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U
ser M

anual
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A
dditional S

oftw
are on the C

D

To sa
ve y

ou a little dow
nload tim

e, I ha
ve included a few

 progr
am

s supplied
as redistributable files by other m

anufacturers.  T
he nam

es of the folders
describe their contents.

N
o w

arranty is given or im
plied for the additional softw

are.

In the ev
ent that y

our data is dam
aged, I ha

v
e included a Jet database

reco
v

ery / repair utilit
y on the C

D
.  D

o N
O

T
 use it w

ithout sending details of
the error m

essages y
ou are receiving to m

e.  A
dvice on how

 to proceed w
ill

then be giv
en.

A
gain, no w

arranty is given or im
plied that the repair utility w

ill be
able to recover your data.

For y
our inform

ation, to m
inim

ise the chance of data dam
age, LodgeD

at is
com

pacted and repaired autom
atically each tim

e it is closed.  In order to
ensure this happens, please use the buttons on the m

ain M
enu to close the

system
 dow

n, r
ather than using the ‘C

lose W
indow

’ button or ‘E
xit

’.

Lost or D
elayed Licencing

If y
ou forget to request and install y

our licence details w
ithin 14 da

ys of
installing LodgeD

at, it w
ill tim

e out and y
ou w

ill not be able to use it.

A
 utilit

y is included to enable y
ou to request a Licence N

um
ber and enter it

w
hen it is receiv

ed.  LodgeD
at w

ill then be a
vailable to y

ou again w
ithout

ha
ving to re-install it.  Y

ou w
ill not ha

ve to use this utilit
y unless y

ou forget.

O
pen the m

ain LodgeD
at folder at ...

‘C
:\D

ocum
ents and S

ettings\A
ll U

sers\A
pplication D

ata\LodgeD
at

’
... and double click ‘LD

_R
eg’  y

ou w
ill be able to request or enter a

Licence N
um

ber from
 the form

 that opens.

C
lose the form

.  A
fter entering a v

alid Licence N
um

ber
, LodgeD

at can be
opened in the usual w

a
y.

R
e-installing LodgeD

at

If y
ou need to re-install LodgeD

at for an
y reason, ensure y

ou m
ak

e a cop
y of

your personal user data before y
ou do so

.  Y
our personal user data is stored

in the ‘LodgeD
at_U

ser
’ file w

hich is stored in:
‘C

:\D
ocum

ents and S
ettings\A

ll U
sers\A

pplication D
ata\LodgeD

at\U
serD

ata’

H
a

ving re-installed LodgeD
at, y

ou can then cop
y y

our sa
ved personal data

file o
ver the top of the file in this folder after re-installation.
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T
he M

ain M
enu

T
his is the starting point for all y

our w
ork.  Y

our U
ser N

am
e and Licence

N
um

ber
, together w

ith the v
ersion y

ou are using, are show
n at the top of the

form
.

A
dm

inistration S
ection

T
he adm

in functions are started here:

E
dit the adm

inistr
ation settings

E
dit the lists that drop dow

n on form
s

A
dd, edit or visit M

asonic w
eb sites, etc

V
iew

 the R
eadM

e docum
ent

R
egister LodgeD

at
R

equest a registr
ation code

A
dm

inistrative S
ettings F

orm

C
hoose w

hether y
ou w

ant to retain adm
in privileges or not using the first

check bo
x.

C
hoose w

hether y
ou w

ant to show
 the R

eadM
e or not using the second check

bo
x.

Input y
our em

ail address if y
ou are the adm

inistr
ator (usually).

S
et the lodge, chapter

, concla
ve, etc, y

ou w
ill usually be w

orking w
ith from

31

S
orts apply only to the field selected, so selecting the ‘S

urnam
e’ field and

sorting on that w
ill put records into alphabetical order by surnam

e but w
ill

not include the first nam
es in the sort, so the results m

a
y not be as y

ou
expected.

B
y default, each form

 is sorted into the m
ost usual and useful order for the

data presented and rem
o

ving an
y user

-applied filters or sorts w
ill restore

this order
.

T
he ‘W

eb’ m
enu

T
his giv

es y
ou easy access to the W

W
W

 and y
our fa

vourites folders.

T
he ‘H

elp’ m
enu

T
his pro

vides shortcuts to the on-line support and help files, updates on
the LodgeD

at w
ebsite, and to em

ail contact.

R
eports T

oolbar

A
 toolbar appears w

hen reports are displa
y

ed to enable printing of the
reports if required.
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the dropdow
n bo

x.  Y
ou cannot select a lodge that is not listed.  If the lodge

you w
ant to use is not listed, y

ou m
ust add it first using the ‘M

asonic O
rders’

form
, the return to select it.

T
he fields shaded pink should only be changed if absolutely necessary

.  T
hey

contain the location, or ‘P
ath’ to the progr

am
s referred to b

y LodgeD
at.  If

the details are set up incorrectly
, y

ou w
ill receiv

e error m
essages w

hen trying
to use the functions that use these settings.

It is easier to set up the W
ord P

rocessor
, S

preadsheet and E
m

ail paths using
the ‘P

roductivit
y S

uite’  selector
.  T

he details are autom
atically entered for

you w
hen y

ou select a v
ersion of M

icrosoft O
ffice.

If y
ou do not use M

S
 O

ffice, y
ou w

ill ha
v

e to search for the progr
am

 y
ou use

using the ‘F
ind’ button for each of them

.

C
hoose the siz

e of paper y
ou prefer

.
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LodgeD
at M

enus

T
he m

enus a
vailable w

ith LodgeD
at supplem

ent the actions pro
vided b

y the
buttons on the form

s and, in som
e cases, replicate them

.

T
he ‘F

ile’ m
enu

T
his has only 1 entry: ‘E

xit
’.

T
he ‘E

dit’ m
enu

T
his has entries for ‘C

op
y’, ‘P

aste’ and ‘U
ndo’ as w

ell as the ‘F
ind’ option.

B
y selecting a field on a form

 and then clicking ‘F
ind’

, a dialog w
ill appear

w
hich enables a search to be m

ade on an
y field.  T

he sam
e dialog enables

data to be replaced.  U
se this option w

ith care!

T
he ‘R

ecords’ m
enu

T
he ‘D

elete’ option is block
ed w

hen records
should be protected.

To sort records, click in the field y
ou w

ant
to sort by and then choose the appropriate
sort option.  T

o put the data back into its
default order

, use ‘R
em

o
ve F

ilter / S
ort

’.

To select records containing specific data,
show

 a record w
hich contains the data to

be found, click in the field w
hich contains

th
e

 d
a

ta
, a

n
d

 th
e

n
 ch

o
o

se
 ‘F

ilte
r b

y
S

election’
.  O

nly those records containing
the data w

ill be show
n.  T

o show
 records

w
hich do N

O
T

 contain the data, use the
‘F

ilter E
x

cluding S
election’ option instead.

To
 p

u
t th

e
 d

a
ta

 b
a

ck to
 sta

n
d

a
rd

, u
se

‘R
em

o
v

e F
ilter / S

ort
’.

‘Toggle F
ilter

’ sw
itches the last filter used on and off

.

W
hen form

s are closed using the ‘C
lose’ button, the sorts and filters are

rem
o

v
ed.  T

he next tim
e y

ou access the form
s, they w

ill show
 all data in the

standard w
a

y.

If y
ou open LodgeD

at after closing it dow
n w

ith a form
 left open, the data

m
a

y still be filtered or sorted and som
e records m

a
y not appear

.  U
se ‘R

em
o

v
e

F
ilter / S

ort
’ to correct this.



4

C
hoose the productivit

y suite y
ou use.

C
hoose the em

ail progr
am

 y
ou prefer

. T
his w

ill autom
atically change the

E
m

ail path.

If y
our preferred em

ail progr
am

 is not listed, y
ou w

ill ha
v

e to brow
se for the

progr
am

 file (.ex
e) using the E

m
ail ‘F

ind’ button.

S
et the v

ersion of W
indow

s y
ou use.

C
hoose the siz

e of labels y
ou use.

D
ata Input S

ection

F
rom

 here y
ou can access all the other

form
s.

S
om

e of the form
 actions copy tem

plates
in

to
 

fo
ld

e
rs

 
w

h
ic

h
 

a
re

 
g

e
n

e
r

a
te

d
autom

atically
.  T

he m
ain folder is created

in y
our ‘M

y D
ocum

ents’ folder and is called
‘LodgeD

at
’.  S

ubfolders are created for
im

ages that m
ight be of use to y

ou, and a
new

 folder is autom
atically created in ‘M

y
D

ocum
ents\Lodgedat

’ for each lodge y
ou

w
ant to do things for

.  T
em

plates and other
files used by the system

 are copied into
these folders as they are needed and y

ou
can personalise them

 as required (if y
ou

know
 how

).

If y
ou dam

age a tem
plate, sim

ply delete it from
 the lodge folder in:

‘M
y D

ocum
ents\LodgeD

at\W
hatev

erLodge’ and it w
ill be replaced the next

tim
e y

ou need it.  A
lternativ

ely, y
ou can cop

y an
y tem

plate directly from
:

‘C
:\D

ocum
ents and S

ettings\A
ll U

sers\A
pplication D

ata\LodgeD
at\T

em
plates’

.

IM
P

O
R

T
A

N
T

D
O

 N
O

T
 delete or m

odif
y an

y of the files in ‘C
:\D

ocum
ents and S

ettings\A
ll

U
sers\A

pplication D
ata\LodgeD

at\T
em

plates’; m
odif

y the cop
y y

ou place into
your lodge’

s folder in ‘M
y D

ocum
ents\LodgeD

at\W
hatev

erLodge’ instead.  T
hat

w
ay, each personalisation applies only to a specific lodge.

29
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You can alw
a

ys, of course, design y
our ow

n form
s in W

ord and use LodgeD
at

to gener
ate the data to be m

erged into them
.  T

he data exported for use w
ith

the tem
plates is stored in ‘C

:\D
ocum

ents and S
ettings\A

ll U
sers\A

pplication
D

ata\LodgeD
at\O

utput\LodgeD
at_O

utput
’.

A
ll the form

s ha
ve a toolbar sim

ilar to the one below
.

T
he first four are for record na

vigation – F
irst – P

revious – N
ext – Last.

T
he ‘w

ristw
atch’ button changes the date y

ou updated the record.  C
lick it if

you w
ant to set the ‘R

ecord U
pdated’ field to toda

y’s date.  (Y
ou can also t

ype
the date in m

anually
.)

T
he ‘disk’ button sa

v
es the record.  A

lthough records are sa
ved autom

atically
as ypou m

o
v

e from
 one to the next or close the form

, y
ou m

ight w
ant the

‘com
fort factor

’.

T
he labels sa

y w
hat each of the other buttons do

.

For help on use of the LodgeD
at m

enus, see later
.
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U
sing A

utoR
oute

If y
ou ha

ve M
icrosoft A

utoroute
in

sta
lle

d
, y

o
u

 ca
n

 u
se

 it to
displa

y a m
ap of w

here y
our

m
em

bers liv
e.

O
n

 th
e

 m
a

in
 ‘M

e
n

u
’ se

t th
e

Lodge y
ou w

ant to use, ‘P
repare

M
em

bership D
ata’

, and ‘S
tart

A
utoR

oute’.

C
lick ‘D

o It N
ow

’
.

W
hen A

utoR
oute starts, use D

ata \ Im
port D

ata W
izard’

.

N
a

vigate to ...

C
:\D

ocum
ents and S

ettings\A
ll U

sers\A
pplication D

ata\LodgeD
at\O

utput

... and select ‘Lodge_O
utput

’ as the source of y
our data.  W

hen prom
pted,

you should select ‘lodge_contacts’ as the table that contains the data to
im

port.  C
om

plete the w
izard.  T

he data is now
 a

vailable to use to gener
ate

a m
ap for y

ou.  A
utoroute w

ill rem
em

ber the location for the next tim
e y

ou
w

ant to im
port data.

T
he sam

e data can be used in other progr
am

s that can use A
ccess files as the

source of their im
ports. ��

��

��

�

��

��

��

�
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P
ersonal D

etails

F
ull details about a person can be entered here.   A

ll the people associated
w

ith y
our lodge (and others as required) should be entered if y

ou w
ish to

refer to them
:

M
em

bers
V

isiting M
asons

P
ro

vincial O
fficers

Partners (for social ev
ents, etc)

Fam
ily (for rem

em
bering birthda

ys, etc)
O

thers (for social ev
ents, suppliers, etc)

W
hilst the fields them

selv
es are self

-explanatory for the m
ost part, w

hen
com

pleting the form
:

C
ertain fields are filled autom

atically:

‘S
ex’ is guessed from

 the title if it gender
-specific.

‘A
ge’ is calculated from

 date of birth; y
ou cannot change this.

S
om

e require a little discipline if y
ou w

ant to m
ak

e the m
ost of the system

:

‘F
orenam

es’ (or the person’
s initials) should be entered w

ith a single space
betw

een each of them
.  C

alculations are done behind the scenes to displa
y

nam
es and initials on form

s, letters and table plans, etc, w
hich require this to

be done.

T
he ‘P

refers to be C
alled’ field enables y

ou to enter som
eone’

s correct full
27

U
sing P

erfectT
ableP

lan

If y
ou ha

v
e a cop

y of  P
erfectT

ableP
lan, y

ou can use the ‘P
lace’ field on the

‘M
eetings’ form

 to set the table num
ber that the person w

ill sit at.  T
his is

then exported to P
erfectT

ableP
lan for use in the ‘G

roup’ field in that progr
am

b
y selecting ‘E

xport D
ata for P

erfectT
ableP

lan’ on the ‘M
eetings’ form

.

W
hen y

ou do this, a dialog w
ill ask y

ou if y
ou w

ant to start the progr
am

.
S

electing ‘Y
es’ starts the progr

am
.

U
se ‘F

ile \ Im
port \ G

uest D
ata’

, na
vigate to:

‘M
y D

ocum
ents \ LodgeD

at \ {nam
e of lodge}’

and select ‘P
T

P
_M

eeting_D
ata.txt

’ from
 the dialog that opens.

If y
ou export m

eeting data for different Lodges, the file is stored in the folder
w

hich has the nam
e of the Lodge.

If y
ou w

ant to k
eep each m

eeting’
s data, renam

e the file appropriately before
exporting m

eeting data for the sam
e Lodge again.

A
s on the alphabetical isting page in E

x
cel, y

ou are giv
en a num

ber of options
to choose from

 as far as ‘D
ispla

y N
am

e’ is concerned.  S
elect the one y

ou
prefer

.
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nam
es  in the ‘F

irst
N

am
es’ field and still

use their ‘com
m

on’
nam

e as w
ell.

Y
o

u
 m

u
st u

se
 th

e
firs

t a
d

d
re

s
s

 lin
e

(highlighted) before
y

o
u

 
c

a
n

 
u

s
e

 
th

e
o

th
e

rs
. 

 
Y

o
u

 
c

a
n

e
n

te
r 

a
 

to
w

n
,

postcode, count
y or

country
, (or nothing)

how
ev

er, if this is all
you know

.

If y
ou w

ant to be sure y
our data is up to date, w

hen y
ou change som

eone’
s

details, click the ‘D
ate U

pdated’ button (the one w
ith the w

ristw
atch on it)

and the date y
ou m

ade the changes w
ill be updated for y

ou and sa
v

e a little
typing.

T
he ‘O

S
 R

eference’ (m
ap) fields are not used b

y the system
 (y

et), but are
pro

vided for y
our use and to enable updates to pro

vide further functionalit
y.

T
he ‘P

ostcode’ field pro
vides all the data for the in-built m

apping facilities at
the m

om
ent.

S
om

e lim
it the data you can enter:

You cannot associate a person w
ith a lodge that has not been previously set

up
.

Lodge M
em

bership t
ypes can only be chosen from

 a list (or blank).
M

em
bership status can only be chosen from

 a list (or blank).
Postcodes are autom

atically changed to upper case.
D

ate fields w
ill not let y

ou enter in
valid dates.

You can only associate people w
ith other people that ha

v
e already been set

up (obviously).
You can only associate people w

ith com
panies that ha

ve already been set up
.

S
om

e fields (bo
x

es) ha
v

e a siz
e lim

it, but that should no be a problem
 in

m
ost cases.

S
om

e fields provide you w
ith shortcuts:

A
ddresses:

If y
ou ha

ve just entered the details and an address for M
r S

m
ith, w

hen y
ou

enter M
rs S

m
ith’

s details y
ou can use the dropdow

n bo
x to select the sam

e
address w

hich w
ill be connected w

ith her
, too

.  If M
r &

 M
rs S

m
ith decide to

change the nam
e of their house from

 ‘S
ta

yinhere’ to ‘S
oonbem

o
vin’, change

the address for one and the other person’
s details reflect the change, too

.
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P
ersonalising T

able P
lans

To do this, y
ou first need to select the lodge on the ‘M

eetings’ form
 to force

the tem
plate to be copied into the relev

ant Lodge’
s folder

, if this has not
already happened.

O
nce this is done, na

vigate to ‘M
y D

ocum
ents\{lodge nam

e}’ and y
ou w

ill
find an E

x
cel w

orksheet called ‘T
able_P

lan’.

D
o N

O
T

 double-click the file to open it.

O
pen E

x
cel, and then use use ‘F

ile \ O
pen’ to find the file.  S

elect the file and
then hold dow

n the ‘S
hift

’ k
ey w

hile choosing ‘O
pen’

.  D
o not release the

‘S
hift

’ k
ey until the w

orksheet has opened.  O
pening the file in this w

a
y

prev
ents the autom

atic M
acros running.

F
rom

 now
 on y

ou are editing the tem
plate, so tak

e care.   If y
ou dam

age the
file, sim

ply delete it and it w
ill be replaced w

hen y
ou next select the Lodge in

the ‘M
eetings’ form

.

U
nder no circum

stances change any of the form
ulae.  If you do, the

tem
plate w

ill not w
ork as expected.

A
t the top of each w

orksheet y
ou w

ill find a cell w
ith the contents  ‘P

ut y
our

Lodge Logo in H
ere’

.  E
dit or delete the text and add y

our Logo using ‘Insert
\ P

icture \ F
rom

 F
ile’

.

You can change the fonts, of course, but choose a narrow
 st

yle if y
ou w

ant
the data to fit.
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If y
ou just start t

yping an address for M
rs S

m
ith, how

ev
er, this w

ill not
happen and tw

o copies of the sam
e address w

ill be stored.

If they m
o

v
e address, archiv

e the old one (and then fill in the dates) using
the ‘A

rchiv
e T

his A
ddress’ button.

A
dd their new

 address.  If they m
o

v
e back again later

, after archiving the
current address, y

ou can gener
ate a new

 instance of the previous address
(so that the dates can be different) by selecting the previous address on the
‘O

ther A
ddresses’ tab and then using the ‘C

opy A
ddress’ button.

S
om

e buttons are only available if you can do som
ething sensible

w
ith them

:

T
he ‘G

o’ button is not a
vailable for sending em

ail if no address has been
entered.
You cannot view

 a m
ap if a postcode has not been entered.

[ N
ote: T

he ‘S
how

 M
ap’ button w

ill, in due course,  use the G
P

S
 (O

S
 in U

K
)

reference in preference if y
ou ha

v
e entered the data; an update w

ill be
issued to do this.]

T
he ‘M

asonic’ tab (opposite) provides som
ew

here to store a
person’s lodge connections.

W
hen setting up a new

 contact, y
ou w

ill not be able to access som
e of the

fields on the ‘M
asonic’  form

 until y
ou ha

v
e selected a lodge to associate w

ith
the person using the dropdow

n bo
x w

hich w
ill be highlighted in y

ellow
. (S

ee
lim

itations abo
v

e.)

T
he address and other details of the lodge room

s, assum
ing they ha

v
e been

entered, w
ill be displa

y
ed, and the fields at the top of the form

 w
ill becom

e
a

vailable to y
ou.

M
em

bership num
ber (if a m

em
ber)

Type of m
em

ber (S
ee lim

itations)

25

S
elect the tab at the bottom

 of the w
orksheet that contains the la

y
out y

ou
w

ant to use.

In the exam
ple show

n, y
ou w

ill see
that som

e top table seats ha
v

e not
been allocated and there are gaps.
A

t this point, y
ou should sim

ply close
the w

orksheet dow
n w

ithout sa
ving

it; return to the ‘M
eetings’ form

 and
correct the seat allocations before
continuing.

For sim
plicit

y, y
ou can just ignore the

em
pt

y seats at the ends of the table.
N

othing w
ill be printed if they are not

allocated.

A
t the bottom

 of the list y
ou w

ill see
that there are blank lines before the
end of the table.  T

hese are the seats
y

ou did not ha
ve enough people for

.
You can hide them

 in the sam
e w

a
y

as hiding colum
ns in the alphabetical

listing.

S
im

ply select the row
s y

ou w
ant to hide, right

-click them
, and choose ‘H

ide’
.

D
on’t hide the row

s that print the end of the table or the table letter
.  S

et the
print area for this page in the sam

e w
a

y as the alphabetical listing page.

S
a

v
e the w

ork y
ou ha

ve done, bearing m
ind the w

arning earlier
.

You can now
 set up the w

ay y
ou w

ant to print the sheets out b
y selecting

‘F
ile \ P

rint P
review

’ and then adjusting the settings for each page to suit
y

ourself
.

If y
ou choose to print on a single A

4 sheet, b
y the w

ay, y
ou w

ill find the t
ype

is v
ery sm

all and y
ou w

ill not be able to read it in m
an

y cases, particularly
w

ith lots of tables and attendees.  Y
ou m

ight w
ant to spread the printing o

ver
a num

ber of  pages and then glue them
 together unless y

ou are lucky enough
to ha

ve access to a large form
at plotter or printer

.

T
he system

 w
ill, of course, also gener

ate all the other la
youts, none of w

hich
w

ill be of use to y
ou.  S

im
ply ignore them

.

If y
ou alw

a
ys w

ant a particular la
yout to ha

ve the sam
e heading or logo

printed on it for a particular Lodge, y
ou can personalise the la

y
out of  the

tem
plates for that Lodge and the changes w

ill be reflected in ev
ery plan for

that particular Lodge.
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M
em

bership status
It is useful to be able to identif

y people w
ho used to be m

em
bers and w

h
y

they left.  T
he ’M

em
bership S

tatus’ field (top right, no label) enables y
ou to

do this.

Lodge T
itle

T
his is usually B

ro
, C

om
p

, etc, but can also be M
rs, M

r
, etc, if the person y

ou
are associating w

ith a lodge is not a M
ason.

N
B

:  It w
ould m

ak
e no sense to ha

ve ev
ery

one in the database listed as
connected to ev

ery lodge.  A
part from

 an
ything else, a person m

a
y be ‘B

rother
’

in one order
, but ‘E

x
cellent C

om
panion’  in another; and plain ‘M

r
’ w

hen
visiting his w

ife’
s lodge’

s S
unda

y lunch; a m
em

ber of one lodge, but a visitor
at another in another P

ro
vince; and nev

er ev
er go an

yw
here near m

ost of
them

.  T
heir “lodge specific” details w

ill be different for each lodge. T
his

needs to be recorded if a person is to be correctly set up in connection w
ith

a lodge, and to enable order to com
e from

 chaos, each person can be connected
w

ith as m
an

y lodges as necessary
, or none at all, each w

ith their ow
n set of

titles and offices.

H
ons

U
se the supplied M

asonic H
onours or t

ype in y
our ow

n.

24

w
ithout running the built-in m

acros to be able to do this
. (S

ee later
.)

If y
ou need to prepare com

plex seating plans or the supplied arr
angem

ents
do not co

v
er y

our usual la
yout, y

ou m
a

y lik
e to purchase P

erfectT
ableP

lan.
T

his w
ill allow

 y
ou to create plans to suit an

y arr
angem

ent or occasion.

T
o generate a table plan

C
hoose the la

yout y
ou w

ant to use using ‘T
able_P

rints’
.  S

tart w
ith the top

table and, using the ‘M
asonic M

eetings D
etails F

orm
’, allocate seats in

accordance w
ith the seating codes. W

ork from
 the m

iddle of the top table
outw

ards if y
ou w

ant the plan to look right; ignore an
y spare places at the

ends of the top table - they w
ill not appear on the plan.

If the W
ardens sit at the end of the outer tw

o legs, they sholud be allocated
S

0 and J0, (that
’s z

ero not O
) respectiv

ely
, and w

illl be show
n on the plans in

the correct place. Y
ou can use the sam

e codes for equiv
alent O

fficers in other
O

rders, of course. S
ee the appropriate H

R
A

 plans for the codes for the
S

ojourners.

A
llocate the other seats, starting from

 the low
 num

bers.  S
o

, A
1 -

A
17 should

all be filled before y
ou allocate A

18, etc.  S
pread the allocations as ev

enly as
possible across all the ‘legs’: don’

t put 23 people on table A
 and 12 on table

B
, for instance.

O
nce y

ou ha
v

e allocated ev
ery

one a place, select ‘E
xport D

ata to E
x

cel for
Table P

lan’ from
 the dropdow

n m
enu.  T

he list of attendees and the details of
the m

eeting w
ill be selected autom

atically; the screen w
ill flash briefly; E

x
cel

w
ill start; the screen w

ill flash again as the data is autom
atically placed into

the tem
plate; y

ou w
ill be ask

ed to sa
v

e the seating plan and giv
e it a nam

e.
C

hoose an appropriate nam
e and w

here y
ou w

ant to sa
v

e it and then click on
‘S

a
v

e’.

N
B

:  If you choose to cancel saving the w
orksheet under a new

 nam
e,

yo
u

 w
ill o

ve
rw

rite
 th

e
 o

rig
in

a
l te

m
p

la
te

 w
h

e
n

 ca
rryin

g
 o

u
t th

e
follow

ing actions.  Y
ou do N

O
T

 w
ant to do that!

You can now
 custom

ise the appear
ance of the plan.

B
y default, a num

ber of different w
a

ys of addressing som
eone are show

n.
You can choose how

 to displa
y their details, or hide an

y y
ou do not w

ant to
show

 b
y selecting the colum

ns to hide, right
-clicking and choosing ‘H

ide’
from

 the m
enu that appears.  T

he hidden colum
ns do not appear on an

y
printed m

aterials.  If y
ou hide a colum

n accidentally
, use the ‘U

nhide’ option.

S
im

ilarly
, y

ou can hide row
s y

ou do not w
ant to print.

H
ighlight the part of this page y

ou w
ant to print and then set the area y

ou
w

ant to print using ‘S
et P

rint A
rea’

.
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Lodge O
ffice(s)

U
se the supplied M

asonic O
ffices or t

ype in y
our ow

n (space for 2 O
ffices).

B
y default ‘V

isitor
’ is entered and highlighted so that y

ou can identif
y them

easily and look after them
 w

hen they com
e to visit …

P
ro

vincial O
ffice(s)

U
se the supplied M

asonic O
ffices or t

ype in y
our ow

n (space for 2 O
ffices).

T
he ‘N

ew
’ button allow

s y
ou to add a new

 m
asonic association to the person.

T
he ‘A

rrow
’ buttons allow

 y
ou to brow

se the list of lodges already associated
w

ith som
eone.

‘D
ispla

y D
etails’ tak

es y
ou to the ‘M

asonic D
etails’  form

 and then enables
you to return to this form

.

‘A
dd U

nlisted Lodge’ (see lim
itations) allow

s y
ou to add a new

 lodge that has
not been entered into LodgeD

at and then return to this form
.

T
he ‘F

am
ily’ tab allow

s y
ou to link people; husbands and w

iv
es; m

others and
sons, etc. U

seful in the ev
ent of em

ergency or fam
ily occasion, etc.

T
he ‘P

ersonal E
v

ents’ tab pro
vides a m

eans of entering dates for an
y ev

ent in
the person’

s life; date of birth, m
arriage, death, etc.
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U
sing T

able P
lans

LodgeD
at ships w

ith sim
ple table planning

built in.  W
hen y

ou installed LodgeD
at,

E
xcel w

orksheets w
ere copied into a folder

in y
our ‘M

y D
ocum

ents’ folder
.  H

a
ve a

lo
o

k a
n

d
 y

o
u

 w
ill fin

d
 a

 fo
ld

e
r ca

lle
d

‘LodgeD
at

’.  Inside that, separ
ate folders

w
ill be set up autom

atically for each lodge
you do actions for

.  Inside each lodge’
s

folder, y
ou w

ill find 2 E
x

cel w
orkbooks;

‘Table_plan’ and ‘T
able_P

rints’
.

O
pen ‘T

able_P
rints’ and y

ou w
ill find a

num
ber of la

youts and the seating codes
for each.  D

ecide w
hich la

y
out y

ou w
ill be

using for a particular m
eeting, print it out

for reference, and use the seat codes to
allocate attendees.

’Table_P
lan’ can be personalised so that

each tim
e y

ou gener
ate a new

 table plan
afterw

ards, it w
ill include the changes y

ou
m

ak
e, 

but you w
ill need to open it
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C
hoose an ev

ent from
 the dropdow

n list or add y
our ow

n.

If y
ou do not know

 the full date, y
ou can enter partial dates or lea

v
e the

fields blank.  T
he system

 stores them
 for sorting purposes as follow

s:

A
ll details =

 full date
N

o details =
 28 D

ecem
ber [current y

ear]
Year only =

 28 D
ecem

ber (y
ear)

M
onth only =

 28 (m
onth) [current y

ear]
D

a
y only =

 (da
y) D

ecem
ber [current y

ear]
M

onth and y
ear =

 28 (m
onth) (y

ear)
D

a
y and y

ear =
 (da

y) D
ecem

ber (y
ear)

D
a

y and m
onth =

 (da
y) (m

onth) [current y
ear]

T
he ‘M

asonic E
v

ents’ tab is for entering specifically M
asonic ev

ents.
E

nter the date (if know
n)
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T
he ‘O

rders C
urrently M

eeting at T
his V

enue’ tab lists all lodges, etc, that are
m

ark
ed as ‘current

’ on the ‘M
asonic O

rders’ form
 and that ha

ve been attached
to the v

enue.  Y
ou cannot add or delete a lodge using this tab; use the

‘M
asonic O

rders, form
 instead.  Y

ou cannot edit the O
rder N

am
e, N

um
ber or

Type from
 here (use the ‘M

asonic O
rders, form

 instead) but y
ou can add or

edit details under ‘M
eeting D

a
ys and N

otes’
.

D
ata O

utput S
ection

W
hat y

ou w
ant to do w

ith data is
actioned here:

S
et the Lodge to perform

 the action
for ....

... prepare the relev
ant data ..

…
 or sim

ply start another application
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C
hoose an ev

ent from
 the dropdow

n list or add y
our ow

n.
A

ssociate the ev
ent w

ith a lodge (if required)
E

nter a few
 notes if required.

T
he ‘B

usiness’ tab is used to connect people w
ith com

panies they w
ork for

and / or are associated w
ith (y

ou decide how
 y

ou use this).  A
s m

an
y

connections as y
ou need can be m

ade.

W
hen y

ou first enter this tab
, y

ou cannot access m
an

y of the fields until y
ou

ha
ve selected a previously set up com

pan
y.

You can use the ‘S
et U

p a N
ew

 C
om

pan
y’ button to do this.  Y

ou w
ill be

returned to this form
 afterw

ards.

A
dd the relev

ant details to the fields once y
ou ha

v
e selected a com

pan
y.

U
se the ‘D

ispla
y C

om
pan

y D
etails’ button to see m

ore about the com
pan

y
and ev

ery
one y

ou ha
v

e connected w
ith it.

T
he ‘O

ther A
ddresses’ tab is w

here y
ou store address inform

ation w
hich is

not usually used (holida
y hom

es, etc) or details about w
here people used to

liv
e.
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M
asonic V

enues

‘N
otes on U

sing T
his F

orm
’

P
lease read the advice on this tab

.  It
’s up to y

ou w
hether y

ou tak
e an

y
notice, of course.
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A
lso

, if som
eone has died, it w

ould m
ak

e sense to archiv
e their address

details r
ather than displa

y it.  If another person buys the hom
e, they do not

both liv
e there at the sam

e tim
e, but they can still be recorded as ha

ving
liv

ed there.

S
ee ‘A

ddresses’ for details of how
 to use this function.

T
he ‘N

otes’ tab giv
es y

ou som
ew

here to put a potted history or gener
al

background inform
ation in an

y form
 y

ou w
ish.
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If som
eone alw

a
ys, or usually

, sits in the sam
e place (the M

aster
, W

ardens,
for instance) that seat can be set as their ‘U

sual P
lace’

.  Y
ou w

ill need to
decide how

 the tables are laid out and w
hat code to use for each seat, of

course.  F
or each m

eeting, these usual places can be added w
ith a single

click on the action m
enu.  Y

ou can also rem
o

v
e them

 in the sam
e w

a
y or

change each place individually to suit a particular m
eeting.

LodgeD
at ships w

ith sim
ple table planning built in.  W

hen y
ou installed

LodgeD
at, E

x
cel w

orksheets w
ere copied into a folder in y

our ‘M
y D

ocum
ents’

folder.  H
a

ve a look and y
ou w

ill find a folder called ‘LodgeD
at

’.  Inside that,
separate folders w

ill be set up autom
atically for each lodge y

ou do actions
for.  Inside each lodge’

s folder
, y

ou w
ill find 2 E

x
cel w

orkbooks; ‘T
able_plan’

and ‘T
able_P

rints’
.

O
pen ‘T

able_P
rints’ and y

ou w
ill find a num

ber of la
youts and the seating

codes for each.  D
ecide w

hich la
yout y

ou w
ill be using for a particular m

eeting,
print it out for reference, and use the seat codes to allocate attendees.

’Table_P
lan’ can be personalised so that each tim

e y
ou gener

ate a new
 table

plan afterw
ards, it w

ill include the changes y
ou m

ak
e, but you w

ill need to
open it w

ithout running the built-in m
acros to be able to do this

. (S
ee

‘U
sing T

able P
lans’ later for details.)

If y
ou need m

ore extensiv
e table planning facilities, the ‘E

xport D
ata for

P
e

rfe
ct T

a
b

le
 P

la
n

’ o
p

tio
n

 w
ill p

re
p

a
re

 th
e

 d
a

ta
 re

a
d

y fo
r im

p
o

rt in
to

PerfectT
ableP

lan. N
O

T
E

: this softw
are is not supplied as part of the LodgeD

at
package.  T

here is a link to their w
ebsite in ‘M

asonic Links’ (on the m
ain

‘M
enu’) under “S

upplier – P
erfectT

ableP
lan”

.  If y
ou do not install the softw

are,
the action fails, of course.

T
he data is exported into the relev

ant lodge folder
.  Y

ou w
ill be able to im

port
it into P

erfectT
ableP

lan from
 there.  T

he file y
ou need is ’P

T
P

_M
eeting_D

ata’
.

If y
ou run the action again for the sam

e lodge, the file is replaced.  If y
ou

w
ant to k

eep each m
eeting’

s data separ
ately

, y
ou w

ill need to renam
e the file

before y
ou run the action again.  Y

ou w
ill need to visit the P

erfectT
ableP

lan
w

ebsite for detailed support.
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M
asonic O

rder D
etails

F
ull details about a Lodge, C

hapter
, C

oncla
ve, etc, can be entered here.

You cannot duplicate a lodge num
ber in the sam

e order; the system
 stops

y
ou.

Lodges that cease to exist can be left on the system
 and their status recorded.

T
he address of the lodge can only be selected from

 those already set up
.  If

you are setting up a new
 lodge at a new

 v
enue, set up the v

enue first.

T
he list of ‘P

ro
vinces’ supplied w

ill be expanded as tim
e goes on, but if the

one y
ou w

ant to use is not listed, feel free to t
ype another in.  T

he sam
e goes

for ‘C
onstitution’

.

T
he ‘P

rim
ary C

ontact
’ tab allow

s y
ou to select a m

em
ber (only) of a lodge as

the first person to get in touch w
ith; usually the S

ecretary
.
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it to the left of the record) and using the ‘D
elete’ k

ey on y
our k

eyboard.

If y
ou w

ant to lea
ve the person on the list for record purposes, but not

include them
 in the attendees for data output, sim

ply untick the bo
x labelled

‘A
ttend’ and they w

ill be om
itted from

 an
y data exported for table planning.

In
vitations sent and replies receiv

ed can be recorded, as can w
hether they

actually attend (or intend to attend).  B
y default, for new

 attendees added to
the list, the check bo

x is filled in as if they attended.

R
em

em
ber: if the ‘A

ttend’ box is not ticked, the person w
ill not be

included in the data output.

If an
y of the ‘In

vite ...
’ actions is used, the ‘In

vitation’ bo
x is updated to

‘S
ent’ and the ‘S

ent
’ date is com

pleted for the relev
ant people.

M
ark

ers can be set, or rem
o

v
ed, for attendees in a num

ber of w
a

ys.  T
he

m
ark

ers can be used to filter the data used in W
ord w

hen m
erging it; directly

from
 the form

 to send in
vitations to selected attendees; or to prepare a

sum
m

ary of the m
eeting for the m

ark
ed people show

ing the am
ounts paid /

outstanding.

S
electing the appropriate ‘ .. R

eports - M
ark

ed’ option opens a W
indow

 w
ith

a preview
 of the report in it and a toolbar appears so that y

ou can print the
report if required.

T
he cost of the m

eeting can be added to each attendee’
s listing using the

‘A
dd’ button next to the ‘C

ost
’ field for the m

eeting.  In the sam
e w

a
y, the

cost can also be rem
o

v
ed using the ‘R

em
o

v
e’ button.

N
ote:  R

ather than affecting an
y existing data entered for individuals as far

as ‘paid’ and ‘ow
ing’ is concerned, these fields are not changed by using the

‘A
dd’ or ‘R

em
o

v
e’ buttons.  C

hanging or entering an am
ount in the ‘P

aid’ field
for an individual w

ill, how
ev

er, calculate the am
ount ow

ing and enter it into
the relev

ant field,  T
he v

alue can be o
v

erw
ritten if y

ou w
ish.  W

hen a new
attendee is added, all the fields are com

pleted to sa
v

e a little effort.
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T
he ‘A

ll C
urrent Lodge C

ontacts’ tab show
s ev

ery
one – M

ason or non-M
ason,

m
em

ber or visitor – y
ou ha

ve connected w
ith the lodge for an

y reason (if
they are still living) in alphabetical order

.

You can choose a m
em

ber (only) as their usual host, decide if y
ou w

ant to
allocate them

 as a ‘R
egular A

ttender
’ at m

eetings (used on the ‘M
eetings’

form
) and a ‘S

elect
’ field has been included for future functionalit

y and use
w

ith other applications.

If a nam
e does not appear on the list, y

ou can choose from
 the existing list

of contacts or add a new
 one.  If y

ou w
ant to see a person’

s details, y
ou can

jum
p str

aight to them
 and then return here afterw

ards.  T
he total num

ber of
people w

ho are currently associated w
ith a lodge is displa

y
ed.

T
he ‘C

urrent Lodge M
em

bers’  tab show
s just the m

em
bers of the lodge in

alphabetical order and displa
ys their m

em
bership num

ber
.

T
he ‘H

istorical M
em

bers’ tab show
s all m

em
bership details in m

em
bership

num
ber order

, and includes those past m
em

bers w
ho ha

v
e left for an

y reason
or are deceased.  Y

ou can record the reason their m
em

bership ended. D
o not
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M
eetings D

etails

F
ull details about an

y lodge m
eeting or social ev

ent can be entered here.

T
his form

 pro
vides access to m

uch of the data output required for organising
m

eetings and im
pro

ving y
our ‘im

age’
.

To add a new
 m

eeting, or to do an
ything

else, select the relev
ant action from

 the
dropdow

n bo
x.

If y
ou ha

v
e set up a ‘D

efault
’ lodge, the

nam
e w

ill be inserted for y
ou autom

atically
.

If the m
eeting is for another lodge, select

it from
 the dropdow

n list (abo
v

e right).

F
ill in the fields and select a date for the

m
eeting.  M

eetings are displa
y

ed in date
order w

hen y
ou return to the form

 later
.

You can now
 add nam

es to the list of those
attending, or rem

o
v

e them
.  Y

ou can do
this on an individual basis, or y

ou can add
or rem

o
v

e m
an

y nam
es at once.

If y
ou ha

v
e recorded those w

ho attend regularly
, a single click on the action

m
enu adds them

 all for y
ou.  Individuals w

ho cannot attend a specific m
eeting

can be rem
o

ved b
y highlighting their entry (using the bo

x w
ith the arrow

 in
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confuse the fact that som
eone is deceased w

ith the reason for lea
ving the

lodge; it m
a

y be the reason, but they m
ight ha

v
e resigned and then died

later.  Y
ou can record both ev

ents separ
ately

.

T
he ‘M

eetings’ tab is a sim
plified view

 of the individual m
eetings that y

ou
ha

ve entered for each lodge.  It is m
uch better to use the ‘M

eetings’ form
 if

you w
ant to change an

ything.

T
he ‘Lodge E

v
ents / D

ates’ tab is the reason LodgeD
at got started in the first

place. (E
xtr

acts from
 the m

inutes are show
n in the exam

ple.)

R
ecord an

ything about the lodge here; they are displa
y

ed in date order
. (S

ee
earlier for date sorting criteria.)

If y
ou are planning a lodge history

, tick the bo
x.  A

 future update to LodgeD
at

w
ill use the inform

ation here to produce output that can be used for that.

T
he ‘M

eeting D
a

ys / N
otes’ tab m

ak
es it easy to k

eep a few
 notes about the

lodge and w
ill be built into a future m

odule for reporting to P
ro

vince.
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B
usiness D

etails

F
ull details about a com

pan
y can be entered here.

A
s people join y

our lodge, their business connections can be recorded and, if
an

y
one else w

orks at the sam
e place, or is associated in an

y w
a

y y
ou care to

denote, their nam
es w

ill be show
n on the list of contacts.

E
vents can also be recorded for com

panies; started, m
o

v
ed, bankrupt, etc.

T
his tab

, if data is k
ept up to date, can be used to show

 patterns in m
em

bership
and is a useful historical and geogr

aphical analysis tool.
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