Getting Started Off Right!

VERSION 10
FOR PRIVATE BUSINESSES



1. Master Files: Once you have properly installed the SAFE Program and Opened it to
the main menu, go to Master Files
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2. Click on Your Organization and enter in all of the appropriate information

Master Files Menu

ﬁ Master Files Menu

Your Organization Edit Your Documents Set Default Contract Prices
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Taxes Tank Types Senvice Types

Inspection Master Tank Transactions Waste Types

Areas and Contract Charges Treatment and Disposal Types Vehicle Work Order Types
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3. Your Organization: Enter your Organization Name and Information. Please make sure your
default settings are correct (Re-scheduling, Insp/Yr, Document setup, Invoices, and Credit Card
Menu Password. You can also LINK the program to folders for scanned documents or a logo.

Your Information

Your Organization Information

Contact Us ‘ ‘ SAVEEXT ‘
Q— Your Information Q Linked Files

Owner: |Jim Smith| | Logo anatiun:| | Browse | 7 |

Address- |1 33 Colfview Circle | Logo Alignment: ﬁ" From the left (3.4 Centered)
City:||"u"|art |EI Linked Files:l | Browse | ? |

i * Files you want to link to your customers
State_ Click here to change your N P
_ Oroanination Name or Tyoe ||| @M Location:|C:\LOGGER | Browse |
R\ Zip: | 75664 d i | * Location of Alzrm File to Import

Contact Info Q Service Re-Scheduling Setup :$ Inzp/vear :& Defaults ————

Phone: |(254) 8752296 | (¢ Last Scheduled Date* T Inspections per

) Last Actual Date Tested Agen i
3 gency Option
| {2} Contract Start Date

*The firzt option is used by most service Commercial Default Service

companies for re-sheduling their Contract Fee Options

inspections on customer systems.

Fax:[(254) 876-3435

Email: |umsnﬁ@an|.cnm

Website: |httpzﬂmmr.blaaingamecunstructinn.cnm

Document Setup

Financial Defaults

Heading Alignment Font Size Color Invoices Per Page
* |eft Company Mame: (%) Black ) Red () Blue ) Green Invoice Message
" Center Line1 Address: *) Black ) Red ' Blue ) Green Penalty if paid after 15 days
" Right .
I ~ None LineZ Address: {%) Black ) Red () Blue ‘) Green
[N

% @PS Defautts * Credit Card Password

Lattitude:| M || 0 | Lungitude:| W || 0 |

*




4. Master Files: After setting up Your Organization Information, go to the other Master
Files Menus to complete your default setup information. You can do this later as you
are adding customers and other information if information is not at hand.

Master Files Menu

Master Files Menu Exit

— Authenticity

License Information

— Master Files Menus

Your Organization Edit Your Documents Brands Set Default Contract Prices
Subdivisions Fee Add Ons Pump Models Disinfectant Types
Cities Taxes Tank Types Senice Types
Counties Inspection Master Tank Transactions Waste Types
Areas and Contract Charges Employees Treatment and Disposal Types Vehicle Work Order Types
Companies and Agencies ﬁii?g:ﬁr?ljl‘ri:;;sg; WVehicle Work Order Companies Main Help Page
Expense Categories My Expense Accounts Disposal Sites Mass Change Queries




5. Employees: Setup your employees by clicking on
the Employees Button on the Main Menu. Click
Employees on the Employees Menu and enter all of
your personnel. Make sure you understand the
purpose of the ID, Type, and Password.

& Employees

Prve Blark Temeirvens

Wieage Rupon

Fries Competed Tivestmets |

Employees

& Employees

~ Employee ID and Acces Level
ID: [2 |

Ij Type: |ﬁ\dmin El

F'assword:|2 |

Status:
MNon-Exempt

Find Employee: |

— Personal Information

Name: |Joel Zuniga

Fote Tire | Eaipnid
Curart Papml Pennd
A \\ [0orzom <] Thougn [1seon <]
Cancel/Exit ‘ Save/Exit
k-
Add a New
| Employee

Title: |Inspector

Address:

Wain Menu
Options

City

State: | Zip|

— Contact and other information

Phone: |(468) 468-4648
Email: [vmsofi@aol.com

Date of Birth:
Employment Date:

Termination Date:

11

— License Information

Approved to work on the following Systems

Blank Timesheet

Driver's license Mumber: Hoot. Clearstream
Social Security Number: |:| ECO'OQiCﬁ' Tanks

— Business License Information

Aquasafe

License Type:

License Number:

License Expiration:

— Employee Time:

Eligible sick time:
Accrued Sick Time:
Eligible Vacation Time:
Accrued Vacation:
Accrued Comp Time:

— Additional License Information

Additional License Type: |:|
Additional License Mumber: |:|
Additional License Expiration: |:|

|Record: Ll 1of3 F oMb | 3

| Search

6. Understanding Type: Give your employee one of two settings; Admin or Other. If you give your
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7. Main Menu Options: Set employee access and screen view permissions by going to the
Employees Menu, Main Menu Options. Limit or show certain screens or tabs. Also, you
can pick a different screen depending on your preference or job description.

L - i i Joel Zuniga
LB Employee Main Menu Options for... g SAVE / EXIT — : -
e"'l‘ IV T
’ Cattormers I Wirk Ortery Quict \iwmn Repoets
- . Vesorr 103 - Copnrsght XNT | A
— Main Menu Types and Options Other Menu Types... / RIS i |
P L
- - . . . - +J A-.l Mavie Cugoie! WAe Vebmms SO
’(‘ Choose the Detailed Listing Main Menu ~ Basic Main Menu L I i
L o | i
— i i % . - . 1 3 4 5 8 7 | o,
SO TT LI I  Field Service Main Menu e R E A ~'--°~w’ el R
™ Disable the Work Order Button €% 0w pnn i J
: : ®H 02 [ Azconem
™ Disable the Vehicle Button 2~ Todesh MG | swnrsim | haresns I tanag Noyethe
™ Disable the Master Files Buttan i
™ Disable the Financial Button | e I — l Eonpioy Rase e | ey m’]
™ Disable the Backup Button ) ) ek
™ Disable the Network Button —[
— Detailed Main Menu Tabs*
N I_ HlDE T_he ||"|5|]ect|o|"|5 Tah 9 . . .J Cartzresny ek rden LS Litwdae amru Lapt Domt
™ HIDE the Contracts Tab s - l & o ‘ - '
™ HIDE the Pumping Tab i
Pramriee e Wiy by Pout Do vy Fume Tawy oV Pew 1 - Setee Commarn
™ HIDE the Rental Tab DT G g A g B o B e
™ HIDE the Employees Tab e O L O OO
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8. Customers: You are now ready to begin entering customers.

SAFE Customers
Active Contract Find by Mame:
by :Izl More Searchesl |<| 4| » | M| AddNew SavefExit
2] c— by g ||
. m ] Commercial Customer Types Current Balance Alerts
First Name |Fred IS | gsewice $825.00 e
Denne Jr. [#] Menitoring
Last Name | y | k7] Pumping Total Proposals (940) 367-2246
) 998) 999-9989
3h'eet#fhlﬁme|25[l || ||F'EI3EIFI'1 lZI [+ Disposal Site $410.04 l{:| m:::m -
City / State / Zip |Florence [w] «|[mx |78527 || [ARental service
CustomerInfo | System Info | Service Contract | Inspections | Pumping and Cleaning | Rentals | Alarm Monitoring | Financials Work Orders
—  Mailing Address — Phones ————— — Detais
DE Mailing Address is the Same as Site Address 0083 Hew Invoice
Mail Address: |250 Pecan 1 | Hm: |(340) 367-2246,
Mail City: |Florence [=] || Wk (999) 998-9989, || pocque County Open Invoices
Mail State/ Zip: [TX | [76527 Problem Extension: S ——
: Cell [(464) 654-6546 || Tomment ymtame All Invoices
—  Other Information AL (546}465—464611 Aerobic - Surface Application — ]
: Cust Entered
Care OF HeTomel SRETECON || Fax: [(867) 987-9879 ||| AKs00s56c - Nayadic - 64 Lonlisile
Email:|thes afeprogram@amail.com | 06/19/2001 | _—
Subdivizion: Windy Estates - ﬂ Enlarge Phones Contract;| 100102009 Motes
County: [Williamson +| Lot ol fol
- - | + -
Add Contacis Charge:| $250.00 Maps
Reference #: | Block: (5354654634 ! Override Fee:| 20,00
_ MNext Insp.| 02222010 Internet Ma
Comments p
e Chior.Due| 02r22/2010(| | —————————

Enter GP3
Frofile Stop# 22000

— Mapkey: 245jk GPS Map
mall Frotle
Sve Area: MAR CancelExit_ |

Record: M 1of209 B+ M b | i Unfiltered | Search




Thank you for your business!

Please contact us if you need further assistance.

Go to www.thesafeprogram.com or email us at thesafeprogram@gmail.com



http://www.thesafeprogram.com/
mailto:thesafeprogram@gmail.com

