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GETTING USED TO THE USER INTERFACE

This brief introduction is designed tamiliariseyou withthe GEM User Interface and get you used to
the range of Forms it uses.

Thisis not intended to be a substitute for the User Manual, accessible through theNau, or or
line help system that you can always get by pressing F1.

Windows Start Menu
TheOn2it Software¢ GEMoptions on the Start Menushown J. Inter¥ideo WinDVD

| iTunes

here in Windows Vistare: | LightScribe Direct Disc Labeling
| . LinkedIn

| LiveUpdate Notice Brian McGuigan

1 GEM Networkingrlhis is the main program that you will |/ Marenance A

| Microsoft Office

use on a daily basis. k. Microsoft Office Tools Pictures

| Microsoft Office XP Developer

OCKAE FLIISENB Fa WwSE | GAF) oot souces

| Mozilla Firefox

| Netphone

1 GEM Administrationcontains all the administrative K Nokda

| Nokia PC Suite Computer

functions that you will use only occasionally. d. Noka Software Updater

On2it Software - GEM Network

Recent Items

#* GEM Networking

1 GEM Administration Manuatontains the details of how | %3 e adninisaton

!| GEM Administration Manual

Connect To

to use the GEM Administration Program. 5 con e .
@ GEM Video Default Programs
f GEM Upgradés used to upgrade your system to the Qi Help and Support

Roxio

latest version, whenever you receive an upgrade patch|

| Screen-Scraper

1 Back

1 GEM User Manuatontains the details of how to use the
main program.

Start Search

1 GEM Videcenables you to watch a Video giving youawerview of the system. You are strongly
rSO2YYSYRSR G2 461 00OK (GKA& 2NJ NBIR (GKS w{eai
GEM.

The Login Screen
When the system first opens it displays:

This warns you when your 30 Day Trial will expir(se-neworane Coloip Perese S O
It also allows you to tell the system where you ar

so that it can display the correct dial codes to
everywhere else.

Your trial period will expire in 125 days time, on 31-Dec-09,
because it is not Registered on this Machine.

To continue using the system beyond this time you will need to
register your copy using the Registration Wizard, accessable
through the GEM Administration program on the Windows START
Menu.

Provided you register your system you will NOT loose any data -
even if you do not register until after your trial period has expired.

You only ever need to specify local phone numbe

in GEM as it already knows the dial codes to nea 00 Ussr Name Iﬁnmwaﬂ =
SOSNEGKSNB Ay (KBwilk 2 NI
Login Cancel

prompt you for them.

Good morning. Brian

GEM currenthy thinks you are in: Melbourne, Australia

Editing Data far: OnZit Sofware Lid
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Initial Display

Once you have logged in you will see:

File Edit View Insert Format Records Tools Window Setup Forms Reports Help

= - ul , —
HBE @ Hod Ffetboa NE @BE BI
* Entities o [@ R % Repton Steel's - Relationships =R x|
Organisations 1 Peopla] Projacts} amarsj Business Canta:ts} Cantractorsl Member of} Members | Shareholders | Shareholders in | Suppliers
Selecl:‘l!epton Steel | And | Hew E‘ Filter:
To filter which Customers are shown in the datasheet below, click inside a column and set a filter for it by using 'Records, Filter' on the Menu
Organisation IAddreEEesl Depts./Subs. | Staff | Categories| Diary | not 4| * Bar.
‘Organisational Details [~ Don't show in Select Organisation above
Client Contact | Type ‘ Account No | Customer Category | Account Terms:
Trading Name: Short Name: - "
‘Reptan teal ‘ L Craig Conifer Air Conditioning 1003 Normal Payment with Order
Super Dollars - Brisbane, HO Robert Conifer Steel 5678 Normal 20th of following Month
Full Name: Staff Size: —
* Normal
[Repton Steel Pty Ltd | =
Organisation's Primary Business Category
|Stee| Fabricators j
CEO or Manager j
Job Title: Name:
ceo = [[pavid smith - | Find
Parent Organisation
Relationship: Name:
\ | | _Fnd
Contact Numbers
Dial Code:  Business Dial Code: CEOQ's Home
Phone: [ 00612 [5678-0123 | | o6z [s42-3210 P!
Fax: [ 00612 [5678-0023 &)| [To0612 [7894-3211 8|
Mobile:[1421-333-333 [
Web: !‘,‘v‘,‘v‘,‘v.rEDtUﬂStEELCUm.aU \WMN.Smith.cnm.au
E'mawl:‘Sa\es@reptnnstee\.mm.au ‘Dawd.Sm\th@RaptanSteal.:am.a
Display Cust
4 ‘ Eind | » | New ‘ Delete | ‘ Save | 0K | Relationships splay Customer

Well it may look like this as the form displayed on the right will depend upon the form that you last had
open on that side; so you can carry on where you left off.

System Conventions
Before we rush into introdung you to the various forms in the system we will cover some of the
conventions that apply throughout the system.

Fields with a Blue Backgrourate used to imply that the information they display are not normally
required to be input, as the system wilbwvk it out for you.

Double/ £ A O1 Ay 3 | ¢¥dvehgiSimthe systeny Bill display their record on the-ledind side
of the screen.

Combo Boxefike this are used tgelect from options that may already exist. If you clickgb#-down

arrow onthe end of the ill be able to see all the-présting options. You can either scroll

down and select the required option, or just sta ing-in the| -=oortanager -]

box-AF GKSNB A& I YIGOKAYy3 2L o e N
. i CEO or Manager TheIJIE:I?TltIe of the Person who runs this branch of the Orgamsatlon|

you. (Combo boxes are not aasensitive. They work better, in

fact, if you always use lowease.)

Certified Practising Conveyz = [—

Chair Person * = ‘ jg:md
Chairman

Chartered Accountant
Chartered Engineer
Chief Executive

Dial Code: CEO's Home

T | [Tz [saz3z0 g2l
You should NOT assume you are restrictedems in the pulidown list, as obviously the system could

not possibly be préoaded with every possible Job Title of everyone in theld/oBo this particular
Combo Box is prwaded with just the Job Titles of everyone who is in the system, as thisitak&as
using existing titles easier.

If you enter the Name of someone who does not exist, you will usually be given the option ofgreatin
new record for them. This is because in GEM you are not just adding text into a box but creating links
between records.
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Working Wlth Data G rid$| ke th IS: Client Contact [ Type ‘:;Uc;unt Mo | Customer Category | Accoun it Terms:

» |Craig Conifer Air Conditioning Normal Payment with Order
Super Dollars - Brisbane, HO Robert Conifer Steel 5678 Normal 20th of following Month
* Normal

1 Indicates the Grrent Record —
Indicates a record currently being edited
LYRAOIFIGE2QF WSO2WIR i (GKS SyR 2F (GKS NBO2NR

To copy data in a particular column from the row above pressthi#>, <shift>and<quote>Keys on
your keyboard simultaneously.

A = ~ - - 7
[ | Client \ Contact \ Type | Account No | Customer Category | Account Terms: |
TO SeIeCt a 9 O 2 N‘R O f A u Craig Conifer Air Conditioning 1003 Normal Payment with Order

{ St SO0 2NN . tahdiehd/of | v e T
the Data Grid.

To Delete a Record use the <Delete> Key on the Keyboard. This will delete the currently selected
record.

To resize a column, simply drag thight-hand end of the column heading.

To reposition a column, click the column heading to seléet éntire column and drag the column
heading to the desired location.

To sort on any column rigidlick in it and then select Sort Ascending or Sort Descending.
The Saveéutton saves the current record to the database.

The New Buttorsaves the currentecord if has not already been saved and creates a new blank record
for you.

The OK Btton saves the current record to the database and creates a new blank record for you. It is
the same as using the Save button and then the New button. (So effectieelyaw and OK Buttons do
the same job.)

The Savand OK Button.==| = [ do not normally need to be used, as records will normally be written
to the database whenever you move from one Record, Tab or Form to another. Just occasionally you
may need to use thephowever. This is because the pexisting options behind Combo Boxes are
normally loaded when a Form first opens. So if you have added an option that you want to see in
Combo Box after the Form has loaded, you might not be able to find it. In thesmstences you will
need to use the Save Button to foraeRecord to be written to the database and therogen the Form

in question, or us®kecords, Refresi N2 Y § KS a Sjydds NBF(NJ (kS YONBBNYY ¢

The Find Bttons are context sensitive. Sbyou are orthe Organisations Tab, the FIND Form will look
for an Organisation for youlf you are on the People Tab it will look for a Person for you. If you click the
Find button nearest to the Name of the CEO or Manager it will look for someone, already ystim s

G2 0S02YS GKS /9h 2NJ al yl3aSN® L¥ &2dz dzaS GKS
look for someone to become their Wife/Partnend so on

Double-Clicking Phone Numbemsr clicking Buttons alongside themill dial phone calls foyou.
0t NPOARSR @&2dz KIS | a2RSY Ay &2dz2NJ YI OKAYySI |
both your Modem and your phone.)

Double-Clicking Fax Numbersr clicking Buttons alongside them, will send Faxes for you.
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Double-Clicking Email Addresseswill send Emails for you.
Double-Clicking a Website Addressill open the Website for you.

Navigating Record Sets
Occasionally you will see Forms that have buttons at the bottom that look like this:

LK 3 ¥ MY The functions of the useful buttorae:

Go toFIRSTPREVIOUSIEXTLASTNEWRecord

OEntitiesd Form
TheW9 y (i A (i Wl avays®edisMayed on the lefThisFormenables you t@electany of the
existingOrganisatiors, Pele or Projecsthat are already in the systenoradd aNew gne.

 enitiegy/ [clE ]| [ Fomeay = o - s NN =T
X

Organisations | people | Projects| Organisations | People | projects | UrHEHISBUU”SIPT@H&.PIF‘J.EFTS.1
Select:[Repton Steel -] Find | New E[ Select:{David Smith | End | new E Select:{Installation of Relationship GEM ] Eind | ew |Z|
Organisation | Addresses | Depts./Subs. | Staff | Categories | Diary | ot ¢ » Person | Addresses | Family | Categories| Diary | Notes | Photos | Detaits | » Project | Addresses | Quote | Status | Work Done | Categories | Diary | ne 4|
Orgaiiational ils Don't sy in Select Organisation above Moorsonal petails f Client - Project Name
Trading Name: { r%’ Short Name: Title: First Name: Middle Name:

Client [Reptan Steel -] Find
—~1

Project Name [Installation of Relationship GEM

Category[Sales and Installation E‘F

[Repton Sthel Mr - [[oavid [Gearfe
Full Name: Staff Size: HNickname: Last Name: Deceastd  Suffi
[Repton mey\{: Ltd l Bq \ [so -] [ [smith
Organisation's\Primary Business Catelgory Self-Employed Primany Business Cafegory - if a -
Main Personnel Involved
i =1 || [] ] T
A
Name

Sponsor ‘Ken Smith Jnr. j Consultant |Brian McGuigan 1
CEO or Manager'" - Jobzfceo (-] for \Reptull Steel

Contact |Connie Juniper -
Jab Title:

: CEQ or Manage Anne Ainsworth Ltd
[ceo = [[pavid Sayith ] Fnd [ 9] [ \ \
Parent Organisatiol S . .
Relationship: Name: Principal Relationships

Description of Work to be Done Project Chargeable? W

Installation of GEM, customisation of Word Templates, provision of Staff
Training and Support

=T jm wife|Partner: [lenny Sinith \ /X[M
Contact
Contact Numbers Dial Code]  Home Dial Code?\ Wgirk n
Dial Code:  Busins 3 EQ’s; Home Phone: | 00612 [7842-3210 | uus12\5§7/—n123| \ ﬁ
Frone: [ 0612 [so7s-0lzs \  ¢°| [poei2 ‘734”210\ il Fax: [ 00612 [7894-3211 | 0612 5575-0023 8/
Fax: | 100612 [5678-0423 y @ Personal Mobile: [0421-336-666 Mobile:J0421-333-333 J
ile: [o421-333-333 | Web:Junow.Sfth.com.au | [t

web: \wm‘m \ ‘VNNAEm\th comau\ E-mail: David. Sif

Daw :
E-mall[salesar \ \ [pavid § \ P ‘(’" al w Phnne No / Direct DA stlz 557E§D124 h
« | End | » uew\ \ ga»)‘ oKk | Be\atmn\'\ipsl 4 ’ X A{( Belatmns\ps
1 \ \ \ \

Delete Eind HNew | Delete Save

4\\

New

Delete

Save

oK

Relationships

Emd\ »
\

Theda SO2)y R \NR g 2 ¢l oa Fy3aSal REWRHRYAOlIfte RSLISYRI
may enter the appropriate data for an Organisation, Person or Rroject.
The first Tab foan Organisation Personor/Projed alwaysdisplaysthe information that makesn
WO vy i A (differemtdr By othey their principal relationships and main'contact detailghe

remainingAddressesDepts./Subs, Staff, Family, CategoriesDiary, Notes Photos DetailsTabsand so
onRAALI @ GKS AYyTF2NNIGA2Y GKFEG A& aAKFENBR 0SG6SSy
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The Address Tab

Organisation Addresses 1 Depts.fSuhs.l Staff I Categnnes} Diary 1 Not 4] M
Select Existing Address

- | New | Delete

88

Others sharing this address

MName
.’:‘.OnZnHD\dmgs Ltel
23, 0nzit Sotware NZ

Address Type
Business/Office
Business/Office

4 ‘ Eind | » ‘ New ‘ge\eta| |§ave | oK ‘Be\at\onsh\ps

The Depts./Subs. Tab

This shows the
Departments and
Subsidiaries of the current
Organisation.

If you click on th@ree

View button it will show

the Organisational
Structure for the entire
group of which it is a part.
The system simply deduces
this from the Parent
Organisation for each
Organisation.

These Tree ASg C2NX& | NBhidnfeansthed Wa 2RI f Qo
system will wait for you to select what you want, or close the
form. If you therefore try to click on any other form the s
will just beep at you nothing else happe

The Staff Ta

This shows the Work and Home contact details for all members
of Staffof the current Organisatian

% Entiies == ®s The Addresses Tab enables you to create as many Addresses of
Organisations 1 Pgnp\ew ije::ts} H i
=== e e |2 [<]|| @S Many Address Types as you like for everyone in the system.

By recognizing an Address fromatssociated Phone Number the
tem automatically tracks who else shares the same Address.

i | L] uilding/No = - N .
A [ —— nge the Address for anyone of them, it changes for
Postal Address Suburb W[

Type’m Town/City ’W{

noft72 Postcode/zIP[0930
Post OFHCEIW State/County ’—;[ . -

Postcode/ 20943 cemyfezsene ]| |f SOMeone leaves home, you simplglete this Address for
Primary Address .
" !" th s e prnay e | ongtater | them and give them alew one.
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