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This document describes how to use our Human Resource Manager
software, an innovative desktop software application that allows you to
manage your organization’s employee data.
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The main icons list across the top are used to navigate your way around the application.

From left to right there is:

Displays the employees search screen.
:ﬁ Employees Py ploy
You can select existing employees or add new employees.
3 Displays the reports screen.
= Reports piay P
You can preview or print specific reports.
Displays the options screen.
' Obti You can update your company information, update selection types
I.j“’ ptions (values that appear in the dropdown lists), perform backup and
restores of the database, perform a SQL query against the database
and set the connection details for the database (Enterprise Edition).
e Displays the user search screen (Enterprise Edition onl
g Users play ( P Y)
You can select existing users or add new users.
l/ About Displays information about the application
[ﬂ Close Close the application

The Employee and User icons also display a small number next to the icon. This number indicates
how many records you have open i.e. if you have four employees open then you see a number 4 next
to the employee icon.

The bottom of the screen has a status bar that displays who is logged in (Enterprise Edition only),
what the date and time was when the user logged in and the version of application.
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Employee Search Screen

Searching For Data

Searching for data in Human Resource Manager is extremely easy. There is no complicated filtering
system, instead we provide a search box that filters automatically based on the data provided.

The Employee Search screen displays a list of employees.
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a Employee Search
Sanrch for an empioyes Dilsplay = Active . Inactive i Bekh |
| B, seiuetai-Foe i v Bk e bre it roke B = Employess Cumently Opan
Sarah komes
Azeownty | Bemzzuriarct
a [ — Dy
(e vk s | (rm mrzeh el pdevmmn)
g Rpmg prar] | =0 ewlimoteie] | fam g el aedewne)

James Watsan
i Tachriisn

; Fedl-tima | Oay
h [nz wark ghzne) | [re ok amsil eddress)
e o phara)] | [ ewlimobela) | (=0 horme amsl sddfas)

Employees Recently Opened

Emplayad rucseds daplapad; 2

#dd emplorpse. | | Export Dats. | | Duptey 81 emplopees |

Etargran B (3012, 23.30)

Uner rumemy Admisiesbar (A0ME)  Uner logged e HRIE0I013 00 72T 430

To display all of the employees, click the Display All button or to filter the list, enter a search term in
the search textbox and press return or click the magnifying glass.
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The search text is smart, so you only need to enter the text you wish to search for and it will return
all the records that match the search term. The text you enter is matched against the employee
name, the department the employee works for or the employee’s job role. If you enter the search
term ‘accounts’ then all of the employees that have the word ‘accounts’ in their name, department
or job role will be returned.

By default, only the active employees are displayed, but you can choose to display active records,
inactive records or both active and inactive records.

28 Human Resource Mansger iy
i-h I _:;J Itl--l'! I-_J' l.i -r.".:'--'::'l._m.:||:_||uv
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‘.ﬁ Employee Search
Janrct for pn empcyEr Display = Active - Inactive ) Beth
Sarah lomes
Aigeanls | BeCo gl rimAN
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If you perform a search for both active and inactive courses then you will see the complete list of
employees who are active and inactive. If an employee is inactive you will see a red icon appear on
the right hand side of the list to help identify that the employee is inactive.

ﬂ Haman Resoisce hManmger

=
'.h B -::J ""1-.'! I-,)' d -r.'.:'--'::'l._;r.:||:_||uv
Ermplirie s [afr e Ldrs Absil Clivks b
‘.ﬁ Employes Search
Seank o pn e Display . Active _-Inactve- = Bekh
£ Emipioyees Clsrently Open
Sarah Jones

Aiitranls | ACTtun|Bean
i Fudl-tima | Dy
{ne wark phanre] | (reg mork amail addrses

[z heema prans] | [(ma cwll{=—abxda] | (== hams smal sddrew)

Jamws Walsai

- IT Tachmcian
£ Full-tera | Drayy >
ine vark phane] | o wipirk arnel mod e
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There is a setting in Options that allows you to set whether you view all of the data in each search
screen when you view the search screen or whether you display an empty list and then perform your
own search. If you have tens of hundreds of records then you will find that have this setting off will
load the search screens much quicker, whilst if you only have a smaller number of records then you
can be sure that the screens will load quickly. This setting is on by default.

Once the employees are displayed you can select an individual employee by double-clicking the row
in the list which will take you to the detail screen.

Along the right hand side of the search screen there is a list of currently open records (you are
allowed to have eight records open at a time) and a list of recently opened records. You can double-
click any of the items in the list to view the record quickly. If you already have a record open, then
the record that is currently open will be shown.

If you already have a record open you can simply click the relevant search icon at the top and
perform another search leaving the other record in the state you left it in. You can make changes to a
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record, choose to search for another record and then go back to your original record and carry on
where you left off. You can see on the main menu how many records you currently have open.

E |_:‘-':] i‘a 1_} Li SR TEOM PN Y,
Empliyars 4 Reparts | Opsioes Ligers Abput Diirse. - LI
m Employee Search
SEET™ foyr BR Aoy BE Display . hctres | Inackive = Bokh

In this case, there are two employees currently open.
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If you see a red asterisk (*) next to a record that is currently open, this means that the record has
been modified and not yet saved. You will need to save this record before you close the application.
If you attempt to close the application and you have records that have not yet been saved, you will
be shown a message that informs you of the records that have been modified but not yet saved.

If you have a list of too many records to display on the screen, you can select the View Summary icon
to give you a summarised view of the records without all the detail.
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You can select one of the records by double-clicking on the item in the grid.
Button Actions

You can create a new record by clicking the Add Employee button.

| | add Empiowes. || Export Data | | Desplay &2 Emplopess Empispee records dapleged: 7
[\ L
E e
Lwer e Admnstriretar [AOMEING Uawr logped ine IE1O/2002 e 7182 80 Entarpriae Bdition {3002, 2.0.107

At any point you can override your search filter and display all of the employees by clicking the
Display All Employees button.
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You can export a list of employees by clicking the Export Data button.

I_*ﬂEWQ:m .F-_*!Ll Dusglay A1 Emplorees Employee recers duplayed: 2
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You can export any of the data that appears in the list. As an example, if you want to search for a list
of employees who work in the accounts department, perform your search and then click the Export
Data button. You will be presented with an export dialog.

@ Export Employees .

Export the employees to a CSY file.

You can export the data to a to a CSV file.

What is a CSV file?

A CSV (comma-separated values) file is a file format used to store tabular data in which numbers and
text are stored in plain textual form that can be read in an application such as Microsoft Excel,
Microsoft Word or any bext editor. Lines in the text file represent rows of a table, and commas in a
line separate the columns in the table rows.

Example
FirstName, LastName, DateCfBirth, Gender
John, Smith, 11/12/1976, Male
Karen, Jonas, 10/10,/1980, Female
File name: | C:\Users‘Adnan'\Documents\Employees.csv E]

data to the file. and return badk.

Export ‘ ‘ [i Close ‘

Select a path where you would like to export the data to or accept the default. Click the Export data
to the file button and a CSV file will be created that you can import into an application such as
Microsoft Excel.
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Employee Details

Employee Detail Screen

Mavigation Menu

[ profie |

@ Profile
Employmend
User-Defined
Contass

Educatinn
Work
Diocurmers

(e
A, B 2 L B
Emsheam | Bapms | Qo lnes abeut Clnse
- Sarah lones
Telephone 555 234 545

prafite &

Mame: Mrs Sareh Jones
Dals of birtk: Z2007/198%9 (ags 43)
Gender: Famals
Harisl statuw: Mammed
Redigiom  Christanity
Ethnbr origim;  Englsh
Langainge: Englad

Address [

Contact Detalls 3

Work plome: 555 234 545
Extamsion: - | ospmoiedl)
Wark email: |
Flame phaome:
CellfMobides | d
Homs amail (esnenton

Ficture '-'}- b 3

iimi 1: F54 Harfimsn Way
Ciky: Cenwver

State/Province Colorado
Hegion;

Z1P fPastoode: 20003

| Inactivete Emploves |

Delete || cise |

uner leggud e AN10201 0t 02 80

Emturpran Bites (0012.2.0200)

In order to manage your employees you will need to create them in the application. Select the
Employee icon from the main window. If you have previously entered employees then you can
perform a search and then select them or alternatively you can add a new one by clicking the ‘Add

Employee” button.

Smart Company Software User Manual — Human Resource Manager

Page 6



Profile Details

This screen is used for entering the basic demographic details for the employee.

=] Profile

Enter the employee’s profile details.

Salutation: ‘ Mrs | - ‘

Mame: ‘Saral' ‘ ‘ | ‘Jones |

Preferred name

Date of hirth: ‘,T1|22,’D?,’1969 &,

e Marital status: ‘ Married ‘ - |
Gender: m Religion: ‘ Christianity ‘ - |
Language: %, | English | - | Ethnic origin: | English | - |

) Close
3;/' [i and return back.

Contact Details

This screen is used for entering the employee contact details. You can record the employees home
contact details as well as their work contact details. If the employee has an email address then you
can click the email icon on the screen and your default email client will launch a new email to the
employee where you can then type in details to email.

& Contact Details

[]
= Enter the employee’s contact details.

Work phone: @ | 555 234 545 Extension: "

Work email: =

Home phone: e Cell/Mabile: &
Home email: =
y Close
EE)/I [i and return back
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Address Details

This screen is used for entering the employee address details.

Address

Enter the employee’s address details.

Address line 1: P54 Harrison Way

Address line 2:

City: Denver

State/Province/Region: Colorado

ZIP/Postal Code: 20003

' Close
QJ [i and return badk.

Employment Details

This screen is used for entering the employment details for the employee. Most of the details on this
screen are also displayed on the search screen, which allows you to see information about the
employee without having to open the employee record.

=-| Employment

Enter the employee's employment details.

Employee number: | | | Social security #: | X12356543 |

Department: |Account5 | - | Team: | Team 1 | - |

Job role: | Accountant | - | Manager: | Jim Charles |

Classification: | Full-time | - | Shift: | Day | - |
Location: | Office Block A | - |

1|15/01/2008 |Tue

(T
| II|
L
|M'|

Tl
L

Employment date: Probation penod: | ] |

Termination date: | | Probation ends:

)
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User-Defined Fields

This screen is used for user-defined fields. User-defined fields allow you to create custom

information that is specific to your organization. In the example below, you can see that we've
created a label called ‘My User-Defined Field” which is editable and can be anything you like. We
have also created a value for this field. This value is specific for the employee you have open, but the
label is generic and used across all employees. The user-defined fields are very useful if you have to
record a few specific details about an employee and can’t find the fields to record the data elsewhere
in the application. There are four types of user-defined fields. You can record general text
information, dates, numbers or currency data.

H

—| Custom Text Fields
Enter the user-defined text fields for the employee. H

Label 01: My User-Defined Field

Value D1: Some user-defined valug

Label 02: Label 02

Walue 02:

Label 03: Label 03

Walue 03:

Discard

=¥ and lose changes

?) o e |
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Employee Contacts

This screen is used for recording any employee contacts. This could be emergency contacts, medical
contacts such as dentist, doctor, or any contact related to the employee. You can define in the
selection types a list of contact types.

b4
Contact
Edit an employee contact.
Contact type: Emergency Contact -
Mame: Richard Jones
Telephone: [ 555 669 440 Cell/Mobile: B |555 333 222
Fax: | 'E",':n|
Email: =
\ Close
E’/I ['i and return back.

Training Details

This screen is used for recording any employee training. You can record when the training starts and
ends, as well as who is providing the training and at which location. You can enter a renewal date for
the training and can run a report in the reports section to list training that is due for renewal.

: 5= x
- Training
Edit the employee's training. H
From date: [[7]|5/05/2012 | sat To date:  |[7]|5/05/2012 | Sat
1 day
Description: Safety Training
Provider: St Johns Ambulance
Location: Dffice
Cost: $ |0.00 Renewal date: [T | 5/05/2013 Sun
J. H Confirm < Discard
_/I and keep changsas, =~ and lose changes
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Qualification Details

This screen is used for recording any qualifications the employee holds.

®

[:E Qualification

Add the employee's gualification. H

Date: [*|5/05/2012 Sat

Description: Engineering Degres
Location: De Monfort University
- H Confirm -~ Discard
é) and keep changes. B and lose changes

Leave Details

This screen is used to record any leave the employee has taken or due to take. You can record many
types of leave such as annual leave, sick leave, maternity leave, military leave etc. If you have
entered any Public Holiday dates in the Options screen, then when the days are calculated those
days are removed from the calculation i.e. if the employee takes leave for one week (five working
days) and there is a Public Holiday on the Tuesday of that week, then the calculated days of leave
would be four.

b4
77 Leave
Edit the employee's leave.
Type: Annual Leave -
From date: |[7]|7/07/2012 | sat To date: |[7]|7/07/2012 | sat
Calculated: 1 day Public holiday: O days
Comment:
= Close
3;) [i and return badk.
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Salary/Wage Details

This screen is used to keep a record of all the employee’s salary/wage changes. You can then see a
history of their salary/wage reviews and how much they increased/decreased by.

b4
==3 Salary/Wages
el Edit the employee's salary/wage.
Job role: Accountant -
Type: Annual -

K

foFfa01z Sat

Effective date:

Rate: ¢ |60,000.00

Mote:

‘;) [i 1;:rlgzi?:?_rn badk.

Incident Details

This screen is used to record any incidents the employee is involved in. These incidents could be
warnings, accidents etc. Anything that is considered an incident can be recorded here. You can
maintain the list of incident types in the selection types in the Options screen.

— = k-4
=4 Incident
= Add the employee's incident., H
Type: Warning -
Description: Spoke in an inappropriate way to another employes

Date: ["M|9/07/2012 | Men

Mote: Some detzils on the incident can go here.
J- H Confirm = Discard
_/I and keep changes. =¥ and lose changes
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Review Details

This screen is used to record any performance reviews the employee receives. You can enter the
review details and also a next review date. You can run a report in the reports section to list all
reviews that are due.

— = 4

= | Review

=/ Add the employee's review. H
Description: Annual Review

Date: [T |4/04/2012 | Wed

Reviewer: Joe Blogas

Mext review: | [ 1]|4/04/2013 | Thu

Mote: |

- Discard
o and lose changes

= Confirm
gl H and keep changes. ‘
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Attachments

This screen is used for attaching any documents related to the employee. Documents such as
resumes, performance reviews, written warnings etc can be attached. You can click the add button
and locate the file to attach or simply drag and drop the file directly onto the screen. You can attach
any type of file i.e. Microsoft Word, Excel, Adobe PDF. If the application recognises the type of file
then it will display the relevant icon next to the file, otherwise a default icon is displayed.

8 Human Besoiece Mansger = e
-4 1 -
| ] k] . ] MOETCOMBENY,
&, 2 2 v B
Ematram Eapats Ot Lirs Abgul Cirrig A"l bl
Sarah Jones
Telephone 555 234 545
Mavigation Menu | Attachments Grder by | (& Flenams | L) Fie S
—— L) view sttachenent | o Add Artachment B Delets Sttachimest o
Education oy Sename
= Hicroealt W ord 20077010 Oooenent
Wock 10 KB (9,973 byvten] Thardey, 18 October 2012
i Dincurmeri =
@ Attschments
Hotes
dertar=rerm deachrerm At
1 L0 KE 10 KB
T Toisl Sz nbamiran Sos
| inectivats Emyteres | S| peete || chee
User numuy cdmmmieaber (AONDIE User logged e 07082012 ax T2 a4 Emimrram Bl [2012.2.0.000
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Notes

This screen is used for entering any notes about the employee. These notes are entered using Rich

Text format, so you can use formatting such as bold, underline, italic etc.

#\ Employee Note

Add a new employee's note,

b4

EEEEE E @M

(o) (i) [

Add some note here

and we can use formatting to make the nofe look nicer!

924 characters left (Limit is 1000 characters)

Confirm
and keep changes

2 H

JE

Discard
and lose changes.
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Reports Screen

Manage Application Reports

V0 Hurnan Resauece Manager e

& ¢ @ |2 |L 8 SMAKICOMBANY.

Emglvass | Raprts | Opfwes | Uwes Abait

'E" R.'EPDI'E

Marage mophoation reports

| Empioves Reports Erl"lpiD‘fEE Repurts

Lesve Heports
—F S Ragi —F Cetail Wt
T Incdent Resorts 3 o ek : ] s _R__. A arna
Bear ik leviy

ir s musHeat waew. s

ealficaton Reports e nasta i
E Truming Reporty
Lalary/'Wags Repoits
— Contects Report —F Birthday List Report
R Raparts ] sy 0 Lot o Eamrtasiy v : thatwen ot

™ Liner Repoms

User mummy Sdminirabar (AONENS User logoed e HR/E0/2012 0 72 Al Exturzran ities (0012.2.0.00) |

Human Resource Manager has a number of reports available to you divided into the following
categories:

e Employee Reports
e Leave Reports

e Incident Reports
e Qualification Reports
e Training Reports
e Salary/Wage Reports

e Review Reports
e User Reports (Enterprise Edition)
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When you run a report you will be presented with a dialog so that you can set the criteria for running
the report. The report criterion is dependent on the type of report.
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Options Screen

Manage Application Settings

il 1 | %] L} F A TEOMBENY,
Emglopim | Bt s Lirs abgn Clirse U T K i

Options
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Mavigation Menu Company Dataits 3 Contact Detail:
|l Compans & MnmnE St Company Softwane Telephnme: 555 938 773
{ Aidress: 254 Harrmon Wiy Fau:
@ Details Coiateds Fmail: support@emet comparpaniteane, rem
Esttangs Bl R Websites  wow, prprtcomepen sypftwene. com
Public #alidays

Gelectsn Types
Distabase

Sysiem

Uger nummy Admimsirster {ADNEN) User logped e 1RFEAFI01S 2 F:8T A0 Entnrprae Editias (3012.2.1.10)

From the Options menu you can configure Human Resource Manager. There are a number of
settings you can configure in the software such as entering your company name, address and contact
details, add/edit/delete selections types, set the database connection details (Enterprise Edition

only), backup, restore or compact your database, run a query on the database, check how big your
database is and review your localization settings.

Smart Company Software User Manual — Human Resource Manager

Page 18



Company Details

You can enter or update your company information by clicking the edit icon. You can enter or update
your company name, company address and company contact details such telephone, fax, email and
website address.

@a Company Details

Edit vour company's name, address and contact details,

MName: Your Company Name

Address: Blackbird Avenue

Off Blackbird Road

Telephone: | 555-555-555 Fa: i | BE6-666-666
Ermail: 1 | support@smartcompanysoftware.com
Website: http:// www.smartcompanysoftware.com
\ Close
g ['i and return back.
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Selection Types

The selection types are used throughout Human Resource Manager to present you with a list of
values to select from i.e. when creating an employee you are asked which department the employee
works for, when you click the dropdown box or pull-down box, you will be presented with a list of
departments that you have previously defined in your department selection types. Human Resource
Manager comes with some sample selection types, but feel free to create your own based on your

requirements.

ﬁﬂmmﬂumuulmgu
& @
Emnslirvam Bajrnts Cjfmes
iljj_] Options

Edit application opoons
Mavigation hMenu

Comrpasrry

j| Selection Types = |

Clissfications
Contact Types
| & Departments
Exhnic Omgins
Inadent Types
Job Boles
Languages
Locators
Ments! Skatuses
Reigions
Swfary Types
Ssiutatons
Shitts
| Teams
|
Dintabape

Syulem

2 v @
Lwirs Abgii Clerii
Departments

iy add Desptmant | F Edit Deparment B Delsie Dessrtmeant

Show

=l

AR T O M BN,

= Artive Inactive ]

3 Accounts

gl  Customer Service
4] Erguiisdihg

&) Fenance

#l  Humee Resoences
8

] Management

i  Oueiity Contral

] Warmhguse

Uner logped e ARFEGMA01S e FoBT &M

Evtmrprme Bdities (201220000

The following selection types can be maintained:

Classifications — List of classifications for an employee i.e. Full-time, Part-time, Contractor

Contact Types — List of contact types for an employee contact i.e. Next of Kin

Departments — List of departments to select from that represents the department the employee

belong to i.e. Accounts

Ethnic Origins — List of ethnic backgrounds to select from that represents the employee’s ethnic
origin i.e. English or African American

Incident Types — List of incident types to select from to describe an incident for an employee i.e.
Written Warning, Verbal Warning

Job Roles — List of job roles to select from that is the employees primary job role i.e. Accountant
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Languages — List of languages to select from that is the employees native language i.e. English or
Spanish

Locations — List of locations to select from for where an employee is location i.e. Building A

Marital Statuses — List of marital statuses that represents the employee’s current marital status i.e.
Married, Divorced etc.

Religions — List of religions to select from that represents the employee’s religious background i.e.
Christian, Hindu

Salary/Wage Types — List of salary/wage types to select from that are used for entering employee
salary/wage frequency i.e. Annual, Monthly, Weekly

Salutations — List of salutations to select that represents the employee’s title i.e. Mr, Mrs, Doctor
Shifts — List of shifts to select from that represents when the employee works i.e. day, night

Teams — List of teams to select from that represents which team the employee belongs to i.e. Team
A, Team B

You can add new records into any of the selection types, you can edit descriptions for existing
selection types, you can delete selection types (as long as they are not used), or make a selection
type active or inactive. Once you have added or updated a selection type, then the next time that
you select from the list your change will be visible.

If you want to keep a selection type that is used for existing data for historical purposes such as
reporting, but no longer want the selection type to appear in the list to the user, then you can make
it inactive. Existing data will still use the selection type for reports but the user will no longer be able
to select it as an option. An example of this would be an incident type that was used for an employee
incident that is now no longer used, so you need to stop people assigning the incident type to the
employee, but still wish to report on old incident types.
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Database

The database options allow you to configure your database location (Enterprise multi-user edition
only), Backup, Restore or Compact your database, view the table data record counts or perform a
query on the database (recommended for experienced users only).

Database | Connection Details

If you have purchased the Enterprise Edition (multi-user) then you can configure where to locate
your database other than on the machine the software was installed on. The reason for this is that
you may want to install the software on other machines and all access the same centralized
database.

To do this you need to back up your current database to a network location of your choice and then
through the Connection Details configure the software so that it points to that network location.
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Database | Backup/Restore/Compact
Please see our document Backing Up, Restoring and Compacting your Database.
Database | Tables

This screen is for information purposes only, but it does give you an idea of how your database is
growing. To update the figures, click the Retrieve Tables button and after a few seconds, the screen
will be updated with the current values. From here you can also see how big your database has
grown in size (in bytes).

Database | SQL Queries

If you perform regular SQL queries against the database then you can store the popular queries in
the database, so that you do not have to type each one out every time. Each SQL query is given a
description so you can identify what it does and then the actual query to be performed. You can
build up a list of popular queries and then easily copy them and paste them into the query window.
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Database | Query Data
This feature is intended for experienced users only.

This feature allows you to write a small SQL query that you can run against the database. For
example, you might want to see a complete list of courses, including ones that have been deleted. To
do this, you would type the following query into the SQL Query text box.

SELECT * FROM Course

Once you have type in the query, click the Run SQL Query button and the results will be displayed in
the SQL Query Results window below.

You also have the option to export the results data to a CSV (Comma Separated Values) file for
importing into Microsoft Excel.

With this feature you can select all sorts of different queries to run, but you should be experienced at
writing SQL queries. Please contact support@smartcompanysoftware.com for more information.

System | Localisation

This screen is for information purposes only and details the settings being used by your operating
system for your locale details. You can check that the settings for you date formats, currency formats
etc. are correct for your country.

Culture Details Date Details
Country culture: en-AU Short date: d/MMSyyyy
Culture name: English (Australia) Long date: dddd, d MMMM ywyyy

Time Details

Date separator:

Number Details

/
/

Short time: h:mm tt Decimal digits: 2

Long time: h:mm:ss tt Decimal separator: .

Time separator: Group separator: |

AM designator: AM MNegative sign: -

PM designator: PM Positive sign: +
Percent Details Currency Details

Percent symbol: % Currency symbol: %

Decimal digits:

Decimal separator: .

Group separator:

Decimal digits:

Decimal separator: .

Group separator:

LN
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