PC Doctor Dave’s Address Book

When the database is opened you will see the following (the records shown will be the
first alphabetic entry).

Record: [I4] 4 L[> M [pk]| of 170

Form View

The first icon allows import from Thunderbird email client and is ‘greyed out’ if you do
not use Thunderbird. At the moment the package does not link to outlook but this can be
added if you are interested.

More on the next page ....



The address form explained

Addresses

Export datato CSY  Spreadsheet view  Find arecord  Select all Make labels  Send email to Exit
records current person

Move to record 4 Current record Movetolast  Current number
number f record of records

| 7
Record: NI 4 “ 1 > I)I |P9K-| of 109

/ |

Move hack Forward Enter a new
1 record 1 record record

NOTE: The entry in PersonID (the first field) is mandatory and it must be unique.
If there are 2 people called SMITH, the second should be added as SMITH2.

The pre-selection form

Label preselection

Avery 4-5 13163 — 14 labels per sheet — LAS237 -




Data selection choices

One-off labels is intended for when you are sending just one or a few letters for a specific
reason and need to pick out some specific names.

Having selected some (or all) of the records, the choice ‘Labels for selected addresses’
will produce labels for all the records that you have selected.

If you have cleared the selections and set the sent accordingly (see below), the choice
‘labels for sent addresses’ will let you repeat the label run without having to repeat you

selection.

The last choice for ‘received addresses’ is unlikely to be needed but is included for ‘belt
and braces’ !

Data reset selections

NOTE - reset is done as soon as OK is pressed. You do not actually have to print
The default Do not reset any fields has no effect on the 3 selection boxes.

Clear all selections and set sent to selected items moves the selected value to the sent
Yaak:gleri?]d clears the received and selected fields. This is intended for a yearly Christmas

Clear sent and set to selected preserves selected and received values

Clear received only does what is says on the box. Nothing is changed in selected and
sent fields.

Label type should not need to be adjusted.

More on the next page ....



The print screen explained

Add a person Move starting
Clear ALL  (or persons)  |abel Preview Prirt Exit

Pick those required

Seli Surname Person Address-1 Address-2 Address-§ Address-4 7 Address-5 |
I etcare e andhrs JHeatherlands |erantey JFiPon [horth Yorkshire HoA3| |
Peat Jhirs & [Silverdale [Woodand Avenue ~ JCRANLEIGH Jsurrey GUETHZ | |

Scroll down
to see more
records

Uncheck
to deselect

Clear all is more likely to be used when preparing one-off labels.

When adding people, records are selected that start with the entered characters. For
example entering ‘SMITH’ will select SMITH, SMITH2 and SMITHY. Entering ‘H’
will select all records that have a PersonID that begins with H.

The label staring position allows you to re-use a sheet of labels having already removed
one or more label. Entering 2 will make the first label blank.

Preview lets you see how the labels will look when printed.

Print will print immediately to the default printer. Be sure to load your labels into the
printer.

The checkbox in the first column allows you to remove someone added in error or (more
likely) one of a group of people added for one off labels (eg when adding SMITH — see
above). Note that this does NOT affect the select box in the main screen.

The scrollbar allows you to move up and down the list of selected records.



