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This guide describes versi8r8of Keep It EasKeep It Easy isMSAccess Databasmu install on
your Windows Eand use to administer your businasgour clients and your jobs

This section of theser manuatlescribes the intended audience and contents of th@nual as well
as the conventions used throughout it.

9 Audience
1 Organizatiorof this guide
i Conventions

Keep It Easy software is very easy to use. Our products are used by business owners at all levels. We
assume that you know how to administer a business but you may not be a computer whiz. The more
computer savvy amongou may be able to skip some of the installation basics. We also know that

a2YS 2F @2dz 62y Qi SOSYy 06020KSNJ G2 dzasS (GKS Yl ydz f d
LINEINIY 2y @2dzNJ 26y GKAA Ylydat Aa KSNB (G2 KStL

2S0@S GUNASR (2 LINBaSyid GKS AyF2NXIFOA2Yy Ay dzaST¥dz
¢CKSNB AayQid | t2G 2F Grt1T 6S 38id wakihddreadaK G (2 od
manual.

Section Icoversthe installation, registration anchitial setup of your software. You will need to
define what your business is about and how to administer it.

Section 2explains how to add clients to your system. You will also learn how to view and edit any
information youhave stored about your clients.

Section 3covers all the functionality available from the Main Menu, this includes job management &
scheduling, or in other word$iow to book jobs. You can book jobs for existing clients or add a new
client as part of the pcess of booking a job.

Section 4discusses all the functionality and reporting available from the Account Menu.

The separat&keporting & Printing Manuagjives you an overview of all the available reports the
Keep It Easy Software offers to facilitate yadministration.

This guide uses the following conventions:
1 Boldface type is used to indicate items you click, press, or select. This includes buttons, menu
items, dialog options, keyboard keys, and icons.
1 When screenshots are displayed, angtructions for working with the functionality
displayed in that screenshot follow below the screenshot.
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There are two ways to install the Keep It Easy Software.

1. Installation fromadownloaded .exe file
If you have downloaded the Keep ItdygeSoftware from our website, double click the .exe file
you have downloaded. The rest of the installation is described below.
2. Installation from a CD
LT &2dz KIS NBOSAGSR (GKS YSSLI LG 9lae {2FaGsl
CDROM driveand wait for the Windows AutoPlay message to show. S&antKeep It Easy
Software The rest of the installation is described below.

Windows User Account Control will ask you to confirm that you trust the source of the software and
want to continue the installation. Clickllow.

TheKeep It Easinstallation wizard will start.

Keep It Easy Software @

Welcome to Keep [t Easy Software Setup program. This program
7! will install Kesp It Easy Software on your camputer

It iz strongly recommended that vou exit all Windows programs
before nning this Setup Program.

Click Cancel ta quit Setup and close any programs you have
wnning. Click Mext to continue with the Setup program.

WARMNING: Thiz program is protected by copyright law and
international treaties.

Unauthorized reproduction or distibution of this program, or any
partion of it, may result in severe civil and criminal penalties, and
will be progecuted to the maximum extent possible under law,

Cancel

Follow the instructions of the Wise Installation Wizard and click\ibgt button when you are ready
to continue to the next step of the installation.

Keep It Easy Software =3 Keep It Easy Software &3
Start Installation A Installing A
(%5 (45

You are now ready to install Keep It Eazy Software. @ G

Press the Next button ta begin the installation or the Back buttan to reenter the installation etk (s
information.
Copying file:

C:5UzershMicolinetdppDatatLocal\TemphAccessRuntime. exe

[T ]]]
A1 Files

Time Remaining 0 minutes 0 seconds

‘wise Installation Wizard® Wise Installation Wizard®

<Back | HeRETY Cancel | | Cancel ‘
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Microsoft Office Access Runtime (English) 2007 Windows Installer Microsoft Office Access Runtime (English) 2007
g g
] Pleass wat whils Windows configures Microsoft Office Access 4 ) Preparing to instal 5 ) Please wat while Windons configures Mirosoft Cfice Access 6
[ Runtme (Engish) 2007 [l Runtime (Enish) 2007

Gathering required information

Keep It Easy Software ==

F.eep It Easy Software has been successfully installed.

Press the Finish button to exit this installation. 7

When you see the message that Keep It Easy Software has been succiesstélled clickFinishto
close the installation wizard. You are now ready to start using the software.
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After you have installed the swfare, you can open by doubleclicking theKeep It Easy Software
iconon your desktop.

eep It Easy Software

TheMain Menuwill opert.

N FYEEEE quick access buttons  ain Menu - Keep It Easy Software minimize, maximize, close—b
’(3 @|| DailyTools | Software Tools @ o

$ s *'-h"’ ’ Y i_t_‘ ; VI ribbon to access

Payment Expense Client SMS Calculator Shrink | Client Daily Tools & Software Tools
Expand (F2)
Enter New Send Show Find

. fﬁigep T . - close the Keep It
~ Main Menu [ i

Your Business Name [@—— Your company's name

Job Management | Client List l Accounts I Buttons to
access the
Jobs List ! Notes List ‘ Print Reports | functionality
of the system
Service Details List | SMS's List ‘

There are 24 jobs booked for service before today which are still not
marked as completed.

There are 2 reqular customers without jobs booked. ¢—— system reminders

There is one note requiring followup.

(Click on writing to view Ist)

Copyrights to this software are owned by Easy Access Databases,
This copy is Version 3.7

4—— copyright and version information

All functionality on this Main Menu screen will be explained in this manual.

However, to be able to start using the software to manage your clients and jobs, you will first need to
set up some general informatiaabout your company and your products and/or services.

But, beforewe dive intdl KS Fdzy O A2yl ftAle 2F GKS az2¥idgsl NB=

! If the first screen you see whenyopen the software is a backup reminder, then do yourself a favour andupeptur
data.lt has probably been a while!

(s}
[«tN
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If you are using a trial version of this software, you will have 14 days to try it out.4Adl@ysa

subtle little messagevill appear on the mai screen which will getd, bigger and boldewith every

day until the day of expig KSy G KS LINRPINIY 62y Qi g2

NJ

Fy2dY2NBo

After 7 daysthe registration screeshown belowwill be thefirst screento open when you start the
software and you will neetb click theContinue & Open Main Mentbutton to go to the main menu.

frr_Registration - Keep It Easy Software

153 ERE2>@B)-

_/) 1-".] Daily Tools Software Tools

@ !

...,’QD.KEEP IT

Thank you for using Keep It Easy Software.

Please call us on 0414 225 265 if we can assist you further.

Your Computer|D:

A926-0B96-4B8B-25CF
Send SMS with

Send Email with

o u t Registrati
Unlock Code. AN IBTERL Registration Request
Request
Expiry Date: 1/Apr/2011
Your Name: *

Business Name: |
Email Address: *

Mohbile: % Enter as: 0400 000 000

Exit Keep It Easy

Software

There are 2 ways of purchasing
1 Pay over 6 months and each payment gives 30 days, or
1 A oneoff payment whichwill unlockthe software immediately

To register your software:
1. Contact Keep It Easy Software about your preferred method of payment.
2. Hill out all the required fields on the registration screen

3. (Choose whether you would like to receive the unlock code by SMS or by email. The moment
you click the button, an unlock requesontaining your unique computer ID will be sent to

Keep It Easy Software.

4. Upon receiving the unlock code, enter it in this screen and tlelContinue & Open Main

Menu button.

5. A dialog box will open to confirm that unlocking the software wascessfulDepending on
your type of payment, unlock may be permanéstreen capture shown belowy for the

duration of a month, after which you will have to repeat this exercise.

10
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Unlocked @

Thank you. Your software is now unlecked and you will not need to do this
again.

To have an extension of timethis applies to payments in instithents only)your computer must be
connected to the internet because the program will need to be connected tegularly check the status of
the registration - until the software is fully unlocked

The softwareis registered to a single PC. The yDu see in the registration screen is a combination ofdD
from your computercomponents, so the registration is unique to single PC.

11
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After you have installed thedep It Easgoftware, you will need to set up some general settings that
are specific to your business, such as your service categories, payment options, the names of your
operators, etc.

To setup your system settings, cli@oftware Tooln the ribborf.

o) REe @B
2

Daily Tools Software Tools 1—
i h e
= 4 . |
S84 FH om
Payment Expense Client SMS Caleulator Shrink Client
Expand (F2)

Enter New Send Show Find

The butons on the ribbon will change li€k theSoftwarebutton.

e @B -

¢
g
7 Software Tools

(e :."

Daily Tools

Software A—

Maintenance, Preferences

A

Data

2 The Ribbon was introduced by Microsoft in the 2007 Office system. The menus and toolbars in some programs have been
replaced with the Ribbon, which is part of the Microsoft Office Fluent user interface.

)% B BE)C

L
i
i, Daily Tools Software Tools
akd, . 7]
e v . .
= A 1
» ¥ J oM
Payment Expense Client SMS Calculator Shrink Client
Expand (F2)
Enter New Send Show Find

The Ribbon is designed to help you quickly firelcommands that you need to complete a task.

To minimize the ribbon, double click the active tab (in the image above that would ligsiheToolgab). Double click the
active tab again to maximize the ribbon.

12
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TheSystem Preferencescreen opens, displaying buttons that allow you to set ughe system with
@2dzNJ O2YLI yeQa RIGI®

'//D}D % [ @2 > \j {E‘ 5 Preferences - Keep It Easy Software = =
o
-  Daily Tools Software Tools @ - 7 X
Data Software
Maintenance |Preferences
System Preferences Close
General

Receipt Categories

Expense Categories Many places throughout the database there are
Service Categories dl’op down boxes with choices. This is the
Service Descriptions section of the database where you can select

Payment Methods some of these.
Regular Creditors

Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
SMS Account
Bank Accounts

Client Status

How Referred
Change Datafile Location
Add Your Own Logo

To set any of your preferensgeclick the caresponding button on théeft to open the corresponding
screen.

To leave he System Preferencgscreen and return to thdlain Menuclick theClosebutton along
the top of the screen.

13



Keep It Easy! User Manual

- 'SKEEP ITEASY

General
Click theGeneralbutton onthe left to edityour software preferences. The settings this screen

determine how your software operateéfter you have filled out all the information, click tldose
button to close the screen and return to ti@oftware Toolsmenu.

@ &% [& 02 @Bl - Software Preferences - Keep It Easy Software . = ¥
)
C

»'.] Daily Tools Software Tools @ - =

Preferences for Software Close I

The entries made here will determine how the software operates.

Prmtr Iett?rhead for your letters & o £ yes Return Address
and invoices? on Envelope:
Address to appear on
Letterhead:
Email: info@petespoolcleaning.com.au

People require A/c Name, BSB and A/c Number to make

i der: a a 5
Invoice Header: /' payment to you using internet banking.
click mouse to get

context sensitive help

Bi-Line Under Logo:
Bank Details for Direct

Deposit: Note to appear on
invoice:
Take Credit Card Payments? |No :
Default Service Person: IJohn Fisher |z|
Default Receipt Category |Service |Z|
for job Payments.
Trading Name: IPete's Pool Cleaning
Default Invoice Term 7 Days
ABN: l— RegGST? ™

Country : Australia : GST %: I]o
Hide Suspended Clients by Default I LA € yee

NOTE This screen provides context sensitive help. Click your mouse fiel to display information regarding the
'\ context and workings of that field, as shown in the image above.

Print letterhead Yes Select yes to print your letters with a letterhead.
Details from the field below wibie used.

NoY { St SOl ywvant ybuF letierg pintddl vish @ i
letterhead.

Address to appear on letterhead Fill out the address you would like to have printed on yot
letterhead. Remember to sele¥tesfor the Print
letterhead option above.

Invoice header The details you would lik® have shown on your invoices,
such as phone and fax numbers

Bank details for Direct Deposit If your customers want to make payments to you by dire«
deposit, you will have to provide them with A/c Name, B¢
and A/c number

Take Credit Card Payments? lect Yes or No

Default Service Person If you have a default service person, or someone who is
responsible for handling most of the work, then select the
person here. The name of that person will default
whenever you book a new job for a client using Bk

14
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Default Receipt Category for job Payments

Default Invoice Term

Return Address oiEnvelope

Email

Bi-Line under Logo

Note to appear on invoice

Trading Name

ABN

Reg GST?

GST percentage
Country

Hide suspended clients by default

Jobbutton on theClient Detailsscreen.

Enter your default category for job payments hevéhen
you enter a payment for a job dhe Receipt Details
screen, the category witlefault to what you enter here.
This savegou the work of having to enter it for every
payment/receipt.

The Keep It Easy software uses the default invoice term
calculate the date due and adds the default term to the
date invoice issued.

Will print a return address on the envelope when you prir
envelopes.

Yourcompanye-mail address.

The text you enter here will appear under the logo on yot
invoices and letters.

The text yowenter here will be printed at the bottom of
your invoices, e.g. a special offer.

The official name of your company. The name you enter
here will show in theMiain Menu

Your Business Number

If youare registered for Goods and Services Tax (GST) t
tick the box. GST will not be calculated if you leave this k
unticked.

Enter your GST percentage.

Select Australia or New Zealand

SelectYesif you want to hide suspended clients by defaul
SelectNoif you want to show them.

15
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Click theReceipt Categoriebutton to setup your receipt categories and their corresponding BAS
BoxesReceipt categories are used on theb Detailscreen and thd&keceiptListscreen.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen

:‘ﬁ;ﬁ\‘; ‘{% [ERERES I:I 3| ) = Preferences - Keep It Easy Software - = 4
;J/J i-".J Daily Tools Software Tools 'Q) - 8 X
System Preferences Close
General | Receipt Categories

|! Receipt Categories |
' Category BAS Box

Expense Categories |Ser\.rice |Gl |Z|
Service Categories

Service Descriptions
Payment Methods
Regular Creditors

Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
SMS Account

Bank Accounts

Client Status

How Referred
| Print ]l | New “
Change Datafile Location
Add Your Own Logo

Add Receipt Category
To add a neweceiptcategory, click thé&ew button at the bottom of the screen. A new blank line

will be inserted where you can type the name of the category and select the BAS Box that applies.

Category BAS Box
|Ser\.rice |Gl IZ| Delete

Delete Receipt Category
Before you proceedylease read the section aeleting information from your database

To delete a receipt category, click tbeletebutton next to that category.
Print Receipts Categories

To print an ovenaw of your Receipts and Expense Categories, clicRiineébutton at the bottom of
the screen. A new window will open with the overview.

16
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Fora preview of this report andetailed instructios on how to print from the systenplease refer
to the Reports &PrintingManual

17
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Click theReceipt Categoriebutton to setup yourexpensecategories and their corresponding BAS
BoxesExpense categories are referenced on Bsyment Methodscreen.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered wil be saved upon exiting the screen.

NN Y DK Preferences - Keep It Easy Software - = x
2| paiyTools  Software Tools ©-"x
System Preferences Close
General Expense Categories E
Receipt Categories Category: BAS Box
. |Ad\.rer‘tisng |lB |Z| | Delete ]l
Service Categories |Bank Fee |Gll IZ| Delete
Service Descriptions |Car Expenses |lB IZ| Delete
Payment Methods |Car Petrol |lB IZ| Delete
Regular Creditors |Contracting |lB |E| Delete
Sl s |Hair Products |lB IZ| paEE
Holiday Dates |Misc |lB IZ| Delete
Service By Names |O{'Fice Equip |lB IZI Delete
Standard Letters |Postage |lB IZ| Delete
SMS Account |Stationer\,f |lB IZ| Delete
BNt A |Ta>( Services |Gll IZ| pdEE
Client Status |Ta>( Withheld |“r2 IZI Delete
How Referred s i
Change Datafile Location | Erint ]l | few ]l K
Add Your Own Logo

Add Expense Category

To add a new expense category, click e button at the [Tax Withheld Wz 7] _oee |
bottom of the screen. A new blank line will be inserted [Telephone (B[] oo |
where you can type the name of the category and select th/| orr [o] oo |
BAS Box that applies. print | New |

Delete Expense Category
Before you proceedylease read the section aeleting information from your database

To delete an expense category, click belete button next to that category.

Print Expense Categories
To print an overview of your Receipts and Expense Categories, cliekithbutton at the bottom of
the screen. A new window will open with the overview.

For a preview of this report and detailed instructions on how to print from the systéeasp refer
to the Reports & Printing Manual
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Click theServiceCategoriedutton to setup your service categorieService categories are
referencedon the ServiceDescriptionscreen.These categories are used on thab Detailscreen,
when you book a new job for a client.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

,E;'J\ :% @62 = Ij 4| ) = Preferences - Keep It Easy Software - = 4
. -i-';J Daily Tools Software Tools 'Q) -7 X
System Preferences Close
General Service Categories

Receipt Categories

_pelee |
_Delese |

; |Product Delete
“ Service Categories | |
|Other Delete
Service Descriptions
Payment Methods
Regular Creditors
Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
SMS Account

Bank Accounts

Client Status

How Referred
New
Change Datafile Location
Add Your Own Logo

Add Service Category
To add a new service category, click Mew button at the bottom of the screen. A new blank line

will be inserted where you can type the name of the category.

|Product Delate
|Ser\.rice Delete
|Other Delete
|| Delete

Delete Service Category
Before you proceedylease read the section aeleting information from your database

To deletea servicecategory, click th®eletebutton next to that category.
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Click theServiceDescriptionsbutton to setup your service descriptiorfS8ervice Descriptions are
used when booking jobs.

NOTE The service descriptions you enter here can be used for services as well as for produ

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

."/;l:!_:-a\‘- ,f% [Lg] IER=A |j Bl )= Preferences - Keep It Easy Software - = X
o —
—/ -i-';J Daily Tools Software Tools @ - 7 X
System Preferences Close
General Service Descriptions
T RIS Details Default Amount  Category
Expense Categories |Brush floor/sides | s79.00 | Service [v| | Delete ]
Service Categories | |Cleaning agent | s2200 | Product [~| Delete
|Remo\re leaves,/debris | $17.00 | Service |Z| Delete

L
Payment Methods
Regular Creditors

Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
SMS Account

Bank Accounts

Client Status

How Referred
New
Change Datafile Location
Add Your Own Logo

Add Service Description
To add a new service description, click Mew button at the bottom of the screen. A new blank line

will be inserted where you can enter the description, the default amdanthe serviceand select
the service category

Details Default Amount Category

|C|ean'|ng agent | 522.00 | Product Iz[ Delete
|Brush floor/sides | $79.00 | Senvice [v| Delete
|Remove leaves/debris | 517.00 | Service |z| Delete
ricr e | - Detre

Delete Service Description
Before you proeed,please read the section ateleting information from your database

To delete aservice descriptionclick theDeletebutton next to thatdescription
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Click thePayment Methods button to setup yourcceptedpayment method. Payment methods are
used entering receipts.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

Preferences - Keep It Easy Software - = X

CONETEEEY: Ix

-a-';J Daily Tools Software Tools

System Preferences |_ Close

General Payment Methods

Receipt Categories

Expense Categories

|Cheque Delete

|Direct Deposit Delete

Service Categories

Service Descriptions |

“ Payment Methods |

Regular Creditors
Rounds/Areas
Holiday Dates

|In\.roice Delete

|Cash Delete

|Credit Card Delete

|Money.r Order Delete

|Ban|-( Cheque Delete

dad 300

|Enter New Name Delete

Service By Names
Standard Letters
SMS Account

Bank Accounts

Client Status

How Referred
New
Change Datafile Location
Add Your Own Logo

Add Payment Method
To add a new payment method, click tNew button at the bottom of the screen. A new blank line

will be inserted where you can enter the description

|I\."Ion9\.r Order Delete
|Ban|-( Cheque Delete
ferier New Nam- [ Deete

Delete Payment Method
Before you proceedylease read the section aeleting information from your database

To delete a payment method, click tBeletebutton next to that description.
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Click theRegular Creditorfutton to setup your regular creditors. Tleatries you make here can be
selected when entering an expense and the associated data (e.g. BAS Box, amount) is automatically
entered for you.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered willbe saved upon exiting the screen.

p— + = z - K {13 —
Q;-,\"- & (A g2 =2 I:I X |D Preferences - Keep It Easy Software - x
-i-';J Daily Tools Software Tools IQ) - | X
System Preferences Close
General Regular Creditors
Receipt Categories These entries can be selected when entering an expense, and the associgted data is automatically entered for you.
e You do not have to have an entry in every field, but you must have a 'Creditors Name'".
Expense Categories
Name Central Queensland Phone Company Bas Box |Gl
Service Categories Details  [Landline Total $49.00 | Delete ]l
Service Descriptions ExpCat. |Telephone E $4.90

Payment Methods |

|E Regular Creditors |

Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
SMS Account

Bank Accounts

Client Status

How Referred
New
Change Datafile Location
Add Your Own Logo

Add Regular Creditor
To add a regular creditor, click tiNew button at the bottom of the screen. A new blank section will
be inserted where you can enter the details for that crediftheNamefield is a required field.

Name Queensland Phone Co. Bas Box |Gl

Details  [Landline Total s [ $49.00 Delete
Exp Cat. ’W‘Z’ GSTS $4.90

Name .

Details | Total $ W Delete
Exp Cat. I—E’ GST $0.00

Delete Regular Creditor
Before you proceedylease read the section aeleting information from your database

To delete acreditor, click theDeletebutton next to thatcreditor.
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Click theRounds/Areadutton to setup standard rounds. Areas are used on@fient Details
screen.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

-"Eo;\‘. % UJE] NER=S |j Bl = Preferences - Keep It Easy Software - B X
: -i-';] Daily Tools Software Tools '9) - 9 X
System Preferences Close
General Rounds

Receipt Categories

) |Gord0n Park Delete

Expense Categories
) ) |Hamilton Delete

Service Categories
|Sandgate Delete

Service Descriptions
|Spring Hill Delete

Payment Methods

|Wave|l Heights Delete

s

Regular Creditors |

“ Rounds/Areas |

Holiday Dates
Service By Names
Standard Letters

SMS Account

Bank Accounts

Client Status

How Referred
New
Change Datafile Location
Add Your Own Logo

Add Round/Area
To add a round or area, click theew button at the bottom of the screen. A new line will be inserted

where you can enter the details for that round or area.

|Hamilton Delete
|Sandgate Delete
|Wave|l H. Delete
| Delete

Delete Round/Area
Before you proceed, please read the sectiordeteting information from your database

To delete a round, click thHeeletebutton next to that round.
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Click theHoliday Dateshutton to setup holidays for the yeafhe system will produce a warning
when you try to book a job on a day you have marked as a holiday.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saed upon exiting the screen.

-",5\;;\"'. ‘{% [ERERES I:I 3|) = Preferences - Keep It Easy Software - = 4
:3/ i-".J Daily Tools Software Tools 'Q) - 0 X
System Preferences Close
General Holiday Dates

Receipt Categories

Expense Categories
Service Categories ;? ipf’ gg
pr
Service Descriptions Enter new Date: 25 Apr 03
Payment Methods I 9Jun 03

Regular Creditors 26 Dec 03
Rounds/Areas | i? gec gj
1 ec
|C—rotaay pates 1| 1Jan 05

Service By Names 15 Mar 11
Standard Letters 25Dec11
SMS Account

Bank Accounts

Client Status

How Referred
Change Datafile Location
Add Your Own Logo

Enter new Date:

Add Holiday Date
To add a holiday date, click your cursor in Bréer new Datefield,

| (&
4 March 2011 pH
Mo Tu We Th Fr Sa Su

type the date and presEnteron your keyboard to confirm. The date L2 03 4 5 6
. . . 7 8 9 10 11 12f 13
will appear in the list. 14 15 15 17 18 19 20
21 22 23 24 25 28 27

28 29 30 31

Alternatively, click the calendar icon thappears next th&nter new
Date:field the moment you click your cursor in the field. The calendar
will show and allow you to select a date. PrEsgerto confirm. The date will appear in the list.

Delete Holiday Date
Before you proceed, please read the sectiordeteting information from your database

To delete a holiday date, click tate in the list. The date will be deleted instantly.
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Click theService by Namebutton to enter the names of your operators / service personasiery
job you book will need to be booked against an operator.

To exit this screen, click ti@osebutton along the top of the screeny inbrmation you have
entered will be saved upon exiting the screen.

,D_'a\ :% [ERERE Ij | )+ Preferences - Keep It Easy Software - = 4
. <#|  Daily Tools Software Tools @ - o x
System Preferences Close
General Service Personnel

Receipt Categories

@ |Cath\j.r Hamilton ]
| ===
=1

|Pau| lones Delete
Service Categories
) - |John Fisher Delete
Service Descriptions
Payment Methods
Regular Creditors
Rounds/Areas

Holiday Dates |

|E Service By Names |

Standard Letters
SMS Account

Bank Accounts

Client Status

How Referred
) New
Change Datafile Location
Add Your Own Logo

Add Name
To add aname click theNew button at the bottom of the screen. A new line will be inserted where

you can enter thamame of the operataor

|Cathy Hamilton Delete
|Pau| Jones Delete

|Johr1 Fisher Delete

Delete Name
Before you proceed, please read the sectiordeteting information from your database

To delete a round, click thHeeletebutton next to that round.
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Standard Letters
Click theStandard Letterdutton to create standard letters you send your clients.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

l@ Il% ”JQ @:) 2 a E" £ Preferences - Keep It Easy Software - =
A F’.J Daily Tools Software Tools @ -7 X
System Preferences Close ||
General Letters

Receipt Categories

| Edit HIQuotation Letter | Delete ||
Expense Categories | = i
Edit Job Confirmation Letter Delete
Service Categories | _I I —I
Edit | Thank You Letter Delete |
Service Descriptions | I

Payment Methods |
Regular Creditors |

Rounds/Areas

Holiday Dates

[ oo |
[ |

Service By Names |
I

Standard Letters

SMS Account

Bank Accounts

Client Status

How Referred |
New Letter

Change Datafile Locationl
Add Your Own Logo |
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Add Letter

To add a letter, click thHew Letterbutton at the bottom of the screen. A nescreen will open
where you can enter the name of the lettand write the letter itself (alternatively, you can copy the
text from an existing letter)

D_va\ Y ENEREE RN Keep It Easy Software ——
it |

-i-';] Daily Tools Software Tools '@) =

Letter Details | Close |

Name to appear in List: l

| v

Double click on the
text in the box to
view formating -
options such as

bullet point, bold,

Write (or copy) your letter here. font etc.

The font used in
the letterhead
when printed is
Arial 11pt. Itis
suggested to use
this here also.

To make any changes to the formatting of your letter, setealouble click the text you would like to
edit. A context menu will pop up, allowing you to choose your desired format.

Letter Details

Arial -1 "W""“ iE =
Good Morning —— P
B|7 UuA-P-BH==i=:=

Welcome to a whole new experience in sewioe_—t\?\!e pride ourselves on reliably delivering service
excellence to our clients.

Thank you for allowing us the opportunity to care for your lawns.

Regards
Pete's Pool Cleaning

To exit this screen, click th&losebutton along the top of the screen. Your lettwill be saved
automatically and be visible the list of standard letters.

Letters
Edit |Qu0tati0n Letter Dalets
Edit |Job Confirmation Letter Delet=
Edit |Than|-( You Letter Delete
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Edit Letter

To edit an existing letter, click tHaditbutton next to the letter. The letter will open, allowiygu to
edit itstitle and/or contents.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

D_va\ Y ENER=RE AP Keep It Easy Software I
=
—/ "\';J Daily Tools Software Tools

Letter Details Close

Name to appear in List: |ThankYou Letter

»

We would like to thank you for awarding us this job.

If you have any questions regarding our way of working, schedules or rates, please do not hesitate to Double click on the

contact us at [... ]. text in the box to
view formating

Warm regards, options such as

Pete's Pool Cleaning bullet point, bold,
font etc.

The font used in
the letterhead
when printed is
Arial 11pt. Itis
suggested to use
this here also.

NOTE You must decide whether or not to add a salutation to your letters.
&1 O CAT AOEA OAI OOAOET 1 O | A8 C 8atioh dah bekrtered ie@O OAI1 €
If you prefer to add a personal salutation to every letter, do not add it here, biasteadenter the personal
salutation on the Client DetailsGeneral tab.

Delete Letter
Before you proceed, please read the sectiordeteting information from your database

To delete detter, click theDelete button next to thatletter. The following warning message will pop
up.

Delete letter? E3

You are about to delete this letter. The original file will remain in your letters
folder, however if you wish to use it you will have to reinsert it into the database.
Do you want to continue?

ClickYesif you want to proceed, clidko if you want to canel.
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Setting up an SMS account will allow you to send text messages to your customers.

."Ew;\‘- ,f% UJQ IERE |j B|) = Preferences - Keep It Easy Software - = X
. -i-';J Daily Tools Software Tools IQ) - | X
System Preferences Close
General Setup SMS Account

Receipt Categories

Expense Categories
Mobile: ‘
Service Categories
Service Descriptions Username: ‘
Payment Methods
Password: ‘
Regular Creditors
Rounds/Areas Credits for your 5MS messages are Prepaid through SMS Global. There is no
) time limit on using your credits. To purchase more SMS credits go to
Holiday Dates q q q
wiww.smsglobal.com.au and log in using these details.
Service By Names
If you do not have a User/Password, this can be set going to
Standard Letters | wivw.5M5Global.com.au, setting yourself up a new account. BE SURE to
enter KIE in the affiliate box. This will give you opportunities for discounts

and future benefits.

| SMS Account |

Bank Accounts

Client Status

How Referred
Change Datafile Location
Add Your Own Logo

Credits for you SMS messages jarepaidthrough SMS Global. There is no time limit on using your
credits. To purchase more SMS credits, gatew.smsglobal.com.aand log in using these details.

If you do not have a username and password then sign up for a new account on the
www.smsglobal.com.awebsite.Be sure ¢ enter KIE in the affiliate box when you sign up. This will
give you opportunities for discounts and future benefits.
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Click theBank Accountdutton to add bank account&ank Accounts are used on tBeposits
screen.

To exit this screen, click ti@osebutton along the top of the screeny information you have
entered will be saved upon exiting the screen.

6'3\ :% UE] IER= |j B = Preferences - Keep It Easy Software T ———
. -i-';J Daily Tools Software Tools IQ) - | X
System Preferences Close
General Bank (Accounts)

Receipt Categories

M |Westpac .

SMS Account |

“ Bank Accounts |

Client Status
How Referred
i New
Change Datafile Location
Add Your Own Logo

Add Bank Account
To add a bank account, click tNew button at the bottom of the screen. A new lingll be inserted

where you can enter the name of the bank.

|Cash Tin Delete

|Westpac Delete

il

|| Delete

Delete Bank Account
Before you proceed, please read the sectiordeteting information from your database

To delete a bank account, click tbelee button next to that bank account.
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Click theClient Statudutton to setup the different statuseIhere may be several reasons why you
g2dZAd R gl yi G2 1SS LIcég\Nibrinprkeing campaigris, Aiguyk yad settess,i | (1 dz&
etc. Client status is used on ti&ient Detailscreen

To exit this screen, click ti@osebutton along the top of the screen. Any information you have
entered will be saved upon exiting the screen.

-"E?_g-a\"-, ‘{% ERER=S I:I 3| ) ® Preferences - Keep It Easy Software - = 4
;J/J -i-';J Daily Tools Software Tools 'Q) -7 X
System Preferences Close
— Clients Status

Receipt Categories

|Regu|ar Delete
Expense Categories
|Casua| Delete
Service Categories
|Suspended Delete
Service Descriptions
|One-oﬁ Delete
Payment Methods
|Supp|ier Delete
Regular Creditors
|Persona| Delete
Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
SMS Account

Bank Accounts |

el

| | cient Status |

How Referred
New
Change Datafile Location
Add Your Own Logo

Add Client Status
To add a client status, click tiNew button at the bottom of the screen. A new line will be inserted

where you can enter the status.

|Supp|ier Delete
|Persona| Delate

Delete Client Status
Before you proceed, please read the sectiordeteting information from your database

To delete alient status click theDeletebutton next to thatclient status
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Click theHow Referredbutton to setup the types of client referral$here may be several reasons
why you would want to keep track of how a client was refergezlg. to assess the success of your
marketing campaigns, to reward people that refer a lot of clients to youHzuw referred is used on
the Generaltab of theClient Detailscreen.

To exit this screen, click ti@osebutton along the top of the screen. Any information you have
entered will be saved upon exiting the screen.

-",5;;\"', ‘{% [ERERES I:I 3| ) = Preferences - Keep It Easy Software - = 4

;J/J -i-';J Daily Tools Software Tools '9) - 7 X

System Preferences Close -
General How Clients Referred

Receipt Categories

M |Ad\.re rtisement] ]

Bank Accounts

Client Status

| f How Referred |

) ] New
Change Datafile Location
Add Your Own Logo

4]

Add Referral
To add a referral type, click tiidew button at the bottom of the screen. A new line will be inserted
where you can enter the referral type.

|Persona| Delete
|Ad\.rer‘tisement Delete
[Enter New Nam <[ elers

Delete Referral Type
Before you proceed, please read the sectiordeteting information from your database

To delete a referral type, click tHgeletebutton next to that referral type.

32



1
Keep It Easy! User Manual ‘“’d(EEP rEASY
2. .

Change Datafile Location

Click theChange Datafile Locatiobutton in the menu to find or change the connection to your data
tables. The message shown on the right will ppp

General

Receipt Categories

Expense Categories
Service Categories
Service Descriptions
Payment Methods
Regular Creditors
Rounds/Areas
Holiday Dates
Service By Names
Standard Letters
5SMS Account

Bank Accounts

z.{';'] Link Software to Data

ht it and click the

Find Data Location

Client Status

How Referred | ,

T
| Change Datafile Location r

Add Your Own Logo

Click theFind Data Locatiofutton in the dialog box to locate (or change) the dataflevindows
dialog box will pop for you to locate the file on your datafile on your computer.

ClickCloseto exit this screen. You will be returned to th&in Menu.
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Click theAdd Your Own Logbutton to add your logo to the databas¥our logo will appar on your
f SGGSNR YR Ay@2A0Sa AF Gt NAyYydG fSGOGSNKSIFR F2N) &2
Generalscreen.

To exit this screen, click ti@osebutton along the top of the screen. Any information you have
entered will be saved upon exiting the screen.

D-n ‘;‘s [ g2 = t] &)= Preferences - Keep It Easy Software = - X
'] Daily Tools Software Tools @ - o X
System Preferences | Close | -
General
Logo:

Receipt Categories

Pete's Pool Cleaning

Expense Categories

Service Categories

Service Descriptions

Payment Methods

il

W e
e

Rounds/Areas

Holiday Dates

Service By Names

Standard Letters

Regular Creditors |
SMS Account |

Bank Accounts

Client Status

How Referred |
Browse for Logo

Change Datafile Location |

|| Add Your Own Logo I L

4

Add Logo

Click theBrowse for Logdutton to locate your logo on your computéfhe recommended file types

are .jpg or .omp. The recommended file size is 600Kb or smaller, ideally between 100Kb and 250Kb.
The logo will be visually aut@size andarge files will just use up system resources.

If you no longer want to use a logo, yoanénsert a plain white pictureAlternatively, you can set
Gt NAydG f SGOGSNKSFR T oNbohadddefaSi@enSNE | YR Ay @d2A0Sat
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While using the program you will often be reminded to make a backup. If you have ever lost data you
understand how important it is. If you have never lost data, please try to keep it that way.

To make a backup of your database, first close all screemaikée sure you are on thdain Menu
Then select th&oftware Toolgab on the ribbon.

'J'J Daily Tools Software Toals
0 |©
Data Software
Maintenance | Preferences
ClicktheDatado dzii G 2y ®@ ! RAIFf 23 gAtft 2LISY 6FNYyAy3d &2dz G2
Close all screens except Startup first E3

You MUST close all forms so that the Main Menu / Startup screen is displayed.
You may lose data if I do this with other screens open. Do you want to continue
now?

ClickYesto continue. A new dialog will opedisplaying the date of your last backup.

Data Backup and Maintenance

Backup Data File

Last Run:

12/03/2011

Click theBackup Data Fileutton to start the process. The next dialog will tell you where your data
file is stored and suggest you copy it to a safe locatiche computer you run the Keep It Easy
software an crashes and your backup is stored on the same maghihgour data will still be gone.

Where your data is stored (=)

Your data file is 'Ch\Users\Niceling\Decuments\Elance\Werking'\ Keep It
Easy\KeepltEasy_Demo\KeepltEasy_Demo.mdb’

Copy this file to a USB, CD or ather location,

ClickOK The backup will be made. You can verify that the backup was created by clickidatshe
button on the ribbon again. The date in the backup dialog bdxfwvi y2 6 &aK2¢g (2RI &@Q&a RI
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Clients

This section of the manual describes how to add, edit and delete clients.

Add New Client

There are two ways to navigate to the screen where you can add a new client to the system.

1. Daily Tools > Client
2. Main Menu > Clienttist > New Client

The following screen will open.

|D'I ,1% MQ @;) =Y @ B, = Client Details - Keep It Easy Software - = 4
= t-".J Daily Tools Software Tools @ - 8 x
Client Details Book lob Close/Save
Fiome I 33:‘; | Zero Balance
Mobile:
Fax:
E-Mail: I Additional Comments:
Area: I |Z| Send Email |
Status: IReguIar =]
General | Jab Info | Job History |H'|slorv De’lailsl Jobs Booked | Notes & Letters SMSs | Payments Accounts Info
First Name/s: I Physical Address
Surname/s: Unit No: House Ne: I
Business Name: Street:
Suburk: |Z| I
How Referred: I E Postal
Address
Salutation:
Permanently (Dear...) I
Delete /Remove | | SE‘LI e e
Client
9YGSNI Fff GKS Of ASyidQa RSOl Af a &adzQdte thatthey | Y S
Odza 12 YSNRAE I RRNBaa RSGIFIAfA I NB NBIdzA NBRO®
Other important fields on this screen:
Send SMS Clicking this button will open a window that allows you to send an SMS to tt

client. Refer to the section oBending SMf®r a detailed explanation.

Send Email Clicking this button will opeyour default mail program with a memessage
addressed to the address listed in this field

Balance& Appointments This aregabove the comments fieldhows theopeningbalance (if any) for this
client. The clients opening balance is used by the statements and also by th
system whercalculating if a person is in credit, debt or ev&he area also
shows due appointments.
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Same See the explanation for the Postal Address further down this table.

Send Letter Clicking this button will opetihhe Send Lettersunctionality, allowing you to
send this client one of thetandard letterdn your system.

Permanently Remove/Delete Client ~ Before you proceed, please read the sectiordeteting information from your
database Click this button to permanently delete a client from your database
This action cannot be undone. A message will pop up asking you to confirn
deletion.

Postal Address Postal Address is used for lettef$he address should be the full postal addres
so it can be used with window faced envelopes when printed on a letter. If r
address is entered in the postal address area anddlicld your mouse in the
field, it will compile an address for you from the afgoinformation(you can
change iif you need to) Clicking the&Samebutton will copy the physical
address to the postal address field, overwriting any information that may
already be present in the Postal Address field.

Salutation If you would like tause personal salutations for your letters, then enter the
saluation here.

When all details for this client have been entered, close the screen by clicki@jdbe/Saveutton
along the top of the screen, or continue filling out other details regaydhis client such as job info,
accounts info, etc.

The rest of the tabs on this screen (Job Info, Job History, etc.) are discusse¥iemthieEdit Client
Detailssection of this manual. Continue reading from theb Infosedion.
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