C:\Program Files\Directory Master). This will then backup the
databases as well as all of the directories, photos and reports. We recommend at least weekly backups.

Reparing the Database:
Directory data is stored in Micrsoft Access 97 databases. All databases are under the Data folder where the

program is installed. In the unlikely event that the database becomes corrupted, run the Repair program. The
repair program will display the following screen:

' @ Bravo Database Tools v1.2

D atabases:

e [ | | Members. mdb
5 Development [m
£ Mastenware
=) Member Master
....... a Data
B S ample =
[ Photos (4

Important:

1] Before attempting a repair or compaction, make sure no one
elze iz uzing the Bravo program.

2] It iz highly recommended you make a backup copy of the
databasze first.

Bepair Compact

Make sure to backup the database before proceeding. Then, click on this database, so it is highlighted. Then
click the [Repair] button after the repair is completed, you will be prompted as to its success. Finally click the
[Compact] button. Then close the Repair program and try to run the Directory Master program again. It
should open fine. If not contact us and we will assist you.

File Locations:

The program is installed in the “C:\Program Files\Directory Master” location by default. Under this directory
are all of the application files necessary to run the program, as well as the membership directories and
associated photos of member.

The Data directory contains subdirectories of each of the member directories you have created. When the
program is first installed it includes the *_Members” and “_Sample” directories. If you have created any other
directories they will be preceded by the “_” character, followed by the initial name you gave this directory.

Each of the member directories contain the database, which stores the information on each member. This is a
file named members.mdb, which must not be altered unless using the Directory Master application. Doing so
may result in the directory becoming non-operational.
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Under each of the member directories are two subdirectories, named “Photo” and “Reports.” You may view
and edit these files using third party software to view and make modifications. The following are more details
on the contents and use of these files. However, do not delete the subdirectories as they are required for
proper operation of your membership directory.

The photos subdirectory contains each of the photos for members, which are assigned numbers. These
numbers correspond to the number assigned by the program. Refer to the Member Info. tab within the
application and the Photo field will display the photo file assigned to that member. You may delete a photo
file, but then when you go to that particular member in the database it will display “Picture Not Available”, until
you link another picture to that member. You may wish to edit these photos with a third part editing software,
designed exclusively for the editing of jpg photo files. Edits such as removing red eye, cropping and color
adjustments can be made. We recommend “Adobe Photo Shop Album” for such edits, which can be
purchased from Adobe at www.adobe.com

The Reports subdirectory contains all of the pdf file reports you have created from within the program. You
may open these with Adobe Acrobat Reader (a free program from Adobe www.adobe.com ) or other such
program. You may also edit these reports using the full Adobe Acrobat product or other similar product, as the
Directory Master simply creates these files and emails them, but does not use them within the program for
storing or retrieval of member information.

Technical Support:

Masterware Corporation provides free technical support by email at sales@masterwarecorporation.com for the
the current major version of the product. The current version of your product is displayed in the caption of the
program, which will be displayed such as “The Directory Master v1.6.4". For this example the current major
version is “1” in the “1.6.4", whereas the “6.4” in the “1.6.4” indicates the minor release of the product. When
the currently released major version changes, say from “1” to “2” then you may be required to upgrade to the
new version for technical support to be able to assist you. When you request support please provide the
following:

Your Name:

Your Phone Number:

Version of your Product:;

Description of the problem you are having:

Make sure to include any error messages or error numbers displayed, if applicable. Also please tell us where
you were in the program and what you were attempting to do when the error or problem occurred.

We normally respond within 24 hours, and often within 1 hour, of receiving your request. We typically respond

by email, but may call you back to assist with your problem. The support method is entirely at our discretion
as “The Directory Master” is designed to be a low cost, high quality program.
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