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User Manual
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The Main Menu
This is the starting point for all y our work.  Y our User Name and Licence
Number , together with the v ersion y ou are using, are shown at the top of the
form.

Administration Section

The admin functions are started here:

Edit the administr ation settings
Edit the lists that drop down on forms
Add, edit or visit Masonic web sites, etc
View the R eadMe document
Register LodgeDat
Request a registr ation code

Administrative Settings Form

Choose whether y ou w ant to retain admin privileges or not using the first
check bo x.

Choose whether y ou w ant to show the R eadMe or not using the second check
box.

Input y our email address if y ou are the administr ator (usually).

Set the lodge, chapter , concla ve, etc, y ou will usually be working with from
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the dropdown 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 must add it first using the ‘Masonic Orders’
form, the return to select it.

The fields shaded pink should only be changed if absolutely necessary .  They
contain the location, or ‘P ath’ to the progr ams referred to b y LodgeDat.  If
the details are set up incorrectly , y ou will receiv e error messages when trying
to use the functions that use these settings.

It is easier to set up the W ord Processor , Spreadsheet and Email paths using
the ‘Productivit y Suite’  selector .  The details are automatically entered for
you when y ou select a v ersion of Microsoft Office.

If y ou do not use MS Office, y ou will ha ve to search for the progr am y ou use
using the ‘Find’ button for each of them.

Choose the siz e of paper y ou prefer .
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Choose the productivit y suite y ou use.

Choose the email progr am y ou prefer . This will automatically change the
Email path.

If y our preferred email progr am is not listed, y ou will ha ve to browse for the
progr am file (.ex e) using the Email ‘Find’ button.

Set the v ersion of Windows y ou use.

Choose the siz e of labels y ou use.

Data Input Section

From here y ou can access all the other
forms.

Some of the form actions copy templates
into folders which are gener ated
automatically .  The main folder is created
in y our ‘My Documents’ folder and is called
‘LodgeDat ’.  Subfolders are created for
images that might be of use to y ou, and a
new folder is automatically created in ‘My
Documents\Lodgedat ’ for each lodge y ou
want to do things for .  Templates 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 damage a template, simply delete it from the lodge folder in:
‘My Documents\LodgeDat\Whatev erLodge’ and it will be replaced the next
time y ou need it.  Alternativ ely, y ou can cop y an y template directly from:
‘C:\Documents and Settings\All Users\Application Data\LodgeDat\T emplates’ .

IMPORTANT

DO NOT delete or modif y an y of the files in ‘C:\Documents and Settings\All
Users\Application Data\LodgeDat\T emplates’; modif y the cop y y ou place into
your lodge’ s folder in ‘My Documents\LodgeDat\Whatev erLodge’ instead.  That
way, each personalisation applies only to a specific lodge.
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You can alw ays, of course, design y our own forms in W ord and use LodgeDat
to gener ate the data to be merged into them.  The data exported for use with
the templates is stored in ‘C:\Documents and Settings\All Users\Application
Data\LodgeDat\Output\LodgeDat_Output ’.

All the forms ha ve a toolbar similar to the one below .

The first four are for record na vigation – First – Previous – Next – Last.

The ‘wristw atch’ button changes the date y ou updated the record.  Click it if
you w ant to set the ‘R ecord Updated’ field to toda y’s date.  (Y ou can also t ype
the date in manually .)

The ‘disk’ button sa ves the record.  Although records are sa ved automatically
as ypou mo ve from one to the next or close the form, y ou might w ant the
‘comfort factor ’.

The labels sa y what each of the other buttons do .

For help on use of the LodgeDat menus, see later .



6

Personal Details

Full details about a person can be entered here.   All the people associated
with y our lodge (and others as required) should be entered if y ou wish to
refer to them:

Members
Visiting Masons
Provincial Officers
Partners (for social ev ents, etc)
Family (for remembering birthda ys, etc)
Others (for social ev ents, suppliers, etc)

Whilst the fields themselv es are self -explanatory for the most part, when
completing the form:

Certain fields are filled automatically:

‘Sex’ is guessed from the title if it gender -specific.
‘Age’ is calculated from date of birth; y ou cannot change this.

Some require a little discipline if y ou w ant to mak e the most of the system:

‘Forenames’ (or the person’ s initials) should be entered with a single space
between each of them.  Calculations are done behind the scenes to displa y
names and initials on forms, letters and table plans, etc, which require this to
be done.

The ‘Prefers to be Called’ field enables y ou to enter someone’ s correct full
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names  in the ‘First
Names’ field and still
use their ‘common’
name as well.

You must use the
first address l ine
(highlighted) before
y ou can use the
others.  Y ou can
enter a town,
postcode, count y or
country , (or nothing)
howev er, if this is all
you know .

If y ou w ant to be sure y our data is up to date, when y ou change someone’ s
details, click the ‘Date Updated’ button (the one with the wristw atch on it)
and the date y ou made the changes will be updated for y ou and sa ve a little
typing.

The ‘OS R eference’ (map) 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.
The ‘P ostcode’ field pro vides all the data for the in-built mapping facilities at
the moment.

Some limit the data you can enter:

You cannot associate a person with a lodge that has not been previously set
up.
Lodge Membership t ypes can only be chosen from a list (or blank).
Membership status can only be chosen from a list (or blank).
Postcodes are automatically changed to upper case.
Date fields will not let y ou enter in valid dates.
You can only associate people with other people that ha ve already been set
up (obviously).
You can only associate people with companies that ha ve already been set up .
Some fields (bo xes) ha ve a siz e limit, but that should no be a problem in
most cases.

Some fields provide you with shortcuts:

Addresses:
If y ou ha ve just entered the details and an address for Mr Smith, when y ou
enter Mrs Smith’ s details y ou can use the dropdown bo x to select the same
address which will be connected with her , too .  If Mr & Mrs Smith decide to
change the name of their house from ‘Sta yinhere’ to ‘Soonbemo vin’ , change
the address for one and the other person’ s details reflect the change, too .
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If y ou just start t yping an address for Mrs Smith, howev er, this will not
happen and two copies of the same address will be stored.

If they mo ve address, archiv e the old one (and then fill in the dates) using
the ‘ Archiv e This Address’ button.

Add their new address.  If they mo ve 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
‘Other Addresses’ tab and then using the ‘Copy Address’ button.

Some buttons are only available if you can do something sensible
with them:

The ‘Go’ button is not a vailable for sending email if no address has been
entered.
You cannot view a map if a postcode has not been entered.

[ Note: The ‘Show Map’ button will, in due course,  use the GPS (OS in UK)
reference in preference if y ou ha ve entered the data; an update will be
issued to do this.]

The ‘Masonic’ tab (opposite) provides somewhere to store a
person’s lodge connections.

When setting up a new contact, y ou will not be able to access some of the
fields on the ‘Masonic’  form until y ou ha ve selected a lodge to associate with
the person using the dropdown bo x which will be highlighted in y ellow . (See
limitations abo ve.)

The address and other details of the lodge rooms, assuming they ha ve been
entered, will be displa yed, and the fields at the top of the form will become
available to y ou.

Membership number (if a member)

Type of member (See limitations)
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Membership status
It is useful to be able to identif y people who used to be members and wh y
they left.  The ’Membership Status’ field (top right, no label) enables y ou to
do this.

Lodge Title
This is usually Bro , Comp , etc, but can also be Mrs, Mr , etc, if the person y ou
are associating with a lodge is not a Mason.

NB:  It would mak e no sense to ha ve ev ery one in the database listed as
connected to ev ery lodge.  Apart from an ything else, a person ma y be ‘Brother ’
in one order , but ‘Ex cellent Companion’  in another; and plain ‘Mr ’ when
visiting his wife’ s lodge’ s Sunda y lunch; a member of one lodge, but a visitor
at another in another Pro vince; and nev er ev er go an ywhere near most of
them.  Their “lodge specific” details will be different for each lodge. This
needs to be recorded if a person is to be correctly set up in connection with
a lodge, and to enable order to come from chaos, each person can be connected
with as man y lodges as necessary , or none at all, each with their own set of
titles and offices.

Hons
Use the supplied Masonic Honours or t ype in y our own.



10

Lodge Office(s)
Use the supplied Masonic Offices or t ype in y our own (space for 2 Offices).
By default ‘Visitor ’ is entered and highlighted so that y ou can identif y them
easily and look after them when they come to visit …

Provincial Office(s)
Use the supplied Masonic Offices or t ype in y our own (space for 2 Offices).

The ‘New’ button allows y ou to add a new masonic association to the person.

The ‘ Arrow’ buttons allow y ou to browse the list of lodges already associated
with someone.

‘Displa y Details’ tak es y ou to the ‘Masonic Details’  form and then enables
you to return to this form.

‘Add Unlisted Lodge’ (see limitations) allows y ou to add a new lodge that has
not been entered into LodgeDat and then return to this form.

The ‘F amily’ tab allows y ou to link people; husbands and wiv es; mothers and
sons, etc. Useful in the ev ent of emergency or family occasion, etc.

The ‘P ersonal Ev ents’ tab pro vides a means of entering dates for an y ev ent in
the person’ s life; date of birth, marriage, death, etc.
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Choose an ev ent from the dropdown list or add y our own.

If y ou do not know the full date, y ou can enter partial dates or lea ve the
fields blank.  The system stores them for sorting purposes as follows:

All details = full date
No details = 28 December [current y ear]
Year only = 28 December (y ear)
Month only = 28 (month) [current y ear]
Day only = (da y) December [current y ear]
Month and y ear = 28 (month) (y ear)
Day and y ear = (da y) December (y ear)
Day and month = (da y) (month) [current y ear]

The ‘Masonic Ev ents’ tab is for entering specifically Masonic ev ents.
Enter the date (if known)
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Choose an ev ent from the dropdown list or add y our own.
Associate the ev ent with a lodge (if required)
Enter a few notes if required.

The ‘Business’ tab is used to connect people with companies they work for
and / or are associated with (y ou decide how y ou use this).  As man y
connections as y ou need can be made.

When y ou first enter this tab , y ou cannot access man y of the fields until y ou
have selected a previously set up compan y.

You can use the ‘Set Up a New Compan y’ button to do this.  Y ou will be
returned to this form afterw ards.

Add the relev ant details to the fields once y ou ha ve selected a compan y.

Use the ‘Displa y Compan y Details’ button to see more about the compan y
and ev ery one y ou ha ve connected with it.

The ‘Other Addresses’ tab is where y ou store address information which is
not usually used (holida y homes, etc) or details about where people used to
liv e.
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Also , if someone has died, it would mak e sense to archiv e their address
details r ather than displa y it.  If another person buys the home, they do not
both liv e there at the same time, but they can still be recorded as ha ving
liv ed there.

See ‘ Addresses’ for details of how to use this function.

The ‘Notes’ tab giv es y ou somewhere to put a potted history or gener al
background information in an y form y ou wish.
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Masonic Order Details

Full details about a Lodge, Chapter , Concla ve, etc, can be entered here.

You cannot duplicate a lodge number in the same order; the system stops
you.

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

The 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.

The list of ‘Pro vinces’ supplied will be expanded as time goes on, but if the
one y ou w ant to use is not listed, feel free to t ype another in.  The same goes
for ‘Constitution’ .

The ‘Primary Contact ’ tab allows y ou to select a member (only) of a lodge as
the first person to get in touch with; usually the Secretary .
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The ‘ All Current Lodge Contacts’ tab shows ev ery one – Mason or non-Mason,
member or visitor – y ou ha ve connected with the lodge for an y reason (if
they are still living) in alphabetical order .

You can choose a member (only) as their usual host, decide if y ou w ant to
allocate them as a ‘R egular A ttender ’ at meetings (used on the ‘Meetings’
form) and a ‘Select ’ field has been included for future functionalit y and use
with other applications.

If a name 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
jump str aight to them and then return here afterw ards.  The total number of
people who are currently associated with a lodge is displa yed.

The ‘Current Lodge Members’  tab shows just the members of the lodge in
alphabetical order and displa ys their membership number .

The ‘Historical Members’ tab shows all membership details in membership
number order , and includes those past members who ha ve left for an y reason
or are deceased.  Y ou can record the reason their membership ended. Do not
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confuse the fact that someone is deceased with the reason for lea ving the
lodge; it ma y be the reason, but they might ha ve resigned and then died
later .  You can record both ev ents separ ately .

The ‘Meetings’ tab is a simplified view of the individual meetings that y ou
have entered for each lodge.  It is much better to use the ‘Meetings’ form if
you w ant to change an ything.

The ‘Lodge Ev ents / Dates’ tab is the reason LodgeDat got started in the first
place. (Extr acts from the minutes are shown in the example.)

Record an ything about the lodge here; they are displa yed in date order . (See
earlier for date sorting criteria.)

If y ou are planning a lodge history , tick the bo x.  A future update to LodgeDat
will use the information here to produce output that can be used for that.

The ‘Meeting Da ys / Notes’ tab mak es it easy to k eep a few notes about the
lodge and will be built into a future module for reporting to Pro vince.
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Business Details

Full details about a compan y can be entered here.

As people join y our lodge, their business connections can be recorded and, if
anyone else works at the same place, or is associated in an y w ay y ou care to
denote, their names will be shown on the list of contacts.

Events can also be recorded for companies; started, mo ved, bankrupt, etc.

This tab , if data is k ept up to date, can be used to show patterns in membership
and is a useful historical and geogr aphical analysis tool.
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Meetings Details

Full details about an y lodge meeting or social ev ent can be entered here.

This form pro vides access to much of the data output required for organising
meetings and impro ving y our ‘image’ .

To add a new meeting, or to do an ything
else, select the relev ant action from the
dropdown bo x.

If y ou ha ve set up a ‘Default ’ lodge, the
name will be inserted for y ou automatically .
If the meeting is for another lodge, select
it from the dropdown list (abo ve right).

Fill in the fields and select a date for the
meeting.  Meetings are displa yed in date
order when y ou return to the form later .

You can now add names to the list of those
attending, or remo ve them.  Y ou can do
this on an individual basis, or y ou can add
or remo ve man y names at once.

If y ou ha ve recorded those who attend regularly , a single click on the action
menu adds them all for y ou.  Individuals who cannot attend a specific meeting
can be remo ved b y highlighting their entry (using the bo x with the arrow in
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it to the left of the record) and using the ‘Delete’ 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, simply untick the bo x labelled
‘Attend’ and they will be omitted from an y data exported for table planning.

In vitations sent and replies receiv ed can be recorded, as can whether they
actually attend (or intend to attend).  By default, for new attendees added to
the list, the check bo x is filled in as if they attended.

Remember: if the ‘Attend’ box is not ticked, the person will 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
‘Sent ’ and the ‘Sent ’ date is completed for the relev ant people.

Mark ers can be set, or remo ved, for attendees in a number of w ays.  The
mark ers can be used to filter the data used in W ord when merging it; directly
from the form to send in vitations to selected attendees; or to prepare a
summary of the meeting for the mark ed people showing the amounts paid /
outstanding.

Selecting the appropriate ‘ .. R eports - Mark ed’ option opens a Window with
a preview of the report in it and a toolbar appears so that y ou can print the
report if required.

The cost of the meeting can be added to each attendee’ s listing using the
‘Add’ button next to the ‘Cost ’ field for the meeting.  In the same w ay, the
cost can also be remo ved using the ‘R emo ve’ button.

Note:  R ather than affecting an y existing data entered for individuals as far
as ‘paid’ and ‘owing’ is concerned, these fields are not changed by using the
‘Add’ or ‘R emo ve’ buttons.  Changing or entering an amount in the ‘P aid’ field
for an individual will, howev er, calculate the amount owing and enter it into
the relev ant field,  The v alue can be o verwritten if y ou wish.  When a new
attendee is added, all the fields are completed to sa ve a little effort.
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If someone alw ays, or usually , sits in the same place (the Master , W ardens,
for instance) that seat can be set as their ‘Usual Place’ .  You will need to
decide how the tables are laid out and what code to use for each seat, of
course.  F or each meeting, these usual places can be added with a single
click on the action menu.  Y ou can also remo ve them in the same w ay or
change each place individually to suit a particular meeting.

LodgeDat ships with simple table planning built in.  When y ou installed
LodgeDat, Ex cel worksheets were copied into a folder in y our ‘My Documents’
folder .  Ha ve a look and y ou will find a folder called ‘LodgeDat ’.  Inside that,
separ ate folders will be set up automatically for each lodge y ou do actions
for.  Inside each lodge’ s folder , y ou will find 2 Ex cel workbooks; ‘T able_plan’
and ‘T able_Prints’ .

Open ‘T able_Prints’ and y ou will find a number of la youts and the seating
codes for each.  Decide which la yout y ou will be using for a particular meeting,
print it out for reference, and use the seat codes to allocate attendees.

’Table_Plan’ can be personalised so that each time y ou gener ate a new table
plan afterw ards, it will include the changes y ou mak e, but you will need to
open it without running the built-in macros to be able to do this . (See
‘Using T able Plans’ later for details.)

If y ou need more extensiv e table planning facilities, the ‘Export Data for
Perfect T able Plan’ option will prepare the data ready for import into
PerfectT ablePlan. NO TE: this softw are is not supplied as part of the LodgeDat
package.  There is a link to their website in ‘Masonic Links’ (on the main
‘Menu’) under “Supplier – P erfectT ablePlan” .  If y ou do not install the softw are,
the action fails, of course.

The data is exported into the relev ant lodge folder .  You will be able to import
it into P erfectT ablePlan from there.  The file y ou need is ’PTP_Meeting_Data’ .
If y ou run the action again for the same lodge, the file is replaced.  If y ou
want to k eep each meeting’ s data separ ately , y ou will need to rename the file
before y ou run the action again.  Y ou will need to visit the P erfectT ablePlan
website for detailed support.
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Masonic Venues

‘Notes on Using This F orm’
Please read the advice on this tab .  It ’s up to y ou whether y ou tak e an y
notice, of course.
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The ‘Orders Currently Meeting at This V enue’ tab lists all lodges, etc, that are
mark ed as ‘current ’ on the ‘Masonic Orders’ form and that ha ve been attached
to the v enue.  Y ou cannot add or delete a lodge using this tab; use the
‘Masonic Orders, form instead.  Y ou cannot edit the Order Name, Number or
Type from here (use the ‘Masonic Orders, form instead) but y ou can add or
edit details under ‘Meeting Da ys and Notes’ .

Data Output Section

What y ou w ant to do with data is
actioned here:

Set the Lodge to perform the action
for ....

... prepare the relev ant data ..

… or simply start another application



23

Using Table Plans

LodgeDat ships with simple table planning
built in.  When y ou installed LodgeDat,
Excel worksheets were copied into a folder
in y our ‘My Documents’ folder .  Ha ve a
look and y ou will find a folder called
‘LodgeDat ’.  Inside that, separ ate folders
will be set up automatically for each lodge
you do actions for .  Inside each lodge’ s
folder , y ou will find 2 Ex cel workbooks;
‘Table_plan’ and ‘T able_Prints’ .

Open ‘T able_Prints’ and y ou will find a
number of la youts and the seating codes
for each.  Decide which la yout y ou will be
using for a particular meeting, print it out
for reference, and use the seat codes to
allocate attendees.

’Table_Plan’ can be personalised so that
each time y ou gener ate a new table plan
afterw ards, it will include the changes y ou
mak e, but you will need to open it
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without running the built-in macros to be able to do this . (See later .)

If y ou need to prepare complex seating plans or the supplied arr angements
do not co ver y our usual la yout, y ou ma y lik e to purchase P erfectT ablePlan.
This will allow y ou to create plans to suit an y arr angement or occasion.

To generate a table plan

Choose the la yout y ou w ant to use using ‘T able_Prints’ .  Start with the top
table and, using the ‘Masonic Meetings Details F orm’ , allocate seats in
accordance with the seating codes. W ork from the middle 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 will not appear on the plan.

If the W ardens sit at the end of the outer two legs, they sholud be allocated
S0 and J0, (that ’s zero not O) respectiv ely, and willl be shown on the plans in
the correct place. Y ou can use the same codes for equiv alent Officers in other
Orders, of course. See the appropriate HRA plans for the codes for the
Sojourners.

Allocate the other seats, starting from the low numbers.  So , A1 - A17 should
all be filled before y ou allocate A18, etc.  Spread 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.

Once y ou ha ve allocated ev ery one a place, select ‘Export Data to Ex cel for
Table Plan’ from the dropdown menu.  The list of attendees and the details of
the meeting will be selected automatically; the screen will flash briefly; Ex cel
will start; the screen will flash again as the data is automatically placed into
the template; y ou will be ask ed to sa ve the seating plan and giv e it a name.
Choose an appropriate name and where y ou w ant to sa ve it and then click on
‘Save’.

NB:  If you choose to cancel saving the worksheet under a new name,
you will overwrite the original template when carrying out the
following actions.  You do NOT want to do that!

You can now customise the appear ance of the plan.

By default, a number of different w ays of addressing someone are shown.
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 columns to hide, right -clicking and choosing ‘Hide’
from the menu that appears.  The hidden columns do not appear on an y
printed materials.  If y ou hide a column accidentally , use the ‘Unhide’ option.

Similarly , y ou can hide rows y ou do not w ant to print.
Highlight the part of this page y ou w ant to print and then set the area y ou
want to print using ‘Set Print Area’ .
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Select the tab at the bottom of the worksheet that contains the la yout y ou
want to use.

In the example shown, y ou will see
that some top table seats ha ve not
been allocated and there are gaps.
At this point, y ou should simply close
the worksheet down without sa ving
it; return to the ‘Meetings’ form and
correct the seat allocations before
continuing.

For simplicit y, y ou can just ignore the
empt y seats at the ends of the table.
Nothing will be printed if they are not
allocated.

At the bottom of the list y ou will see
that there are blank lines before the
end of the table.  These are the seats
you did not ha ve enough people for .
You can hide them in the same w ay
as hiding columns in the alphabetical
listing.

Simply select the rows y ou w ant to hide, right -click them, and choose ‘Hide’ .
Don’ t hide the rows that print the end of the table or the table letter .  Set the
print area for this page in the same w ay as the alphabetical listing page.

Save the work y ou ha ve done, bearing mind the w arning earlier .

You can now set up the w ay y ou w ant to print the sheets out b y selecting
‘File \ Print Preview’ and then adjusting the settings for each page to suit
yourself .

If y ou choose to print on a single A4 sheet, b y the w ay, y ou will find the t ype
is v ery small and y ou will not be able to read it in man y cases, particularly
with lots of tables and attendees.  Y ou might w ant to spread the printing o ver
a number of  pages and then glue them together unless y ou are lucky enough
to ha ve access to a large format plotter or printer .

The system will, of course, also gener ate all the other la youts, none of which
will be of use to y ou.  Simply ignore them.

If y ou alw ays w ant a particular la yout to ha ve the same heading or logo
printed on it for a particular Lodge, y ou can personalise the la yout of  the
templates for that Lodge and the changes will be reflected in ev ery plan for
that particular Lodge.
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Personalising Table Plans

To do this, y ou first need to select the lodge on the ‘Meetings’ form to force
the template to be copied into the relev ant Lodge’ s folder , if this has not
already happened.

Once this is done, na vigate to ‘My Documents\{lodge name}’ and y ou will
find an Ex cel worksheet called ‘T able_Plan’ .

Do NOT double-click the file to open it.

Open Ex cel, and then use use ‘File \ Open’ to find the file.  Select the file and
then hold down the ‘Shift ’ k ey while choosing ‘Open’ .  Do not release the
‘Shift ’ k ey until the worksheet has opened.  Opening the file in this w ay
prev ents the automatic Macros running.

From now on y ou are editing the template, so tak e care.   If y ou damage the
file, simply delete it and it will be replaced when y ou next select the Lodge in
the ‘Meetings’ form.

Under no circumstances change any of the formulae.  If you do, the
template will not work as expected.

At the top of each worksheet y ou will find a cell with the contents  ‘Put y our
Lodge Logo in Here’ .  Edit or delete the text and add y our Logo using ‘Insert
\ Picture \ From File’ .

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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Using PerfectTablePlan

If y ou ha ve a cop y of  P erfectT ablePlan, y ou can use the ‘Place’ field on the
‘Meetings’ form to set the table number that the person will sit at.  This is
then exported to P erfectT ablePlan for use in the ‘Group’ field in that progr am
by selecting ‘Export Data for P erfectT ablePlan’ on the ‘Meetings’ form.

When y ou do this, a dialog will ask y ou if y ou w ant to start the progr am.
Selecting ‘Y es’ starts the progr am.

Use ‘File \ Import \ Guest Data’ , na vigate to:

‘My Documents \ LodgeDat \ {name of lodge}’

and select ‘PTP_Meeting_Data.txt ’ from the dialog that opens.

If y ou export meeting data for different Lodges, the file is stored in the folder
which has the name of the Lodge.

If y ou w ant to k eep each meeting’ s data, rename the file appropriately before
exporting meeting data for the same Lodge again.

As on the alphabetical isting page in Ex cel, y ou are giv en a number of options
to choose from as far as ‘Displa y Name’ is concerned.  Select the one y ou
prefer .



28

Using AutoRoute

If y ou ha ve Microsoft A utoroute
installed, y ou can use it to
displa y a map of where y our
members liv e.

On the main ‘Menu’ set the
Lodge y ou w ant to use, ‘Prepare
Membership Data’ , and ‘Start
AutoR oute’ .

Click ‘Do It Now’ .

When A utoR oute starts, use Data \ Import Data Wizard’ .

Navigate to ...

C:\Documents and Settings\All Users\Application Data\LodgeDat\Output

... and select ‘Lodge_Output ’ as the source of y our data.  When prompted,
you should select ‘lodge_contacts’ as the table that contains the data to
import.  Complete the wizard.  The data is now a vailable to use to gener ate
a map for y ou.  A utoroute will remember the location for the next time y ou
want to import data.

The same data can be used in other progr ams that can use Access files as the
source of their imports.
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LodgeDat Menus

The menus a vailable with LodgeDat supplement the actions pro vided b y the
buttons on the forms and, in some cases, replicate them.

The ‘File’ menu

This has only 1 entry: ‘Exit ’.

The ‘Edit’ menu

This has entries for ‘Cop y’, ‘Paste’ and ‘Undo’ as well as the ‘Find’ option.

By selecting a field on a form and then clicking ‘Find’ , a dialog will appear
which enables a search to be made on an y field.  The same dialog enables
data to be replaced.  Use this option with care!

The ‘Records’ menu

The ‘Delete’ option is block ed when 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 emo ve Filter / Sort ’.

To select records containing specific data,
show a record which contains the data to
be found, click in the field which contains
the data, and then choose ‘Filter by
Selection’ .  Only those records containing
the data will be shown.  T o show records
which do NO T contain the data, use the
‘Filter Ex cluding Selection’ option instead.

To put the data back to standard, use
‘Remo ve Filter / Sort ’.

‘Toggle Filter ’ switches the last filter used on and off .

When forms are closed using the ‘Close’ button, the sorts and filters are
remo ved.  The next time y ou access the forms, they will show all data in the
standard w ay.

If y ou open LodgeDat after closing it down with a form left open, the data
ma y still be filtered or sorted and some records ma y not appear .  Use ‘R emo ve
Filter / Sort ’ to correct this.
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Sorts apply only to the field selected, so selecting the ‘Surname’ field and
sorting on that will put records into alphabetical order by surname but will
not include the first names in the sort, so the results ma y not be as y ou
expected.

By default, each form is sorted into the most usual and useful order for the
data presented and remo ving an y user -applied filters or sorts will restore
this order .

The ‘Web’ menu

This giv es y ou easy access to the WWW and y our fa vourites folders.

The ‘Help’ menu

This pro vides shortcuts to the on-line support and help files, updates on
the LodgeDat website, and to email contact.

Reports Toolbar

A toolbar appears when reports are displa yed to enable printing of the
reports if required.
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Additional Software on the CD

To sa ve y ou a little download time, I ha ve included a few progr ams supplied
as redistributable files by other manufacturers.  The names of the folders
describe their contents.

No warranty is given or implied for the additional software.

In the ev ent that y our data is damaged, I ha ve included a Jet database
reco very / repair utilit y on the CD .  Do NO T use it without sending details of
the error messages y ou are receiving to me.  Advice on how to proceed will
then be giv en.

Again, no warranty is given or implied that the repair utility will be
able to recover your data.

For y our information, to minimise the chance of data damage, LodgeDat is
compacted and repaired automatically each time it is closed.  In order to
ensure this happens, please use the buttons on the main Menu to close the
system down, r ather than using the ‘Close Window’ button or ‘Exit ’.

Lost or Delayed Licencing

If y ou forget to request and install y our licence details within 14 da ys of
installing LodgeDat, it will time out and y ou will not be able to use it.

A utilit y is included to enable y ou to request a Licence Number and enter it
when it is receiv ed.  LodgeDat will then be a vailable to y ou again without
having to re-install it.  Y ou will not ha ve to use this utilit y unless y ou forget.

Open the main LodgeDat folder at ...
‘C:\Documents and Settings\All Users\Application Data\LodgeDat ’

... and double click ‘LD_R eg’  y ou will be able to request or enter a
Licence Number from the form that opens.

Close the form.  After entering a v alid Licence Number , LodgeDat can be
opened in the usual w ay.

Re-installing LodgeDat

If y ou need to re-install LodgeDat for an y reason, ensure y ou mak e a cop y of
your personal user data before y ou do so .  Your personal user data is stored
in the ‘LodgeDat_User ’ file which is stored in:
‘C:\Documents and Settings\All Users\Application Data\LodgeDat\UserData’

Having re-installed LodgeDat, 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.


