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ADOPT A FRIEND™ Version 7.0 was developed with input from shelters and animal control facilities of
all sizes and types around the country. The intent of the software is to provide a shelter with a powerful tool to
help the day to day functions of the shelter. When properly used, Adopt-A-Friend Version 7.0™ can help increase
shelter awareness, adoptions, and revenue.

ADOPT A FRIEND™ Version 7.0 was designed to integrate with the Microsoft Office Suite for additional
powerful tools such as mail merges, graphs, labels and other database functions. While ADOPT A FRIEND™
Version 7.0 is a powerful stand-alone application, the purchase of Microsoft Office 2000 (or greater) will provide
additional functions and capabilities. Our unique add-on Datamine ™ database (Microsoft Access 2000 required)
will let you perform queries and analysis on your database safely, without change of accidentally damaging vital
data.

Any software package is only as good as the people that use it, the data that is entered and the amount of
effort spent setting up the software. ADOPT A FRIEND™ Version 7.0 was designed to run in it’s entirety , but
many users choose to use only the sections that apply to their shelters. A careful understanding of the
capabilities of ADOPT A FRIEND™Version 7.0 is essential when setting up your shelter.

The following documentation assumes sufficient knowledge in Windows applications and some familiarity
with Microsoft Office. We also assume a working knowledge of networking if your application will be installed on
your network. We strongly advise a class in Microsoft Office and/or Microsoft Access to learn additional system
capabilities.

Our consultants are always available to assist and help with the installation and/or use of this product.
Email any questions to info@islandbusinessgroup.com or call us at 631-288-6031.
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ADOPT-A-FRIEND™ VERSION 7.0 RELEASE NOTES

Adopt-A-Friend™7.0 is a major new release. It is the result of working with existing users at shelters and animal
control facilities around the country. The additions to this version include:

Adopt-A-Friend© Version 7 is a consolidated release for users of both the Access and SQL versions.

THE MASTER LIST now has numerous additional fields for identification and mailing purposes.

THE APPEALS/ PLEDGES screen has many additional fields and has been reformatted for easier viewing.

LICENSE REPORT is now sorted by license tag number.

ANIMAL COMPLAINT module has been expanded to better handle pets not in the pet database. There are

also additional fields to track additional information.

WAITING LIST now includes date field.

ADOPTION CONTRACT - signature line has been removed. You should add a signature line to your contract

wording.

8. ADOPTION DATABASE now includes a photo in the database and on the contract as well.

9. FINANCIAL ANALYSIS —Additional reports and functions.

10. LICENSE DATABASE — Additional fields added.

11. ANIMAL RECORD — Added ACO (AnimalControl Officer), additional wildlife information for Federal and Local
reporting. Click button added to assign next tag number by species. Also DECLAWTYPE has been added

12. NEW APPEALS BATCH ENTRY SCREEN — To quickly add records to Appeals (bypassing POS).

13. TOOLBAR CHANGES — some additional toolbar items to help data entry.

14. NEW PET ARCHIVE FORM - Allows browsing of Pet Archives records.

15. MORE FLEXIBLE AUTOMATION — Automation such as adoptions can be set from the Service Code level, so
that an item can be automated regardless of what G/L or Service Category it is in (*Youwill need to set your
automation back up).LICENSING HAS BEEN AUTOMATED

16. COLOR TABLE has been added and the COLOR field on the pet record now requires a preentered color. This
will force color standards.

17. WANTED POSTER now has bigger, bolder fonts for poster use.

18. DOCUMENT TABLE to manage all of the word processing documents used for mail merges and other
purposes.

19. REGISTER HISTORY is now available from the Financial menu, and has built in filtering on the form for
history lookups.

20. UPC code has been added to the service code and logic has been added to the POS screen. This will allow

UPC code scanning while keeping the primary item number small.

aRrWNE

~No

Additional Versior7 upgrades are planned for 2004, some building upon these updates.

INSTALLATION INSTRUCTIONS

The installation process is relatively simple if you follow these directions. The software is designed to run
on a single computer or on a network with many computers sharing information. There is a SERVER
installation(where the data goes) as well as a CLIENT installation (the actual program that you run). Even If you
are using one computer without a server, both applications must be installed on the computer. In a network installation,
the SERVERinstallation is installed on the machine that will hold the data and the CLIENT installation is installed
on the machines that you will run the application on. Always run the server installation first.

Page 1 of 46
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Access Server Installation

The purpose of the SERVERnstallation is to put the associated databases into an area on your hard
drive, or a hard drive on your network, that the CLIENT program will access.

When you put the CD into your CD drive, the Adopt-A-Friend Installation form will launch. You may be asked to
reboot a few times during the installation so you should exit all of your programs before starting the installation.
You may also receive various messages during the installation (such as installation of Access 2000 run time) and
you should follow the instructions during the installation.

3 Adopt-A-Friend

Adopt-A-Friend

Click the SERVERSETUP. Please read and accept the License Agreement. Install the Server Application to the
default directory, or change the directory (we advise the default installation). Follow the instructions during the
installation.

¥ Adopt-A-Friend Server Setup

Begin the installation by clicking the butkon below,

Click this button ta install Adopt-#-Friend Server software to the specified
destination directary.

Direckary:
(C:'\Program FilestAAFSetup!, Change Directaory

Exit Setup

SQL Server Installation

Set up your SQL server as described in the additional information that came with your SQL CDProceed with the
installation as described for the Access Server Installation. Choose SQL connection.

Client Installation

The purpose of the CLIENTInstallation is to put the program to access the databases onto a machine that you
will be using to run Adopt-A-Friend.

Page 2 of 46
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When you put the CD into your CD drive, the Adopt-A-Friend Installation form will launch. You may be
asked to reboot a few times during the installation so you should exit all of your programs before starting the
installation. You may also receive various messages during the installation and you should follow the instructions
during the installation.

#3, Adopt-A-Friend

Once You Have Completed The Client And Server Installations

You are now a few steps from running Adopt-A-Friend! Proceed as follows:

1. Click on START, PROGRAMS, ADOPT-A-FRIENCBSERVER. This will launch the following  form:

i
Installation Information £t |

Organization (e ESgS{I
Street Address |111 MaIN STREET
Address line 2 |RTE. 272

City ANYTOMWN
State USa

Zip 00302-3022
Phone # (888 2328232
Fax # (888) 228-2323

Email address |infol@yoursheler. com

Web Address  |www yourshelter. com

Logo file C:AProgram FileshaaF Setuphimageshshelter bmp Find
Image library IE:\F'roglam Files"A4F Setuptimages's Find
Animal Control Logo |C:\Program Files\Microzoft Visual StudichCommonGraphicsiBitmapsissc Find
Image Type BMP jv Edit Document Edit User
Sales Tax & B.00% Wording Defined Fields

1. Choose the SQL or NATIVE versions.

2. Complete the company information on the form presented.

4. LOGO FILEYou may add your own logo to the forms and reports (logo must be as small as possible) by using
the find button on the Logo File field to find your logo.

5. IMAGE LIBRARYPIctures of pets may be stored in a directory for display and printing.

(If you installed CLIENTand SERVERo the default directory, you may not need to change items 3 and 4)

6. ANIMALCONTROLLOGO - Younay add a special logo for your animal control section reports.

7. IMAGETYPE — Mostomputers support BMP image formats, but if yours supports JPG images, you may want
to choose JPG format for your pictures. Refer to our section on image support for additional details.

8. Sales Tax % - Enter the Sales Tax for your area.

Page 3 of 46
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9. WORDING-IELDS — Substitute your own contract wording, or use the precanned wording for your contracts
and forms. Please review the document wording and replace occurrences of “[your company name]” with the
appropriate information.

10. Edit User Defined Fields — Define additional fields for the databases.

11. Exit the server application when you have completed entering your information.

12. Click on START, PROGRAMS, ADOPT-A-FRIENRLIENT. The program will attempt to find the data on your
local system or your network. The Authorization Code defaults to DEMQand the data location is set to the default

Authorization code:
I M Continue
License code: 51874288 |
|F'ath to Data: |CFrogram Files\WAFSetup Find
. Exit
|Cash Register COMPort [0 -

installation path. If the data is located elsewhere, you will have to tell it where the data is (using the FIND
button) and the first screen you see will be:

13. AUTHORIZATIONCODE: If you are installing a DEMO version, enter DEMO for your authorization  code which
will provide you with a limited number of entries.  If you have purchased ADOPT-A-FRIENDyou will need to call us
for your authorization code.

14. DATA LOCATIONiNd the location that you installed the SERVER application to. If you used the default
locations during installation, the data will be found in C:\Program Files\AAFSetup\.

15. If you are using an electronic cash drawer connected to your computer, then select the COM port the drawer
is connected to,or leave it set to O.

16. When you click continue, you will now be at the following log on form:

@ AdopEA-Frignd

Flease Enter Name and Passwaord:

User |1D: |admini5‘rrator

Password: |

0K | Exit

16. Log on to the system using administrator as the User ID and administrator as the Password. (You may want
to change the password on this account. Read more on security in the security section). If you need to get back
into the system setup, enter setup as the User ID to launch the setup menu.

17. Congratulations, you should be at the main menu!
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SECURITY INFORMATION

You can control access to the databases via our special security module. The concept is to User ID’s, Passwords
and tasks to your users. This is done in the Supporting Tables mode. First, define the tasks and the security
assignments, then add in the users and assign them tasks. Adopt-A-Friend7.0™ comes preinstalled with an
ADMINISTRATORBNd a KENNEL person. We recommend that you try to log in as the KENNEL person, so that
you can see how the ADMINISTRATORan limit the functions available to users.

The security functions in Adopt-A-Friend 7.0™ are fairly extensive. We recommend not changing the
ADMINISTRATABSks so as to assure  that you are never permanently locked out of the software.

Page 5 of 46
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QUICK START GUIDE

Proper planning will ensure a smooth transition onto Adopt-A-Friend 7.0™. Read and understand the following
steps, then Follow these steps to get your system running as fast as possible.

1) If you have not already done so during installation, run the Adopt-A-Friend 7.0™ SERVERrogram from your
START MENENd fill in your Shelter information. If you have a logo, place it in the image directory and use
the SERVER program to choose your logo.

2) Modify the DEFAUL Wwording for all of your forms and contracts.

3) Change the Administrative  password. WRITE THIS DOWMND DO NOTLOSE IT!

4) From the Main Menu, click FINANCIALand then PROFIT CENTERS. Enter your profit centers (profit centers
are areas in the shelter that bring in revenue, such as Clinic, Thrift Shop, etc. You are required to use a profit
center, but you may simply use the ALL profit center that comes with the software.

5) On that same menu, choose USERS and TASKSo enter users and their associated TASKS into the SECURITY
MODULEDecide what privileges you will allow for each task. Assign each user a profit center. (To see how
this can work, log back onto the software using the KENNEL/KENNElIuser ID and password).

6) From the Main Menu, click PEOPLE and then SPONSOR TYPESo set the sponsor types you wish to use.

7) From the Main Menu, click PETS and then ANIMALSUPPORT TABLES and enter ANIMAL ORIGINS, STATUS
TYPES and SURRENDERREASONS that your shelter will use. Add any additional SPECIES and BREEDS that
you may need.

8) From the Main Menu, press SYSTEM ADMINISTRATIONSUPPORTING TABLES and set up your Appeal
Types, Veterinarian database with all of your local veterinarians and ZIPCODE database with all of the towns
in your area.

9) From the same menu, enter your SERVICECATEGORIESPay special attention to the AUTOMATIONThese
automation categories trigger actions from the Cash Register. The eight special categories you choose will do
the following:

a) ADOPTIONS- Any items under this category  will update the ANIMAL and MASTERLIST records and
add/display an ADOPTION record and allow printing of adoption contracts.

b) RECLAIM Any items under this category will update and display the ANIMAL record of the surrendered
or stay animal.

¢) SURRENDER- Any items under this category will update and display the ANIMAIrecord and allow
printing of the Surrender Agreement.

d) DONATIONS- Any items under this category will update the APPEALS database.

e) MEDICAL Any item in this category will add/display a HEALTHand allow printing of the health reports.

) SPAY/NEUTER- Any item in this category will add/display ¥ HEALTHand SPAY records and allow printing
of the SPAY/NEUTER certificate.

g) SURGERY — Arny item in this category will add/display a HEALTHecord and allow printing of the
SURGICALrelease form.

h) VACCINATIONS Any items under this category  will update the REMINDER and HEAL THdatabases and
allow printing of health reports.

10) Enter your ITEM/SERVICECODES — assign them to the proper category. They will automatically default to the
automation selected in the corresponding category, but you may automate any item

NOTE: PROPER ATTENTION TO THE ABOVE STEPS WILL INSURE THAT YOU ARE OFF TO A GOOD START!

You’re ready to go!
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GENERAL DATA ENTRY INFORMATION

MS Access is a powerful database and if you spend some time familiarizing yourself with some of the basic
functions, you will be able to move around Adopt-A-Friend and find information quickly.

On each form, you can toggle between FORM VIEVWNd DATASHEET VIEWY clicking the form view , datasheet
view buttons on the Adopt-A-Friend toolbar

J41BG - Adopt-A-Fr

| Ble Edit Insert Re

EBEI&AS &
J EFDI’;W;:\' w |

Form View of Master List Form

B9 Adopt-A-Friend Master List [_ O] =]
» 1D # FIRST ENTERED | 03/25/04) TYPE Mailing List | Show Animals =
PRIMARY CONTACT/! PRIVARY MAIL ADDRESS
TITLE | B | EMAIL | OTHER SPONSORSHIPSPROGRAMS
FIRST HAME | Jrome = | EXT: | ] =l
LAST HAME | Jeuoric =1 ] MEMO
ADDRESS Fax =l
CELL 7] I—
zIP | | DRu. LIC#I
cITY | DOB: |
STATE | HGT Eyecir |
MUNCPLTY | 5] WGHT SPONSOR TYPE [ = LST ADPT DTE |
PET ADPTED | |
SECONDARY CONTACT
TITLE: | FIRST HAME l— LAST HAME: l— Pledged §
[HomE =] Jrork =] | Fax = | || Received §
EXT: | Pledge Balance $
MAILING INFO/SECONDARY MANL ADDRESS MAILING CONTROL Rl e =t | |
*Double click to set default salutation (HALEE33Y A SALULEBATE G, Secure Memo:
[FALUTATION: | ¥ Jan vV Jul I Jan [~ JuL
ADDRESS: ¥ FEB V¥ AuG " FEB I avc
 mar [V SEP [~ MaRr " sEp
Al = ¥ apR IV ocT " aPr [ ocT
S ¥ may ¥ HOW [~ max [ How
] ¥ Jun v DEC I~ JuH " DEC
PHYSICAL /I FGAI ADDRESS ADD1 |
ZIPI |
CITy: |
ST. |
MUN.I |
ser Defined Field1
ser Defined Field2
ser Defined Field3
ser Defined Field4
Record: 4] 4 || 13 e wr]e#] of 12 -
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While in form viewyou can use the navigation buttons on the bottom to move between records, much as you
would use a control on your VCR. The navigation button with the * is used to ADD a new record.

STATE IN‘f

ard: 14 4 || 1w | rnv#]of 1

To DELETE record, simply click on the left-hand border of the form (with the small arrow or pencil) and press
your delete key.

Also while in form viewyou may use the search tools to find information in your database as well as use the form
filters and queries.

Datasheet View of Master List Form

B3 Adopt-A-Friend Master List
LAST NAME FIRST HAMI TITLE TYF|, ADDRESS
MR. AA 11 MAIN STREE

Record: H| i || 1/ ¢ |b||He| of 1

This is a form in Datasheet View. In Datasheet View, yowan sort drag and hide columns as well as perform
advanced queries .

Searching The Database

Advanced Search tools are available in either form or datasheet view. To launch the search form, press the
search button on the tool bar. This will launch the search form.
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The Search Form

Find and Replace EE

Find | Replace I

Find what: || FF | PEndnE: |

Loak In: |LasT naME [

Mabch: IStart of Field j More =3 |

To search the database for information, either put your cursor in the field you want to search, or choose the field
name from the LOOK IN drop down menu. Enter the information you wish to search for into the FIND WHATbox.
Lastly, choose your match from the MATCHIrop down. Choose START OF FIELDo match exactly the first few
characters in the field. Choose ANY PARTOF FIELDto look for your match anywhere within the field. Choose
WHOLBHB-IELD to match exactly all letters and characters in your search.

Working With Forms

While in any entry form in Adopt-A-Friend 7.0 ™ | you can use the advance features of Microsoft Access to apply
filters and selection criteria to the form you are on. Refer to Access documentation for use of items on this tool
bar.

B UAA-EASA I T

IMAGES

Adopt-A-Friendsupports either BMP or JPG images that are either scanned or inputted from a digital camera.
JPG images are favored, as they require less space and are read faster from the computer. If your computers do
not support JPG, use BMP images. We assume that you have some experience in dealing with images and image
formats. Resample your images to make them as small as possible, increasing loading, printing as well as
printing and network speed.

Pet images are placed in a directory on your computer or server. The Adopt-A-Friend 7.0™Server program will
define where these pictures reside. Pictures will automatically appear on the Animal Records form, if they are
named as xxxx.jpg or xxxx.bmp, depending upon the image type you have chosen for your shelter. Xxxx is the
ANIMAID field in the pet record. For example, pet record 3 should have it’s picture called 3.JPG or 3.BMP.

.Working With Advanced Queries, Filters and Sorts

You can used advance queries such as filter by form, and advanced filtering using the form filter controls.
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MAJOR SYSTEM FORMS

The following section shows the major system forms.

The Main Menu

B Adopt-A-Friend Main Menu

™ J‘.EEFI*J'\T’FHEHD ] ;‘%dﬂptﬂ‘%'FﬂEﬂd
__;'i. HUMANE BHELTEE,

EH 2020 ENSTSTREET |
# ARPETOMN, US#

Animal Shelter Management

People

Pets
tunicipal
Health

Foint Of Sale
Financial

System Adminiztration

L 1 O 0

About Adopt-4-Friend

L1l Rights Reserved. This software and
azsociated documentation may be used anly
under license from lzland Business Group, Inc.

This form shows the options available in Adopt-A-Friend 7.0 ™ . The major system functions are:
People - All your friends, patrons, benefactors, government officials and the general public can be entered
and tracked, as well as their donations and involvement with the shelter.
Pets - Detailed record keeping on available as well as adopted pets with automatic Internet compatibility.
Municipal — Maintain information on Pet Licensing, Bite Incidents and Complaints.
Health — Track health related items such as vaccinations and neutering.
Point Of Sale — Fully functional Point Of Sale module to sell items, received dollars and print receipts.
Financial — Income reports as well as Analysis of revenue, and mailing lists by appeals/donations.
System Administration — Various functions to maintain lists and procedures.

All of these functions coexist with the Microsoft OfficeSuite for endless possibilities!
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The People Menu

._;\_.;4_'1' J‘.EEP'F:{(!FHEHD- "' g 1‘%(101]t-1‘%-F1‘iEI].(1

s HUMAKE BHELTEE,

é% 2020 EASTSTREET
= ARTTOMN, USA.

Animal Shelter Managerment
bl azter List

_I Sponzor Tupes

J bl ail Merge Documents

_I kd ain b eniL

L1l Rights Reserved. This software and
azsociated documentation may be uzed anly
under license from lzland Business Group, Inc.

This form shows the options available in the People Menu. These functions are:

Master List — Enter information about people, organizations, corporations or government officials. View, edit
and enter donation/appeal information, and enter people on the list into various shelter programs or
sponsorship. This option also allows you to print labels or export mailing list information.

Sponsor Types — Set up any programs or sponsor ship information to involve your master List people with.

Mail Merge Documents — Track documents to be used for mail merges with the Master List.
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The Master List Form

B Adopt-A-Friend Master List [_[O]x]
3 D # I m FIRST ENTERED I 0372804  TYPE I Mailing List | Show Animals | i

PRIMARY CONTACT! PRIMARY MAIl ADDRESS

TITLE [ COMPAHY | EMAIL | OTHER SPOHSORSHIPS PROGRAMS
FIRST HAME | [Home =] | EXT: | b &
LAST HAME | priork = MEMO

ADDRESS Fax =] [

m”—

zip | -] orw. LIC#I
cITY | DOB: |
state[ HGT| EyeCir |

MUNCPLTY | ] weHt[ | SPOHSORTYPE [ =l LST ADPT DTE |
PETADPTED[

SECONDARY CONTACT
UEEERS] (EESnEEMER 0 ([SAEEHARMEEE 20 0 | Pledged $
[[Howe =] frioris =] | Fax ] | = | Received §
EXT: I— Pledge Balance §
MANING INFO/SECONDARY MAN. ADDRESS MAILING CONTROL Pledge/fppeal Details |
*Double click w0 set default salutation (HHELAELEY £101 AEIERBATEATE Secure Memo:
EALUTATION: ¥ Jan W JuL " JaH [ JuL
ADDRESS: ¥ e ¥ AUG [ FEB " auG
[ mar I sEp [T mar [ sep
AL | ¥ apr ¥ ocT [ APR " ocT
CIT ¥ may [ How [ may [ HOV
s | ¥ Jun ¥ DEC [~ Jun " DEC
PHYSICALAFGAL ADDRESS ADD1 |
|
ZIPI =]
CITY: |
st.[ |
MUH.I =]

ser Defined Field1
ser Defined Field2
ser Defined Field
ser Defined Fieldd

Ll

Record: HI 4 || Pl | n|m| of 13

This form shows the Master List Form. You can see the details behind the appeal amount by viewing the Appeals
Form, launched by pressing the Pledge/Appeal Details button next to the total Appeals dollars. EVERYONE
THAT COMES TO YOUR SHELTER SHOULD BE ENTERED INTO THIS LIST.

The Master List functions include:
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List Maintenance — Maintain pertinent information on individuals and organizations for mailings, queries and
analysis.

User Defined Fields that can be set up from the Adopt-A-Friend 7.0™ Server program.

Programs — Track and communicate with people and organizations by their involvement with the shelter as
well as by their donations.

Appeals/Pledges Entry — Enter and track donations and appeals and pledges by directly entering donation
information (or enter from the Point Of Sale Module and view it here). Note: The ability to see this is controlled
by the View Donations check box on the Users form found on the Security menu.

Mailing List Functions — Print or export mailing information.

Show Animals — Displays the filtered Animal Records form.

Secure Memo — The ability to see this memo field is controlled by the View Donations check box on the Users
form found on the Security menu(if you have access to the donations information, you will also have access to the
Secure Memo).

Search Lists by any criteria, sort by any field and perform your own queries. Use the advanced features of
Microsoft Access to filter and select records by various criteria.

Switch to Datasheet View — see all of your records on one form. Sort, rearrange and query every column.
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Pledges/Appeals Detail Form

B Adopt-A-Friend Pledges/Appeals x
» [Mirell. Eric
Appeals
Appeal Date Amount Appeal Type Description Source Fund Code Pledge # Mem/Hon Mem Code 4
Reason Pap Metl Tax Ded. $
Jozngzos ] $2500 [ad Journal =1 |zpring Fund Crive it =l I | 0 =] memorial Jid | 1 =]
e (| = $0.00 | [BatchDate: | | 3/15/04 | [Batchcode: | [
Ej hiemorial
#[Joamtzo04 ] $0.00 ] = | || | =l || |
Rl = [BetchDate: | | 411104 |Batchcode: | |
Total: $125.00 Total for selected Pledge: | $100.00 =
Recard: |<| 4 | 20k | p||m| of 2 N
Pledges
1D Pledge Date  Amount Pledge Type Outstanding $ = Outstanding Pledge
Statement
|5 |U4m1 2004 | $150.00 | [Building Fund Fl| $s000
* Jeautoru [nam 2004 || $0.00 || = $0.00
Total Amount: I $150.00 Total Outstanding: 5000 | =
Recard: MI 1 kvl of 4 =

The PLEDGEfunction of Adopt-A-Friend™will let you track paid and unpaid pledges. Each pledge is assigned a
unique transaction ID when it is created. Upon receipt of payments for specific pledges, the payments are
entered and applied to the pledge ID. The above screen shows that this donor has made four appeal payments.
The first two (on the right side of the screen) are applied to pledge ID #1. If you look at the pledge ID on the left
side of the screen, you can see that this was a pledgeto donate $300, of which $275.00 has been received,
leaving $25 outstanding on this pledge. You can print a statement from this screen as well to remind the donor
of his pledge and account balance.

Pledges and Appeals can be entered directly into the Pledges/Appeals form from this form, or they can be
automatically entered from the Point Of Sale Cash Register form (see QUICK STARTection on how to set this
up). The advantage of entering this through the Point Of Sale is that all of the money entered will appear on
the POS reports.
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The Pledges/Appeals functions include:

Pledge List Maintenance — Maintain pledge information on individuals and organizations.
Appeal List Maintenance — Maintain appeal information and apply to a specific pledge if applicable.

Mailing List Form

E3 Mailing List

Sponsar Types|DOGEWALKER. j Clear List
ear Lis |

SELECTED ITEMS
Selected Types oect

P DOGWALE |DOGWALKER

VOLUMTEER [WOLUNTEER
* | SortBy:  J2IP |

=10l x|

Select By: [SPOMSORTYPE x|

_|Also include those whio
adopted between:

Skart Duake: I
End Date: I

Daka Cukpuk

& PrintList ¢ Ewport List

PROCESS SELECTED
RECORDS
T IGMNORE

Z ALL | SELECTIONS(PRINT
ALL SPOMSORS)

Record: |<| 4 || 1k IHIHFI of 2

The mailing list form is a powerful tool to help do selective mailings to anyone on your mailing list, based on a
number of criteria. You can either print your own labels (on Avery 5160 label stock), or export the selected
records to an ASCII text file to send to a mailing service or to another program. The mailing list knows not to
create more than one label even if a list record has more than one selected sponsor type.

Creating mailing labels or an export file

1. Clear list (to remove prior settings). The Selected Types window will clear.

2. Choose your SELECT BY option from the Drop Down Menu. Youcan select to target your mailing to specific
sponsor/program  types (from the PROGRAMS section of the MASTERLIST), or to specific zip codes in your
area.

3. Choose your SORT option from the drop down list. You can sort by any criteria, ZIP code is the most common
to take advantage of bulk mail rates.

4. Include ADOPTORSyy entering starting and ending adoption dates. This will add ANYONBRvho has adopted
in this time period to your mailing.

5. If you have chosen to select by SPONSOR TYPE, choose the type from the dropdown window, then press ADD
TO LIST. Do the same if you have chosen to select by ZIPCODE

6. Repeat step 5 as needed to create your labels.

7. Choose to either PRINT LIST (labels) or EXPORT LISTto create the ASCII export file from your selections.
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8. Press the PENCIL button to process the labels. If you have chosen PRINT LIST, the labels will preview on your

form . Press the printer ICON to send them to the printer. If you have chosen EXPORT LIST, you wilbe
prompted for an EXPORT FILE NAME.

9. Press the ALL button to print to ignore any selections and simply print (or export) all records on the master
list that have at least one SPONSOR TYPHnN the PROGRANMsection of that screen.
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Sponsor Types/Programs

B2 SPONSORTYPES - 0] x|
M| sponsoRTYRE W

DESCRIPTION |‘-.-’|:|Iunteer

Fecard; Hl 1 II 1 |H |H9| af 17

The Sponsor Types/Program form can be used to enter and maintain the various programs that Sponsors or
Members can be a part of.

Documents

B Documents [_ O]

Document My Documentsthanks doc Browse I

Description Mail Merge thank you for Spring Brunch.

Record: H| A || 1 >|>||r3ﬁ| of 1

The Document screen lets you track various documents for mail merge purposes.
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Pet Menu

E Animal Records

Adopt-A-Friend

Animal Shelter Management

_I animal Recaords

_I Adoption Records
_I Lozt ahd Found

_I Lozt Animal Search List

i Woait List

_I Animals for Dizpozition Review Fepart

_I Anirmal Suppart T ables

_I I ain Menu

A1 Rightz Rezerved. Thiz zoftware and
azzociated documentation may be used only
under license from lzland Business Group, Inc.

The PET MENU offers the following functions:

Animal Records — Maintain informatioron any animals that have passed through the shelter for any reason.
This form can also be launched from the Point Of Sale Menu.

Adoption Records — Process adoption forms and maintain information on adopted animals and their new
owners. This form will also be launched from the Point Of Sale menu during an adoption transaction.

Lost and Found — Track pets that are lost and/or found.

Lost Animal Search List — Quickly see an overview of lost animals that are at the shelter.

Wait List — Maintain information and Pets waiting to be put up for adoption, or owners waiting to adopt a
certain type of pet.

Animals For Disposition Review Report — Quicklysee animals by their status and when they arrived.

Animal Support Tables — Set table information for your animal records.
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Animal Records

ISLAND BUSINESS GROUP, INC.

¥ ‘Special wildiife Handliny

E3 Adopt-A-Friend Animal Records M= E|
P AMMAL 1D [iotiomier)|  FORM # 1 g | Heotn | coe| seLTERS 0] sTATUS - =
PROFIT CHTR [2LL <] vate [T Reeords | Card MUHICIPALITY
SERIAL # o] avoPTOATE[ | Match with Wating List | | HTAKE 5|
DISPOSITION -
VETERINARIAN - Arimal Surrender
ACCEPTED = g TAG | Hext Tag #
_ o Archive View ——
Pet Information This Record | archive | MICROCHIP
HAME - MEMOPAD:
seces [ 5] Owner 7| information: A Mew: Personto
MASTER 1D 6 the Master List
BREED -
LAST HAME
SEX ~]oos I Internet Deseription:
l_ l_ FIRST HAME |
AGE YEARS MONTHS
ar | =l
SPAYMEUTER? [~ DATE
ADDRESS | Animal Surrender Memo:
OFFSPRING: 0 MALE 0] FEMALE [ _
LEHGTH OF OWHERSHIP Fl G oIy [
COLOR ] size = STATE COUNTY
UHUSUAL MARKINGS: HOME PHOKE Record Label | aco: | E
BUS. PHOHE Y| Cage Location:
ORIGIH OF AHIMAL - I start: 1 Cage Card Memas
FEE $0.00 i § 9 d
SURRENDER REASOH -
I HOUSEBROKEH / LITTER TRAINED
Il | BITES [T CHILDREN [ AHIMALS ‘
Coecawen e [ 5 First User Defined Field
Initial Vaccination Information
DAP2 RABIES
DHPL FVRCP
LEUK
WORMED AIDS

¥ [wildii [~ Ceutoniumier) Report1 || Commentst
Report2 [
Importinfo ImportDate Report3 [
Reporta [
Exportinfo ExportDate
Comments2
Finalispo FinalDate

Record: 14] ¢ N (N [ T
Recard: 14] « 1z e vle] of 12

The ANIMARECORDSorm is used to accept a pet into the shelter, maintain

and to help it find a home. Some of the features of this form are:

information on it during its stay,

Wanted Poster — Press the PRINTER icon to create a poster for this pet that can be given to prospective

adopters, or hung on the shelter wall.

Surrender Agreement — You create the wording for your agreement.

Cage Card — Print a card for the cage.
Health Records — Monitor health issues for this pet.

Match with waiting list. — Check to see if someone is looking for a pet just like this one!

Archive This Record -Stores the current animal information record like a snap shot,

updates to the animal record. This history of the animal can then

before you make
be accessed with the View Archivéutton.

Add New Person to the Master List — Allowsasy addition of a Master List record based on the current

Owner/Finder information.
Page 19 of 46



[@m"’m‘n’:ﬂ ADOPT A FRIEND 7.0 ISLAND BUSINESS GROUP, INC.
USER DEFINEDFIELDS — Create your own fields to add to the pet record. You can modify these fields for your
own use by typing SETUP as the user name when you log into Adopt-A-Friend 7.0 ™.
Record Label — Print a label to apply to any manual record
Wildlife Flag — Wilbisplay additional fields pertaining to Wildlife/Exotics

Adoption Records

B3 Adopt-A-Friend Adoptions

Animal Information

CONTRACT # PRINT HEALTH I I I
I 2§ CONTRACTS | RECORDS AHIMALID 5 SOLOR

AHIMAL HAME IJDE\,-' SPAY BY [ | 1207700
ADOPTIOH DATE I'M SPECIES DOG -] FEE | $0.00
SN ar Ioration BREED ILabrador Retriever vI DEPOSIT I F0.00
MASTER ID | 24126 7] SEX IMaIe -] misc |
LAST HAME [Jones BORH | 1m0 STAFF | -

FIRST HAME IJones

Initial Yaccination Information MEMO

ADDRESS |1 234 Goroe DR DHLP |1 14100 AIDS EGET

[Epartment 2
| T [1171100 o [

2P |22345- | RABIES |11r11mn
RESULTS | -]
cITY IHoIbrook FURCP |11r11mn

STATE e Lewk  [Trimo | HEART GRD |

PHONE |( 1 2-4128 e
BUSIHESS |(21 2) 934-9934 Contract
Memo:

First User Defined Field

Record: |1|1|| 1 b|>||m| of 9

The Adoption Records form is used to enter information regarding adopted pets. You can print the Adoption
Contracts and Health Records, as well as add your own USER DEFINEDFIELDS to the form.

Lost And Found

23 Adopt-A-Friend Lost and Found =101 =l
P! Report nate [BEE Reportedny | Gontacts by Phone | C8rd Sent 7

Calledin [~
Dute & Time LostFound | 052201 7:42FM LostFound [Lost |  Checked v | camen O

Nearest Intersection |

Lext Hame - First Hame
I B I
(25 | = HOGME PHONE |
Address | pHOWE[
I Other Phone I
City |
State |_ We (* MAY (¢ MAYHNOT give out thix inforrnltion.l
5PEI:IE5| =1 Heme | Age | 0/ [vRs -I
BREED - Color
I H I

Scarsfinuxzusl Markings I
Sex [ =1 Tailtensth [ =] size [ =
Fur Length l—;[ Tail Type lﬁ Collar Type lﬁ
Texture lﬁ Ears lﬁ Tagx lﬁ
Appearance lﬁ Eyes lﬁ Tatooed [~

Temperament lﬁ Build lﬁ Micrechip [~

Record: Ml—l 2 |>I |HEI of 1
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The Lost And Found form is used to enter information about pets that are either Lost or Found. The CONTACTS
and CHECK STRAYutton presents additional information about this pet.

Waiting List

B9 Adopt-A-Friend Waiting List M=l E3

WAIT ID | 1 DATE: | 1104
LAST HAME IJimu:u j WAIT TYPE I.&dupt Pt v|

FIRST HAME IT'rtu:u PET HAME |
ADDRESS 111111 Jones dve. SPECIES |D-:.g |
BREED |Afghan Hound |

CITY [irtharp COLOR l—

STATE e BRn [
HOME PHOME | MEMO

Record: I1| i || 1 [r IHIHOEI of 1

The Waiting List is used to maintain information and Pets waiting to be put up for adoption, or owners waiting to
adopt a certain type of pet.

Animals For Di B Print Animals For Review ; El

Choose One Or Mare Skatus For Repart

Skakus To Prink: I‘

Skatus To Print: I

B B =

Skatus To Print: I

Date Cuk OFF: | ™ Print Al

Include anly Animals AFter This Dakelar leave Date Blank)

Preview Report |

Faye £Z1 O 40
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This screen will allow you to create a report to monitor animals in your shelter that need reviewing (ie: Strays).
Choose up to three status types at one time to print. Choose a CUTOFFRdate to view only animals who have DATE
fields (date they were entered into the system) greater or equal to this date. Choose PRINT ALLto print all
animals regardless of status, but subject to the DATE CUTOFF. This is a good way to review STRAY $ets in the
shelter clinic, etc.

Animal Support Menu

E3 Animal Support Tables

Adopt-A-Frniend
Animal Shelter Management

Species
J Anirmal Origins
J Animal Status Types

I Animal Surrender Reazons

J Arimal Menu

Al Rights Reserved., This software and
sszociated documentation may be used only
Lnder license from lsland Business Group, Inc.

This menu allows you to add, edit, delete or change tables that are accessed in the Pet Records. Certain pre-
entered records in these tables should not be deleted (ie:ADOPTEDa#s they are required by some automatic
functions (ie:updating a pet that has been adopted).
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Municipal Menu

B3 Municipal

T — Adopt-A-Friend

—— --HMLEE{HE'I..-TFEE- =
M 2020 EAST STREET |
= ANTTOM, USK

Animal Shelter Management

Apimal Bites

Complaints

Complaint [nvestigation
Licenses

Anirnal Activity Bepart
tunicipal Reparts

Municipal Support T ables Menu

b ain M enu

L L L L L L L E

A1l Rights Reserved., This software and
azzociated documentation may be uzed anly
under licenze from lzland Buzinezs Group, Inc.

The Municipal Menu offers the following functions:

Animal Bites — Maintain information on Animal Bites.

Complaints — Maintain Complaint information related to animal control.

Complaint Investigation — Maintain information on investigations of complaints.

Licenses — Track Licenses and Expiration dates.

Animal ActivityReport — Shows a cross-tabulation of species and intake/disposition types.
Municipal Reports — Print Animal Bite and License reports.

Municipal Support Tables Menu — Maintain information used within the municipal section.

Animal Bites

-A-Friend Animal Bite =)
P srirut to 0 s [ TSI noportoa by [ | tatertimo [ TTERTZ Location of ncidort
Victim Information I
Date/Time of Incident

Last Hame =T parentsor [————————  pomarke:
et Guardian

frst tame Home Phone
Aoe o Work Phone

e | Place of | ——
Address Wound
[ te

city ———
state — [ Current Tetanus Shot
Gwmer information Animal Information
Master ID 0 <] "Ifevisting master | pnimat in 0] "feisting panies Shot [ Due Attack -
list person pet record r
Lost ame B — [ AtLarge [T Wicious
First Hame Brood [ z] Previousbites 0 Animal Held At:
pos sex [ o Last Bite =
Address |: ge [ Veterinarion who checked the animal Date
city | mme [ victim Hotified I statistic File
State | i —| Tag [~ Public Health Hursing I~ ACHealth
Home Phone Animal Color [
Work Phone Description |

Record: 4] < | U (b of 1
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Maintain information on Animal Bite reports.

Complaints
[ ADOPT-AFRIEND HUMANE SHELTER  COMPLAINT =&l

INVESTIGATIVE DEPARTMENT Ne 1

r [2 ?Igggmf |11r1 302 959 AM TAKEH BY IJONES, AR -l COMPLAINT TYPE ICrueﬂyJ‘negIec’[ =l &

COMTACTED BY [etier 7] [# INVESTIGATION AUTHORIZED =
HATURE OF COMPLAINT:
COMPLAINING WITHESS: INVESTIGATIOH OF:
MASTER ID* Iﬁ * | existing master list person. MASTER ID* Iﬁ * | existing master list person.
LAST HAME [sasacaasaaaaans DIRECTIONS: LAST HAME [thbbbbbbbbbkh PHYSICAL ADDRESS
FIRST HAME Iaaaaaaaaaaaaaaaa FIRST HAME Ibbbbbbbbb I iI
ADDRESS |1 23 aaagaaasaaaasssg ADDRESS |1 23 bbbbbbbbbbbh
| | -
i IW[ i Im HEAREST INTERSECTIOHN:
cITY IOysder By cITY IColrain
STATE W PHYSICAL ADDRESS STATE W O —
MUNCPLTY | =l MUNCPLTY | =l
PHOME | PHOME |
BUSINESS | BUSINESS |
DRV LIC. | et [ =
B [ weeHt [
EYES |—

ADDITIOHAL IHFORMATIGH:

I
Record: |1|<|| 1 b|r||m| of 1
Maintain information on complaint animal control reports.

Complaint Investigation

B3 Adopt-A-Friend Cruelty Complaints _ O] x|
ADOPT-A-FRIEND HUMANE SHELTER Crueltyfneglect COMPLAINT INVESTIGATION & | =
DATEMIME[ 1171302 2:59 on NE 1
P | oriceR assiGED || IHVESTIGATION DATETIME | » ANIMAL INFORMATION o
OFFICER(S) Animal ID * 0 =] * It existing pet recaord
ASSISTING CASE# | —:l op Anitnal
Hame Color: Reconls
COMPLAINING WITHESS: COMPLAINT TYPE ICruekymeglac‘t j
Species 'I
LAST HAME Iaaaaaaaaaaaaaaaa =l uaTurE oF compLAmT: - 5 Description:
FIRST HAME Iaaaaaaaaaaaaaaaa
Sex 'I
ADDRESS |123 BAAARSASARAFIIE DoB Vet. I j
| " Animal Collar  Collar Info
CITY IOys‘ter Bay COMMENTS: Animal Held At:

STATE INY 7P IW[ | ||
MUNCPLTY | | PHYSICAL STATE T

ATTITUDE | |
PHOHE I
ADDITIOHAL IHFORMATION:
BUSIHESS | FOOD AVAILABLE =

" WATER AVAILABLE

INVESTIGATION OF: [~ PREGHAHT  OFFSPRING PRESENT

LAST HAME [ohbbbbbihbbbbl | ARFATIVE: METHOD OF CAPTURE: 5
FIRST HAME [obibbbih I
ADDRESS |1 23 bhbbbbbbbbbh (R T ) k| e | G

[ RESOLUTIOH | |
oy [eoiram uloLATION | H =

COMPLIANCE
STATE |MA zIP |01340, | |
[T FOLLOWUP CALL REQUIRED

MUHCPLTY -

| | | WARHING ISSUED DATE =

Record: 1 (] [T
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Maintain information on complaint investigation animal control reports.

Licenses

B Adopt-A-Friend License [_ [O] x|
4 License ID I 1 Date I_m Expires: I 1102

Primary Address | Physical Addess

FIRST HAME ICIaire |

ZIP ISDDZZ- --I ZIP: I j
ADDRESS 231 Honds Lane ST I

hikjlih CITY: |
cITy I.ﬂ.lphareﬁa Phone: |
STATE W
Peti/Other Information
HAME [T [ RABIES EXP.| 1201104
SPECIES [Dog | VET OFFICE[DR. JANE SMITH =]
BREED IAiredaIe Terrier El FEE PAID| $25.00
SEX [Male ] ISSUED BY|Acministrator x|
Tag 111 PAY METHOD [COLPON =

OldlicenselD: |1

Record: H| 4 || 1 PIHIH‘EI of 1

Maintain information on Licenses.
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Animal Activity Report

- - - ADOPT-A-FRIEND HUMANE SHELTER
Animal Activity Report 2020 EAST STREET

For Deges: 21/2000 thro 1041822002 ANFTOWN, U8A 07724

Municipal Location: ALL

T AN
134434

ald %ININD
J35N0Md3 L5IwH
J5HOH

L18dwy

111434

AdHNd 9 TS
34Na7m

EEAL

Intake

419
£ld

_ | I¥D

EreederiPet Store
T otal for Intake 1

ool (800
|| 1201

[E[E]

Ty ANYE
139434

914 ¥IMIND
FEN0INAE 150 YH
J5HOH

L1adwy
3111434

Addnd ¥ 1S
34nanm

HIH LD

Disposition
W dopted

WWAILABLE FOR ADOFTION 1
W ailakle to Adopt 1
Last 1
[Total for Disposition 1 3

ald

150
faleli]

P [ g g g L

This report shows a cross-tabulation of species and intake/disposition types.
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Municipal Reports

B3 Municipal Menu E x|
I 11242001 I 5/3142001
[January | |20m | [May x| |20m -]
Sun ( Mon | Tue |Wed| Thu | Fri | Sst Sun | Mon | Tue (Wed | Thu | Fri | Set

il 1 i 4 5 G 28 |30 1 2 B 4 5
7 g 9 10 1 12 |13 g i g 9 10 (1 12
14 15 16 7 18 19 20 13 14 15 16 17 18 19
21 22 (23 |24 25 | |27 20 |2 22 (23 (24 |25 |26
28 (29 [a30 |3 1 2 g 2F |28 (23 |30 1 =
a 5 5 F 8 8 [w E O L E

IStarting Date IEnding Date

Animal Bite Report | License Report |

Click on the Calendars to choose the date range, and then press the buttons to preview the reports.

Municipal Support Tables Menu

E3 Municipal Support Tables Menu

.:l:&' ﬂma&xpmn‘ L ; 4‘%.(10]_]1—'4‘%.'1:‘1‘1911(1
T HUMAME BHELTER.

M Bt Animal Shelter Management

ARETTENA, LS A,

Animal Holding Locations
Camplaint Types

Complaint Resolution Types
Methods of Capture
Yiolation Definitions
Municipalities

Fieturn to Municipal Menu

[
_
[
_
_
[

Al Rights Reserved. This software and
sssociated documentation may be used only
Lnder license from lsland Business Group, Inc.

This menu allows you to add, edit, delete or change tables that are accessed in the municipal section.
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Health Menu

5 Health

Adopt-A-Friend
Anirmal Shelter Managernent
Health Records
_I Euthanasia Records
_I Spay Records

_I Feports
_I tain M enu

A1l Rights Reserved. This software and
aszociated documentation may be used only
under license from lsland Business Group, Inc.

The Health Menu offers the following options:

Health Records — Access to Health Records for all Pets
Euthanasia Records - Maintain information on pets Euthanised.
Spay Records — Enter information on Spay and Neutering and print certificates.

Health Reports — Print reminders, spay and euthanasia reports.
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Health Records

B9 Adopt-A-Friend Health Record -0 x|
»
Animal ID | i Staff [acimiistrator | Pet Racard
Animal Hame [HECLY | At vet: | =]
Date/Time [11/26/01 10:30 AM Results | Hesalth Report
Service Code |[RABE= - Weight
ervice L.ode I —I 1 I Health Cert.
Service I]est:rip‘tinan.&EllES W ACCIMATION
TREATMENT INFO Riabies Cert
. v Performed .
Scheduled for: | W Surgical
Releaze
Hotes:
Treatment
Feport
Record: H| A || 1k |H |He| of 1

The HEALTHRECORDSorm is used to maintain  information on health related items or services scheduled
and/or rendered for a pet. Some of the features of this form are:

Treatment Info — Treatment services can be scheduled for a future date/time. Unchecking the Preformed box
will clear the Date/Time the service was performed, shown directly beneath the pet name. A treatment report
showing all the scheduled treatments for the currently listed pet by schedule date/time regardless of the
‘performed’ status.

Pet Record — Opens the Animal Records form, filtered to just the currently shown pet.

Health Report — Prints the Health Report for the currently shown pet.

Health Cert. — Prints a Health Certificate report for the currently shown pet.

Rabies Cert. — Prints a Rabies Certificate report for the currently shown pet.

Surgical Release — Prints a Surgical Release Form for the currently shown pet.

Treatment Report — Prints a Treatment Report showing all the scheduled treatments for the currently shown
pet by scheduled date/time, regardless of the ‘Performed’ status.

Note: A treatment Report for all pets for a specific date range is available from the Health Reports form.

Euthanasia Records

& AdoptAFiiend Euthanasia ol x|
»
DatefTime Staff | =
Agent -
Owner Information I _I
LAST HAME I ;I Dixpoxition
FIRST HAME |
ZIP I - I Pet Informstion
ADDRESS HAME |
SPECIES | [~ |
::|Tv| HREED | [ |
STATE | 5Ex| [~ |
Record: 14| 4 || P DI

Use this form to maintain information on euthanised animals.
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Spay Records

£ Adopt-A-Friend Spay Records ] =[Ol x|
r—

3 Gwner Information SURG. DATE i =

Print Certificate
LAST HAME| 1 surg. TYRE l— MEMO
FIRST 'Wlfl AHIMAL HAME
ADDRESS | SPECIES | |
| BREED -

F0 I - sEX l_ =
Ty | AGE [
STATE IN‘( COLOR l—
PHONE | VAL, HISTORY
HUS. PHONE | FEE $0.00
Record: 14 ¢ 1 e of 1

Use this form to maintain spay and neuter information.

Health Reports

—
10/9/2002 10/9/2002
October ‘I 2002 - IDctohel *||2002 =

Sun [Mon [ Tue [Wed | Thu | Fri | Sat Sun [Mon [ Tue [Wed[ Thu | Fri | Sat
B E N T
R mo | iz 8 [ s 1w |1 iz
13[4 s s (7 s g 13 |14 s e 17 s g
EEEEEEEE NN
EENEEEEE E E N E
ER O O O EI ER E O O E ER

Starting Date Ending Date

Treatment Report Options
Reminders | Euthanasia | Spay/Neulell Treatment |’7(5‘ By Treatment Schedule

By Pet
[~ Show oy ieatments not performed

Choose the date range and press the button for the report you wish to run.
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Point Of Sale

=
ADOPT-A-FRIEND HUMANE SHELTER B

2020 EASTSTREET
ANYTOWN, USA 07724

tems
IServices

I 07/02/03 T2:56:03 PAF

Pets Hem Lookup

» tnvoice # [ 3 Client # | 1 Date 01702103 12:55 P
Customer [Jones = Staff [acministrator

Address |111 Main Street

Hotes

City/State/Zip INew Yark |r~.1\r |00??1 312z 7 |
Hem Humber Description by Price Ext-Price Taxable Pet ID -
» [r2BEST | [FABES - 1 VEAR | T §3500 7 | 3x]
* k|| | 1 w000 | so00 | | 0]
=
Amount Method - [ Changels | Subtotal: | $35.00
35.00 =
> ¥ ash | I $0.00 Tax: | F0.00
* $0.00 | Cash |
| New Sala Total: | 35,00
Print Record
( [ ~ Receipt Sale Open Balances: $0.00 |

Record: 14| 4 || z | r#] of 2

The Point Of Sale form lets you process various types of transactions and procedures. When properly configured,
the Point Of Sale form will automatically generate Adoption Forms, Appeals Updates, Rabies & Health
Certificates and Health Forms. You enter and process any type of service or item for sale. You can also launch
and work with the Items/Services, Master List and Pets forms from this form.

Processing A Transaction

=

Choose the customer from the drop down list, or enter them into the list by clicking the master list button.
2. You may enter or edit items for sale by choosing the item to be sold from the I TEMS/SERVICES drop

down or scan the bar code on the item with an optional Bar Code Scanner. When properly configured,

choosing the item will retrieve the correct item description, price and tax information. You may change the
quantity

3. You may look up a specific item that is in your transaction by pressing the ITEM LOOKUPbutton while you
have an item selected.

When you have completed the entry of items, enter the PAYMENT INFORMATION.
DOUBLE CLICK the RECORD SALE button to complete the sale and print a receipt.

Receipts can be reprinted by pressing the PRINT RECEIPT button.

After the receipt has printed, appropriate reports will be automatically printed when applicable.

Noo s
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Financial Menu

B Financial

N " .l‘.DEP'[—:ﬁFﬁEHD .' J."I%. ]-DI]t_;‘I%.-FI‘iEI].(]-

5 HUMAME BHELTER

é% 20E0ERSTSTEEET
= AWTTONN, US#

Animal Shelter Managerent

Batch Check Entry
Fegister Histom

Faint OF Sale Reports
Analyziz Reports

Financial k ailing List
Outztanding Pledge Report

Financial Supporting T ables

L L L L L L E

kdain ke

L1l Rights Reserved. Thiz saftware and
azsociated documentation may be used anly
under license from lzland Business Group, Inc.

The Financial Menu offers the following options:

Batch Cash Entry - Enter Cash/Checks in batches

Register History — Lookup POS transactions

Point Of Sale Reports — Print various reports from cash register transactions.
Analysis Reports — Print various reports containing adoption statistics and analysis.
Financial Mailing List- Print reminders, spay and euthanasia reports.

Outstanding Pledge Report — Print a report of pledges with outstanding amounts.
Payment Types — Maintain a list of accepted payment types.

Financial Supporting Menu — Misc. setup finctions.

Batch Check Entry

B3 Appeals Batch Entry 9[=] 3
Filter Date | Batch Date: I 04/05/2004 Batch Code: IA Batch Repart | g
Donor Appeal Date Appeal Type Amount Description Pledge # Reason Payp Mell Tax Ded. $ Source Mem/Ho
P EENEEES [ [zmizoot Jraner arreal =] [52,500.00 | | I o] = =l | =
| [BatchDate:] | [Batchcade:] |
Jones, Lawrence  +| [zt oo0] [GRRING AFFEAL =] [52,5000 | | I o] =l =l I K|
|BstchDste: || [Batchcode: ||
Taotal: | 35 402.00
Record: 4] 4 |[ 1] b o] of 29 | | 3|
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This screen is used to enter batches of checks that come in (ie: mail), bypassing the POS or Appeal screen,

Register History

Customer: ~| Item -| Category Tl Date Apply Filker =
Invoice # Customer: _Date: Salesman: Deszcription: Qty: Price: Ext-Price: Pet: AppealTym
» Bl bob lonzo 10430402 administrator SPAY LARGE DOG 1 $55.00 $55.00
125 bob lonzo 10/31/02  administrator SPAY SMALL DOG 1 $35.00 $.35.00
125 bob lonzo 10/3202  administrator RABIES - 3YEAR 1 $35.00 $35.00
126 bob lonzo 10431702 administrator SPAY LARGE DOG 1 $55.00 $55.00
131 bob lonzo 1113702 administrator OVER THE COUNTER DOMATIC 1 $15.00 $15.00
131 bob lahzo 1113402 administratar OWER THE COUMTER DOMNATIC 1 $0.00 $0.00 -
148 bob lonzo 1118702 administrator BASIC ADOPTION 1 $35.00 $35.00  Julie
140 Claire D anford 11414402 administratar OWER THE COUNTER DOMNATIC 1 $.30.00 $30.00
153 Claire Danford 3418/04  administrator EUTHAMASA COMPOLND 1 1 $0.00 $0.00
154 Claire Danford 3A18/04  administrator OWER THE COUNTER DOMNATIC 1 $22.00 $22.00 AddJournal
159 Eric irell 3/28/04  administrator OVER THE COUNTER DOMATIC 1 $0.00 $0.00
27 hikj jhk 10430702 administrator SPaY SMaLL DOG 1 $35.00 $35.00
127 hikj bk 1141402 administrator RAEIES -1 YEAR 1 $35.00 $35.00
137 hikj jhk 1113702 administrator OVER THE COUNTER DOMATIC 1 $15.00 $15.00
Grand Total: | $767.00
Record: MI 1 M of 29 1] | _’l_l

This screen is used to lookup history of an item or person.

Analysis Reports

B3 Shelter Analysis x|
10/942002 1043142002
Il]t:lnhel Vl |2l]|]2 Vl II][:II]I]EI | |2002 -

sun [Mon ] Tue [wed | Thu [ Fri | sat Sun [Mon] Tue [wed [ Thu | Fri [ sat
29 30 1 2 5 4 Bl 29 50 1 2 3 4 H
G T 5 10 11 12 & 7 =) &l 10 " 12
13 14 (15 16 (7 18 ilts) 13 (14 18 18 17 18 (19
20 21 22 23 24 25 26 20 21 22 23 24 25 26
27 28 29 30 31 1 2 27 25 29 30 1 =
O O EE I T O O R

Starting Date Ending Date

Adoption Analysis | Appeals By Month | Appeals By Town | Appeals By Type TOR 100 |

Choose the date range for the report and press the button for the desired report.
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Point Of Sale Reports

& Point Of Sale Reports x|
I 10/942002 | 10/942002
[Dctober x| |2002 x| |October x| [2002 ~|
Sun | Mon | Tue | Wed | Thu | Fri | Sat Sun | Mon | Tue |Wed | Thu | Fri | Sat

29 30 1 2 3] 4 g 28 30 1 2 5 4 g
=] 7 g 10 A 12 E 7 8 10 11 12
13 14 15 16 17 18 19 13 14 15 16 17 15 19
20 21 22 23 24 25 26 20 21 22 23 24 25 26
27 28 29 30 a1 1 2 27 258 29 30 31 1 2
3 4 5 =] 7 g g 3 4 5 E 7 g g

ISTaﬂing Date |Ending Date

Tatal Sales Sales By ltem Sales By Categary

Invoice Mumber

r s & Staft | = Slaltingl 25 -I
ummary? )
Profit Center: | | Ending 5 -

Choose the date range for the report and press the button for the desired report. Click the SUMMARYutton to
generate a summary only for the RECEIPTS and TOTAISALES reports. Select from a STAFF member to see only
their transactions. Select a PROFIT CENTER©O see only certain areas of the shelter. Use STARTING and ENDING
invoice numbers to zero in on a specific range of transactions (ie: the start of someone’s shift).

Financial Mailing List

B Financial Mailing List =0l x|
TVPE IWINTER 2001 APPEAL d
ISELECTEDTYPES
Selected Types e Clear List | iAdd To Lisk

» |5UMMEH ADOPTION FU

|WINTEF\ 2001 APPEAL
lll

Min $: $0.00

Max$: [ $999,999.00

SORT BY: |ZIP -

Date Range:

Have Have Kot
& Donated " Donated

Stark Date:

End Date: 12012002

™ Include all donation types

Data Oubput:

(% PrintList ¢ Expart List
PROCESS SELECTED
RECORDS

IGNORE
ALL | SELECTIONS(PRINT
ALL SPONSORS WITH

Record: 14 4 1 DOMATIONS)

The Financial Mailing List willet you create mailing labels or export list information based on financial factors.
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Creating mailing labels or an export file

1.
2.

3.

Clear list (to remove prior settings). The Selected Types window will clear.

Choose your SORT option from the drop down list. You can sort by any criteria; ZIP code is the most common
to take advantage of bulk mail rates.

Include optional dollar ranges by entering min and max dollar amounts.

Choose an optional date range and whether you are targeting people that have or have not donated in that
time period.

Choose the APPEAL type from the dropdown window, then press ADD TO LISTor click the INCLUDE ALL
DONATIONS$ype to select anyone who has donated.

Repeat step 5 as needed to create your labels.

Choose to either PRINT LIST (labels) or EXPORT LISTto create the ASCII export file from your selections.

Press the PENCIL button to process the labels. If you have chosen PRINT LIST, the labels will preview on your
form . Press the printer ICON to send them to the printer. If you have chosen EXPORT LIST, you wilbe
prompted for an EXPORT FILE NAME.

Press the ALL button to print to ignore any selections and simply print (or export) all records on the master
list that have at least one contribution in the APPEALSletail on the Master List.

Financial Support Menu

B Financial Support Menu

. :‘-'f'-i. . J‘.EEP'I—:E’FHEHD .' ; 1‘%(101]t_1‘%-FI‘ie11(1

«— = - HUMARE BHELTEE.

M 200 ERSTSTREET
* ANTTONN, USH,

Animal Shelter Managernent

Appeal Types
Fund Codes
Memarials/Honors
Reazon Codes
Source Codes
Fayment Types

Prafit Centers

L 0 8 o

Return Tao Financial Menu

All Rights Eeserved. This software and
aszociated documentation may be used only
under license from lzland Buzsiness Group, Inc.
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Appeal Types

B Adopt-A-Friend Appeal Types [ _ |O] =]

Appeal Type I.ﬂ-.d Jaournal

Appeal$ | $25.00

FundCode: [Biark of MY One |

Recard: Hl 4 || LI | HIF!I of 56

Enter appeal name, default amount and fund code

Fund Codes
B FundCodes =] E3

Fund Code IE

Fund Deszcription |Bank af MY One
Recard: H|1|| 1 |r||r||ue| of 1

Enter fund information.

Memorials/Honors
B Memornials/Honors [_ (O]

Memorial Code IJD

Memorial Descript |Jimm_l,l Dean

Recard: Hl 5 || 1000k | H|H£| of 1

Reason Codes

B ReazonCodes H=] E3
Reason Code I,-'l'-.
Reazon Description IEEheraI Fund Gift

Record: H| o || 1 >|H|m| of 1

Source Codes
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B Source Codes Hi=] E3

Source Code Ih-'l1

Source Description |Mailing Ore

Record: H| o || 1 h|h||m| of 1

Payment Types

B Adopt-A-Friend Animal Paymenk o ]

Record: I4|<|| 1 >|PI|H9| of 9

Maintain the Payment Type list.

Profit Centers

B Adopt-A-Friend Profit Cente -0l x|

4 Profit Center [JIT
Record: H|4|| 1 }IHI)*I of 4

Maintain the Profit Center list.
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System Administration Menu

B System Administration

Adopt-A-Friend

Animal Shelter Management

Supparting Tables

_I Security

_I E xport Ta Yirtual Adophion
_I Diatabaze Backup

_I Required Field Contral

_I tain Menu

A1l Rights Eeserved. This software and
azzociated documentation may be used only
under license from lzland Business Group, Inc.

The System Menu offers the following functions:

Support Tables — Enter information used throughout the system.

Security — Set Passwords and user privileges.

Export To Virtual Adoption -Export your adoption records and images to your FTP/web site.

Database Backup — Make backup copies of your Adopt-A-Friend data files to the Backup folder in the folder
where your data is located.

Required Field Control — Control which of the listed fields are required entries for the Master List. The
‘Enforce Required Fields’ check box switches this feature on/off globally.

Supporting Tables

E Supporting Tables
Adopt-A-Friend
Animal Shelter Management

Appeal Types

_I Categories

_I Items/Services

_I Weterinarians

_| ZipCode

_I Document Wirding

_I Main Menu

L1l Rights Reserved. Thiz software and
mzzociated documentation may be used only
under license from lzkand Business Group, Inc.
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Enter and maintain the following information:

Appeal Types — Define the type of appeals your shelter supports.

Categories — Define the type of products and services your shelter provides. You can define which categories
of Items and Services will update the Appeals, Adoptions, Surrender, Reclaim, Reminder and Health information.

Items/Services — Maintain the Products and Services your shelter provides. Assign them to the various
categories.

Veterinarians — Maintain a list of local area veterinarians.
Zip Code — Maintain a database of Towns and their associated zip codes for use throughout Adopt-A-Friend.
Document Wording — Control the wording on various forms.

Maintain information on local area veterinarians.

Zip Codes

5 Adopt-A-Friend ZIP Codes 10| x|
Mo [EEEEE

ciTY IO':.fs:ter Blay

STATE MY

FONE I
Fecard: Hl 4 || 1 b |H |He|

Maintain Zip Code Information.

Document Wording
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B3 Adopt-A-Friend Document Wording ol x|
Adoption Contract Wording:

?I HEREEY ACKNMOWWLEDGE RECEIVING FROM THE [your company name] THE AMIMAL ﬂ

[DESCRIBED ABOVE WHICH | AGREE TO

1) GIVE THE ANIMAL PROPER AND HUMANE CARE,FOOD WATER, SHELTER, EXERCISE,

AND ALL OTHER NECESSITIES.

2) PROVIDE THE PET WITH VETERINARY CARE AT MY OWN EXPENSE ON & YEARLY BASIS FOR BOOSTER
[\ACCINATIONS AND AS NEEDED FOR MEDICAL PROBLEMS =
Sterilization Contract Wording:

[Fote: Surgical Relsase

This tacity is not & hospital or & full care faclity for the treatment of sick o injured animals. k is & specialized clinic
lestablished primarily for the purpose of spaying and neutering dogs and cats

|l surciery and services are performed st the risk of the owner. The surgery performed is & maior surdery
Surgical Release Wording:
icte: Surgicel Release

[This facilty is not a hospital or & full care faciity for the treatment of sick o injured animals. It is & specialized clinic
lestatished primarily for the purpose of spaying and neutering dogs and cats.

|1l surcrery and services are performed et the risk of the owner. The surgery performed is & maior surgery.
Owner Animal Surrender Agreement Wording:

[ am surrendering ownership of my pet tothe [your company namel. | cerlify that | am legal owner of this arimal. |
lunderstand that the [your company name] mekes no guarantees o promises that it wil place my animal in the
[adloption program. | agres that the tispostion of my animal is left entivsly to the discretion of the [your company
Irame]. | ralincuish the right to ostain any information about this animal upon surrender to the [your company
Irame]. | relincuish &ll claims on my animal and il in no way hold the [your company name] responsisle for the
[final clispostion of ths animal turned in by ms. To ths best of my knowledss, this animal has not biten anyons in
Finder Animal Surrender Agreement Wording:

3 surrendering cwnership of my pet tothe [your company namel. | certify that | am legal owner of this animal. |
lunderstand that the [your company name] makes no guarantsss o promises that it wil place my animal In the
[adloption program. | agres that the tispostion of my animal is left entivsly to the discretion of the [your company
Irame]. | ralincuish the right to ostain any information about this animal upon surrender to the [your company
Irame]. | relincuish &ll claims on my animal and il in no way hold the [your company name] responsisle for the
[final clispostion of ths animal turned in by ms. To ths best of my knowledss, this animal has not biten anyons in
Animal Control Warning Hotice Wording:

[This 15 ot & court summons, but & warning ksued 5 & courtesy in callng your attention to ths legal violation &
inclicated sbove

Maintain wording for the various contracts and forms.
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Security Menu

E3 Security

ity 7 ADOP A ERIEND z ; 1‘%.(101]t_1q_ FI‘].EI].(]-

f— = HUMALE EHELTEE

Em 2020 EASTSTREET
& § ARTTOAK, LIS S ;

Animal Shelter Managerment

_I Logon Time-out Feature

_I kd ain b enu

A1l Rightz Rezerved. This zoftware and
azzociated documentation may be used anly
under license from lsland Business Group, Inc.

Enter and maintain the following information:

Users — Define the type of appeals your shelter supports.

Tasks — Define the type of products and services your shelter provides. You can define which categories of
Items and Services will update the Appeals, Adoptions, Surrender, Reclaim, Reminder and Health information.
Logon Tine-out Feature — Maintain the Products and Services your shelter provides. Assign them to the

various categories.

Users
_Ioix]
e Prafit
*USER ID *PASSWORD  * Full Mame *Type BT ARy Donations Center
'|Mladministratm |.-'-‘u:|ministratu:ur |a'-‘l.|:lministra;|| | |7|ALL ;l
* denates a required field
Record: HI 1 II 1 ke ek af &

The Users form allows user information to be are added and modified. A user type is selected from the standard
types to define the users access rights. The View donations check box enables the viewing othe Master List
forms Pledge/Appeal information and the Secure memo field.
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Tasks

B Tasks - |O] =
mrasks 10| x|

4 Tazk # |_§' T azk, Description |.-“-‘-.|:Iministrat|:|r
T azk Rightz
4 | Switchboard Page |.-i‘-.|:||:||:|t-.-i‘-.-Frienu:| b ain Menu [
»
Numla:urgr Switchboard Item ﬁui:gchetzs
4 | 1 [People [edit mode =]
I 2 |F'ets IEu:Iit mode ;l
[ 3 [Municipal [edit mode |
I 4 |Health Ieu:lit rnode ;l
I 5 |F'|:|int Of Sale Ieu:lit miode ;l
[ B [Financial {edit mode =]
I 7 |Sy$tem Adminiztration IEu:Iit mode ;l
[ 8 [About Adopt-4-Friend [edit mode |
Record: 14| 4 |[[7 2 » Iwi[r#|of 3

The Tasks form is used to maintain the standard task types and the rights these types have for each switchboard
(menu) item.

Logon Time-out

i
Logon time-out I @ {minutes)

Time duration before a useris
required to re-enter a user ID and
passwaord.

Enter zero "0" to disahkle time-out
feature.

Application must be restarted for
change to take effect.

The Logon Time-out form is used to control how long Adopt-A-Friend willremain idle before requiring the user to
log on again. Entering O minutes will disable this feature, therefore only requiring user logon at program startup.
This helps prevent someone from entering data under another users logon.
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Export to Virtual Adoption

E3 Virtual Adoption Upload x|

Domain Mame: I [ Pet Finder Upload

User Mame: I

Password: I

Remaoke Startup Direcktary: I

Remate Data Directory: I

Remote Pickure Directory: I

Edit: Settings |

Click Ta Upload
Save Setkings |

Adopt-A-Friend 7.0™ can be configured to update your Microsoft Front Pagewebsite with pictures and
descriptions. Fill in the appropriate account information, make sure that the the Petfinder upload check box is
NOT selected, then CLICK TOUPLOADand your descriptions and associated pet photos will be uploaded. (You
must have the virtual adoption page installed on your web site and properly configured) .

(**PLEASE CONTACT YOUR PETFINDER ORGS AND/OR WEBMASTER BEFORE ATTEMPTING THIS UPLOAD™*)

Export to Petfinder.org© Petfindelﬁcu\m

With the cooperation of the good people at petfinder.org, Adopt-A-Friend 7.0™ can be configured to update your
petfinder.com adoption listings. Fill in the appropriate account information, click the Petfinder check box, then
CLICKITO UPLOAILNd your descriptions and associated pet photos will be uploaded.

Database Backup

~lox]
Backup the database files. Backup Data Now |

Please keep all users from updating records during this process!

Status: ﬂ

Makes backup copies of your Adopt-A-Friend data files to the Backup folder in the folder where your data is
located. **WARNING — THIS DOES NOT REPLACE A GOOD EXTERNAL BACKUP PROCEDURE. THIS SIMPLY

PLACES A COPY OF THE DATABASE IN A SUBDIRECTORY OF THE SERVER. BACKUPS ARE EXTREMELY

IMPORTANT, SEE YOUR SYSTEM ADMINISTRATOR***
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Required Field Control

_iaix
Enforce Required Fields [~ | :
Form Field Required
b aster List [Peaple] |[Title Prefis -
[Master List [People] |[First Mame r
|Master List [People] ||Last Mame ||-
|Master Ligt [People] | |Address [t Line] ||_
|Master List [People) ||Eit_l,l ||_
|Master List [People] ||State ||_
|Master List [People] | |Zip Code ||-

-

Record: |1|{|| 1 >|»||He| of 7

This form controls which of the listed fields are required entries for the Master List. The ‘Enforce Required
Fields’ check box switches this feature on/off globally.

How To.....

Process An Adoption

The process of adopting out a pet begins with having the proper Categories, Services and codes set up in

Adopt-A-Friend©. An adoption proceeds as follows:

1)
2)
3)
4)
5)

6)
7)

Go to the POS screen.

Start to type the last name of the person who is adopting the pet into the CUSTOMER drop down window.
Drop down the list and see if the person is on it. If they are, choose their name from the list, and proceed to
step 4 below.

Press the ESC key to exit the CUSTOMERdrop down. Press the MASTERLIST button and enter the new
customer.

From the Item Number Drop down, choose the appropriate code for this adoption service. The PET ID drop
down on the right of the row will present a list of Adoptable pets. Choose the pet that is being adopted

Enter the payments in the payment box.

Press the RECORD SALBbutton and print a receipt if desired.

The Adoption form will Pop up, filled out appropriately. Print the adoption contract and applicable health
records.

Process An Intake

The process of taking in an Animal as an Owner or Finder surrender begins with having the proper Categories,
Services and codes set up in Adopt-A-Friend©. An intake proceeds as follows:

1)

Go to the POS screen.
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2)

3)
4)
5)

6)
7)

Start to type the last name of the person who is surrendering the pet into the CUSTOMER drop down window.
Drop down the list and see if the person is on it. If they are, choose their name from the list, and proceed to
step 4 below.

Press the ESC key to exit the CUSTOMERdrop down. Press the MASTERLIST button and enter the new
customer.

From the Item Number Drop down, choose the appropriate code for this intake service. The PET ID drop
down on the right of the row wilpresent a list of pets. If the pet has already been entered into the system,
choose that pet. If not. The system will prompt ‘Add This Pet?’. Answer yes and complete the pet record

Enter the payments in the payment box.

Press the RECORD SALBbutton and print a receipt if desired.

The Pet Record will again pop up, filled out appropriately. Print the finder or surrender agreement and fill in
any additional information.

Process A Spay, Vaccination or Medical Procedure

The process of a pet medical or surgical procedure begins with having the proper Categories, Services and codes set
up in Adopt-A-Friend©. Proceeds as follows:

1. Go to the POS screen.

2. Start to type the last name of the person who is bringing in the pet into the CUSTOMER drop down window.
Drop down the list and see if the person is on it. If they are, choose their name from the list, and proceed to
step 4 below.

3. Press the ESC key to exit the CUSTOMERdrop down. Press the MASTERLIST button and enter the new
customer.

4. From the Item Number Drop down, choose the appropriate code for this medical service. The PET ID drop
down on the right of the row wilpresent a list of the customers pets. If the pet has already been entered into
the system, choose that pet. If not. The system will prompt ‘Add This Pet?. Answer yes and complete the pet
record.

5. Enter the payments in the payment box.

6. Press the RECORD SALButton and print a receipt if desired.

7. The appropriate spay, medical and or vaccination form will pop up automatically and any corresponding
certificates and/or reports can be printed.

Sell Any Item

The process of a selling an item begins with having the proper Categories, Services and codes set up in Adopt-A-
Friend©. Proceeds as follows:

=

Go to the POS screen.

Start to type the last name of the person who is bringing in the pet into the CUSTOMER drop down window.
Drop down the list and see if the person is on it. If they are, choose their name from the list, and proceed to
step 4 below. YOU MAY ALSO CREATE A ‘DUMMY’ CUSTOMER SUCH AS ‘SHELTER CUSTOMER’ TO SELL
ANY ITEM THAT YOU DO NOT CARE ABOUT ASSOCIATING WITH AN INDIVIDUAL.

Press the ESC key to exit the CUSTOMERdrop down. Press the MASTERLIST button and enter the new
customer.

From the Item Number Drop down, choose the appropriate code for this item.

Press the RECORD SALBbutton and print a receipt if desired.
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Take A Donation

The process of a taking a donation through the POS system begins with having the proper Categories, Services and
codes set up in Adopt-A-Friend©. Proceeds as follows:

1. Go to the POS screen.

2. Start to type the last name of the person who is making the donation into the CUSTOMER drop down window.
Drop down the list and see if the person is on it. If they are, choose their name from the list, and proceed to
step 4 below. Press the ESC key to exit the CUSTOMER drop down. Press the MASTER LISTbutton and enter
the new customer.

3. From the Item Number Drop down, choose the appropriate code for this donation. The Appeal drop down on
the right (where you had the Pet ID dropdown before), gives you a choice of which appeal to apply the
donation to. THERE ARE ADDITIONAL FIELDS THAT YOU MAY FILL OUT ON THE APPEAL RECORD OF THE
DONATOR AFTER THE SALE.

4. Press the RECORD SALBbutton and print a receipt if desired.

Tips For Making Getting The Most Out Of Adopt-A-Friend

As with any software package, you will get out of Adopt-A-Friend,what you put into it. A through understanding of
the use of computers and familiarity with the Microsoft Office Suite will help you utilize the software to it’s
greatest potential.

Using the advance filtering and querying abilities of Adopt-A-Friend will help you find and analyze information
about your database. We recommend training on Microsoft Access from a reputable computer school or training
center to learn how to take advantage of these advance tools. There are also many good books that can help you
learn how to use this very powerful database.
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