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Lodge Record Keeping Software 9/15/2006

Enter potential candidate information in the Name and Address section of the
software. Be sure to check the “Guest” Check Box. By doing this you will have
everything you need to fill out the Investigation Reports at your fingertips. By
printing the “Guest List” on a regular basis you can remind yourself about what
follow up may be needed. Add Email Id to your Petitions.

If you forget your USER NAME and PASSWORD you may find it by browsing
the “Lodge.txt” File in the “C:\LodgeRecords” Directory using Notepad™ or any
word processing software. You will easily recognize your USER NAME and
PASSWORD. All this information is needed by the software. If you mangle it
just copy a fresh file from your installation CD, you will of course have to re-
enter your Lodge Name and Number. Once you do this the default USER NAME
of “admin” and PASSWORD of “password” will be used.

In order to record “Past Masters” from other Lodges use the ADD/DELETE
OFFICE NAMES Function to enter something like “Past Master of Lodge No.
1435, Allen Texas ™. If is critical that the first 11 positions are exactly “Past
Master” or “PAST MASTER?” or first 2 positions “PM” because the software
looks for these key words. The Title you enter will be printed on the Worshipful
Master Report.

Although you can use the “All” parameter when creating Entered Apprentice,
Fellowcraft, and Master Mason Reports, it does not make sense unless you are
hunting a problem. Specify a year to save paper and time.

When reporting bugs/problems it is helpful to include screen shots and/or copies
of reports having issues. Screen shots may be captured using the print screen key
and then paste into a word document. Attach that document to the email
describing the problem.
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