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==== (Qve rview ====

"Tho Executivei MailPersondé (TEM~ i< f§ comprehensivo mailint 1

a« add/edit/deletoc entrie< ie an- numbe> op databases

b«  generatoa 1/2/3/{4 wido label<

c« generatoc mergo printeX letters without MailMerge

d. generatoc f MailMerge compatible datafile

e. rapidly locate telephone numbers for Names or Companies
f. create new databases from the Main Menu

g. list directories of database members to screen or print
h. purge duplicate entries by user specified criteria

i. automatically records date of entry or edit

j«& holZ¥ o> presen|[ tho datf ie Name¥4d Company%4a Zipcodo o> 1

k«d prin[4d singloc labels/envelope< 1
1. combine multiple databases into a single database

m«ad allow< u= tnN fou> ke- words/phrase< pe> recor® fo> usoc i
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==== Installation & Necessary Files ====

"Thod Executiveid MailPersond se| consist< op thod followint 1

MAIL.CM— - Tho Maste> CommanZ File
MAILO1.CMD\

MAILO2.CMD \

MAILO3.CMD \

MAILO04.CMD \

MAILO5.CMD \

MAILO6.CMD \

MAILO7.CMD \

MATILO8.CMD > Support Files called by MAIL.CMD
MAIL09.CMD /

MAIL10.CMD /

MAIL11l.CMD /

MAIL12.CMD /

MAIL13.CMD /

MAIL14.CMD /

MAIL15.CMD/

LETTER.DBF - Workint filo fo> MAIL.CMD

TEMPLATE .DBF - Working file for MAIL.CMD

ZIPS.DBF - State/Zipcode combinations database
ZIPS.NDX - State/Zipcode combinations index

Thod followint file< arc SAMPL+ FILEL whic® YO wile nee¥ tNn i

SETPRINT.CM— - Samplo printe> configuratioce file
RETADDR.CM— - You> Reture Addres< Information

Thod followintd file<d arcd createX b-4& thod prograpd durint 1
SYSDATE .ME= - Tho systegp datoc memor- file

PWARN.ME= - UseX b+ tho Singloc Label< Routine
LINES.ME= - UseX b+ tho Singloc Label< Routine



TEMPMEM.ME= - Temporar- file% no[ usuall- seen...
CDR.MEM - Temporar- file% no[ usuall- seen...
DB.MEM - Temporar- file% no[ usuall- seen...
HL .MEM - Temporar- file% no[ usuall- seen...
MPINPUT.DBF - Temporary file, not usually seen...
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Additionally%4d thod prograp i< provideZ wit®4& thod followint 1

ZIPMAINT.CMD A utility program for use in maintaining

the State/Zipcode data file

MOVEID.CM—& - 14 utilit. prograg tnN clea> thod mailint 1
FILLID.CM-& - 14 utilit: prograg tnN filewd thod mailint 1
MAILCNVT.CM— - 1 utilit- progra¢e tha[ convert<d previou< i
FMAIL.CM—& - 14 versios op tho Maiec Comman® filcd fo> 1
TEST.LTy - 1 samploc fore lette> format

TEST .MMG - A sample MailMerge formatted letter
MAIL65.DO} - Thi< file

-README. 1ST - The file you should have read first...

Ipéd yoJé aroc usint B duaw flopp-: drivo system%4da ale«d opd tho 1
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/////////

/////////

/////////

/////////

/////////

/////////

/////////

/////////

1985,

1986 UCS,

inc. All Rights Reserved page 4@

"The Executive!

MailPerson" v 6.5 ====©

==== Data File Formats ====

- 'Shell-

Namo

TITL4
POSITIOH*
NaM+

OF

ADD
ADDRHE
CITJ+
STAT

zId
HPHON
WPHON
TAGH
TAGH

TAG

TAG
PRILISE
SECLIST#
SECLISTH
SECLIST
ENT :DAT
COUNTRAH

Typo Width

d
3

Datfh Structure

001
012

Contents

Title Code

Other Title

Las|[ Namcéd» Firs|[ Name
Company Name

Address Line 1

Address Line 2

City

State

Zipcode

Home Phone #

Work Phone #

Selection Tag 1
Selection Tag 2
Selection Tag 3
Selection Tag 4
Primary Keyword/Mail Code
Secondary Keyword 1
Secondary Keyword 2
Secondary Keyword 3
Date of entry/edit
Country (foreign mailing)



MAILG65.NA=
Index

MAIL65.CML
Index

MATIL65.zId
Index

MAIL65.DTE

key

key

key

Inde®ake-ad
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1985,

'Shell® Namo Inde® Structure

$ (NAME, 1, 25)

'Shell® Compan- Inde® Structure

$(OF,1,20)

- 'Shell° Zipcodo Inde® Structure

ZIP

— 'Shell' Entry Date Index Structure
S (ENT:DATE, 7,2)+$ (ENT:DATE, 4, 2)

+$ (ENT:DATE, 1, 2)
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==== Preinstalling Default Settings

FMAIL.CM— i< f3 versioe op tho Maie CommanX filoc tha[ catcd bo

find| STOR+4 p T signos --  'f° tN skis
find||& STOR$a& 'B° TL cd> --  substituto
find||& STORta 'B° TL d> --  substituto

MS/DOLa user< wit® har® disk< shoulZX chango

earl- panel< anX

tho drivo lette>

tho drivo lette>

theso tN 'C° anX
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®==== DOCUMENTATION FOR "The Executive! MailPerson" v 6.5 ====©

©===1 Hardware/Softwarc Requirement< ====

TE= require< OdBASEII®%“& versios ©2.4é o> ©2.43*é& ie orde> tN& rue

TE=4 1<4 distributeX ie twN forms«d Alew CM— typo file<d arc 1



TE=4 1< designeX tN rue oe an- compute> systee tha|[ cacd rue 1

Thi<a versiotcd opd TE= i< designeX tN rusd unde>a CP/M8:i4d o> 1
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===l Ho~ dN f usoc itq ====

TNa rue tho prograe placo tho file< og disk (s~ a<d describeX 1

Yo] wile bo prompteZ fo> f§ ®@WORKINGé drivo (whero arc tho datf 1



Yo]4 wilwd bo prompteZ fo> # ®@COMMANDé drivocd (whercd arcd tho 1

Onco tho prograe know< wherc everythint i< located% yo] wile i

Afte> providint tho dateX4d yo] wile bo prompteX tN ente> tho 1

-——-4 NOT4 <----

Ipéd yo) aro jus| startint u= tho prograe fo> tho firs[ time% 1

Yo] wile bo presenteX wit® tho maie¢ men] op TE= whic® i< oe 1
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———— Main Menu of The Executive! MailPerson —----

®Tho Executiveili MailPersos (Cr 1985 - filename.DBF



Command Drive: A: Working Drive: B: System Date: 01/01/86

Mailint Option< Utilit- Options
it - EXILE 1 - Director- op Defaul| Disé
# - Ente> nex~ entrie< —&4- Selec[& f# differen|[ databasoc
B - Edit/deletoc entriex< - — Creato 5 Ne~ Databaso
- Mako Label< — - Consolidate Databases
4- Writocdletter<a +4- ConfigurcdPrinte>&0Options
4d- Quicd telephoncdRolade®éa A— Qui[atNaWordSta>
4- Prin[4Singlo Labels/Envelope<a L - Qui[ tn 8 dBAS+ .CM— Filo
71 - Resef[alette> Dato = - Rese[ Systep Dato
- Director- op Databasc Member< Eé_ Selec[&Ne~aWorkint Drivo
1 - Browso througd Databaso =4- Quicd Lis|[ op Databasoc Members
Ya- 2/3/4 Wide Labels 1.~ Analyzo List ID<&ie Database
Z - Create MailMerge File Lé— PurgocdDatabascdoupdbDuplicatoc Records
Ente> you> choice¥% please«
Waiting

A[ tho heaX op tho Maie Menu% tho CommanX an¥ Workint drive< 1

Thod Maie Men| i< divideX intN twN primar- functiona« areas¥% 1
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®0¢é - Quit to Operating System

©===1 MAILIN| OPTIONL ====o

Thi<d selectioe wilw closc alw opes files“4d updatintd recor 1

®lea-

Thi< allow< yo]

Enter New Entries

tN ente> nex member< intN tho database«d Yo

i

Ipa yoJa chooso tnN Batcd input“%4ad tho prograep wileed creatca # 1

R
= "Mr."

"MS . "
"Mr.
Use

cCwWwuUwr
[

Title code
Last name
First name (s)
Co. name
Position
Address
Address 2
City

State

Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter
Enter ZIP code

Enter Country

Ente>dHomocdPhono
Ente>alLis[4aId |a&

4444848444448444442 =

A

4444848444448444444 =
& Mrs."

L L i
LV PPy

///////////

////////

E

ddaaa4440 =
Position Field as Title
= Companies with no name field

ca

(c~ Addint Databasoc Entries

"Mrs . "
"Dr. "
People with no Title

Entry Date:

”ééntez Worba Phonoé

(N E!

Selec|[ B titlo codo frop tho eigh|[ presented% an¥ ente> eacd 1
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tho titlo codo i< OTHEq THA4 '0'%& yo| mus|[ provido 8 namo it tho 1

Unles<4d yo] ente> f countr- namo (fo> foreiged mailing—d TE= i

Thod state/zi= file< aroc a< curren| a< f coulZ mako thepd af 1

Lis[& I—-& field<a aro 'Freo Text® area< fo> yo] tN4d ente>d R 1

Tho firs|[ Lis[ I— FielX i< reserveX fo> f# buld mailint code¥ 1

A[ tho conclusioe¢ op tho record% # promp|[ wile appea> askint 1
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®@2é4 - Edit/delete Entries

Thi< selectioe allow< yo| tN edi[ an- recorZ it tho databasoc

In yo| selec|[ NAME¥A& yo| wile bo prompteX fo> tho name(s— tN

-- NOTE --

Thi< searc® routinoc i< CAS4 SENSITIVE!!i Ip yo| entered ale

Thod prograg wilee automaticall- validato tho state/zi=& codo

Ip yo) wis® tN deletoc § compan- record4d simpl- ente> blank<

A[ tho conclusioe op tho record% f promp|[ wile appea> askint
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==== DOCUMENTATION FOR "The Executive! MailPerson" v 6.5

®3¢é - Make Labels

Thi<4 selectioed print<& standar® 15/166 b- |a& 1/264

Yo] wile bo askeX ip yo| wis® tN mako label< fo> AL[

mailint

member<

In yo| selec| b- Lis|[ Id4& yo] wile bo prompteX tN ente> tho

Ip yo) selec| b- Entry/Edi[ dateX4d yo] wile bo prompteXa fo>

In yo| selec| b- tagging¥4d yo] wile bo presenteX eacd recor®

YoJa wile bo askeX ip yo] wis® tho label< ie¢ NameXd Company¥

TE= wile appenZ tho datfi froep tho Firs[ Lis[ I— fielZ tN tho

Mako surc you> printe> i< se| correctly.
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®4é - Write Letters

Thi< i< onoc wa- tN writo letters«d Yo] wilewe bo askeX ipd yo]

Oncocad yo] havo selectef¥ tho member< tN receivocd thod letter¥

You>a tex[d filcd wilwd bo mergeX wit®d thod name<d icd you>

Yo]4 wilwd bod promptef fo> f§ namoc unde> whicd® tNd savod tho

YoJa wilewd bo askeZ ip yo| wis® tN rue label< fo>4 thod samo

-- NOTE --

Thod datfd filo containint you> generatel¥ forpd letter<d casc

Ipd you> databasoc i< ton largo tN mako B singloc lette> passk
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DOCUMENTATION FOR "The Executive! MailPerson" v 6.5 ====

®5¢ - Quick Telephone Rolodex

Tpd yoJad neeXd R phono number¥%4d selec[d this«d Yo|a wiled bo

Tpd yoJa selec| £ Person'< name4d yo] wile bo askeX fo>4 tho

Tpd yo) selec| R Company'< name%4d yo] wile bo askeX fo>4 tho

®6é4 - Print Single Labels/Envelopes

Thi<d selectioe wilew allox yo] tN usc you> printe> tN4 prin|

®7é4 - Reset Letter Date

Thi<d selectioe wilewe promp|[ fo> # dato tN prin[ ocd letters«



(0%

®8¢é - Directory of Database Members

Thi<a selectioe wilew allox yo] tN rue $ Director- Listint op 1

®9¢é4 - Browse Through Database

Thi< selectioe wile placoc yo] it 'B

rowse® mode«d Browsoc modo 1
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®©==== DOCUMENTATION FOR "The Executive!

®@Yéa - 2/3/4 Wide Mailing Labels

MailPerson"

vV 6.5 ====@

Thi< selectioe wile allox yo] tN creatoc mailint label< 2% 3% 1

Yo] wile bo offereX tho opportunit-

TE= wile appen¥ tho datfi froep tho F

Afte>d yo] havo selecteX tho member< an¥ thod sequence%4d yo]

tN selec| any%4d o0>a all¥% 1

irs|[ Lis[ I— fiel® tN tho 1

|_l/



(0%

®Z%2¢é - Create MailMerge File

Thi<ad i< anothe> wa- tN generatcd letters«d Thi<d selectioe 1

Title¥d Firs|[ NameX%4d Las|[ Name%4a Company% Addres< Linoc 1% Addres< 1
Ipnd yo) havo entereX f## countr- namoc (fo>4d foreiged mailing)% 1
Title¥d Firs|[ NameX%4d Las|[ Name¥%4a Company® Addres< Linoc 1% Addres< 1

Mos[& opd thod field<&d wile bo enclosef icd doublocd quotcd marks¥4 1
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-- NOT+ --

Thi< selectioe i< op N£ US4 tN yo| unles< yo| havo MailMergo 1
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©===1 UTILITd OPTIONL ====
®Aéa - Directory of Default Disk

Thi<d selectioe wilew clea> you> screen%4d displa-+ f§ director- 1

®B¢é - Select a Different Database

Selec[& thi< tN chango databases«id Yo] wile bo prompteXd fo> 1



®Cé - Create a New Database

Selec|[ thi< tN creatoc R nex database« Ip yo] aroc startint u= 1

®Dé4i - Consolidate Databases

Thi<a selectioe allow< yo] tNn adI datfh record< fropd anothe> 1

®Eé - Configure Printer Options

Ip yo)] wis® tN configuro tho printer¥ selec|[ this« Tho filoc 1

®Fésd - Quit to WordStar

Thi< selectioe wile closc alew filesY4 exi|[ froep TE= anX ente> 1
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®Gé4 - Quit to a dBASE Command File

Thi<a selectioe wilew allox yo] tN exi| froe TE= anXd 'chain®° 1

®Hé - Reset System Date



Thi<4 selectioed wile promp|[ fo> f# systepd datcd (MM/DD/YY)« 1

®Iéa - Select New Working Drive

Thi< selectioe wile allox~ yo] tN chango workintd disks«& Yo| 1

®J¢é - Quick List of Database Members

Thi<d selectiocd wile provido $ quicd listint opd Name<d anz 1

®Kéa - Analyze List IDs in Database

Thi<a selectioe wilee displa- tho Lis[ ID'< froe eac®d recor® 1
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®L¢é - Purge Database of Duplicate Entries



Thi<a selectiocgd wilwd allox~ yo] tN purgo you>a& databascad op 1

You>4 purgeXd datafilc wile bo saveX a< UNIQUE.DBE wit®a tho 1
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©===1 CAUTIONL ====@

(l1m& Ip yo] havo B largoc numbe> op name< ie¢ you>& database¥% 1

(2ra Thoa 'Purge® functioe i<a ver-& DISsa INTENSIVE!ia I 1

(3r& LISk I— searcd routine< arcd CASE-SENSITIVEi& 1Ipa yo i

(4~ Tho Director- op Member< routine< arc memor- intensive« 1

(574 Thod Duplicatocd RecorX Purgo functioe ma- cras®i oed R 1
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©===1 PRINTIN| YOU FOR= LETTERL ====

Oncod TE= ha< savel you> filename.TXEk fore lette>d fileld i

Yo]4& ma-4& chango tho formattint command<4d (pagcd offse[d anZ

In yoJ dN nof[ havo WordStar% yo| ma- usoc you> wWOrX processo>

In yo] havo MailMerge¥ refe> tN you> manuae fo> instruction<
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©===1 SOURC4 CcOD4 ====@

Thod Executiveidd MailPersoecd i<& supplied@%4dd completcd witd 1

James A. Gronek
UCS, inc.
Post Office Box 23937
Phoenix, Arizona 85063

Send Cash, Check or Money Order to above address.
Phoenix Residents include 6.7% sales tax
Maricopa County Residents include 6.0% sales tax
Arizona Residents include 5.5% sales tax

Send comments, bug reports, and complaints to:
(602)272-5312 voice
or
(602)247-2880 modem &
Lost Dutchman's Gold Mine RCP/M
24 Hours (unless in use) &
300 - 1200 - 2400 Baud
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