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Program Compatibility
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SAFE is compatible on the following systems:

Å Windows 98se/ME/XP/Vista/Windows 7

SAFE Microsoft Access Version will work properly on:

Å Microsoft Office Access XP/2003/2007/2010

Å SAFE also interacts with Excel, Word, and Outlook

Å Apple/Mac Computers with Boot Camp (Dual Boot)

SAFE is not-compatible on the following systems:

Å Windows 95® and is not recommended for Windows ME® - Time to

SAFE Microsoft Access Version will not work properly on:

Å Microsoft Office 95/97/2000 ςUse the Runtime 2007 (Standalone Version) 

Go to http://www.microsoft.com/downloads/details.aspx?familyid=d9ae78d9-9dc6-4b38-9fa6-2c745a175aed&displaylang=en

Å SAFE will not install on APPLE/Macintosh computers without the DUAL BOOT Platform               
Let us know if you have the Dual Platform for Apple/Windows
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SAFEϰ /ƻƳǇŀǘƛōƛƭƛǘȅ

{!C9ϰ Lƴ-compatibility
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Windows Vista®/ 7®
LŦ ȅƻǳ ƘŀǾŜ ǘǊƻǳōƭŜ ƛƴǎǘŀƭƭƛƴƎ ǘƘŜ {!C9 tǊƻƎǊŀƳ ŀǘ ŀƴȅ ǘƛƳŜΣ ǇƭŜŀǎŜ ŘƻƴΩǘ ƘŜǎƛǘŀǘŜ ǘƻ ŎƻƴǘŀŎǘ ǳǎ ŀǘ 

thesafeprogram@gmail.comand we will call to help you.
Also, if you use another operating system, please contact us. 

REMOTE SUPPORT SETUP IS AVAILABLE FREE OF CHARGE*
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Proper Installation

*Must have a high speed internet connection established or available.

mailto:thesafeprogram@gmail.com
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²ƘŀǘΩǎ ƻƴ ǘƘŜ Lƴǎǘŀƭƭŀǘƛƻƴ 5ƛǎƪΚ  IŜǊŜΩǎ ŀ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ  ǘƘŜ ŦƛƭŜǎ ƻƴ ǘƘŜ /5 ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜΥ

Microsoft Access Runtime Versions:  This Folder contains the 2007, 2010 (32 bit) and the 2010 (64 bit) Access Runtime Platforms (for 
computers not equipped with Microsoft Access XP, 2003, 2007, or 2010).  You can install one of these programs if you are runningMicrosoft 
98se, ME, XP, Vista, or Windows 7.

Important Installation Files:  These files in the folder will need to be REGISTERED in your Windows 7 or Vista Operating Systems MANUALLY.  
Copy the contents of the folder, paste them into your C:\Windows\System 32 or SysWowFolder (for 64 bit systems), and then click on the 
respective registry program in the C:\Program Files\SAFE folder  - either Register 32 or Register 64. FREE REMOTE HELP

SAFE 2002 and 2003 mdefolders:  These folders contain the versions of SAFE that were created in Microsoft Access 2002 and 2003.  The 
regular SAFE Private.exe version of the program will be based in Access 2007 and will be installed on most computers.  You will have to install 
the SAFE 2002.mde or 2003.mde files if you are using Microsoft Access pre-2007 versions.  FREE REMOTE HELP

PDF Help Files:  Help Files for different areas of the SAFE Program .  Make sure you have Adobe PDF reader (free online)

SAFE Private.exe:  ¢Ƙƛǎ ƛǎ ǘƘŜ w9D¦[!w ƛƴǎǘŀƭƭŀǘƛƻƴ ǇǊƻƎǊŀƳΦ  Lƴǎǘŀƭƭ ǘƘƛǎ ōȅ ǊƛƎƘǘ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘƛƴƎ άwǳƴ ŀǎ !ŘƳƛƴƛǎǘǊŀǘƻǊέ 
(Vista/7).  Run through a series of installation steps to complete Installation.  FREE REMOTE HELP

FOR REMOTE ASSISTANCE, PLEASE CONTACT US
THESAFEPROGRAM@GMAIL.COM OR (800) 604-7351

Video Help Files:  Help Files for different areas of the SAFE Program .  Make sure you have updated your Windows Media Player (free online)
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Standalone Version:  (Those of you who do NOT have Microsoft Access XP, 2003, 2007 or 2010 installed)

1. LƴǎŜǊǘ ǘƘŜ ŘƛǎƪΣ ŎƭƛŎƪ ƻƴ άhǇŜƴ CƻƭŘŜǊ ǘƻ ±ƛŜǿ CƛƭŜǎέΣ wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƛƭŜ ŎŀƭƭŜŘ ά{ŜǘǳǇΦŜȄŜέΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ άwǳƴ ŀǎ !ŘƳƛnisǘǊŀǘƻǊέ

2. Go through the steps to setup and install the program.

3. !ŦǘŜǊ ǎŜǘǳǇ ƛǎ ŎƻƳǇƭŜǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ǘƘŜ {ǘŀǊǘ LŎƻƴΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ά!ƭƭ tǊƻƎǊŀƳǎέ ŀƴŘ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƻƭŘŜr cŀƭƭŜŘ ά{!C9έΦ  wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǇƛŎǘǳǊŜ ƻŦ 
ǘƘŜ ƪŜȅ ǘƘŀǘ ƛǎ ƭŀōŜƭŜŘ ά{!C9έ ŀƴŘ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ά{ŜƴŘ ǘƻέ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ά5ŜǎƪǘƻǇ όŎǊŜŀǘŜ ǎƘƻǊǘŎǳǘύ

Microsoft Access Version:  (Compatible with Access XP, 2003, 2007, and  2010 versions)

1. LƴǎŜǊǘ ǘƘŜ ŘƛǎƪΣ ŎƭƛŎƪ ƻƴ άhǇŜƴ CƻƭŘŜǊ ǘƻ ±ƛŜǿ CƛƭŜǎέΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƛƭŜ ŎŀƭƭŜŘ ά{!C9 tǊƛǾŀǘŜ уΦŜȄŜέΣ ŀƴŘ ƭŜŦǘ ŎƭƛŎƪ ƻƴάwǳƴ ŀǎ !ŘƳƛƴƛǎǘǊŀǘƻǊέΦ

2. /ƭƛŎƪ ƻƴ άhYέΣ ǘƘŜƴ ά¦b½Ltέ ŀƴŘ άhYέ ǿƘŜƴ ŦƛƴƛǎƘŜŘΦ

3. !ŦǘŜǊ ǎŜǘǳǇ ƛǎ ŎƻƳǇƭŜǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ {ǘŀǊǘ LŎƻƴΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/έ ŘƛǊŜŎǘƻǊȅΣ ŀƴŘ ŦƛƴŘ ǘƘŜ άtǊƻƎǊŀƳ FilŜǎέΦ  [ŜŦǘ ŎƭƛŎƪ ƻƴ άtǊƻƎǊŀƳ CƛƭŜǎέ ŀƴŘ 
ŦƛƴŘ ǘƘŜ ŦƻƭŘŜǊ ŎŀƭƭŜŘ ά{!C9έΦ  5ƻǳōƭŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{!C9έ ŦƻƭŘŜǊ ŀƴŘ ǘƘŜƴ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǇƛŎǘǳǊŜ ƻŦ ǘƘŜ ōƭǳŜ ōƻȄ ǿƛǘƘ ǘƘŜ ά{έ ƛƴ ǘƘŜ ƳƛŘŘƭŜ ǘƘŀǘ ƛǎ ƭŀōŜƭŜŘ 
ά{!C9έ ŀƴŘ ƛǎ ŀ ǎƘƻǊǘŎǳǘΦ  [ŜŦǘ ŎƭƛŎƪ ƻƴ ά{ŜƴŘ ǘƻέ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ά5ŜǎƪǘƻǇ όŎǊŜŀǘŜ ǎƘƻǊǘŎǳǘύΦ  bƻǿ ȅƻǳ ƘŀǾŜ ǘƘŜ !ŎŎŜǎǎ ±Ŝrsion shortcut icon on your desktop.

4. Microsoft Office 2003 and 2007 Macro Warning:Turn off Security warning for Microsoft Office 03 by following these procedures:
Go to Tools from the Access Menu, Click on Macro then Security, Set the security level to LOW

Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǎŜǘ ȅƻǳǊ tŜǊƳƛǎǎƛƻƴǎ ǘƻ άC¦[[ /hb¢wh[έ ƻƴ ǘƘŜ {!C9 tǊƻƎǊŀƳΦ

Å !ŦǘŜǊ ǎŜǘǳǇ ƛǎ ŎƻƳǇƭŜǘŜŘ ǎǳŎŎŜǎǎŦǳƭƭȅΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ {ǘŀǊǘ LŎƻƴΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/έ ŘƛǊŜŎǘƻǊȅΣ ŀƴŘ ŦƛƴŘ ǘƘŜ άtǊƻƎǊŀƳ FilŜǎέΦ  [ŜŦǘ ŎƭƛŎƪ ƻƴ άtǊƻƎǊŀƳ 
CƛƭŜǎέ ŀƴŘ ŦƛƴŘ ǘƘŜ ŦƻƭŘŜǊ ŎŀƭƭŜŘ ά{!C9έΦ

Å wƛƎƘǘ ŎƭƛŎƪ ƻƴ άtǊƻǇŜǊǘƛŜǎέ ŀƴŘ ƭŜŦǘ ŎƭƛŎƪ ά{ŜŎǳǊƛǘȅέ

Å [ŜŦǘ /ƭƛŎƪ ά9Řƛǘέ ǘƘŜƴ ǎŜƭŜŎǘ ŀ ¦ǎŜǊ bŀƳŜ ŀƴŘ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ άC¦[[ /hb¢wh[έ ƛǎ ŎƘŜŎƪŜŘΦ  LŦ ȅƻǳ ŎƘŀƴƎŜ ƛǘΣ ǊŜƳŜƳōŜǊ ǘƻ ŎƭƛŎƪ ά!ǇǇƭȅέ ōŜŦƻǊŜ ŜȄƛǘƛƴƎ ǘƘŜ 
menu.

Å !ŦǘŜǊ ŎƻƳǇƭŜǘƛƴƎ ǘƘƛǎΣ ȅƻǳ ǿƛƭƭ ōŜ ƎƛǾŜƴ ά!ŘƳƛƴƛǎǘǊŀǘƻǊέ ŀŎŎŜǎǎΦ

Installation Instructions for Windows Vista® and Windows 7® Standalone & Microsoft Office Versions

Make sure FULL 
CONTROL is 
selected for each 
Group or User 
Name Selected

Also, make sure 
ȅƻǳ ŎƭƛŎƪ ά!tt[¸έ 
before exiting!

Compatibility          <>          Installation Guide         <>          Proper Set Up
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Proper Installation Procedures
Non-Vista Operating Systems

(Windows 98se, ME, 2000, XP)
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IMPORTANT INSTALLATION INFORMATION: Microsoft Access Versions.  This is part of the Microsoft Office Professional Package containing; Excel, PowerPoint, 
Word, Outlook, Access, as well as others.  Microsoft offers several versions of Office, but only Microsoft Office Professional contains Access.  Microsoft Access is 
ŀ ŘŀǘŀōŀǎŜ ǇǊƻƎǊŀƳ ǿƛǘƘ ǿƘƛŎƘ ƻǳǊ ǇǊƻƎǊŀƳ ƛǎ ǿǊƛǘǘŜƴΦ  CƛƴŘ ƻǳǘ ǿƘŀǘ ǾŜǊǎƛƻƴ ȅƻǳ ƘŀǾŜ ōȅ ǎǘŀǊǘƛƴƎ ǳǇ !ŎŎŜǎǎΣ ƎƻƛƴƎ ǘƻ άIŜƭǇέΣanŘ ǎŜƭŜŎǘƛƴƎ ά!ōƻǳǘ aƛŎǊƻǎƻŦǘ 
!ŎŎŜǎǎΦέ  !ŦǘŜǊ ȅƻǳ ŘŜǘŜǊƳƛƴŜ ǿƘŀǘ ǾŜǊǎƛƻƴ ȅƻǳ ƘŀǾŜΣ ǎƛƳǇƭȅ ƛƴǎǘŀƭƭ ǘƘŜ /5 ƛƴǘƻ ǘƘŜ /5 ŘǊƛǾŜΦ  Lǘ ƛǎ ǿƛǎŜ ǘƻ ƛƴǎǘŀƭƭ ǘƘŜ !ŎŎŜss Version if you have Microsoft Access 
XP, 03, or 2007.  Our Access version will NOT run in Access 97 or 2000.  The main advantages are that you can utilize many Toolbar Functions, export to Excel or 
Word, and view database information through queries you create.
ACCESS VERSION INSTALLATION:
SAFE WILL AUTO-RUN THE STAND-![hb9 ±9w{LhbΦ  {9[9/¢ ά/!b/9[ {9¢¦tΦέ(You do not want to install the Stand-alone Version if you have Microsoft Access 
XP/03/2007)
With your Mouse, Right/ƭƛŎƪ ƻƴ {¢!w¢ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ά9·t[hw9έ  
CƛƴŘ ǘƘŜ ά/5 wƻƳέ ŘǊƛǾŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ά{!C9 tǊƛǾŀǘŜέ ǘƘŜƴ ŘƻǳōƭŜ-ŎƭƛŎƪ ƻƴ ά{!C9 tǊƛǾŀǘŜΦŜȄŜέ
wǳƴ ǘƘŜ ά½ƛǇǇŜŘέ {!C9 tǊƻƎǊŀƳ ŀƴŘ ǎŀȅ άhYέ ǘƻ ǘƘŜ ǇǊƻƳǇǘǎ
!ŦǘŜǊ ά¦ƴȊƛǇǇƛƴƎέ ǘƘŜ {!C9 ǇǊƻƎǊŀƳΣ ŎƭƛŎƪ άƻƪέ ǘƻ ŦƛƴƛǎƘΦ
Microsoft Office 2003 and 2007 Macro Warning:Turn off Security warning for Microsoft Office 03 by following these procedures:
¶Go to Tools from the Access Menu
¶Click on Macro then Security
¶Set the security level to LOW
STAND-ALONE VERSION INSTALLATION: Do this if you do NOT have Access XP/03 or 2007
Insert the CD-Rom.  Follow these directions:
1.LŦ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ά!ǳǘƻ wǳƴǎέ ǘƘŜ {!C9 ǎǘŀƴŘ-alone, then just follow the directions provided during set-up.
2.LŦ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ŘƻŜǎ ƴƻǘ ά!ǳǘƻ wǳƴέ ǘƘŜ {!C9 tǊƻƎǊŀƳΣ Řƻ ǘƘŜǎŜ ǎǘŜǇǎΥ
{ŜƭŜŎǘ ά{¢!w¢έ ǘƘŜƴ άw¦bέ
Browse your Computer to find the CD drive.  Select the appropriate drive letter.
{ŜƭŜŎǘ ά{ŜǘǳǇΦŜȄŜέ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άhǇŜƴέ ǘƘŜƴ άhYέ - The program should begin Installation.
If you have any problems or errors, please contact me immediately by email at vmsoft@aol.com
DISPLAY SETTINGS:  
SAFE is best viewed in 1024X768 or greater.  To change this setting right-click your mouse on an empty area of your desktop dispƭŀȅ ŀƴŘ ǎŜƭŜŎǘ άtǊƻǇŜǊǘƛŜǎΦέ  
/ƭƛŎƪ ƻƴ ά{ŜǘǘƛƴƎǎέΣ ǘƘŜƴ ŎƘŀƴƎŜ ǘƘŜ ǎŎǊŜŜƴ ǊŜǎƻƭǳǘƛƻƴ ǘƻ млнп·тсу ƻǊ ƎǊŜŀǘŜǊ ŀƴŘ /ƭƛŎƪ ά!ǇǇƭȅέΦ

Standalone and Access Versions:  Important Installation Settings

Compatibility          <>          Installation Guide         <>          Proper Set Up
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Transferring the SAFE Data from 
computer to computer

ωInstalling SAFE on a NEW Computer and then Transferring the data

ωInstalling SAFE on an Additional Computer and then Transferring the data
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Transferring your Data from one computer to another (Using a USB Flashdrive )

SAFE Main Computer

New Computer

One-time Transfer Method:

1. Install SAFE onto the NEW Computer (see the installation page for this procedure)

2. LƴǎŜǊǘ ǘƘŜ ¦{. 5ŜǾƛŎŜΦ  ²ŀƛǘ ŦƻǊ ƛǘ ǘƻ hǇŜƴ ŀ ǿƛƴŘƻǿ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ άhǇŜƴ CƻƭŘŜǊέ

3. hǇŜƴ {!C9 ƻƴ ǘƘŜ a!Lb /ƻƳǇǳǘŜǊ ŀƴŘ ǘƘŜƴ Ǝƻ ǘƻ ǘƘŜ .!/Y¦t aŜƴǳΦ  aŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ά¢ƻΥέ ŦƛŜƭŘ ƛƴ 
the Backup Menu is correctly labeled to point to the USB drive (see example)

4. /ƭƛŎƪ .ŀŎƪǳǇ ŀƴŘ ǘƘŜƴ άhYέ ǿƘŜƴ ǎǳŎŎŜǎǎŦǳƭΦ

5. Take the USB Storage device out of the MAIN and insert it into the NEW computer

6. ²ƘŜƴ ǘƘŜ ¦{. 5ǊƛǾŜ ƳŜƴǳ ŀǇǇŜŀǊǎΣ ŎƭƛŎƪ άhǇŜƴ CƻƭŘŜǊ ǘƻ ǾƛŜǿ ŦƛƭŜǎέ

7. wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{!C9 5. όŘŀǘŜ ŀƴŘ ǘƛƳŜύΦmdbέΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ w9b!a9 ŀƴŘ ǊŜƴŀƳŜ ƛǘ ǘƻ ά{!C9 5.έ ƻǊ 
ά{!C9 5.ΦƳŘōέ ƛŦ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ƛǎ ǎƘƻǿƛƴƎ ǘƘŜ ŜȄǘŜƴǎƛƻƴǎ όΦmdbύΦ  5ƻ ǘƘŜ ǎŀƳŜ ŦƻǊ ǘƘŜ ά{!C9 ²ƻǊƪ 
(date and time).mdbέΦ  /ƘŀƴƎŜ ƛǘ ǘƻ ά{!C9 ²ƻǊƪέ ƻǊ ά{!C9 ²ƻǊƪΦƳŘōέΦ  aŀƪŜ ǎǳǊŜ ȅƻǳ Ǉǳǘ ŀ ǎǇŀŎŜ 
ōŜǘǿŜŜƴ ǘƘŜ ά{!C9έ ŀƴŘ ά5.έ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ά{!C9έ ŀƴŘ ά²ƻǊƪέΦ

8. !ŦǘŜǊ ŘƻƛƴƎ ǘƘƛǎΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{!C9 5.έ ŀƴŘ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ά/ƻǇȅέ

9. Right click on the Start Button on the bottom left portion of your computer screen.  Left click on 
9ȄǇƭƻǊŜΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ά/έ ŘƛǊŜŎǘƻǊȅΣ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ άtǊƻƎǊŀƳ CƛƭŜǎέΦ  wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƻƭŘŜǊ ŎŀƭƭŜŘ 
ά{!C9έ ŀƴŘ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ άtŀǎǘŜέΦ  /ƭƛŎƪ ά/ƻǇȅ ŀƴŘ wŜǇƭŀŎŜέ ǘƻ ŦƛƴƛǎƘ ǇǳǘǘƛƴƎ ȅƻǳǊ {!C9 5. 
ό5ŀǘŀōŀǎŜύ ƻǾŜǊ ǘƘŜ ŜƳǇǘȅ ƻƴŜΦ  5h ¢I9 {!a9 ¢ILbD ¢h ¢I9 ά{!C9 ²ƻǊƪέ CL[9Φ

10.Start up SAFE and check to make sure your data is there.

6

1 2

3

4
5

7, 8, 9

10

ATTENTION:  ACCESS databases will NOT MERGE together.  If you work 
on two computers at the same time and then transfer a database from 
one computer to another, that database will overwrite the existing 
database on the computer it is being pasted to.
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Transferring your Data from one computer to another (Using a USB          )

SAFE Main Computer

New Computer

Continual Transfer Method:  To and from Computers

1. Make sure SAFE is installed on the NEW Computer (see the installation page for this procedure)

2. LƴǎŜǊǘ ǘƘŜ ¦{. 5ŜǾƛŎŜΦ  ²ŀƛǘ ŦƻǊ ƛǘ ǘƻ hǇŜƴ ŀ ǿƛƴŘƻǿ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ άhǇŜƴ CƻƭŘŜǊέ

3. hǇŜƴ {!C9 ƻƴ ǘƘŜ a!Lb /ƻƳǇǳǘŜǊ ŀƴŘ ǘƘŜƴ Ǝƻ ǘƻ ǘƘŜ .!/Y¦t aŜƴǳΦ  aŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ ά¢ƻΥέ ŦƛŜƭŘ ƛƴ 
the Backup Menu is correctly labeled to point to the USB drive (see example)

4. /ƭƛŎƪ .ŀŎƪǳǇ ŀƴŘ ǘƘŜƴ άhYέ ǿƘŜƴ ǎǳŎŎŜǎǎŦǳƭΦ

5. Take the USB Storage device out of the MAIN and insert it into the NEW computer

6. ²ƘŜƴ ǘƘŜ ¦{. 5ǊƛǾŜ ƳŜƴǳ ŀǇǇŜŀǊǎΣ ŎƭƛŎƪ άhǇŜƴ CƻƭŘŜǊ ǘƻ ǾƛŜǿ ŦƛƭŜǎέ

7. wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{!C9 5. όŘŀǘŜ ŀƴŘ ǘƛƳŜύΦmdbέΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ w9b!a9 ŀƴŘ ǊŜƴŀƳŜ ƛǘ ǘƻ ά{!C9 5.έ ƻǊ 
ά{!C9 5.ΦƳŘōέ ƛŦ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ƛǎ ǎƘƻǿƛƴƎ ǘƘŜ ŜȄǘŜƴǎƛƻƴǎ όΦmdbύΦ  5ƻ ǘƘŜ ǎŀƳŜ ŦƻǊ ǘƘŜ ά{!C9 ²ƻǊƪ 
(date and time).mdbέΦ  /ƘŀƴƎŜ ƛǘ ǘƻ ά{!C9 ²ƻǊƪέ ƻǊ ά{!C9 ²ƻǊƪΦƳŘōέΦ  aŀƪŜ ǎǳǊŜ ȅƻǳ Ǉǳǘ ŀ ǎǇŀŎŜ 
ōŜǘǿŜŜƴ ǘƘŜ ά{!C9έ ŀƴŘ ά5.έ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ά{!C9έ ŀƴŘ ά²ƻǊƪέΦϝ

8. !ŦǘŜǊ ŘƻƛƴƎ ǘƘƛǎΣ ǊƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{!C9 5.έ ŀƴŘ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ά/ƻǇȅέ

9. Right click on the Start Button on the bottom left portion of your computer screen.  Left click on 
9ȄǇƭƻǊŜΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ά/έ ŘƛǊŜŎǘƻǊȅΣ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ άtǊƻƎǊŀƳ CƛƭŜǎέΦ  wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ŦƻƭŘŜǊ ŎŀƭƭŜŘ 
ά{!C9έ ŀƴŘ ǘƘŜƴ ƭŜŦǘ ŎƭƛŎƪ ƻƴ άtŀǎǘŜέΦ  /ƭƛŎƪ ά/ƻǇȅ ŀƴŘ wŜǇƭŀŎŜέ ǘƻ ŦƛƴƛǎƘ ǇǳǘǘƛƴƎ ȅƻǳǊ {!C9 5. 
ό5ŀǘŀōŀǎŜύ ƻǾŜǊ ǘƘŜ ŜƳǇǘȅ ƻƴŜΦ  5h ¢I9 {!a9 ¢ILbD ¢h ¢I9 ά{!C9 ²ƻǊƪέ CL[9Φ

10.Start up SAFE and check to make sure your data is there.

ϝ  !ŦǘŜǊ ǘǊŀƴǎŦŜǊǊƛƴƎ ǘƘŜ ά{!C9 ²ƻǊƪέ ŦƛƭŜ ǘƻ ǘƘŜ ƴŜǿ ŎƻƳǇǳǘŜǊ ŦƻǊ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ƴŜŜŘ ǘƻ 
transfer it again.
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ATTENTION:  ACCESS databases will NOT MERGE together.  If you work on two computers 
at the same time and then transfer a database from one computer to another, that 
database will overwrite the existing database on the computer it is being pasted to.
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MAIN MENU DEFAULT
Detailed Main Menu

M     a     i n           M     e     n     u           O     p     t     i o     n     s
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Main Tab: Shows reports, listings, spreadsheets of all your customers.
The Customer menu consists of several subsections for each customer.

Septic Contracts Tab:  View listings and print contracts, letters, and reports.
Septic Inspections Tab:  View listings and Print Reports for Septic Inspections.
Pumping/Cleaning Tab: View listings and print pumping reports
Rentals Tab:Track portable toilets or any other type of rental equipment
your company may offer.  View Listings, and schedule service, etc.
Remote Alarms Tab: View auto-dialer failures, problems, and print reports
Vehicles Tab:Keep track of all your equipment or vehicles here.  Track all
Vehicle work orders, fuel entry, licensing, and planned maintenance.
Spreadsheets/Transfer Tab: Welcome to the 21st century!  We want to help
decrease the endless paper trail by allowing you to send information to Excel.  You can
also import these spreadsheets into an online map or Microsoft Streets & Trips.

Customers: Click this to go to the customer menu and enter or edit customer information.
Work Orders: Create, preview listings, and Print Work Orders.
Financials:View listings, print reports, and create proposals
for your customers.
Reminders:Send your customers REMINDERS and FOLLOW-UP Emails for all areas of your program. (NEW FOR Version 11)
Organizing: Put your customers into groups (areas) by viewing them by City/Street/Street Name  (NEW FOR Version 11)
Summaries:  View Counts, Screen-lists, Graphs, and other organizational tools in this menu. (NEW FOR Version 11)
Master FilesΥ  ²ƘŜƴ ȅƻǳ ǎŜƭŜŎǘ ǘƘƛǎ ƳŜƴǳ ƛǘŜƳΣ ȅƻǳ ŀǊŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ άƘŜŀǊǘέ ƻŦ ȅƻǳǊ ŘŀǘŀΦ  !ƭƭ ǇŜǊǘƛƴŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ǎǳŎƘ ŀǎ ȅƻǳǊ 
company information, cities, counties, systems, other companies, inspectors, and much more are entered here. 
You can also change the verbiage of all your documents in this section.
Network: Re-link your data tables in order to network properly.
Backup:Save your data quickly and easily.
Employees: Enter employee information and set login and main menu view options.
Switch Names:If you have more than one company name, click here to change to that selected name.

Main Menu

Date for Memos: (CHANGED FOR VERSION 11)  Enter notes or 
reminders for any day of the month.  Once created, you will be 
prompted to view that note on the day you created it.  In 
previous versions, there was a CALENDAR.  This has been 
replaced by a Date Box due to compatibility issues.

Main Menu Command Buttons:

Command Buttons

Tabs

This is the DEFAULT screen choice given to all employees when the 
program is installed.

M     a     i n           M     e     n     u           O     p     t     i o     n     s



15

MAIN MENU OPTION 2
Basic Main Menu

M     a     i n           M     e     n     u           O     p     t     i o     n     s
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It offers a more basic look to the software Main Menu

Customer Menu:Click this to go to the customer menu and enter or edit customer information.
Work Orders:  View and enter Work Orders and Reports
Quick-Views:  View listings for all areas of your company
Reports:  Print, view, and create Reports
Rentals:  Enter Rental Categories, Units, and view Reports
Disposal Sites:  Enter Dumping Transactions and view Manifests
Vehicles:  Enter Vehicles and track maintenance and fuel.
Invoices:  Print out upcoming Invoices and other reports
Spreadsheets:  Create Excel® Spreadsheets for your customers
Import/Export:  Exchange data with your Agencies or field computers
Employees:  Enter your employee information, set the default menu and track time
Proposals:  Enter any proposals and print them out.
Master Files:  ¢ƘŜ άCƛƭƛƴƎ /ŀōƛƴŜǘέ ƻŦ ȅƻǳǊ ǇǊƻƎǊŀƳΦ  ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ȅƻǳ ŜƴǘŜǊ ŀƭƭ ƻŦ ȅƻǳǊ ŎƻƳƳƻƴƭȅ ǳǎŜŘ Řŀǘŀ ŀƴŘ ǎŜǘ ǳǇ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ 
information and documents.
Network:  Link the program to a central server and network.
Backup:  {ǘƻǊŜ ȅƻǳǊ Řŀǘŀ ŀƴŘ ŦŜŜƭ ά{ŀŦŜέ ǘƘŀǘ ȅƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǎŜŎǳǊŜ
Exit:  Bye, bye.

Basic Main Menu

Memo Date Entry: Enter notes or reminders for any day 
of the month.  Once created, you will be prompted to 

view that note on the day you created it.

Main Menu Command Buttons: Fast Recognition: View a list of your customers by NAME.  Double click 
to go to that highlighted customer.

To use this screen, you must select in 
from the Employees/Main Menu 
{ŜƭŜŎǘƛƻƴǎ ƭƻŎŀǘƛƻƴΦ  /ƘƻƻǎŜ ǘƘŜ ά.ŀǎƛŎέ 
menu.  You will need to designate one 
or more employees with an Employee 
¢ȅǇŜ ƻŦ ά!ŘƳƛƴέΦ ! ǇŀǎǎǿƻǊŘ ƛǎ ƴƻǘ 
necessary.

M     a     i     n           M     e     n     u           O     p     t     i     o     n     s
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MAIN MENU OPTION 3
Field Service Menu

M     a     i n           M     e     n     u           O     p     t     i o     n     s
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Field Service Main Menu (REDESIGNED FOR VERSION 11)
Åά{ǘǊƛǇǇŜŘ 5ƻǿƴέ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ .ŀǎƛŎ aŜƴǳ
ÅDesigned for the Field Technician who enters Aerobic System Inspections ONLY
ÅHas very LIMITED Functions to ensure data accuracy

Field Service Customers Menu
ÅVery Detailed ONE PAGE Menu
ÅEvery field is locked.  The field tech is only supposed to enter Inspection 
information and then create a file to EXPORT from the field computer.  This 
information is then IMPORTED into the main computer.

To use this screen, you must select in 
from the Employees/Main Menu 
Selections location.  Choose the 
άCƛŜƭŘέ ƳŜƴǳΦ  ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ 
designate one or more employees 
ǿƛǘƘ ŀƴ 9ƳǇƭƻȅŜŜ ¢ȅǇŜ ƻŦ ά!ŘƳƛƴέΦ  
A password is not necessary.

M     a     i n           M     e     n     u           O     p     t     i o     n     s



19

S   e   c   u   r   i   t   y       - L   o   g   i   n       R   e   s   t   r   i   c   t   i   o   n   s       - M   a   i   n       M   e   n   u       M   o   d   i   f   i   c   a   t   i   o   n   s

Program Privacy & Optional Settings



What to consider before adding security to the SAFE Program
Overview: For added security and menu restrictions, you can give each employee their own Password.  Employees with the Type of "Other" cannot access many 
screens IF another employee has been given the Type of "Admin".  You can assign each employee a User ID without a password, however, if one or more employees 
has been given the Type: "Admin", then you will be asked to login with a User ID and Password.

Definitions of Employee Types:

Admin: This employee type
lets you access all screens and forms.
Assign this type to your employees if:
ωYou are the owner of your company and want to have access to all screens, menus, and documents BUT want to restrict other employees' access.
ωYou want to select different Main Menu Types for yourself and your employees.
ωYou want to hide or show certain tabs and buttons on the Main Menu for your different employees.
ωYou simply want to add more security to SAFE when opening the program.  Make sure you assign passwords and remember those passwords!

Other: This employee type lets you access all screens and forms UNLESS another employee has been given the employee type of "Admin".
Assign this type to your employees if:
ωYou only have one person using SAFE and/or you do not care about security or menu restrictions.
ωIf you have entered another employee's type as "Admin" and wish to restrict this employee's access to screens and other functions.

20

S   e   c   u   r   i t   y       - L   o   g   i n       R   e   s   t   r   i c   t   i o   n   s       - M   a   i n       M   e   n   u       M   o   d   i f   i c   a   t   i o   n   s

Main Menu

4. Choose 
Menu 

Options

2. Employees

3. Menu
Options

5. 
Login



1. Employees

4. Restrict or show certain
features for each employee.

Lock and Hide different functions

2. Employees

3. Menu
Options

5. 
Login
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Restricting Menu Options, views, and accessibility for your employees

S   e   c   u   r   i t   y       - L   o   g   i n       R   e   s   t   r   i c   t   i o   n   s       - M   a   i n       M   e   n   u       M   o   d   i f   i c   a   t   i o   n   s

MAIN MENU BUTTON AND TAB OPTIONS:If you choose the 
Detailed Listing Menu, you can also choose to view, hide, or disable 
several buttons and tabs.

This takes the worry out of whether an employee can have access 
to certain menus like Master Files, Employees, and Financials.

To take effect, you must restart the program and login as that user.
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Memos and Reminder Messages

M     a     i n               M    e    n    u               F     e     a     t     u     r      e     s
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1

2

M     a     i n               M    e    n    u               F     e     a     t     u     r      e     s

5

3

4

Creating Memos and Reminders

1. Open SAFE and click on your desired date for a memo

2. /ƭƛŎƪ ά¸9{έ ǘƻ ŎǊŜŀǘŜ ŀ ƳŜƳƻ ŦƻǊ ǘƘŀǘ ŘŀǘŜ

3. Enter the Memo or Reminder information

4. /ƭƛŎƪ ά{!±9κ9Ȅƛǘέ 

5. When you open SAFE on that day, you will be prompted that you have a SAFE Memo for that day.

сΦ /ƭƛŎƪ άhYέ ŀƴŘ ǾƛŜǿ ǘƘŜ ƳŜƳƻ

7. Delete the memo if desired

8. You can also Preview or Delete the memos from the Main Menu

6

8

7
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Maps Menu with GPS

C    u    s    t    o    m    e    r           M    e    n    u          - M     a     p     s               M      e  n     u
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Mapping & GPS

Google® Maps: /ƭƛŎƪ ǘƘƛǎ ƛƴ ƻǊŘŜǊ ǘƻ ǾƛŜǿ ŀ aŀǇ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ǇƘȅǎƛŎŀƭ ŀŘŘǊŜǎǎ ǳǎƛƴƎ ǘƘŜ ƛƴǘŜǊƴŜǘ ŀƴŘ DhhD[9 aŀǇǎΦ

MapQuest® Maps: /ƭƛŎƪ ǘƘƛǎ ƛƴ ƻǊŘŜǊ ǘƻ ǾƛŜǿ ŀ aŀǇ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƭƻŎŀǘƛƻƴΦ  ¸h¦ a¦{¢ .9 /hbb9/¢95 ¢h ¢I9 Lb¢9wb9¢ Lb 
ORDER FOR THIS TO WORK PROPERLY.  We link the physical address to MapQuest.com

Yahoo!® Maps:/ƭƛŎƪ ǘƘƛǎ ƛƴ ƻǊŘŜǊ ǘƻ ǳǎŜ ǘƘŜ ƛƴǘŜǊƴŜǘ ŀƴŘ ¸ŀƘƻƻΗ aŀǇǎ ǘƻ ŦƛƴŘ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ǇƘȅǎƛŎŀƭ ŀŘŘǊŜǎǎΦ

MSN® Live Search Map:/ƭƛŎƪ ǘƘƛǎ ƛƴ ƻǊŘŜǊ ǘƻ ǳǎŜ ǘƘŜ ƛƴǘŜǊƴŜǘ ŀƴŘ a{b aŀǇǎ ǘƻ ŦƛƴŘ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ǇƘȅǎƛŎŀƭ ŀŘŘǊŜǎǎΦ

New

New

New

New

New
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Mapping (Continued)

Find Map using GPS:  Click this button to go to the website www.batchgeo.com to view a map 
using the entered GPS coordinates.  You can click on the coordinates box to go to Google Maps.

Google Map using GPS:  New for Version 8!  You can now utilize Google Maps to locate the 
Physical Address with GPS or simply show the Map of the Physical Address.

GPS Mapping and Coordinates:  Now you can use the 
internet to find GPS Coordinates for the physical address.  If 
ȅƻǳ ŎƭƛŎƪ ǘƘŜ άDŜǘ Dt{ /ƻƻǊŘƛƴŀǘŜǎ ǳǎƛƴƎ !ŘŘǊŜǎǎέ ōǳǘǘƻƴΣ 
you will see the GPS Coordinates for this address.  You can 
then enter them into the SAFE Program.  After doing this, 
you can click the one of two buttons to view of a map of the 
location using those GPS coordinates.

GPS

New

Click

New

New


