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Chapter 1. Introduction
ThinSoft products are designed to facilitate transaction processing for your business. This manual, Learning ThinSoft,
shows you how to use the general functions and features of the ThinSoft system in order to make the best use of its
built-in capabilities.
You will find here general discussions of the most basic operations. The ThinSoft environment is explained in detail,
basic data entry features will be discussed, and you will be presented with shortcuts and tips useful in making the
most effective and efficient use of the system. This manual will also explain how to search for specific data, how
to use various output options, and we will briefly and generically discuss how to export data to word processor and
spreadsheet programs.
The information in this manual should be understood before attempting to use any of the ThinSoft modules.
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Chapter 2. Overview
This Learning ThinSoft manual teaches the very basics of working in the ThinSoft environment first, with instructions
basic enough even for someone new to data entry. The chapters then move into more evolved shortcuts, navigation
skills and common procedures, providing a basic foundation of skills needed to begin making the most of the ThinSoft
system.
•

ThinSoft Environment - The basics of navigating through the ThinSoft menus and screens are explained, basic
accounting terms are defined, and very basic keyboard and mouse information is provided for those new to data
entry.

•

ThinSoft Data Entry Features - The layout of the ThinSoft screen is presented, and common operational actions
are taught.

•

Shortcut Keys - Chapter five is a reference table of commonly used short-cut key strokes.

•

Managing Output / Printer Options - Printing procedures are explained.

•

Search, Find and Export - An example is presented, demonstrating how to search for particular records and export
data.

•

Mail Merge - The process of exporting data from ThinSoft into a word processor and/or spreadsheet is explained.
This procedure is used in combination with word processor templates, such as a form letter, to merge member data
into mailings and print address labels,
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Chapter 3. The ThinSoft Environment
Introduction
The ThinSoft menu is grouped into several modules:
•

Membership (including Facility Access and Payment Processing)

•

Child Care

•

Accounting (General Ledger, Budget and Accounts Payable)

•

Campaigning

•

Programs

•

Labor Management (Time & Attendance and Payroll)

•

Camp

•

ThinSoft Report Tool

•

Test Options

Navigating Menus
Figure 3-1. Sample Menu

A preceding a menu option indicates that some related menu options are not currently shown. Click on any
to expand and show all options. Once a precedes a menu option, all options below are shown.
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The menu sample above illustrates the menu hierarchy. Notice that Accounting has been expanded, but some next
levels down General Ledger and General Setup have not been expanded. However Accounts Payable has been
expanded to reveal Payable Ledger and Print G/L Activity has been also fully expanded. Once the menu options are
expanded the list may grow beyond the viewing area. At that point a scroll bar to the right will appear and can be used
to view options above and below the viewing area. Click and hold the scroll bar moving it up and down as needed.
Some menu options launch programs that are data entry screens and some are report options. Most menu items starting
with the word Update are data entry screens that allow users to enter and view data on the screen. Most menu items
starting with the word Print are programs that produce output in the form of a printed report. Often these programs
will prompt the user to input a date range or other selection criteria before launching the process. Post programs often
follow a Print (edit) program to finalize a process resulting in an accounting transaction.

Navigating Screen Fields
When working in a screen, move from field to field by striking either of the Enter keys, by striking the Tab key, or by
using your mouse to click an available field. Shaded fields indicate that data entry is not allowed at this time. Field
Labels appearing in red text indicate entering valid data in that field is mandatory in order to complete the screen.
Move from one input area to another by pressing the F5 key or by clicking the Next Input Area icon located in the
frame to the right.

Definition of Terms
Standard Accounting Terms
Transaction This is an event that is recorded in the accounting records. Typically, such an event involves the transfer of
money, product or services. Each transaction entering the ThinSoft Accounting system is referred to as a "document."
Account An account is a classifying or summarizing device. It represents a category of transactions that a business
entity has decided to track. All transaction records in a journal are subsequently posted to two or more accounts. A
transaction is posted as a debit or a credit entry into an account. The difference between the total of all debit entries
and the total of all credit entries posted to a single account is referred to as the account’s "balance." Depending on
the type of account, an account’s balance is either increased or decreased by a debit or credit entry (See Debits and
Credits).
Types of Accounts There are three basic types of accounts: asset, liability and capital. Capital is also referred to as
owner’s equity. Income and expense accounts are a subset of retained earnings, which is a capital account.
Income Accounts These accounts are used to track revenues. Sales accounts, for example, are a type of income
account. They are a subset of retained earnings (a capital account). At the end of a period of time (usually a year) the
difference between the total of all income account balances and the total of all expense account balances is calculated
and that balance is transferred to retained earnings. After transferring this figure to retained earnings, the balance of
each income and expense account is set to zero. Capital accounts are increased with a credit and decreased with a
debit. Because revenue increases capital, income accounts are increased with a credit.
Expense Accounts These accounts are used to track the cost of doing business. They are a subset of retained earnings
(a capital account). At the end of a period of time (usually a year) the difference between the total of all income
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account balances and the total of all expense account balances is calculated and that balance is transferred to retained
earnings. After transferring this figure to retained earnings, the balance of each income and expense account is set to
zero. Capital accounts are decreased with a debit. Because expenses decrease capital, a debit increases the balance of
an expense account.
Cost of Goods Accounts These are expense accounts that track the cost of doing business. In other words, these
accounts record the cost of products the company sells. These costs are recorded at the time of sale. The balance in a
Cost of Goods account is increased with a debit and decreased with a credit.
Asset Accounts Assets are things of value possessed by an organization. Cash in a bank account is an asset, as is
accounts receivable (the money owed to the organization by its customers or members). Assets need not be paid for.
Asset accounts are increased by a debit and decreased by a credit.
Liability Accounts Liabilities are debts or anything that is owed. Liability accounts are increased by a credit and
decreased by a debit.
Capital Accounts (Also called owners’ equity accounts). These accounts record the difference between what is owned
(assets) and what is owed (liabilities). It is also called proprietorship or net worth. Capital accounts are increased by a
credit and decreased by a debit.
Chart of Accounts A "chart" is a list of accounts. A chart of accounts includes all the different accounts you use in
summarizing the transactions and current condition of an organization.
Ledger A ledger consists of a group of accounts and debit and credit entries representing transactions that affect the
account balance. A group of accounts is called a ledger. The general ledger includes all accounts listed in the chart of
accounts. Subsidiary ledgers are subsets of the chart of accounts. The accounts payable ledger, for example, comprises
all vendor accounts. The total of all vendor account balances equals the balance in the accounts payable balance.
General Ledger This ledger includes each account listed in the chart of accounts, along with debit and credit transaction entries that add up to the account balance.
Journal Journals are used to sequentially record business transactions. Each transaction consists of a debit to at least
one account and a credit to at least one (different) account. Journal entries are posted to ledger accounts; therefore,
every entry made a journal ultimately affects the balance of two or more ledger accounts. An accounting system may
include multiple journals, each used to record a specific type of transaction.
Document Transactions entered in the ThinSoft Accounting System are referred to as "documents." Different journals
(accounts payable or accounts receivable for example) may used to record different types of documents. Documents
consist of debit and credit entries to two or more ledger accounts. In order to save a document, that document must be
in balance; that is, the total of all debit entries must equal the total of all credit entries.
Debit and Credits Each transaction entered into a journal, and eventually posted tot he subsidiary ledgers and general
ledgers, consists of debit and credit entries to two or more accounts. A ledger account balance is the difference between
all debit postings and all credit postings to that account. Whether a debit or credit posting to an account increases or
decreases the account balance depends on the type of account. The basic accounting equation is
assets = liabilities + capital
Asset accounts on the left side of the accounting equation are increased with a debit. Accounts on the right side
(liabilities and capital) of the accounting equation are increased with a debit. As an example, retained earnings is a
type of capital account: revenue and expense accounts are subsets of retained earnings, and because capital accounts
are increased with a credit, revenue accounts are increased with a credit. Similarly, expense accounts decrease retained
earnings and capital accounts are decreased with a debit, so expense accounts are increased with a debit.
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Income Statement The income statement (also referred to as a "profit and loss" statement) records the changes in
equity associated with business operations for a specified period of time. This statement lists the revenues and expenses
and the difference between them for a period of time. The difference between revenues and expenses is referred to as
a net profit or a net loss.
Balance Sheet The balance sheet shows the current financial condition of an organization. The balance sheet lists
assets, liabilities and capital. It is usually totaled in two main sections. The first section totals assets. The second
section totals liabilities and capital. As the basic accounting equation states, assets must always equal liabilities plus
capital.
Trial Balance This is a work sheet used as a preliminary step to generating a Balance Sheet. The trial balance is a
listing of every ledger account, along with its debit and credit balance. The total of all debit balances should equal the
total of all credit balances.
Open Items Open items are the invoices that have been posted and contain outstanding balances. These balances
represent an amount due to a vendor. A document is considered open until that balance is paid or otherwise adjusted
to zero.
Finance Charges Finance charges are charges made by a vendor against you for non-payment of an amount due.
Finance charges are new charges made against the account because the payment was not made according to the
established terms.

Computer Terms
Database A database is all the related information within a computer system to which you have access.
Table Tables are where information in the database is stored. A given table contains only a specific type of information.
For example, an account table contains the different sales and expense accounts which the system uses.
Form or Input Screen A form or input screen is the template into which you enter information, this information is
then stored in tables.
Field A field is a data entry or display area on a form. A field may or may not correspond to what is actually stored in
a table or in the database.
Button Buttons are "click-able" areas on the screen made to appear like push-buttons on a device. Using your mouse to
point to a button and then clicking it (see the "Quick Review of Mouse Skills" that follows) will execute the indicated
will save the data on the current screen.
process. For example, clicking
Icon An icon is a representational image. The icon indicates that there are selectable options that will be displayed
below when clicked, while the icon tells you that clicking it will bring up a screen allowing you to search for valid
information for that field. As another example, the
button has an icon of a trash can on it to emphasize that clicking
it will throw out the displayed data. Because many buttons have icons as well as text on them, the terms "Button" and
"Icon" are used synonymously in the ThinSoft manuals.
Document or Record A set of fields often displayed on the screen that relate to one transaction or person.

Quick Review of Mouse Skills
The mouse is a hand-operated device that enables you to communicate with ThinSoft by manipulating (selecting,
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deselecting, moving, deleting, and so on) graphical and text objects that are displayed on your computer screen. When
you move the mouse across the surface of your mouse pad (or roll a trackball in its base), a symbol called the "mouse
pointer" moves across the screen. You use this mouse to point to the on-screen object that you want to manipulate.
The mouse has two or more buttons. You use these buttons to communicate with ThinSoft in various ways, as detailed
below.
Technique

How to Do It

Point

Move the mouse until the tip of the mouse pointer is over
the desired object. "Point to the word File" Means "move
the mouse until the tip of the mouse pointer is over the
word File."

Click

Press and release the left or right mouse button Use the
left button when instructed to simply "click." Use the
right button only if specifically instructed to
"right-click."

Double-click

Press and release the left mouse button twice in rapid
succession.

Choose

Click on a menu command or a dialog-box button or an
icon. "Choose File, Open" means "click on the word
"File" (in the menu bar), and then click on the word
"Open"

Drag

Press and hold the left mouse button, and keep it
depressed while moving the mouse. "Drag the scroll bar
upward" means "point to the scroll bar press and hold
the left mouse button, move the mouse, and then release
the mouse button.

Scroll

Click on a scroll bar or within a scroll bar, or drag a
scroll bar. If your mouse is equipped with a scroll wheel,
this can also be used.

Check

Click on a check box to check (turn on) that option.

Uncheck

Copyright © 2018, Unique Systems, Inc.
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Anatomy of a Data Entry Screen
Figure 4-1. Screen Sample

Most ThinSoft data-entry screens used for day-to-day transaction processing have the same basic structure.
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The title bar, a shaded bar at the top of the window displays the title of the program. The next line, the menu bar,
shows File and/or Option choices. The Options feature lists options unique to that particular screen. Other options for
a particular screen are often displayed in the right-most section of the screen, The Action panel. Options such as Next
and Help
are displayed as text buttons.
Input Area
The Data Entry Command Icons displayed near the top of the screen on the tool bar allow users to Add, Update,
Delete, Find, Browse, Next, Previous, Quit. These will be discussed in detail below.
Some screens such as setup screens are very straightforward, containing a limited amount of data. Some screens such
as the membership screen are very complex and consist of several pages of information. These pages are accessed
through use of the Tabs at the top of the body of the screen. By clicking each tab the user navigates to additional
information pertinent to the selected member.
The body of the screen contains the data fields specific to each data entry program. The data elements may be grouped
in sections of related data. Each data element is identified with a label and a recessed box is provided to enter the data.
To aid data entry, icon buttons are often provided next to the data entry input fields. Clicking a down arrow icon
displays a relatively short list of choices that have been defined. A magnifying glass button is used to look up a set
of choices from a larger array of options. More information about the magnifying glass icon follows in a later section.
beside a date field will display a calendar, allowing you to click on the desired date. Check
The 1-2 icon buttons
boxes are provided for Boolean data. If the check box is empty the choice is no, if checked the choice is yes.
In addition to the icon buttons, other text buttons may be provided to supply the user with a navigation point to other
related programs. For example from the ID/Access tab of the membership screen the user can navigate directly to a
usage report for the member by clicking the Print Usage Report button.
The bottom line of the screen, the status bar, contains field help on the left half and messages on the right half. Field
help is available for each field the user has highlighted. For instance the Address field; the field help area will display
Enter Address when the cursor is in the field or when the mouse hovers over the field. In the above example, the
message bar displays New Document Deleted.

Using the Data Entry Commands
This section of the manual introduces the Data Entry Commands on the tool bar:

Add, Update, Delete, Find, Browse, Next, Previous, Quit
Once you learn how a command works, you can apply that knowledge throughout the system. When you select a
menu option for a data entry screen these command icons will be displayed near the top of the screen. If you are using
this manual to familiarize yourself with the basics of ThinSoft Accounting, we suggest that you practice on a simple
input screen such as a setup menu option that you are authorized to access in the TEST environment.
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Using the Add Command
The Add command is used to add any type of new document. You can use the Add Command in most menu options
that allow you to update information.
1. Select a menu option for a data entry screen.
2. Execute the Add command Click the

or type the letter a on your keyboard.

A blank data entry screen appears with the cursor in the first input field. The input fields have changed to a white
background and the command icons are now grayed out. You can move through the various fields on the screen
by pressing Enter or using the arrow keys or clicking on a field. Notice that the title bar now displays the name
of the screen followed by (Adding a new Entry). Also notice how the comment line at the bottom of the screen
changes to give a description of the field where the cursor rests.
3. Move from field to field on the data-entry screen, entering data in the fields. Once you finish entering
information, you can save the document by pressing F12 on your keyboard or by clicking the Save button
in the action section on right. To cancel the document, press Esc on your keyboard or click the Cancel button
in the action section on the right. On some data entry screens there are required fields, indicated by
the field label in red text, and before you can store the new document, you must enter valid data in these fields.
4. Save or Cancel the document.
Notice that if you save the document, the bottom line of the screen changes to (New Document) verifying that
you have created a new document. If you press Esc or cancel the document, a window appears asking you if you
are sure you want to cancel. Choosing No returns you to the document without canceling. Choosing Yes cancels
the new document, and the message bar reads (New Document)(Deleted).

Using the Find Command
The Find Command is used to call up a single document or a group of documents so you can view, modify, add, or
delete one or more of them from the group.
1. Select a menu option for a data entry screen.
2. Execute the Find Command by clicking on the Find icon or by typing the letter f on your keyboard.
A blank data entry screen appears with the cursor in the first input field. The input fields have changed to a white
background and the command icons are now grayed out. You can move through the various fields on the screen
by pressing Enter or using the arrow keys or clicking on a field. Notice that the title bar now displays the screen
name followed by (Enter Search Criteria). Notice how the field help at the bottom of the screen changes to give
a description of the field where the cursor rests.
If you do not enter any search criteria and press F12 key or click the
will find ALL of the existing documents for this screen.

icon at this point, the program

3. Move from field to field entering selection criteria into one or more fields. If you enter unique information for
the search, you will select the exact document you want. The next section will discuss how to use search criteria
effectively.

Copyright © 2018, Unique Systems, Inc.

13

Chapter 4. ThinSoft Data Entry Features
4. Press F12 or click or the
icon to cancel the search.

or

icon to find the documents. Or press Esc or click the

The first document found is displayed on the screen. Notice that a message like (1 of n) (where n is a number)
appears at the bottom of the screen. This message indicates that the Find command, in combination with you
selection criteria has selected n number of documents and that the first document is currently displayed.

Using Search Criteria to Find a Document
Executing the Find command from any data-entry screen calls up a Selection Criteria screen. When your group of
records is small, the Find Command works well all by itself. However, when the group grows in size, it is more
efficient to use selection criteria to reduce the number of records you want to view. This reduces the time needed to
complete the selection process. Selection criteria are numeric or character values entered into fields on the Selection
Criteria screen that describe values in fields of the specific document or group of documents you want to select.
Relational operators are symbols, such as the familiar mathematical signs = and <, which can be used to compare two
values. A variety of operators are available to help you specify ranges or lists of documents:
Operator

Relationship

=

Equal to

>

Greater than

>=

Greater than or equal to

<

Less than

<=

Less than or equal to

<>

Not equal

!=

Not null

:

Range

|

Or list

?

Single character wildcard

*

Multi-character wildcard

If you do not know the unique information about a record but do know something about what it contains, you can
usually perform an effective search. When you enter some known data into specific fields of the screen and press F12
(or click OK), the program finds all of the records whose data matches the search criteria you have entered. The more
information you supply (the more fields with search criteria entered), the more effective your search will be and the
fewer records likely to be found.

Selection Criteria Definitions
Numeric fields
Store only numeric values. For example, 456 is a numeric value.

14
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Date fields
Dates are entered in the order month, day, year. You can enter dates in one of two formats:
Separate each component by a slash mm/dd/yyyy. In this case, month and day can be entered as either 1 or 2 digits
(01 or 1). Years should be entered as 4 digits (2009).
Enter numbers without the slashes. In this case, enter the date in the form mmddyyyy, where mm stands for the two
digit number representing the month, dd stands for the two digit number representing the day, and yyyy stands for the
four digit number representing the year. If this method is used, month and day must be entered as two digit numbers
and year as a four digit number.

Character fields
These store both alphanumeric and numeric characters, or alphanumeric characters. A series of characters is referred
to as a string. For example, customer1 is an alphanumeric string.

Checkboxes
In ThinSoft, a checkbox has three states:
•

Checked - There’s a visible checkmark in the box selecting, or flagging, the label next to the box in an affirmative
way.

•

Empty - There is only white space in the box indicating that the label should not be flagged, a negative response
type.

•

Shaded - A checkbox that appears to be shaded with a non-white color indicates that there is neither an affirmative
nor a negative response to the associated label. It is equivalent to "no response".

ASCII
Refers to a standardized method of representing numbers and characters in the computer as a series of numbers.
Though it is easy to see that 5 is greater than 4, it is also true that z is greater than a. Because of the ASCII representation of alphabetic characters, lower case letters have a greater value than upper case letters. So z is greater than Z.
Characters have a greater value than numbers.

Wildcards
These are special characters that can be used to represent other characters. The wildcards that can used on a Selection
Criteria screen are listed below. These wildcards may be used only within character fields.
*

The asterisk replaces any group of zero or more
characters in a character field. For example, a* matches
a, ab, and abc in addition to other values.

?

The question mark replaces any single character in a
character field. It does not, however, match with zero
characters. For example, a? matches ab, but not a.

Copyright © 2018, Unique Systems, Inc.
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Relational Operators
These are characters you use to compare two values. These values can be character, numeric, or date types. The
relational operator must precede the operand. Refer to the notes under ASCII above.
Operator

Relationship

>

Greater than. Finds all values greater than the specified
value.

>=

Greater than or equal to. Finds all values greater than or
equal to the specified value.

<

Less than. Finds all values less than the specified value.

<=

Less than or equal to. Finds all values less than or equal
to the specified value.

<>

Not equal. Finds all values not equal to specified value.

=

Equal to. Finds all values equal to the specified value.
On a Selection Criteria screen, it is not necessary to use
the equals sign. To search for an exact value, enter that
value into the appropriate field. If you enter only the =
operator in a field, records that have a null value in that
field are selected. A null value means that the field has
no value. (blank)

!=

Not null. Finds all values that are not null. If you want to
select all documents that have anything in a certain field,
use the != operator.

Range
The colon operator : With all data types, numeric, date and character, a range of values may be searched. For example,
5:10 specifies the range of numbers which includes 5, 6, 7, 8, 9, 10. Notice that the search is inclusive; that is, the
values 5 and 10 are included in the values that are found. Use 1/1/2000:12/31/2000 to specify a range of dates from
the first of January 2000 through December 31, 2000. To search for customers with codes beginning with 1 through
100, you could enter 1:100 in the Code field.

Alternation
The pipe symbol | is used for alternation. On your keyboard, this is the symbol that looks like a vertical bar with a gap
in the center. This operator allows searches for alternative values. For example, you could search for names Smith OR
Jones by entering SMITH|JONES in a name field on the "Selection Criteria" screen.
Selection criteria are not limited to the apparent size of the field. If the selection criteria is longer than the field, the
field will expand to fit and the characters will appear to scroll back into the field identifier.
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Selection Criteria Examples
Selection criteria are the values you enter into fields on "Selection Criteria" screens. These values allow you to specify
which items or documents you want to select.
The kind of data you can enter in a field depends on the field type. Character fields will accept a combination of
alphabetic characters and numbers; number fields use only numbers and date fields use only dates.
If you use relational operators in selection criteria, the relational operator is entered first, followed by the operand. The
operand is the number or alphanumeric character(s) that is compared with a field’s value. In the following example
23.46 is the operand.
>23.46
This selection criteria will search all fields and select all of the rows with values greater than 23.46. This selection will
not include 23.46.
The following example matches the value of CAT and BALL, but not the value START. (The A must be in the second
position).
?A*
When using the Or list and the Range operators, you must supply two operands. Consider the following examples.
The first example (alternation) matches values of 12.34 OR 56.78. It will find only those two numbers.
12.34|56.78
The following specifies one of two dates 2/5/2005 OR 2/7/2005. It will find only February 5 and February 7, not
February 6.
2/5/2005|2/7/2005
The following example (range) matches all values between 12.34 and 56.78 It will find the whole range including
12.34 and 56.78.
12.34:56.78

NOTE: If you make your search criteria too broad you will find a very large set of records. For example, if you only
use one field in your search, like entering the character B in the last name field, your search will find all records
where the last name begins with the character B. To avoid this circumstance, you should begin your search by
entering more data into more than one field if possible. However, should the original search return too many
records, you can still refine your search using the further options presented. Define New Selection, Narrow Current
Search, or Extend Current Search.
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Using the Next Command
Once a set of documents has been identified by the Find Command, the Next Command can aid in your search for a
specific document or documents.
1. Select a menu option for a data entry screen. Data entry screen menus often begin with the word Update.
2. Execute the Find Command to locate one or more documents by clicking the Find icon. The number of
documents found is displayed on the message bar on the bottom of the screen (1 of 24). To further refine your
selection use the Next, Previous or Browse icons.
3. Execute the Next Command by clicking the Next icon or by pressing the n key on your keyboard. This enables
you to view the set of records found one by one.
Notice how each time you use the Next command, the current document number on the bottom of the screen
increases: (1 of 24) increments to (2 of 24) and so on.
By repeatedly pressing the n key or repeatedly clicking the Next icon, pages through the records one at a time.

Using the Previous Command
Once a set of documents has been identified by the Find Command, the Previous Command can be used to aid in your
search for a specific document or documents in a similar way to the Next Command.
1. Select a menu option for a data entry screen. Data entry screen menus often begin with the word Update.
2. Execute the Find Command to locate one or more documents by clicking on the Find icon. The number of
documents found is displayed on the message bar on the bottom of the screen (1 of 24). To further refine your
selection use the Next, Previous or Browse icons.
3. Execute the Previous Command by clicking the Previous icon or by pressing the p key on your keyboard. This
enables you to view the set of records found one by one, in reverse order.
The Previous command will result in the previous record found to be displayed on the screen. Notice how each
time you use the Previous command, the current document number on the bottom of the screen decreases: (6 of
24) becomes (5 of 24) and so on.
By repeatedly clicking the Previous icon or by repeatedly pressing the p key, pages through the records in reverse
order.

Using the Browse Command
Once a set of documents has been identified by the Find Command, the Browse Command can be used to quickly
view the set of documents located, and aid in the search for a specific document or documents.
1. Select a menu option for a data entry screen. Data entry screen menus often begin with the word Update.
2. Execute the Find Command to locate one or more documents by clicking on the Find icon. The number of
documents found is displayed on the message bar on the bottom of the screen (1 of 24).

18
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3. Execute the Browse Command by clicking the Browse icon or by pressing the b key on your keyboard. A
window listing the set of documents found will pop up on top of the current screen. This listing will show a brief
description of each record found.
4. Highlight the desired record from this abbreviated list. Use the window’s scroll bar, or the up and down arrow
keys to navigate within the list.
icon or use the mouse to double-click on the highlighted selection
5. Select the desired record Click the
within the pop up window. Upon selection, the highlighted record will populate the main screen fields and the
browse window will disappear.

Using the Update Command
The Update command is used to modify data in existing documents. First locate the document or documents with the
Find command, then use the Previous, Next and Browse icons as necessary. Once found the document is available
for updating the field or fields as needed. If the selection called up records that need to be removed you can use the
Delete command to remove them, or if at this point you need to add a record that was not found, you can use the Add
command.
1. Select a menu option for a data entry screen. Data entry screen menus often begin with the word Update.
2. Execute the Find Command to locate one or more documents by clicking on the Find icon. To further refine
your selection use the Next, Previous or Browse icons.
3. Execute the Update Command by clicking on the Update icon or by typing the letter u on your keyboard.
4. Move from field to field using the Enter key or click on the desired field with your mouse. Type in the
appropriate changes to each field as needed.
5. Save the changes you have made by clicking the
and restore the document to the original condition.

, or click on the

icon to cancel your changes

Using the Delete Command
The Delete Command is used to remove documents from the database. First locate the document or documents with
the Find command, Previous, Next and Browse functions. Once located the document is available for removal using
the Delete command. Sometimes a deletion is not allowed for a variety of reasons and a warning will appear to indicate
this condition.
1. Select a menu option for a data entry screen. Data entry screen menus often begin with the word Update.
2. Execute the Find Command to locate one or more documents by clicking on the Find icon. To further refine
your selection use the Next, Previous or Browse icons.
3. Once you have identified the documents for removal, click the Delete icon to remove the document from
the database.
A warning window will appear asking you to confirm that you want to erase this document. Click the Yes icon
or press the y key to permanently delete the record or click the No icon or press the n key to cancel the deletion.

Copyright © 2018, Unique Systems, Inc.
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Using the Quit Command
Once you have completed your work on a screen, you can quit by clicking the
icon on the Tool bar or by pressing
the q key on the keyboard. If the Quit icon is not available (grayed out) use the available Cancel button.

Managing Attached Documents
While entering or editing data, you sometimes have the option to attach relevant documents to the current record at
almost any time using the Add Attached Documents action button.
Figure 4-2. Camp Group Events in Add or Update Modes

Clicking the
button will open the "Attached Documents" screen which will list any documents already
button to view the selected document, or the
attached to this record, at which point you may use the
button to delete the attachment to the document.
The Delete Doc button will delete the attachment to the current record only, and not the actual document. The
document file will remain on the system.
To manage attached documents:
1. From the screen displaying a record needing an attached document, in add or update mode, click

.

Figure 4-3. Attached Documents
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You will see the "Attached Documents" screen where any already attached documents will be listed. You may
and
action buttons to view or delete any selected documents.
use the
If you only needed to view or delete an attached document, click
when you are through and you will be
returned to the originating screen. To attach a document, continue with the following instructions.
2. To attach a document, click Add Doc.
Figure 4-4. New Attachment

3. Specify the Predefined Type of the new attachment from the list of available options.
4. Enter a brief Document Description.
5. Indicate whether you want to add a document from your local hard-drive, select a document from your scanned
documents queue, or scan a document now using a locally attached scanner (if available) by selecting the Choose
File, From Queue, or Scan Now buttons respectively. The Scan Now button will be grayed out when that option
is not available.
You will be prompted for further file or device information according to the add document method you selected.
Use the provided prompts and fields to locate the required document.
to select an
6. If you are attaching a document that will become out-dated at some known point, you may use
appropriate Expiration Date for the attachment, after which the document will no longer show as attached to this
record.
7. When you are through editing this record, click
without saving anything you’ve changed.

to save your changes or

to exit the screen

8. You should now see the newly attached document listed on the "Attached Documents" screen. Click
when you are through managing documents, and you will be returned to the originating screen.
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The following table shows keyboard shortcuts for enhanced data entry speed and convenience.
Keyboard Key

Shortcut for:

A or a

Add

B or b

Browse

D or d

Delete

F or f

Find

N or n

Next

P or p

Previous

U or u

Update

Q or q or X or x

Quit

Y or y

Yes

Enter or Tab
Up Arrow key

Navigate to next field
Return to previous field

F5

Navigate to Next Input Area

F12

Save, OK

Esc

Cancel

Backspace

Delete to left

Delete

Delete to right

Insert

Toggle between insert & overwrite mode

Page Up
Page Down

Within a browse list, scroll up
Within a browse list, scroll down

Ctrl-n

Add Notes (when option available)

Ctrl-z

Zoom/Lookup (when option available)
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Printer Destinations
Upon launching a program that will produce a report, you will be offered a screen where you can indicate the report
destination and the number of copies desired. In the example below the user has clicked the to display several
options for report destinations.
1. Screen - You can print the report to the screen. This option will open the browser on your computer and display
the report on your screen instead of printing it directly to a printer.
2. Printer - If you click the option Printer, the many physical printers on your network will be displayed as choices.
Highlight the desired printer and click to have the report printed on that physical printer.
3. File - You can also print the report to a file. This option will save the report output to the computer Filename
you specify. Use the Choose File button to select if desired. You can print the report on a printer at a later date if
desired.
Figure 6-1. Printer Selection Screen

Indicate the number of copies you wish printed by entering a number in the Number of Copies field.
Click the
icon to proceed. Or click the up/down arrow keys below to toggle to the
to abandon this process.
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Filter Screens
Next, one or more filter screens may be offered for you to complete. These screens offer selection criteria for the
report output and "filter out" extraneous data. For example, you may wish to produce a report that only selects data
between a specific beginning and ending date. Or you may wish to select only data for a certain department or branch.
By completing the fields on the filter screen you pass information to the program to limit the amount of data shown
on the printed report.
Figure 6-2. Sample Filter Screen

You can use the
You can use the
Click the
click the

26

Calendar icon to select dates.
icon to select from available options for other fields.
icon to proceed to the next filter screen or send the report to the designated report destination. Or
icon if you wish to start over or cancel the process.
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An Example Using the Find Command
Included in this chapter are examples showing how to search the database and export the data for various purposes.
Let’s examine the use of each operator using some specific examples on ThinSoft data entry screens. For the first set
of examples let’s use the "Payment Processing" screen.
To access this screen:
1. From the ThinSoft main menu, click - Membership.
2. Click - Payment Processing.
3. Double click Process Payments.
4. Click

to reveal the screen available for searching.

5. Locate the Total Sale field and enter >100.
Figure 7-1. Use of Greater Than Search

6. Click

icon to search for all records whose total sale was greater than $100.
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Figure 7-2. Results of Greater Than Search

Notice that for the search this day, three instances of sales greater than $100 were found. To view each instance,
use the

to scroll through the results.

If you need to create an adhoc report of this data, you can use the export feature to accomplish this.
7. Click the

icon on the top menu bar and select the Export Data choice.

Figure 7-3. Option Export Data

8. A screen listing all fields available for export is displayed.

28
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Figure 7-4. Data Export Screen

9. Click the box next to each field you want to export. Then click
click the Select All icon.

. If you want to export all fields, simply

The next screen will display all of your desired fields. You can specify the order in which the fields should appear
on your report.
10. Highlight a field then click the Move Up, Move Down, Move to Top, or Move to Bottom icons to move the field
into the desired order.
Figure 7-5. Order of Exported Fields

11. Click the

icon.

A series of tasks will then automatically occur. First, the program will gather the data from the fields indicated
and order them as directed. Next, the report is downloaded to your local computer. Finally, the application needed
to view and/or save the report in spreadsheet format is launched with the report data. Once the report is on your
local computer you can further manipulate the data as needed.
Figure 7-6. Downloaded spreadsheet report.
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Mail Merge
This chapter describes how to use ThinSoft’s software together with your word processor to create labels and letters.
You can use the data extracted from ThinSoft’s software to create a set of documents that are essentially the same but
where each document contains unique elements. Our task is to create a confirmation letter and labels. This letter will
be sent to parents of the child enrolled in the upcoming Child Care program.
We will access the mailing information from the "Membership Information" screen, then export the data to a spreadsheet. The steps below describe the export process only.
Once the data has been exported, you will follow the instructions for using the Mail Merge function of your word
processor program to create the template document/s. The data exported in the spreadsheet mentioned above will be
the data source that will be merged into your word processing document.

Creating the Data Source
1. From the ThinSoft main menu, click - Membership.
2. Double click - Membership Information.
The membership information screen will appear.
3. Click the Child Care tab to view child care information.
4. Click the

icon and enter your selection criteria

5. In the Facility Code field, enter the desired facility code.
6. In the Program Start Date field, enter the program start date.
7. Click
(or hit the F12 key) to find the records meeting your criteria. When all records have been found,
on the message bar at the bottom, notice the number of records the search has found. (1 of xx).
You now have the opportunity to export the data into a spreadsheet.
NOTE:This is the same process described earlier, Figure 7-3 on page 28.

8. Click

on the menu bar at the top left of the screen.

9. The "Data Export Selection" screen shows the fields available for export. Select the desired fields. For this exercise, select only, Last Name, First Name, Address 1, Address 2, City, State, Zip, Child Care Facility Name and
Facility Rate Type.
10. Click

to begin.

11. On the order selection screen, you can choose the order the fields will appear in your spreadsheet columns. Refer
to the template (form) letter that you intend to create as a guide to the order of the fields.
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12. When you have finished ordering the fields, click the

icon.

Download Selected Data to a File
On the File Download Screen, click Open to automatically launch your spreadsheet program as shown next, or click
Save to save the file to your local computer. Make a note of the filename so you can find it for the next step.

Open Exported Data File in Excel
On this opened spreadsheet you can now use the complete functionality of the your spreadsheet program. You can
now sort the columns in the spreadsheet and edit to meet your needs. This data will be used as the data source for a
letter and for mailing labels.
If you have made any changes to it since the last time you saved it, save it now. Close the spreadsheet. Quit out of
ThinSoft.
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Create the Template (Form Letter)
Launch the word processing program on your computer. Following your organization’s standards, create a letter
similar to the letter below.

Sample Letter
In your word processor, create a template letter. Note in the sample below and the Child’s Name, Facility Name and
Rate Type placeholders that will be replaced with the data you exported in previous steps.
Date
To the Parents of: (Child’s Name)
Thank you for enrolling your child in our Child Care for the
2008-2009 school year. Your child is registered to attend at the (facility
name) and is registered for (rate type) care.
If there are any changes in these plans, please contact me at 419.555.5555.
Otherwise, we look forward to meeting you at one of the orientation meetings
listed on the next page.
Please be sure to bring emergency, physician, dental, and work phone
numbers to the meeting so you are able to complete the necessary forms.
We look forward to having your child in our care for the upcoming year.
Sincerely,
Family Program Director
Central Community Child Care

Save the file to your local computer.
Make a note of the filename.
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Access Local Word Processor
Follow your word processors procedures for its Mail Merge feature. (Use the Help feature and search on words like
"Mail Merge" or "Form Letter" to find specific instructions for this task).
The general process will include:
•

Edit your form (template) letter to replace () placeholders with field (data element) identifiers.

•

Begin the merge process.

•

Preview your letters.

•

Complete the merge.

•

Edit the individual letters or All if necessary, then click OK.

•

Print.

•

Save or Close.
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