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;==== Overview ====;

"ThÃ Executiveí MailPersonó (TEM� id ß comprehensivÃ mailinÄ ì

a« add/edit/deletÃ entried iµ an� numbee oµ databases

b« generatÃá 1/2/3/$á widÃ labeld

c« generatÃ mergÃ printe£ letters without MailMerge

d. generatÃ ß 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«á hol£ oe presen thÃ datß iµ Name¼á Company¼á ZipcodÃ oe ì

k«á prin á singlÃ labels/enveloped ì

l. combine multiple databases into a single database

m«á allowd ua t) foue ke� words/phrased pee recor£ foe usÃ ì
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;==== DOCUMENTATION FOR "The Executive! MailPerson" v 6.5 ====;

;==== Installation & Necessary Files ====;

"ThÃá Executiveíá MailPersonó se consistd oµ thÃá followinÄ ì

MAIL.CM� - ThÃ Mastee Comman£ File
MAIL01.CMD\
MAIL02.CMD \
MAIL03.CMD \
MAIL04.CMD \
MAIL05.CMD \
MAIL06.CMD \
MAIL07.CMD \
MAIL08.CMD > Support Files called by MAIL.CMD
MAIL09.CMD /
MAIL10.CMD /
MAIL11.CMD /
MAIL12.CMD /
MAIL13.CMD /
MAIL14.CMD /
MAIL15.CMD/
LETTER.DB^ - WorkinÄ filÃ foe MAIL.CMD
TEMPLATE.DBF - Working file for MAIL.CMD
ZIPS.DBF - State/Zipcode combinations database
ZIPS.NDX - State/Zipcode combinations index

ThÃá followinÄ filed arÃ SAMPL< FILEY whic¦ YOR wil� nee£ t) ì

SETPRINT.CM� - SamplÃ printee configuratioµ file
RETADDR.CM� - Youe Returµ Addresd Information

ThÃá followinÄá filedá arÃá create£ b�á thÃá prograÆá durinÄ ì

SYSDATE.MEP - ThÃ systeÆ datÃ memor� file
PWARN.MEP - Use£ b� thÃ SinglÃ Labeld Routine
LINES.MEP - Use£ b� thÃ SinglÃ Labeld Routine



TEMPMEM.MEP - Temporar� file¼ no usuall� seen...
CDR.MEM - Temporar� file¼ no usuall� seen...
DB.MEM - Temporar� file¼ no usuall� seen...
HL.MEM - Temporar� file¼ no usuall� seen...
MPINPUT.DBF - Temporary file, not usually seen...
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;==== DOCUMENTATION FOR "The Executive! MailPerson" v 6.5 ====;

Additionally¼á thÃá prograÆ id provide£ wit¦á thÃá followinÄ ì

ZIPMAINT.CMD - A utility program for use in maintaining
the State/Zipcode data file

MOVEID.CM�á - 4á utilit� prograÆ t) cleae thÃá mailinÄ ì

FILLID.CM�á - 4á utilit� prograÆ t) fil�á thÃá mailinÄ ì

MAILCNVT.CM� - 4 utilit� prograÆ tha convertdá previoud ì

FMAIL.CM�á - 4á versioµ oµ thÃ Maiµ Comman£ filÃá foe ì

TEST.LT� - 4 samplÃ forÆ lettee format
TEST.MMG - A sample MailMerge formatted letter
MAIL65.DO� - Thid file
-README.1ST - The file you should have read first...

Iµá yo!á arÃ usinÄ ß dua� flopp� drivÃ system¼á al�á oµá thÃ ì
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==== Data File Formats ====

MAIL65.DB^ - 'Shellº Datß Structure
áááááááááFl£ NamÃ TypÃ Width Contents

ááááááááá00� TITL< l 001 Title Code
ááááááááá00� POSITIOl � 012 Other Title
ááááááááá00�á NAM< � 04� Las NamÃá» Firs Name
ááááááááá00$ O^ � 040 Company Name
ááááááááá00� ADD� � 035 Address Line 1
ááááááááá00b ADDR� � 035 Address Line 2
ááááááááá00V CIT� � 030 City
ááááááááá00U STAT< � 002 State
ááááááááá00c ZIh � 010 Zipcode
ááááááááá01� HPHON< � 013 Home Phone #
ááááááááá01� WPHON< � 013 Work Phone #
ááááááááá01� TAG� ` 001 Selection Tag 1
ááááááááá01� TAG� ` 001 Selection Tag 2
ááááááááá01$ TAG� ` 001 Selection Tag 3
ááááááááá01� TAG$ ` 001 Selection Tag 4
ááááááááá01b PRILISX � 012 Primary Keyword/Mail Code
ááááááááá01V SECLIST� � 012 Secondary Keyword 1
ááááááááá01U SECLIST� � 012 Secondary Keyword 2
ááááááááá01c SECLIST� � 012 Secondary Keyword 3
ááááááááá02� ENT:DAT< � 008 Date of entry/edit
ááááááááá02� COUNTR� � 015 Country (foreign mailing)
ááááááááá*¬ Tota� *¬ 00307



MAIL65.NAP - 'Shellº NamÃ Inde° Structure
Index key = $(NAME,1,25)

MAIL65.CMh - 'Shellº Compan� Inde° Structure
Index key = $(OF,1,20)

MAIL65.ZIh - 'Shellº ZipcodÃ Inde° Structure
Index key = ZIP

MAIL65.DTE - 'Shell' Entry Date Index Structure
Inde°áke�á\ $(ENT:DATE,7,2)+$(ENT:DATE,4,2)

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

FMAIL.CM� id ß versioµ oµ thÃ Maiµ Comman£ filÃ tha caµá bÃ ì

findQ STOR< µ Tg signoµ -- 'fº t) skia earl� paneld an£ ì

findQá STOR<á 'Bº Tg cde -- substitutÃ thÃ drivÃ lettee ì

findQá STOR<á 'Bº Tg de -- substitutÃ thÃ drivÃ lettee ì

MS/DOYá userd wit¦ har£ diskd shoul£ changÃ thesÃ t) 'Cº an£ ì
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;==== DOCUMENTATION FOR "The Executive! MailPerson" v 6.5 ====;

;===\ Hardware/SoftwarÃ Requirementd ====;

TEP required ;dBASEII;¼á versioµ ;2.4é oe ;2.43*é iµ ordee t)á ruµ

TEPá idá distribute£ iµ tw) forms«á Al� CM� typÃ filedá arÃ ì



TEPá id designe£ t) ruµ oµ an� computee systeÆ tha caµá ruµ ì

Thidá versioµá oµá TEP id designe£ t) ruµá undeeá CP/M8�á oe ì
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;===\ HoH d) T usÃ it� ====;

T)á ruµ thÃ prograÆ placÃ thÃ filed oµ disk(s� adá describe£ ì

Yo! wil� bÃ prompte£ foe ß ;WORKINGé drivÃ (wherÃ arÃ thÃ datß ì



Yo!á wil�á bÃ prompte£ foe ß ;COMMANDé drivÃá (wherÃá arÃá thÃ ì

OncÃ thÃ prograÆ knowd wherÃ everythinÄ id located¼ yo! wil� ì

Aftee providinÄ thÃ date¼á yo! wil� bÃ prompte£ t) entee thÃ ì

----[ NOT< <----

Iµá yo! arÃ jus startinÄ ua thÃ prograÆ foe thÃ firs time¼ ì

Yo! wil� bÃ presente£ wit¦ thÃ maiµ men! oµ TEP whic¦ id oµ ì
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---- Main Menu of The Executive! MailPerson ----

;ThÃ Executiveí MailPersoµ (C� 1985 - filename.DBF



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

MailinÄ Optiond Utilit� Options

� - EXIX 4 - Director� oµ Defaul Dis´
� - Entee neH entried ,á- Selec á ß differen databasÃ
� - Edit/deletÃ entried � - CreatÃ ß NeH DatabasÃ
� - MakÃ Labeld � - Consolidate Databases
$á- WritÃáLetterdá <á- ConfigurÃáPrinteeáOptions
�á- Quic´ telephonÃáRolade°á ^á- Qui át)áWordStae
bá- Prin áSinglÃ Labels/Envelopedá _ - Qui t) ß dBAS< .CM� FilÃ
V - Rese áLettee DatÃ Z - Rese SysteÆ DatÃ
U - Director� oµ DatabasÃ Memberd Tá- Selec áNeHáWorkinÄ DrivÃ
c - BrowsÃ throug¦ DatabasÃ iá- Quic´ Lis oµ DatabasÃ Members
Yá- 2/3/4 Wide Labels f - AnalyzÃ List IDdáiµ Database
Z - Create MailMerge File `á- PurgÃáDatabasÃáoµáDuplicatÃ Records

Entee youe choice¼ please«

Waiting
;

A thÃ hea£ oµ thÃ Maiµ Menu¼ thÃ Comman£ an£ WorkinÄ drived ì

ThÃá Maiµ Men! id divide£ int) tw) primar� functiona� areas¼ ì
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;===\ MAILIN_ OPTIONY ====;

;0é - Quit to Operating System

Thidá selectioµ wil� closÃ al� opeµ files¼á updatinÄá recor£ ì

;1éá- Enter New Entries

Thid allowd yo! t) entee neH memberd int) thÃ database«á Yo! ì

Iµá yo!á choosÃ t) Batc¦ input¼á thÃ prograÆ wil�á creatÃá ß ì

X Z < P 4 T ` h < � Y g l (c� AddinÄ DatabasÃ Entries
1 = "Mr." ááááááááááááááá2 = "Mrs."
3 = "Ms." ááááááááááááááá4 = "Dr."
5 = "Mr. & Mrs." áááááááá6 = People with no Title
9 = Use Position Field as Title
0 = Companies with no name field

Enter Title code : : Entry Date:
Enter Last name : :
Enter First name(s) : :
Enter Co. name : :
Enter Position : :
Enter Address : :
Enter Address 2 : :
Enter City : :
Enter State : :
Enter ZIP code : :
Enter Country : :
EnteeáHomÃáPhonÃ Qá QáEntee Wor´á PhonÃá Q :
EnteeáLis áId Qá Q :á Q Qá Q Q :

Selec ß titlÃ codÃ froÆ thÃ eigh presented¼ an£ entee eac¦ ì
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thÃ titlÃ codÃ id OTHE� THAl '0'¼á yo! mus providÃ ß namÃ iµ thÃ ì

Unlesdá yo! entee ß countr� namÃ (foe foreigµá mailing�á TEP ì

ThÃá state/zia filed arÃ ad curren ad T coul£ makÃ theÆá a ì

Lis á I�á fielddá arÃ 'FreÃ Textº aread foe yo! t)á enteeá ß ì

ThÃ firs Lis I� Fiel£ id reserve£ foe ß bul´ mailinÄ code¼ ì

A thÃ conclusioµ oµ thÃ record¼ ß promp wil� appeae askinÄ ì

è
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;2éá - Edit/delete Entries

Thid selectioµ allowd yo! t) edi an� recor£ iµ thÃ databasÃ ì

Iµ yo! selec NAME¼á yo! wil� bÃ prompte£ foe thÃ name(s� t) ì

-- NOTE --

Thid searc¦ routinÃ id CAS< SENSITIVE!!í Iµ yo! entere£ al� ì

ThÃá prograÆ wil� automaticall� validatÃ thÃ state/ziaá codÃ ì

Iµ yo! wis¦ t) deletÃ ß compan� record¼á simpl� entee blankd ì

A thÃ conclusioµ oµ thÃ record¼ ß promp wil� appeae askinÄ ì
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;3é - Make Labels

Thidá selectioµá printdá standar£ 15/16ó b� �á 1/2óá mailinÄ ì

Yo! wil� bÃ aske£ iµ yo! wis¦ t) makÃ labeld foe AL` memberd ì

Iµ yo! selec b� Lis Id¼á yo! wil� bÃ prompte£ t) entee thÃ ì

Iµ yo! selec b� Entry/Edi date¼á yo! wil� bÃ prompte£á foe ì

Iµ yo! selec b� tagging¼á yo! wil� bÃ presente£ eac¦ recor£ ì

Yo!á wil� bÃ aske£ iµ yo! wis¦ thÃ labeld iµ Name¼á Company¼ ì

TEP wil� appen£ thÃ datß froÆ thÃ Firs Lis I� fiel£ t) thÃ ì

MakÃ surÃ youe printee id se correctly.
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;4é - Write Letters

Thid id onÃ wa� t) writÃ letters«á Yo! wil� bÃ aske£ iµá yo! ì

OncÃá yo! havÃ selecte£ thÃ memberd t) receivÃá thÃá letter¼ ì

Youeá tex á filÃá wil�á bÃ merge£ wit¦á thÃá namedá iµá youe ì

Yo!á wil�á bÃá prompte£ foe ß namÃ undee whic¦ t)á savÃá thÃ ì

Yo!á wil�á bÃ aske£ iµ yo! wis¦ t) ruµ labeld foeá thÃá samÃ ì

-- NOTE --

ThÃá datßá filÃ containinÄ youe generate£ forÆá letterdá caµ ì

Iµá youe databasÃ id to) largÃ t) makÃ ß singlÃ lettee pass¼ ì
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;==== DOCUMENTATION FOR "The Executive! MailPerson" v 6.5 ====;

;5é - Quick Telephone Rolodex

Iµá yo!á nee£á ß phonÃ number¼á selec á this«á Yo!á wil�á bÃ ì

Iµá yo!á selec ß Person'd name¼á yo! wil� bÃ aske£ foeá thÃ ì

Iµá yo! selec ß Company'd name¼á yo! wil� bÃ aske£ foeá thÃ ì

;6éá - Print Single Labels/Envelopes

Thidá selectioµ wil� alloH yo! t) usÃ youe printee t)á prin ì

;7éá - Reset Letter Date

Thidá selectioµ wil� promp foe ß datÃ t) prin oµá letters« ì



;8é - Directory of Database Members

Thidá selectioµ wil� alloH yo! t) ruµ ß Director� ListinÄ oµ ì

;9éá - Browse Through Database

Thid selectioµ wil� placÃ yo! iµ 'Browseº mode«á BrowsÃ modÃ ì

è
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;Yéá - 2/3/4 Wide Mailing Labels

Thid selectioµ wil� alloH yo! t) creatÃ mailinÄ labeld 2¼ 3¼ ì

Yo! wil� bÃ offere£ thÃ opportunit� t) selec any¼á oeá all¼ ì

TEP wil� appen£ thÃ datß froÆ thÃ Firs Lis I� fiel£ t) thÃ ì

Afteeá yo! havÃ selecte£ thÃ memberd an£ thÃá sequence¼á yo! ì



;Zé - Create MailMerge File

Thidá id anothee wa� t) generatÃá letters«á Thidá selectioµ ì

Title¼á Firs Name¼á Las Name¼á Company¼ Addresd LinÃ 1¼ Addresd ì

Iµá yo! havÃ entere£ ß countr� namÃ (foeá foreigµá mailing)¼ ì

Title¼á Firs Name¼á Las Name¼á CompanyÆ Addresd LinÃ 1¼ Addresd ì

Mos á oµá thÃá fielddá wil� bÃ enclose£ iµá doublÃá quotÃá marks¼ ì

è
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-- NOT< --

Thid selectioµ id oµ Ng US< t) yo! unlesd yo! havÃ MailMergÃ ì
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;===\ UTILIT� OPTIONY ====;

;Aéá - Directory of Default Disk

Thidá selectioµ wil� cleae youe screen¼á displa� ß director� ì

;Bé - Select a Different Database

Selec á thid t) changÃ databases«á Yo! wil� bÃ prompte£á foe ì



;Cé - Create a New Database

Selec thid t) creatÃ ß neH database« Iµ yo! arÃ startinÄ ua ì

;Déá - Consolidate Databases

Thidá selectioµ allowd yo! t) ad£ datß recordd froÆá anothee ì

;Eé - Configure Printer Options

Iµ yo! wis¦ t) configurÃ thÃ printer¼ selec this« ThÃ filÃ ì

;Féá - Quit to WordStar

Thid selectioµ wil� closÃ al� files¼ exi froÆ TEP an£ entee ì
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;Géá - Quit to a dBASE Command File

Thidá selectioµ wil� alloH yo! t) exi froÆ TEP an£á 'chainº ì

;Hé - Reset System Date



Thidá selectioµá wil� promp foe ß systeÆá datÃá (MM/DD/YY)« ì

;Iéá - Select New Working Drive

Thid selectioµ wil� alloH yo! t) changÃ workinÄá disks«á Yo! ì

;Jé - Quick List of Database Members

Thidá selectioµá wil� providÃ ß quic´ listinÄ oµá Namedá an£ ì

;Kéá - Analyze List IDs in Database

Thidá selectioµ wil� displa� thÃ Lis ID'd froÆ eac¦á recor£ ì
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;Lé - Purge Database of Duplicate Entries



Thidá selectioµá wil�á alloH yo! t) purgÃ youeá databasÃá oµ ì

Youeá purge£á datafilÃ wil� bÃ save£ ad UNIQUE.DB^ wit¦á thÃ ì
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;===\ CAUTIONY ====;

(1�á Iµ yo! havÃ ß largÃ numbee oµ named iµ youeá database¼ ì

(2�á ThÃá 'Purgeº functioµ idá ver�á DISfá INTENSIVE!íá I ì

(3�á LISX I� searc¦ routined arÃá CASE-SENSITIVEíá Iµá yo! ì

(4� ThÃ Director� oµ Memberd routined arÃ memor� intensive« ì

(5�á ThÃá DuplicatÃá Recor£ PurgÃ functioµ ma� cras¦á oµá ß ì
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;===\ PRINTIN_ YOU� FORP LETTERY ====;

OncÃá TEP had save£ youe filename.TXX forÆ letteeá file¼á i ì

Yo!á ma�á changÃ thÃ formattinÄ commanddá (pagÃá offse á an£ ì

Iµ yo! d) no havÃ WordStar¼ yo! ma� usÃ youe wor£ processoe ì

Iµ yo! havÃ MailMerge¼ refee t) youe manua� foe instructiond ì
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;===\ SOURC< COD< ====;

ThÃá Executiveíáá MailPersoµá idá supplied¼áá completÃá wit¦ ì

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 á

Lost Dutchman's Gold Mine RCP/M
24 Hours (unless in use) á
300 - 1200 - 2400 Baud
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