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Main Menu – Master Files Tab 1. The MASTER FILES is the “Filing Cabinet” of your SAFE™ Program.  Enter all 
of your commonly used data into these screens.

2. YOUR ORGANIZATION: Information about your company
 Enter your company and personal information here.
 Setup scheduling options, Heading, font sizes, and Colors.  This will 

help your documents look perfect.
 Enter Defaults for your…

 LOGO Setup: Click the Company Logo “Location” field and find your 

folder that you previously setup that contains the logo.  WE DO NOT 
CREATE OR SETUP YOUR LOGO – CONSULT A GRAPHIC ARTIST FOR 
PROFESSIONAL HELP.  Click on the file (called “Logo.jpg” or something 
similar).  Now you are linked.

 Scanned Documents Setup: Click the Scanned Documents field 

and find your folder that you previously setup that contains the scanned 
images or digital photos for your customers.  Click “Save” and now you 
are linked.  DO NOT CLICK ON A SUBFOLDER FOR A PARTICULAR “ID”.  
You do not want to link the master location to the subfolder due to the 
fact that it will not work!  Here is an example:

Click on the folder named “SAFE Scanned Images”, then 
click “OK”.  The location should appear in the “Scanned 
Documents” field.
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 GPS Defaults:  Enter the default Latitude and Longitude for your area.
 Invoices per Page:  Enter the desired default invoices per page.  If you 

choose 1 per page, you will still be given the ability to print out 2 per 
page on the invoice menu.

 Invoice Message:  Enter the default invoice message that will go on 
ALL Invoices.

YOUR ORGANIZATION MENU
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Main Menu – Edit Your Documents

1. Subdivisions:  Enter your 
Subdivisions or Mobile home park 
information here.

2.  Cities: Enter all the cities.  
Enter a default zip code for the 
city and the area that this city 
falls into.  If you have not 
created any areas, go to that 
menu first.

Check all that 
apply3.  Areas and Contract Charges: Create areas for your service technicians 

so that they can focus their scheduled inspections, work orders, and 
pump-outs into groups which in turn will reduce driving and fuel costs.

4.  Companies and Agencies:
Enter all of the companies 
and Regulatory Authorities 
that your company deals 
with.
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Main Menu – Edit Your Documents
1. Edit Your Documents:  This menu will allow you to edit certain documents and forms.  Microsoft 

is very limited in it’s document versatility, so you can only change the wording and font size.  This 
is NOT a programming issue in SAFE, it is simply a limitation with Microsoft Access.

 Letters
 Most documents have a “template” example already in the body field.  This will give you an idea 

of how to set up the document.  Click your cursor into the body and change words, insert specific 
information, or delete the body and completely enter in your desired body from scratch.

 Inspection Sheet
 The inspection sheet is a “template” form used by the Texas Commission of Environmental 

Quality.  This will give you an idea of how to set up the sheet.  Click your cursor into the body and 
change words, insert specific information, or delete the body and completely enter in your desired 
body from scratch.

KNOWN ISSUE: You may notice that lines appear to be miss-aligned in many SAFE 
documents and inspection forms, however, when you print out the desired document, 
the lines are in fact aligned.  This is a known issue with the Microsoft Access Memo 
fields and cannot be changed.  THIS IS NOT A SAFE ERROR.  The best suggested fix is 
that you simply play around with the alignment until you get the desired formatting.  
We are sorry for any inconvenience this may cause.
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Main Menu – Edit Your Documents

1. Fee Add-ons: Enter any add-on fees that you 
may want to select for your service contract 
customers

2. Taxes: Enter your default tax descriptions 
and values

3. Inspection Master:  Add different types of 
Inspection for your unique inspection record 
taking process.  You can create new types of 
inspection sheets for your different systems.

4. Employees: Enter all of your employee 
information, establish ID’s, Types, and 
Passwords for security.  You can also choose a 
default main menu and options for each 
employee.

5. Standard Lines for Invoices/Proposals: Enter 
the standard charges or proposed charges, 
quantity, and amount in this table.  You will 
be able to select from these standard lines 
later on your invoices and proposals.

6. Brands: Enter your brand types.
7. Pump Models: Enter your types of Septic 

System Pump Models.
8. Tank Types: Enter your tank types.
9. Tank Transactions: Enter the types of tank 

transactions.
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Main Menu – Edit Your Documents

1. Treatment/Disposal Types: Enter your types 
of Treatment or Disposal Types that you 
service.  Make sure you check the Chlorine 
Required box for those systems that need 
chlorine.

2. Vehicle Work Order Enter Work Order 
Companies that you use for your vehicles.

3. Set Default Contract Prices:  Choose the type 
of contract price option you wish to use for 
your septic service customers.

4. Disinfectant Types: Enter all of your 
Disinfectant Types.

5. Service Types: Enter all of the types of 
Service that you perform.

6. Waste Types: Enter all of your types of 
Waste that you pump.

7. Vehicle Work Order Types:  Enter all of the 
types of Work Orders that your vehicles will 
need.
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