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Introduction

The functionality of BACASNG is driven by the Outlook bar to the
side of the screen

Below is a summary of the function of each section of the Outlook
bar and how to use it. Click on the underlined heading for more
detail.

NOTE: If you can’t find the help you need using the menus below,
try the SEARCH tab on the top left hand corner of this Help page

| e Clients - Search for and amend any person recorded on BACAS by
role or booking

[ Cremation Cremation - Search for any cremation or strewing. Record
cremation or strewing information without going through the diary.

| Diiary Diary - Book a Cremation, Burial or Strewing onto a diary page.
Enter Service Details, Music, Death Registration Information, and
Finance for the booking. Customise the diary page. Add a new

User.

| Finance Finance - Set up and amend charges and account codes, generate
fees for a given period, produce invoices, and clear or receipt
invoices

| Eoneres Generate - generate register numbers for burials and cremations.
Windback register numbers

Interment - search for an existing Burial, Grave or Exhumation.

| Interment
Enter a burial record or grave record. Exhume a deceased

ST Memorials

I Clutput M

| Freferences w

| Setup M

Benefits of a Help Authoring Tool

Clients
ﬂ Clients ||
a;u People

e Fix Duplicate Client Records

People




[ Funeral Directors
i o Search for an Existing Funeral Director

e Create a new Funeral Director

Funeral Directors

« Amend details of an Existing Funeral Director

e Set up a Funeral Director as a Head Office Funeral Director

e Set up a Funeral Director as a Branch Funeral Director

e Set up a Funeral Director for Direct Billing

&:3 All Bookings
o o e Search for a cremation, burial, scattering or exhumation
All Bookings record using deceased name
Free EPub producer

Fix Duplicate Client Records

Preferences:  Setup | Tools

3 0

Help

How to fix Duplicate Client
records

1.

Select Tools from the top
menu bar

and then Fix Duplicates
from the drop down menu
Select the role from the drop
down list for Client Role in the
top left hand corner.

A list of all clients of this role
will appear

EE Fix Duplicate Clients

Fix Duplicates

Client Role:  [Med Attendant -

Master: I |

Clients:

2. Find Duplicates

Merge List

3261 Colin Harris,

Londen Ro.

3639 Samuel Harris
3843 Colin Harris
3844 Colin Harris
2748 Karl Lennon
2629 Paul Leonard
2647 Frank Richardson
2630 simon wardron

1. Select as Master Entry

3. Add to Merge List

London Ro
London Ro
Health Cer
Tahoe Dist
Tahoe Met
East Surre

4

Selectall Clearall

4. Merge Entries

2]

Select the entry from the
duplicates in the list that you
wish to keep. (If unsure
which to select, use the Client
id to check details using the
Clients on the Outlook bar)
Click on the "Select as Master
Entry" button in the bottom
left hand corner of the
screen.

The selected entry will appear
as the Master entry




Fix Duplicates

Client Role:  |Med Attendant -

ES Fix Duplicate Clients 1

Master: Izzm ICnhn

Clients:

Harris
Harris
Harris
Lennon
Leonard
Richardson
Wardron

Samuel
Calin
Celin
Karl
Paul
Frank
Simon

K|
Dr Colin Harris
London Road Medical Practise,

1. Select as Master Entry

IHams

2. Find Duplicates

Merge List

Click on the "Find Duplicates"
button in the top right hand
corner of the screen.

2. The duplicated entries will

PR appear on the Merge List on
tondon i the right hand side of the
3. Tick the boxes of the entries
you wish to merge.
4. Click on the button in the
[ KT [ bottom right hand corner of
__ sdecal_| _ Claral_| the screen. You will see that

4. Merge Entries

3. Add to Merge List

the duplicated entries in the
original list on the left hand

side have been cleared.

Funeral Directors

Free help authoring environment

Clients
Search *
.F L
o )
Funeral Directors R
e

Funeral Directors

Search for an Existing Funeral Director

Add a new Funeral Director

Amend details of an existing Funeral Director

Set up a Head Office Funeral Director for Billing

Set up a Branch Funeral Director for Billing

Set Up an Independant Funeral Director for Billing

Set up a Funeral Director for Online (Internet) bookings

Set up a Funeral Director for Bacas Voice (Telephone)

Bookings

Add a new Funeral Director

Free Kindle producer




BACASNG

Select Client from the

Clients |
i;')- Outlook bar on the left hand
«_} side
Saarch Select Funeral Directors from
e;,': the expanded selection
aa
Funeral Directors
o '

=i Search for : Funeral Director

I Exact Match!

L
-

Clear | ﬂ

General
k| Filter Criteria :

[Surname vl |

|Address > |

[Postcade. = [
|
' |Frequency - | at

-

| b
i
H | =
gl
Ll
il

Search ] New |

)| frmknguiny

The Search for Funeral
Directors screen will be
displayed.

Click on the New button

1] Funeral Director Information

Clientisdead T

General| Qther Info| Biling | History

& Frequently Used

© Seldom Used

BACAS ID:

 Never Used

l Company:

* [John Freeman Funeral Services g I

Address

| Contact:

Mir Derek Spencer

Post Code:

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:
Address Line 5:
Address Line 6:

[45 High Street
[East Grinstead

[west Sussex

[RH19 38T

Telephone 1:
Mobile:

01342 321968

07849 325 967

The Funeral Director
Information screen will open
with the General tab and the
Frequently Used option
selected.

1. Enter the name of the
Funeral Director in the
Company field

2. Enter a contact name in
the Contact field

3. Enter the address and
post code in the Address
Line and Post Code fields

4. Enter land line and mobile
telephone numbers in the
Telephonel and Mobile
fields

5. Click on the Save button

10/ 350




=1] Funeral Director Information

1. Click on the Other Info

Comments:

Remote Booking :
Generate numeric:
Usemame:

Username: | Password

r BACASID: 3838 tab

W“L@““""gé”"“”r ; 2. Click on the Pencil

Company: * [John Freeman Funeral Services E

Contact: Mr Derek Spencer -1

Address Line 1: 45 High Street

Address Line 2: [East Grinstead

Address Line 3: [West Sussex

Address Line 4:

Address Line 5: |

Address Line 6: |

Post Code: |RH19 3BT

Telephone 1: 101342 321968

Mobile: [o7849 325 967

=] Funeral Direcor Information 1. Enter a second telephone
it S et number in Telephone 2
General Other Info Billing| Histary, -1 ﬂeld
en B r .

st 2. Enter a fax number in the
Telephone 2: lo7849 325 968 faX ﬂeld
e i G 3. Enter an email address in
e f fhfreeatuneal o [ the Email address field
R— rpproved: T y 4. Enter a web address in

Web field
5. Click on the Save button
6. Click on Close

The basic information for the
Funeral Director is now set up in
BACAS.

To set the Funeral Director
up for billing follow one of
the following links:

Set Up A Head Office Funeral

Director For Billing if this funeral

director is a head office funeral
director and you wish branch
funeral directors to be invoiced
to the head office.

Set Up A Branch Funeral

Director For HO Billing if this

funeral director is a branch
funeral director and you wish all
financial transactions to be
invoice to the head office.

Set Up An Independent Funeral

Director For Billing if this funeral

director is an independent
funeral director and you wish all
financial transaction to be
invoiced directly.

To set the Funeral Director
for remote bookings follow
one of the following links:

Set Up A Funeral Director For




BACASNG

Telephone BACAS Voice
Bookings

Set Up A Funeral Director For On
Line Bookings

Amend details of an existing Funeral Director

Produce Kindle eBooks easily

Clients | 1. Select Clients from the
32, Outlook bar on the left hand
> side _
Samrch 2. Select Funeral Directors from
e;,': the expanded selection
9]
Funeral Directors
T3] Sawrioh for | Fusesrs Dirwezor Enter the Surname, Address,
—— Postcode or frequency of the
= Funeral Director and click on the
Flgr it
Search button
|FeirraaTas - Srren lisar I EemT FACH
At ree £
Forioain =
Irl--;\-1.|r|'.- = T=1
B repidy —
I s e it an The Funeral Director Information
T e screen will be displayed.
P g ‘ E 1. To amend any field, click on
'*r s P Eo e the Edit pencil
i B 2. The screen will switch to edit
mode.
[ 3. Enter amendment and click on
e the Save button

12 /350




BACASNG

Write eBooks for the Kindle

Search for an Existing Funeral Director

Clients | 1. Select Client from the Outlook
ép bar on the left hand side
o 2. Select Funeral Directors from
the expanded selection
Search
[
Y]
Funeral Directors
W3] S o s Fiaral Diractan _. = |[The Search for Funeral Directors
o screen will be displayed.
e =2 = Enter the Surname, Address,
I Postcode or frequency of the
Funeral Director and click on the
[Eura=e = I weawet  |[Search button
I R — =] |
|Festoode R |
{Freqaency = | [i=]
| -
I —
LA

The Funeral Director Information
screen will be displayed.

& Fal ©

CerpEn [Eamon Jumn Farmesl Cancies

Sk Lirw | [ b L
b | # frosm,

..... x [
Pr—— |

L el B [
ks L I

Pt Cacar |y
T b 1 [ i
] [

[fa="n s

Full-featured Kindle eBooks generator

Set up a Head Office Funeral Director for Billing

13 /350



BACASNG

Clients | Select Client from the Outlook
r bar on the left hand side.
iy
Select Funeral Directors from
Search the expanded selection.
aa
Funeral Directors
o '
3] Search for : Funeral Director - = Bl [I[The Search for Funeral
General | Directors screen will be
| Filter Criteria : dlsplayed
Enter details to select the
required Funeral Director and
|Sumame [=] iPomards [T Exact Match! press SearCh
|Address [=] ]
|Postcode [=] ]
Frequeny =] | =
[ =&
=&
Search New Clear | EIJ
frmEnquiry

ke i
e LR
Fatad gt

g [ R s

BWETE i

-|+|

The Funeral Director

Information screen will be

displayed

Select the Billing Tab and click
on the Edit pencil

14 / 350




Clentis dead I~ Funeral Director Informaton BACASD: 2012 1. Ensure the Head Office
Cookson and Smythe Funeral Director | General| Other Info| Biling | revious Addresses Indicator is ticked

Frederick Edwards Funeral Care

snHanes Fer Senvces 2. Ensure the Billing Indicator is
Khian 3ones FUGiale °d Office : - ticked
Kerry Brand

3. An Account code can be

Roderick Simmons And Sons Funeral Servi

Tt Paneral Svices. entered if required as a link
Tovnch Ao Wik Fumas Sadces """"9 ters : for the Funeral Director to an
frones e Brecrs e = | external accounting system
Period Type : =1 = (optional)
BT {[ontty | © 4. Select Period Type as Cash
Period Le s .
. % 5. Select Period Frequency

according to the period for
invoicing (See below)

6. Select Period Length
according to the frequency of
the period. (For example
select Monthly and 1 if you
intend to process invoices
once each month. Select
Weekly and 2 if you intend to
process invoices every 2
weeks)

7. Set the Next Collection Date.
For a Monthly period this
would be the 27th. For a
Weekly period, use the
coming Thursday’s date.
BACAS will allow processing
of invoices for this FD to take
place after this date but not
before. This date will be
incremented at the time of
processing by the amount of
time set in Period Frequency
and Period Length (.(For
example selecting Monthly
and 1 will increment the date
by 28 days, selecting Weekly
and 2 will increment the date
by 14 days)

8. Click on Save

frmClientsE

Write eBooks for the Kindle

Set up a Branch Funeral Director for Billing

Cliants | Select Client from the Outlook
32, bar on the left hand side

> Select Funeral Directors from
the expanded selection

Search
aa

Funeral Directors




=5] Search for : Funeral Director
General

Filter Criteria :

= B

[T Exact Match!

[Surname [~] [simon Deen
[address = |

| e [ ]

‘ [Frequency ] |

Search New

frmEnquiry

Clear | m

The Search for Funeral Directors
screen will be displayed

Enter the Surname, Address,
Postcode or frequency of the
Funeral Director and click on the
Search button

Clientisdead | Funeral Director Information

Cookson and Smythe Funeral Director

| General| other Info| Billing | Previous Addresses|
Frederick Eduards Funeral Care

BACASD: 201§

John Haynes Funeral Services

John Turner

Karen Jones Funerals

Kerry Brand

Pomards Funeral Group

Simmons And Sons Funeral Servi
en Funeral Directors
ris Funeral Services

Tahoe Funeral Services

Tavistack And Williams Funeral Services

[~ Head Office :

[ Billing Tndicator :

E‘

frimClientsE

Thomas Brigs Funeral Directors Account Code : ‘
Period Type : J =]
Period Frequency : [ [=]
Period Length : (A
Next Collection Date : |

The Funeral Director Information

llscreen will be displayed.

Select the Billing Tab and click
on the Edit pencil

Click on the Finger adjacent to
Head Office




BACASNG

E Link Charge = | Bl

The Link Charge window will be

Tavistock And Williams Funeral Services
Pomards Funeral Group

John Turner

frmSelectClient

=ggi|Director from the list
—|Click on the Finger

Itz

=

displayed
Select the Head Office Funeral

Client is dead [ Funeral Director Information BACAS ID: 2918

[ Cooksan and Smythe Funeral Director
|Frederick Edwards Funeral Care

| John Haynes Funeral Services

{30hn Turner

|Karen Jones Funerais [~ Head Office :
I Kerry Brand

| Pomards Funeral Group Pomards Funeral Group
rick Simmans yneral Servi
Harris F

| Tahoa Funeral Services 1Img Indicator :

| Tavistock And Williams Funeral Services

General| Oher info| Billng | Previous Addresses

mmChentsE

| Thomas Brigs Funeral Directors Account Code | FTEE
Period Type : | -
Period Frequency : [ -~
Pariod Langth | [ ¥
Next Collection Date :

You will be returned to the Billing
Information. The name of the
Head Office should now be
displayed

Ensure the Billing Indicator is not
ticked

An Account code can be entered
if required as a link for the
Funeral Director to an external
accounting system (optional)
Click on Save

News and information about help authoring tools and

software

Set Up an Independant Funeral Director for Billing

Cliants | Select Client from the Outlook
32, bar on the left hand side.
e Select Funeral Directors from
Se;;ch the expanded selection.
i
Funeral Directors
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= F
& Searoh for T Funery Dinector

Srifeiiin

Filtar Craena |

PRadren .

i
[Festigda

| S Tharen

[T ixae makchs

L -1

The Search for Funeral Directors
screen will be displayed.

Enter the Surname, Address,
Postcode or frequency of the
Funeral Director and click on the
Search button

Client i5 dead [~

Funeral Directar Information

Cooksan and Smythe Funeral Director
Frederick Edwards Funeral Care

BACAS D¢ 2918

General| Other Info| Bling . Previous Addresses

[~ Head Office :

G

Account Code

Pariod Type :
Period Frequency :
Period Length :

Nest Collection Date :

293786
= -
pronirly_| =3

277032013

The Funeral Director Information
screen will be displayed.

Select the Billing Tab and click
on the Edit pencil

Ensure the Billing Indicator is
ticked

An Account code can be entered
||if required as a link for the
Funeral Director to an external
accounting system (optional)
Select Period Type as Cash
Select Period Frequency

according to the period for

invoicing

Select Period Length according
to the frequency of the period.
(For example select Monthly and
1 if you intend to process
invoices once each month. Select
Weekly and 2 if you intend to
process invoices every 2 weeks)
Set the Next Collection Date as
the 27t day of the month.
BACAS will allow processing of
invoices for this FD to take place
after this date but not before.
This date will be incremented at
the time of processing by the
amount of time set in Period
Frequency and Period Length
(.(For example selecting Monthly




and 1 will increment the date by
28 days, selecting Weekly and 2
will increment the date by 14
days)

Click on Save

Full-featured Kindle eBooks generator

Set up a Funeral Director for Online (Internet) bookings

NOTE: If you would like a
funeral director to access the
diary through the web based
booking system (BACAS
Bookings) you need to set up
a username and password for
the Funeral director:

Clients |

Funeral Directors

Select Client from the Outlook
bar on the left hand side.
Select Funeral Directors from
the expanded selection.

| : Search for : Funeral Director

Genaral

The Search for Funeral Directors
screen will be displayed

Enter the Surname, Address,
Postcode of the Funeral Director and
click on the Search button

Filter Criteris :
{Surname - iSlrnon Doin [ Exact Matchi
(Addrass - |_
[Fostcode =l |
[Frequensy T=i [ =
T
-
| =
Search Clear

rrnEn gy




The Funeral Director Information

r BACAS ID: 2918
enere [Bner ] iling Wity screen will be displayed.
= c - Select the Other Info Tab and click
Company: * imon Deen Faneral Direcirs on the Edit pencil
Contact: [
Address Line 1 |6 Barnards Lane,
Address Line 2: [Tahoe,
Address Line 3: [Sussex
Address Line 4: |
Address Line 5: [
Address Line 6: [
Post Code: [ene BTY
Telephene 1: [01789 670914
Mobile: [
clentisdesd T BACAS 10 2018 Tick the Remote Booking flag
Senea Other Info Bling | Hisory Type in the 4 digit number for the
Resident/ Lol : L Funeral Director in the Username
Maidenname: . . .
field. This must be unique.
Tk plsis e (Alternatively click on the Username
Fax: [01345 789014
vl adress: button to randomly generate a
e ! number )
Regumton b [ Approveds [ Type in the 4 digit number for the
commes \ Funeral Director in the Password
field. This can be the same as the
Remote Booking : . .
g = passverd._| Username (Alternatively click on the
— = Password button to randomly
Pa: I
generate a number )

Click on Save

Repeat the previous 2 stepsto set up
another Funeral Director for
Telephone bookings.

Click on the Close button

Write eBooks for the Kindle

Set up a Funeral Director for Bacas Voice (Telephone) Bookings

NOTE: If you would like a
funeral director to access the
diary through the telephone
booking system (BACAS
Voice) you need to set up a
pin number for the Funeral
director:

Funeral Directors

Select Client from the Outlook

bar on the left hand side.

Select Funeral Directors from
the expanded selection.




BACASNG

Clentse

" ER) Seaich for s Funérad Diector @ ||The Search for Funeral Directors
— screen will be displayed
- Enter the Surname, Address,
er Criteria &
Postcode of the Funeral
Director and click on the
{Surname - iSlrnoann ™ Exact Matchi Search button
|Addross - |_
[Fostcode =
[Frequency =il =
Search [y | Clear | E! |
nE A Gy
r scis 10: 2558 The Funeral Director Information
Senerl Dfrer o aing Hitory screen will be displayed.
F E B Select the Other Info Tab and
Sy SerorsCom Ecprl i click on the Edit pencil
Contact: [
Address Line 1: |6 Barnards Lane,
Address Line 2: [Tahoe,
Address Line 3: [sussex
Address Line 4: |
Address Line 5: [
Address Line 6: [
Post Code: |Bne &TY
Telephone 1: [o1789 670914
Mobile: [
Geneal Ottt Bong ey Tick the Remote Booking flag
Fesicent Lol ¥ Type in the 4 digit pin nhumber
Maidennarme: - -
_ for the Funeral Director in the
= pla i Username field. This must be
s . unique. (Alternatively click on
= the Username button to
Pl e sl randomly generate a number )
Click on Save
Ramcta ek " Repeat the previous steps to set
Generate numeric: Usemame | Password A
aE — up another Funeral Director for
Password:

Telephone bookings

Click on the Close button

Create cross-platform Qt Help files

Search for a Burial, Cremation, Scattering or Exhumation record
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Select Client from the Outlook
bar on the left hand side.
Select All Bookings from the
expanded selection.

221350

4|Enter the Forename and

Surname of the exhumed
deceased and click on the Search
button

1IThe Select Deceased screen will
|[be displayed.
J|Click on the Finger
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The
Burial/Cremation/Scattering/Exh
umation record for the deceased

1lwill be displayed.

Search for a Booking for an Applicant

Generate Kindle eBooks with ease

Search

r
[

Funeral Ditectors

&

All Bookings

Select Clients from the Outlook bar
on the left hand side.

Select All Bookings from the
expanded selection.

=8] Search for : Deceased

| General | Location |

Filter Griteria :

[T Indude Alias in Name Search

PPt Name =] [t Roman

[Surname Al

(A]ﬁress '_'\ [

™ Exact Matcht

[Postcode = |

[Burial/Cremation =] Start: |

[appointment Date [~ Start: [

End:
End:

[Date of Death =] |

frmenquiry

The Search for Deceased screen will
be displayed.

Change the Forename label to
Applicant by clicking on the drop
down arrow and scrolling up to find
Applicant.

Enter the name of the applicant and
click on the Search button
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3 Eile Clents Cremation Diary Einance Genersts Interment [ocations Mapping Memoral Qutput Preferences Setup I

BACASNG

Select Deceased

The Select Deceased screen will be
displayed.

— N we __||Click on the Finger
__"" Lacation Fubican Cemetery, Saction A, 003 |
.Jezcn
~ =
F\lr\py%[uraﬂms Address STL.!‘:}E:hEE Lane:
A 2ecknss PostCoda:  [BNS9/G |
Age a1 || Fears |
Deah [1170572004 |
Type Buuns! |
=
_F reir Mamarials
;z":z,‘e‘ .ﬂ._] _‘] Book of Remembrance - 2 Lir 17/08/2006 | 31/12/9999
T e
b;\gmur\ﬂ
s
Sefug
2] Burials =10 The
@asle; rrwkilliamEdnrsiqueDanHCOam ] Date., ‘1'hu,13/0512004 Time : [11:30 BUria|/CI’emation/Scattel’ing/EXhumaﬁ
‘uneral Dir.: ,00kson ane mylheFuneraIDIrector Service : Burial .
Lot ey e 1002 1lon record for the deceased will be
| Initial Info | Deceased Details | Burial Details | Service Details | Music | Applicant | | Misc. |Finance |vo | d|Sp| ayed.
2497
Title: Mrs |
Forenames: Kate Nearest Surviving F~ |
Surname: Roman Details:  |Daughter
i Occupation: [Doctor B
Other name:
Address Line 1 21 Webber Lane, B
Address Line 2: 'Tahoe,
i = [ s |
Address Line 5 e ‘ 1
Address Line 6:
Post Code: BN5 9YG ]
Telephone : [
i | ]
Full-featured EBook ediitor
Cremation
Clients Cremation
Cremation
e Create a Disposal Appointment from the Cremation record
9 e Enter Disposal Details For the Burial of Ashes
cremation ||®  Enter Disposal Details For Strewing of Ashes
e Enter Disposal Details for the Storing of Ashes
e Enter Disposal Details For Placement of Ashes in a Niche
e Enter Disposal Details for Ashes on Temporary Deposit
e Enter Disposal Details for the Collection of Ashes
e Reset Disposal Details for a cremation
e Record medical papers inspection for a cremation
e Record the attendant doctor for a cremation
e Record the certifying doctor for a cremation
e Record the Medical Referee for a cremation
e Record the Coroner for a cremation
e Record when a cremation is carried over to the next day
e Search for a Cremation Record by Register Number

24/ 350
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| ||o Search for a Cremation Record by Deceased Name

Cremation
[ ]

) .

Cremation

&

Strewing

Clirits Strewing

Search for a Strewing by register number
Search for a Strewing by Deceased name

What is a Help Authoring tool?

Create a Disposal Appointment from the Cremation record

Clients

=

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

=53] Search for : Crerations
General | Location
Fiter Critesia ©

™ Indode Allas in Name Search

[Forename T [Georpe ™ Exact Match!
[Sumame w| [Logard ™ Exact Match)
[Address =]
fﬁimmse [=]
EW.I-IIMJ'.[:JHI';Hlml'IIIT St End: |
ihpp-:.mtrr.mtua‘!o vl Start: End: |
[ =]
- - |
| !

BTNy

| The Search for: Cremation

screen will be displayed.

Enter the Forename of the
deceased

Enter the Surname of the
deceased

Click on the Search button

25/350




Select Deceased

Disposal :
Location =

Address ©

1103

Interred Witnessed - D6/03/2015

Rublcan Cemetery
Section G = 4

6 Bond Street, Tahoe, Sussex

BNG ETF

2 Yeors
01/07/2008
Full Service

The Selected Deceased screen
will be displayed

Click on the Selection Finger
to open the cremation record

Tomporary Romarks
Family present

Presmanent Femarks

0 Create Disposal Appointment |

ICremations

Memoriais
3l Cremation The cremation will open on the
(i e g wmme = e [VInitial Info tab
| Location ; Moumt Tallao Crematoriam 1103
Insial information  Service Datais | Music [ Decsased Datads | Applicant  Wedical] Disposal] Memarials [Misc. | Finance C||Ck on the Disposal Tab
Appointment & 250 Deceased . - .
o — Click on the Edit pencil
* Time 1000 = mm Mc;weﬁg‘;
Sumame: * Logan
Privincy Pubic - Maidenname:
Sty : Mool Forms Outstanding | = Other name:
« Dhary Address Une 11 [6 Bond Street,
[Mouint Taliac Cromptormm = Address Line 2: [Tehos, |
I Address Line 3: Sussex.
* Locitien : = Address Line 4: [
[Mourit Tallee Crermatodium - Address Line 5
Tirpe of Servica Address Une . |
RS [z resces slviiat
_Yew | _. | | Comments :
F n_mnd !_h_nelul - _=
[dohn Turnes -
Martiny Caeton - 02072008 00-00
ErETE ||The disposal screen for the
e L o e Teimee - |lCremation will be displayed.
| Lrcsion: Moot Tole ot = complote 3183 NOTE: In the example below
initial Information | Servéce Detasls | Music | Deceased Detasls Applicant | Medbcal. Césposad | Memarials | Misc. | Finance the d|sposa| |nformat|on has
G e g already been entered. If the
i | Find Time . . .
e ;ﬁ““‘mj:’“"“"""““" i Lecatn oo disposal information for the
- = MoiaLocaton Ficn Conety cremation hasn’t been entered,
o i = Sub Location :  Section G .
Matod | ltsrod Winossed & s return to Cremation and follow
Caontaines: |Metal Um X

the appropriate notes.

Click on Create Disposal
Appointment
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E Appointment Type

Please select vour Diary :

2

|' [Rubican Cemetery
1

—

Please select the Type of Service :

" [Burial of Cremated Remains

The Appointment Type window
will open

Select the Diary for the disposal
appointment

Select the Type of Service for
the disposal appointment

Click on Ok

cort_|
frmQuickAppointment
| cromaton 1The appointment id number for
o e b L m:"m e the disposal appoin’Fment will
| |EEmse Ve Complete | 1103 appear on bottom right corner
Initial Information | Service Details | Music | Deceased Details | Applicant | Medical D¥sposal Memaorials | Misc. | Finance Of the Screen .
Crpmation Dato : [ owoemms s I
o wosen | cer | Click on the Save button
i & 06/03/2015 Tirme ; | 14:30
iy — Min Location :  Fubinan Censetery
Methods | b SubLocation :  Section G |
Miathad = Interred Witnessed Dhestaill Lcation @ & E
Contnines:  [Matal Um -
— Click on the Close button to
T 1] | i it return to Select Deceased

Search results

You can now go to the diary
selected for the disposal, on the
disposal date and find the
disposal appointment created at
the disposal time.

Create cross-platform Qt Help files

Enter Disposal Details for Ashes on Temporary Deposit

Clients

i

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

271350
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=3 Search for : Cremations iy j!l The Search for: Cremation

General | Location
Fiter Criteria =

I Indode Allas In Name Search

[Forename T [Georpe ™ Exact Match!
[Sumame = [Logan | T Exact Matcht
[Adidress =

[Postode =

Eﬂijl.l.ﬂft:Jnl';&Iﬁnll_—h Start: I Enuf: |

iﬁnppomtrr.mtua'!o vl Start: |“ | End: |

[ =]

screen will be displayed.

Enter the Forename of the
deceased

Enter the Surname of the
deceased

Click on the Search button

- w | g

BTNy

Disposal : ]
Location :
Address 6 Bond Street, Tahoe, Sussex

Post Code : BNS BTF

Age : 88 Years
Death : 27/01f2015
Type : Full Sexvice

T I:The Selected Deceased screen

will be displayed

Click on the Selection Finger
to open the cremation record

Memarials
[ rmmation The cremation will open on the
f::.:n;nw: ::T:::’mnr Logan A :‘;". ‘:’;"swm's i [ Initial Info tab
| Locatien : Mount Tallae Crematorism ) 1103
Initial Information |Service Deetalls | Music | Deceased Details Mkﬂ:m@m A} Sy CI'Ck on the DiSposaI Tab
| trent 1904 2503 Deceased . - .
e — Click on the Edit pencil
* Tiema = 600 = r Title: e =l
Forenames: George Fisher
Sumare: " jogen_
Prisacy Tl Public = Maidenname:
Status © | Mofical Forms Outstanding | = m«»e: [ '_
. : Line 1:
m Tallne Cromatorum - m x ;
* Lsation = Address Lins 4
[Mount Tallac Crematorium 2 Address Line 5:
Type of Serden ; ACHERE LnE:K:
Fall S el Il
e | | oo | ot o
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Mr George Fiaher Logan Date © Wed, 04822015 Tive: 10:00
Fusral Direetor - | Juhn Turmer I} Serdee:  Full Snrvien
I Loeation Mount Tallae Crematorium Complete 1103

Initia Information | Service Detalls : Music | Deceased Detads | Applicant | Medical Disposal Memaorials | Misc. | Finance

Cromation Date - | olmzois o T I

Disposal Reset Disposal Information | Find Time |
Dot = [ Demarms Time: [ 14:0

Methods ©  [Awaiting Instructions -Letter Sent =l
Maothod : Awaiting Instructions -Letier Seai

Contnines:  [Pelycentainer Z

Temporary Romarks
[tsteeminder 04032015

Pesmanent Remarks

0 Create Disposal Appointment |

The Disposal screen for the
cremation will be displayed.
Enter the Date and Time of the
disposal if known.
Select the Method for the
[ disposal. (This should indicate
that the ashes are on temporary
deposit whilst awaiting
instruction from the applicant)
Enter Temporary and /or
Permanent remarks as required.
Click on the Save button
Click on the Close button to
close the cremation booking and
return to the diary.

Free HTML Help documentation generator

Enter Disposal Details for the Collection of Ashes

Clients

i

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

=53] Search for : Crerations
General | Locaticn
Fiter Critesia ©

I Imcode Allas In Name Search

[FO— ﬂThe Search for: Cremation

screen will be displayed.

Enter the Forename of the
deceased

[Forename T [Geompe ™ Exact Match!
Enter the Surname of the
[Sumame =] [Loged M Beavadl | daceased
[Adidress = .
Click on the Search button
fﬁb’stm«a =]
EI'!Ll.lmlJ'iI:JHl';a'.lmnu_—h St End |
E.i\pp-:.mtrr.r\-ntumo T Star: End: |
[ =
- - |

BTNy
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6 Bond Street, Tahoe, Sussex

BNG 8TF
88 ‘Years.
27/01f2015

—

The Selected Deceased screen
will be displayed

Click on the Selection Finger
to open the cremation record

Memarials
[ Ecmsten T “The cremation will open on the
Deconseil - Mr George Fisher Logan L Wed 04022015 | Tiwe:: {10200 [ Init/a/ InfO tab
|+ Fumernl Director = Jahn Terner ms«m‘cu: Full Servics

Location : Mount Tallao Crematorium

1103

Initial Information | Servie Deetails | Music | Deceased Details Wlm'm@ Memorals | Misc. | Finance
Appointrnent S04 2503 Deeceased

1|Click on the Disposal Tab

Click on the Edit pencil

* Date T namems = =
* Time 1000 I Tie: e =
Forenames; mﬂe shes
Privacy [ Public = Meidenname:
Status © Mudical Famis Outstanding | = Other name: =
= Dinry Address Line 1: {6 Bond Street,
Pt el e & | Addwsslne  [Tahos,
Address Une 3:  Sussex
* Logation © Address Line 4
Mot Talloc Cremstorium B2 Address Line §;
Type of Serdcd © Addessnes | 000
Full Sorvice = Post Code: 1B BTF
Yiew | Comments :
Funeead Direutor ; r =
[ahn Turmer =
ciomaton 4[The Disposal screen for the

Mount Tallag Crematorium

Date :  Wed, 04022015 Tino: 10:00
[ Serdce:  Full Sarvies

Completn 1103

Initial nformation | Service Datatis | Music | Daceased Datatis | Applicant | Mecical. Dsposal Memartals | Misc. | Firance

Cramation Dato [ vamemnis

m
Collector
Tite:
Mathods 1 | - Forerames
Mathod - Fameved by § ansral Dissatar e
Containes:  [{aetal Um = Agdress Line 1
Tompuesry Rsmrks: Mackasiio 2
Address Line 3.
Address Line 4
Address Line 5
Permanunt Hemarks. ddien Ehoi 3
[Fusnral Diepeon repraritien: Cvren Wpees Fost Gonte:
i o
T

Create Disposal Appointment

SmCremations

cremation will be displayed.
Enter the Date and Time of the
disposal if known.
Select the Method for the
disposal. (This should indicate
collection of the ashes)

Enter Temporary and /or
Permanent remarks as required.
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| ZR crmation

Dnehsent M Gaorgo Flaber Logan
Fumnral Direetor : Jahn Tarner

Jj Lwonien Mount Tallag Grematorium

Cromation Date ;

[T

Date Wed, 040272015 Tinse : 10:00
(] Serdee - Full Sorvien
Complete 1103

Initiad Information | Service Detals | Music | Deceased Detadls | Applicant | Medical: Disporsal Memworials | Mise. | Finance

As you have selected a
Collection method in step 10 you
will be able to select the funeral
director or applicant as the
collector:

Cromntion Dats -

Disposal

D70V

Reset Dispossl Information ! Find Time

initial Information | Service Detaéls | Music | Deceased Detaéls | Applicant | Medical| Dsposal | Memorials ; Misc. | Finance

Select
Doan - 08RzZ015 Fime ; 1430 oot s =
Methotts | [Removed by Funeral Director =
Method:  Rameaved by Funeral Dismctar
Containes:  [Matal Um -
Tomporary Famark
Permanont Remars
Fuannral Chenetos ppraseetathon: Cun hbpers.
o
[Sm—

Reset | | Find Time 1 .
il e e T L Select either the Funeral
Collector ; John Tumer X J . .

e e e - ||Director or the applicant from

pelts | emsibreedgee the Collector selection list

Zontuines:  [Metal Um -

Tumporssy Fomarks

o Create Disposal Appaintment | |

e “|[The Funeral Director /Applicant
[[ooret: _ Beivmys it g R et Bl contact details will be displayed
f Locoion: Mo Tahan Gomataiam Complete | 3103 on the disposal screen

!IClick on the Save button.

Click on the Close button to
close the cremation booking and
return to the diary

- |

Write EPub books for the iPad

Enter Disposal Details For Placement of Ashes in a Niche

Clients

=

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection
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=53] Search for : Crerations
General | Locaticn
Fiter Critesia ©

I Imcode Allas In Name Search

o

[Forename T [Georpe ™ Exact Match!
[Sumame = [Logan ™ Exact Matchl
[Adidress =

fﬁb’stm«a =]

Em‘llwt:lﬂl;ﬂlmm!:h St End |

[Appointment Date | =] Start: | End: [

[ =

Hew

BTNy

|The Search for: Cremation

screen will be displayed.

Enter the Forename of the
deceased

Enter the Surname of the
deceased

Click on the Search button

6 Bond Street, Tahoe, Sussex

BNS BTF

88 ‘Years.

27[01/2015
Full Service

The Selected Deceased screen
will be displayed

Click on the Selection Finger
to open the cremation record

Memarials ;
[ Scimaton - “The cremation will open on the
:ma.:“[-.:. _ Wr Grorge Fisher Logan S UL ““T’m“ Tiow: 1020 [ Inlt/al In fO ta b
! L rector - Jaho Tarner m Service © Full Sarvies
! Locatian ; Mount Tallao Crematorium 1103
it s Dol sk o et At e Dol emas s e 1|Click on the Disposal Tab
Appointment 604 250 Deceased . - .
T : - Click on the Edit pencil
i i :::\!Mﬁ: :;orq_e Hsrw'f
Surmame: * Logan
L Public = Maidanname:
Suntus - Medicnl Foms Outstanding = Other name: [
« Diary Address Une 1: 6 Bond Strest,
[Miount Tallng Crnmotarm = Address Line 2: Tahoe,
Address Une 3: ISus;eu
* Loestion : Address Line 4 |
{Mount Tallac Crematorium 2 Address Line 5;
Type of Serdcs : Addeess Line 6 e
Full Sorvice = Post Code: 1BNG BTF
Yiewi | _Der, | Comments ; -
F_-_nmgad_l_hmcml .- o E =

327350




1] Cremation

Deesosad ; M George Flaber Logan Dhate © Wed, 04022015 Tiso : 10:00

Funeral Directos © Jahn Tarmer [ Serdce:  Full Sorviee

| Locatien Mount Tallag Crematorism

Complete 1103
Inittal information | Service Details | Music | Deceased Details | Applicant | Medical Désposal | Memarials | Misc. | Finance

Cromation Dt ; GG T

Disposal Reset Dispossl Information
it © DEEZ015 Tirma 14:30

Find Time
Locaton

Main Location ©
Sub Location
Duestanl L psantion

Mothods : | =l

Mactbad : Placed in Niche
Caontnines:

[Patyeantainer -
Temposary Remarks
[Lovge Familty group ta attend

Permanent Femarks

0 Create Disposal Appaintment |

PmCremances

Permanent remarks as required

The Disposal screen for the

cremation will be displayed.

1. Enter the Date and Time of
the disposal if known.

2. Select the Method for the
disposal. (This should
indicate Placement in
Niche)

Enter Temporary and /or

] Cromatian

Dacensed : Mr George Fisher Logon Date :
Fineral Dieweto = John Tarner

| Losatien:

Wed, 04022015 Tine 1000

[ Serdor:  Full Sorvice
Mount Tallac Crematoriam Complete 1103

Anidial Enformation | Servios Details | Music | Decsssed Detaits | Applicant | Medkal| Dfsposal | Memorials | Misc. | Finance

Main Location ©

Crmnation Dok ¢ 4022015

Dispasal Reset Disposal Information | Find Time

Do 062015 Tirma * 1430

Mathods © A2 Sub Location :

Methad : Placed in Hiche Dhestal L oantion :

Contnines [Potyeontainer %

Tormporary Romarks
Lnrge Familly group to attend

Prrmanent Hemarks

0 Create Disposal Appaintment |

EmCremations

1lAs you have selected a

||Click on the Location button

Placement in Niche method in
step 10 you will be able to
record the location for the
ashes:

1#=8] Location Criteria Form -

Type : &l =
Main Location | Tl

Reference | End Grave ; Clhear

Select | New Grave New Position | Exit

frmCriteriaGrave Selection

. The Location Criteria Form will

open:

NOTE: If the location
where the ashes are to be
scattered/interred already exists
on the system you do not need
to carry out this step and you
can go straight to the next step

Click on New Position

The New Location Wizard will
open:

Select the Cemetery for the new
position

Select the Section for the new
position

Enter the Detail Location for the
new position

Click on the Create button




Use this screen to create a new Detall Location

Mount Tallac Crematorium - Remembrance Chapel Vellum Plaque Wall 1

| Cemutery : * [Mount Tallac Crematorium -

Section : * [Remembrance Chapel Vellum Plague Wall 1 -

i+ Single ™ Range

Type : Position -

Detail Location | i:E

Additional Reference : |

Consecrated {
L
Exit Create
frmWizNewGrave 5
(6= Location Criteria Form # w2 |IYou will be returned to the
i Type : il = Location Criteria Form

| Main Location | [Mount Tallac Crematorium

Sub Location |Cedar Garden
|Chaucer Crematorium

TR |
TETeTICas

Remembrance Chapel~Vellum Plaque Wall 1

Detail Location  [3n6 A
|37 =
o 5 §~i
Reference : | End Grave ; | Clear J
Select | New Grave | New Position | Exit ‘

frmCriteriaGraveSelection

Select the Main Location for the
ashes

Select the Section for the ashes
Select the Detail Location for the
ashes

Click on the Select button

G =The Location Criteria form will
s S Pt e Dwe: DM i o close and the location for the
umeral Director Il armer m!irlwnn. Full Sorvice

| | Locstion: Mount Tallag Crematosiuom Complete

1103

Inétial [nformation | Service Detals | Music | Decrased Detatls | Applicant | Midbcal Désposal | Memonals . Misc, | Finance

Cremation Date © [T
Disposal Resst Disposal Information | Find Time
Daan : 06/03/2015 Tirme ; 1480 e =
: e Main Location ¢ Mount Tallao Cromaterkin
Wehods: | .2 Sub Loation :  Remembrance Chapel Vellam Plaque Wl 1
Mathad : Placed in Niche Detal Loation 6
Coneaines:  [Pelyeontainer =
Tomporary Rumarks

[Larga Familly group bo attend

Pesmanont Femais

0 Create Disposal Appointment

placed ashes will be displayed
on the disposal screen

NOTE: It is not possible to
create a disposal appointment
from the cremation record for
placement of ashes for
BACASNG versions 9 or earlier.
You will need to go the relevant
diary page and manually create
a booking with appointment type
Disposal of remains from

crematorium

Click on the Save button.
Click on the Close button to




BACASNG

I

return to the diary _— |

Free iPhone documentation generator

Enter Disposal Details for the Storing of Ashes

Clients

=

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

=1} Search for : Cramations
General | Location
Filker Criteria ;

I Indode Allas In Name Search

|The Search for: Cremation

screen will be displayed.

Enter the Forename of the
deceased

[Foreramn = [Georpe ™ Exact Match!
Enter the Surname of the
[umame = [iogen " Beavadl |l deceased
[Address =] .
Click on the Search button
[Pestoode =]
Eﬁl:l.l.ﬂfi::Jnl';slﬁ n|||_—h Skart: End: |
iﬁnpp-:.mtn'.mtua'm v Stat: End: |
r =
cloar | P
T The Selected Deceased screen
Dl o I:will be displayed
Location :
Addess: 6 Bond Street, Tahoe, Suscex Click on the Selection Finger

Post Code :  BNG 8TF
Age: 88 Years
Death © 27[01/2015

to open the cremation record
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BACASNG

P —
] Cremation
Deconseil - Mr George Fisher Logan
|\ Fumerol Director © Jahn Tarner
Locatian : Mount Tallao Crematorium

Diate

() Service :

Wed, 040272015
Full Sarvics

1103

Initial Information | Servie Deetails | Music | Deceased Details Wlm'm@ Memorals | Misc. | Finance

“lIThe cremation will open on the

Initial Info tab

Click on the Disposal Tab

Deceased . - .
e Click on the Edit pencil
* Tima 1000 (i Title: Mr -
Forenames: fGecnge Fisher
. e
:-’:.:v Mu::_:‘:'nmn. om;m.n,.q o3 Other name: [
= Dary Address Line 1
Mot Talln Cromnariim = m $ z
b Address Lina 4
{Mourt Tallac Crematorium S Address Uine §
Type of Serdcd © Addessne & |
Full Sorvice = Post Code: 1B BTF
_Yiew | ST | | Skt Comments : - N
et -
[ENE The Disposal screen for the
ot taemee == |cremation will be displayed.
[ Lomen: Vot ol Cramsmtom N compiete 1103 Enter the Date and Time of the
Inizial Information | Sanvice Details | Music | Deceased Details | Applicant | Medbcal  Désposal | Memorials | Misc. | Financs disposal if known.
e “T“”“ 3 [ Select the Method for the
Rssst Disposal Information Find Tirne . . - -
. = T | Lol disposal. (This should indicate
Mobois: | o Ao that the ashes are to be stored)
::r-.n- :mt;u-mm ] Detail Location Enter Temporary and /Or
ntaines: |} iner 3 .
S i Permanent remarks as required.
Family abeond - nshos in storage until they relamn
0 Create Disposal Appointment |
| Fcromaton As you have selected a Storage
o L oo, ewowerme v method in step 10 you will be
I Location : Mount Tallas Crematosiam = Complete 1103 a b I e to reCO rd th e |Ocat| 0 n
Initial Information | Service Detalls | Music | Deosased Details | Applicant | Medical  D¥sposal | Memorials | Misc. | Finance.

Crommtion Db © o 1S

Disposal Reset Disposal Information | Find Time |
Dt 062015 Tima: [ 1430
Methods: | =
Methad © Stored 6 Months

Containes:  [Petycontainer =

Tempueary Remarks
[Family abeond - ashes in stocsnge sl they e

Prrmanent Remarks.

Main Location :
Sub Location
Dietal Location -

o Creste Disposal Appaintment

BmCremations:

where the ashes are stored:
Click on the Location button:

36 /350
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(%3] Location Criteria Form « we. @ |[The Location Criteria Form will
' Type : Al T=] open: . .
Main Location  [Mount Tallac Crematorium =T ] Select the Main Location for the
Sub Location Chaucer Crematorium - as hes .
HazleHead = Select the Section for the ashes
Remembrance Chapel~Vellum Plaque Wall 1 H
Sequoit-orden Click on the Select button
IYew raen
Detail Location
|
Reference : [ End Grave : [ Clear
Select New Grave New Position | Ext |
frmCriteriaGraveSelection
EE IThe Location Criteria form will
ol s i o close and the location will be
QLo Moo Tl Cromarian ' ooy % returned to the disposal screen
Initial Enformation | Service Details | Music | Deceased Details | Applicant | Mecical  Désposal | Memarials | Misc. | Finance
Commation Dot - 402015 ‘ [T ——
Disposal Reset Disposal Information | Find Time | R R
own:  [EE - Tew: [ e = Click on the Save button.
Vs = L e 1|Click on the Close button to
— == [ [ close the cremation booking and
':;T;.:r::m:':;: i singage wil thiey rensm m 1
return to the diary. ‘
0 Creste Disposal Appointment =

Enter Disposal Details For Strewing of Ashes

Produce Kindle eBooks easily

Clients

i

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

371350
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8] Saarch for : Cremations
GEEneral | Location
Filter Criters ©

I Imdude Allas In Name Search

|The Search for: Cremation

screen will be displayed.

Enter the Forename of the
deceased

[Forename v | |Georpe ™ Exact Match!
Enter the Surname of the
[Sumame * | [Logan ™ Exact Matchl deceased
[Acidress =] .
Click on the Search button
[Postoode -
EPD.Tl.leEJr;l{SIBﬁn-uT Start: Emuf: |
chppomtrr.mtua'!o Twl Sa: End: |
r =
- w | g
S T =
Decessed 1103 The Selected Deceased screen
Mr Geor WI__ o - -
i) will be displayed
Addess: 6 Bond Street, Tahoe, Suscex Click on the Selection Finger to
open the cremation record
Past Code BNS BTF
Age: 88 ‘Years
Death © 27/01/2015
Full Service

—

Deconseil - Mr George Fisher Logan
|\ Fumerol Director © Jahn Tarner

Location : Mount Tallao Crematorium

Instiad Information | Service Detasts | Music | Deceased Details wnm'm@ Memarials | Misc. | Finance

Privacy Public =
Stabus @

= Dary

Muodical Foarmes Outstanding =

Mot Talln Cromnariim -

* Lueation ©

[Mount: Tallac Crematorium -
Type af Serdes ©

[Full Sorvice -

iew | .| Brivate || Dear |
Funerad Disoctar ;
ey a

wr =
* jogen

6 Bond Strest,

[Tahoe,

Date Weid, 040272015
[ Servicn:

Full Sorvics

1103

9/The cremation will open on the

Initial Info tab

Click on the Disposal Tab
Click on the Edit pencil

387350




| El cramition

Deenrased - Mr Gearge Fisher Logun Dt ¢ Wed, 040272015 Time: 10:00
 Funerml Direstos - John Tarner (L Sendon:  Full Service
Jff Lostion: Mount Talla Crematosiam Complete 1103

Initial information | Servior Details | Music | Deceased Details | Applicant | Medical. Disposal | Memorials | Misc, | Finanoe

The Disposal screen for the cremation
will be displayed.

Enter the Date and Time of the disposal if
known.
Select the Method for the disposal. (This

“Fumieal Direetne - Juhn Tarner {0} Sendoe:  Full Survice

| Location: Mount Tallag Crematosium

Complete 1103
Initial Information | Servios Detatis | Music | Deceased Detas | Applicant | Mediaal| Désposal | Memorials | Mist. | Finanoe

Cramntion Dote DAz TN T

Main Location

Subs Lucation |
Dt Location :

Disposal Reset Disposal Information |  Find Tirme
Datn B0 Tme: | 1430

Mothade: | =

Mt - Scatter Witnessed

Containes: -

Tempoeary Fiemarks
Unaga Familly geoup to attond

Pesmarcnt Femarks

0 Create Disposal Appointment |

mcremances

Crmmation Date MAC205 i T - ) . .
Rese i femstion | i o | _ should indicate Strewing of Ashes)
e e T === Enter Temporary and /or Permanent
Moo | 9 T ||[remarks as required.
Methar < Scatter Witnessed Ditall Lsontion ©
Caontuines! =l
Temporsry Remorks
‘Large Family group to attnd
b iooos
0 Creste Disposal Appointment |
[ crmnaion As you have selected a
Dechnsed : Mr George Fisher Logan Dute © Wed, 040272015 Tima: 10:00

Strewing/Scattering method in step 10
you will be able to record the location for
the ashes:

Click on the Location button.

1*=3] Location Criteria Form -

Type: [ail =

|« Main Location

End Grave ; | Clear

ey Grave Mew Position | Exit

frmiriterialGraveSelecion

{|The Location Criteria Form will open:

NOTE: If the location where the ashes
are to be scattered already exists on the
system you do not need to carry out
these steps and you can go straight to
the next step

Click on New Position

The New Location Wizard will open:
Select the Cemetery for the new position
Select the Select the Section for the new
position

Enter the Detail Location for the new
position

Click on the Create button




BACASNG

Use this screen to create a new Detail Location

Mount Tallac Crematorium - Sequoia Garden - Rose Bed 1

Cemetery " IMount Tallag Crematorium htl
Section ; 2 iSaqunia Garden -
* Single " Range
Type : jﬁbﬁinﬂ 2
Detail Location . |Ruse Bed 1
Additional Reference : |l
Consecrated r
|
Ext Create
| ImiWizNewGrave —
053} Location Criberia Form e \éo;: V\{llllk__)e returned to the Location
riteria Form
' : al = . .
_ o : s P Select the Main Location for the ashes
| Main Location  JiMount Tallac Crematortumm * | |lselect the Section for the ashes
|Sub Location  [Cedar Garden = Select the Detail Location for the ashes
| Chaucer Crematorium =

|HazleHead

Click on the Select button

-
Reference : | End Grave : Clear |
Select New Grave New Position | Exit
frmCriteriaGraveSelection
EE ||The Location Criteria form will close and
Oschusod: e Goorge Fishe Lugan (Dus: Wed,ogarmts T 1000 the location for the scattered remains will
— = S "I e e displayed on the disposal screen

Initial Information | Service Detadls | Music | Deceased Details | Applicant | Medical| Désposal Memorials - Mise. | Finance

Cremation Dote © i [ e e

Register Number: 1103 Other: |
Dispasal i
Ot = 18RO Tma: [ 1430

Main Location :  Mount Tallac Cremitediam
Methads :  |Scatber Witnessed G Suls Location ©  Serunia Garden
Mciieod - Soutine Wiknoused Detal Logation © Rease Bed 171
Containes:  [Polycontainer -
Tempossry Fremarks

Large Familly group to attend

Permanent Femaks

|INOTE: Follow these notes to create a
disposal appointment for the strewing
from the cremation record:

Create a Disposal Appointment from the
||Cremation Record

Click on the Save button.

Click on the Close button to return to the

diary.

40/ 350

Generate EPub eBooks with ease
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Enter Disposal Details For the Burial of Ashes

Clients
Cremation
Diary
o
Show Diary
=l

Select Diary from the Outlook
bar on the left hand side.

Select Show Diary from the
expanded selection.

View : [Diary Page

Pun- t[Mount Tallac Crematorium

TlL ljmwedncsdw 04

The Appointment Diary screen

| Tt

Initia Infoumation | Service Details | Music | Deceased Details | Applicint | Medical | Disposal | Memarials | Misc. | Finance

Cramation Dote [ s r
Disposal Reset Dispossl [nformation | Find Time | -
ot : 06/3/2015 Time: | 14:30 —

2 =5 Main Location |
Methods : | s Sub Loeation :
Whoihad : Internod Witnessed Datall Lossiion -
Containes:  [Matal Um =
Temporary Remarks
[Family presen t
Pesmanent femarks

0 Creste Disposal Appaintment
FmCremations

T R = lwill be displayed.
Lagan Madical Forms Ou... Jobn Turmer Maunt Tallac Cres Select the COI’reCt Dlal‘y for the
||:1]] Hicks. T. R. Hariis Funeral Services Mount Tallac Cre t-
i%i Hope Application Recei..  Coakson and Smythe Funeral . Mount Tallae Crey cremation
1300
= Select the Date of the cremation
All bookings for that diary page
for that date will be displayed.
Double click on the time of the
cremation in question.
Gt ||The cremation will open on the
e e g e [ |iInitial Info tab
Loeation Mount Taltag Crematosium 1103
1"=tlifln.fum-\tnn Sorvice Details | Music mefdl’)&yh Applicant u@nmm Misc. | Finance Cllck On the D"Sposal Tab
Appointment 1904250 Deceased . . .
s o - Click on the Edit pencil
Tima : 000 N Title: A
Sumame: " Logan
Privacy “Public =1 Makdanname: |
Sutus Modical Foms Outstanding = Other name: |
» Diary: Address Line 1: 6 Bond Strest,
[Maunt Talla: Cramatarum T=] Address Line 2: {Tahoe,
i Adgdress Line 3: Sussex
B S — S Address Lined: |
{Mount Tallac Crematorium bt Address Line 5:
Type of Serdes Address Line 6: |
[Full Sarvie =] Post Code: G BTF i
view | | Comments | :
POt
[Jokn Turnes -
Mavrtin Caxton - 0207/ 2008 00:00
3 crematon The Disposal screen for the
i o wewewwme 0w lcremation will be displayed.
Lo Mo Tl et Complete | 1103 Enter the Date and Time of the

disposal if known.
Select the Method for the
disposal. (This should indicate a
burial or interment )

Select a Container for the
ashes

Enter Temporary and /or
Permanent remarks as required.
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| 55 cromation

Deeeased : Dhate

(] Servce:

M Grorge Fisbor Logan Wed, DAZE015S
Fumeral Director : | Juhn Turner
I Loeathan @

Mount Tallag Crematarium Complete

Initial Information | Service Cetats | Music | Deceased Detaifs | Applicant | edical | Désposal | Memarials | Misc. | Finance

1103

10:00

As you have selected a
burial/Interment Method in step
9 you will be able to record the
location for the ashes:

ml“’"sawmm ““’”im : i Click on the Location button.
— T | i
o oo vimeed P
Containes! |{Metal Um 3.3
0 Create Disposal Appointment 1

[ Locaticn Cilterte Form = |[The Location Criteria Screen will

[ Type & Al = Open:

X P —— — : = NOTE: If the location
where the ashes are to be
scattered/interred already exists
on the system you do not need

| to carry out these steps and you
can go straight to the next step

[ Click on New Grave

Refesence : End Grawe : Clasr The New Location Wizard will
Select New Grave Hew Position | Exit open:
- - . Select the Cemetery for the new
frmCriteraGraveSelacion g rave
e i St 16 croats & v Chave Select the Select the Section for
the new grave
Rubican Cemetery - Section G - 4 Enter the Grave Reference for
| Cemetery: * Rubican Cemetery [ the new grave
Section : " [Section G - ~||Select the Grave Type
& Single T Renge Amend the Max Coffins and Max
T G — Aghes Fields if necessary.
Click on the Create button
Grave Reference ['I4 You will be returned to the
Additional Reference : | Location Criteria Form
Type : g :C:Bmul.t:dRcmu.ins Grave -
Max Coffins ; b Consecrated I
Max Ashes : v 4 1]
{
Exit Create

| frmiWizMewGrave




mCremances

=2 Location Criteria Form - i Select the Main Location for the
Type : [Graves = ashes )
Main Location | [Rubican Cemetery = Select the Section for the ashes
sib locier Toes = ||Select the Detail Location for
Section D = the ashes
il Click on the Select button
|
Detail Location |1
d :
. 1
Reference : | End Grave : [ Clear |
Select I New Grave | =0 t Exit |
frmCriteriaGraveSelection
| Ecremation The Location Criteria form will
e e S T o e, e b= close and the location for the
J toceien: Mount Tallag Crematosiom ) Complete 1103 |nterred rema|ns W||| be
initial Information | Service Details | Music | Deceased Details Applicant | Medial Désposal | Memorials | Misc, | Finance displayed on the disposal screen
Cremmtion Dote DRGNS i
- | tooon | g NOTE: If you wish to create a
e [ T | (s ey ||disposal appointment from the
- )| |pestteomin: 4 cremation record, follow these
e notes: Create A Disposal
Family present .
Appointment From the
et et Cremation Record
[ Creste Disposal Appointment: ]

1. Click on the Save button.
Q

2. Click on the Close button
to return to the diary.

v

Create HTML Help, DOC, PDF and print manuals from 1

single source

Record medical papers inspection for a cremation

Clients

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection
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3] Search for ; Cremations "~ .8|[The Search for: Cremation
screen will be displayed.

General | Location

T CTRR S Enter the Forename of the
I Indude Allas In Name Search deceased
[Forename T [Georpe ™ Exact Match!

Enter the Surname of the
Earmame v liogan | T Beawadlldeceased
;-Advﬁ'm = .

Click on the Search button
[Postode =
EF!LTl.hHJ'iI:Jnl';&Iﬁ nE e St I Enuf: |
iﬁnppomtrr.mtua'!o vl Start: |“ | End: |
r =

- w | g

Select Deceased The Selected Deceased screen
ae:  ||Will be displayed

Disposal : Interred Witnessed - 06/03/2015

B == Click on the Selection Finger
Addess: 6 Bond Set Tohoe, Sussex to open the cremation record
Post Code :  BNG ETF

Age : 88 Years

Death : 01/07/2008

Type : Full Service

([ Crmation 9|The cremation will open on the Initial
Deconseil M Geargs Frsher Logan Date ©  Wed, 04022015 Tiwe: 10:00 Info tab
| Fumernl Diemctor @ John Tarmer (Y Serdicn:  Full Servics
|| Licoion Mount Tallag Crematariam — 1103
i frmton S Do s Deeed Dot Aspcant | D e v [ s Click on the Misc Tab
(][ ceemmans T Do Click on the Edit pencil
* Dhate ; oa2s it |
Timst T wm T Title:
Forenames.
Surname:
Privsay [ pPutie . = Maidenname:
Status. [T Modical Forms Oustanding = Other name:
“Diny: Address Line 1:
[Mount Tallne Cramatermm v Address Line 2;
¢ Addregy Lina 3
s Address Line 4:
|Mount Tallec Crematorium i Address Uine 5
Type o Sevdcn : adsien (kB || |
s - Pest Code: BNG BTF
o | | e | _oem | G -
Fusarel Dicter -
[dobn Turnes -

44 /350
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| 51 Cremation
Dechased : Me Gaorge Fisher Lugan Date © Wed, 040272015 Time ©
- Fimeral Dirvetne - John Turnee (Y Serdoe:  Full Sorvies
j | Losuen: Mount Tallas Crematoriom 1103

initial Information | Service Details : Music | Decsased Details | Applicant | Medical | Disposal | Memoriais. Mis.  Finance

 Curtains Open W Large Coffin ™ Coffin Cver 26in
F No Literature ™ Advanced deiivery coffin I Covered Crucifite
™ Metals T Large Attendance

™ Donations ™ Church Trolley

Miscellaneous items

10:00

1IThe Miscellaneous screen for the
cremation will be displayed

Click on the Add Entry button for
the Categories section of the screen

HME dical Inspectors

Frequent Values

Medical Inspectors

IMrs Tina Logan & Bond Street Tahoe Sussex BNG 8TF |

+ Add

_Ezm::gl

Uins Deseriptian i e,
Delete Item
_C‘“'?“‘“ #ad Entry
Delete Entry
Add Items The Add Items window will open
-ainnary Select Medical Inspectors as the

| ||Category from the selection list
(If Medical Inspectors doesn’t appear
as a category then follow this link:
Set Up Medical Inspectors before
proceeding.)

Type in the Name and address of
the person who applied to inspect
the papers

Click on the Add button

Delste Entry

frmAddCalegorny
e =& |The person who applied to inspect
| Drcpissd:  Me Grorge Fiaer Logan Due:  Wed 04022015 T 1000 the medical papers will be recorded
Funeral Director : Jahn Turner [ Service:  Full Sarvics
f Lction: e Tt Cromeriom e (green box below)
Instiad Information | Service Details | Music | Deceased Details | Applicant | Medical | Disposal | Memorials: Misc. |Finance Clle on the save button
¥ Curains Open 7 Large Coffin I” Goffin ove 26 Click on the Close button to return
F to Literature ™ Advanced delivery coffin ™ Covered Crucifix
I vetmis I~ Large Attendance |: to Deceased Results screen
™ Donations ™ Church Troliey
Miscellaneous Ttems
Unins Description Aok Toems = |
Delste Ttem I
mw—"—ﬁﬁ;mema«aa@;‘sﬁsfﬁ A EY |:

NOTE: ltis required by law that the
Cremation Register (follow this link
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to Print a cremation register)
displays the details of the medical
papers inspector. If this is not the
case please call the Help Desk on
08702 402 217 as an amendment to
your report is required.

Easily create PDF Help documents

Record the attendant doctor for a cremation

Clients

i

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

=8] Saarch for : Cremations
General | Location
Filter Criberia ©

I Indude Allas in Name Search

.
[

fGearpe

™ Exact Match!

T — [l =

T Exact Matchl

|Aldress -

fﬁjmm [=]
ErD.I.IIJUI(:JHI';a'.Im na]

Ej‘lpp-jmtn'.r-nt Cafte Twl

[ =

Eritt [

End: [

The Search for: Cremation
screen will be displayed.

Enter the Forename of the
deceased

Enter the Surname of the
deceased

Click on the Search button

i BNG8TF

88 ‘Years.
27012015
Full Sexvice

6 Bond Street, Tahos, Sussex

The Selected Deceased screen
will be displayed

Click on the Selection Finger to
open the cremation record
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[ ““|The cremation will open on the
Decoasnd - My Gieorge Fishar " Date Wei, 1 Tinan & 10:00 H 3
| Fumeral Director - J.m.l-::‘-r = ,-32 Sorden © FMTSD:I:::'os [ Inltla/ Info tab
| Location Muount Tallag Crematoriam o 1103
|| o et S el e e septon [scoc g mamoras . e Click on the Medical Tab
Appointment 1904 _2503 Decensed . - .
o : - Click on the Edit pencil
Tima : r Title: S
Forenames: George Fisher
Sumame: * Logan
Privay 7 Pubke = Maidenname:
Swtus: | Modicnl Farms Ouistanding 17 Other neme: E
Address Line 3: Sussex
* Location : Address Line 4: i
[Mount Tallac Crematorium = Address Line 5:
Type af Sendice ACMIERS L8 G e
Full Service =1 Past Code: BNG 8TF
Xew | | Gt
cereaton =“The Medical screen for the
e e o weewme weowe - lcremation will be displayed.
Jf Location:  Mount Tl Crematoram B 1103 Click on the Select button for

inisial Information | Sarvice Details | Music | Decsased Datais | Applicnt [Hedical| Desposal | Memontals ! Mise. | Finance

e = j
Gertifies : 2] ] aeiect |
Carnnes : r = | St |
Feferen = Select | |
Fmrematioon.

Attendant

5| Search for : Clients

= _lf—ﬂdl

| | General
Filter Criterfa :
I [ Show both Attendants and Cerliﬁersl
I [Role ¥ | [Medical Attendant -
|Forename « | [Barry [ Exact Matchi
|Surname v | |[Barlow] I Exact Match!
[Address > |
[Postcode - |

Search | Mew Clear | i? |

The Search for: Clients window
will open

Tick the Show both Attendants
and Certifiers box.

Enter the forename of the
attending doctor in the
Forename field.

Enter surname of the attending
doctor in the Surname field.
Click on the Search button
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[l Atendntinformston ) 1|The Medical Attendant
| " ST e |: information screen will open:
By o | - o .
G'“’f“""”’ - ; Check that the correct details
are displayed for the attending
e B = doctor.
— o Click on the Selection Finger to
: —— P select this doctor
Acddress Line Z: ;_x_s_ Chapei Lane
Address Line 3: [Tahoe
Mdrﬂsu:ﬂeﬂ: [oussex
prristri !
Post Code: |BM15 3RT
o, T
Mobile: [
I
[ 5 cromanon [You will be returned to the
s ot e o wewosmeros teiwm || Medical tab for the cremation
wmnral Direetoe - Jaho Turmer [} Serdor:  Full Service .
Locaion: ount Talas omatocium 1103 record and the Attending doctor
Initial Information | Service Details | Music | Deceasesd Datals | Applicant| Mechn | (esposal | Memorials | Misc. | Finanen will be d|sp|ayed .
| o B | | o Click on the Save button
By B Pl il o Click on the Close button to
Coter: = seet return to Deceased Results
. screen
Coroner © r I Select |
Raferen = Select |
L

Record the certifying doctor for a cremation

Easily create iPhone documentation

Clients

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection
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=8] Saarch for : Cremations
GEEneral | Location
Filter Criteria :

™ Indude Alias in Name Search

;:my"_—'yﬂThe Search for: Cremation

[Forename T [Geome ™ Exact Match!
[Sumame * | [Logan ™ Exat Match!
fﬁimm [=]

Em.l-lhﬂ,l'i::lﬂl';ﬁlm I'III_'l: Start:

[Appointment Date | »| Start:

[ =

Eni: [

End: [

screen will be displayed.

Enter the Forename of the
deceased

Enter the Surname of the
deceased

Click on the Search button

- = )
BTNy =
o 1103 The Selected Deceased screen
—_ el |2 will be displayed
Addess: 6 Bond Street, Tahoe, Suscex Click on the Selection Finger to

Post Code BNG 8TF

Age: 88 Years

Death © 27[01/2015
Full Service

open the cremation record

| Location Mount Tallan Crematoriam

Initiad [nformation  Service Details | Music | Deceased Detals WIM Memorials ; Misc. | Finance

Memarials
e “[The cremation will open on the
Decoasod © My George Fishar " Date Wi, i} Tinso & 10:00 H
| Fumeral Director - J.m.l-::‘-r e m Servien ¢ FM‘I'::.:"W = [ Inltla/ Info tab

1103

5
[ | =Data: ] [T
Time B 000 = te:
Forenames:!
Sumarme:
Privouy Public i Maidenname:
Sautus Medical Farms Outstanding - Gther name:
5 Address Line 1:
« Diwy
[Monunt Tallar: Cromatarnm 0 Address Line 2:
Addrecs Line 3:
* Loaation Addrass Lina 4
[Mount Taliac Crematorium = Adoess Lo 5
Type ol Sendce Address L.mc (-
[Full Service =T Post Code:
Ao | 1 J | Comments :
Funessl Direater ;
[dohn Tumes T=]

Click on the Medical Tab
Click on the Edit pencil
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| 8] Cremation

Dechnsed :

| Locotien:

M George Fisher Logan

“Fumirnl Direetor :  Juhn Tatner

Mount Tallag Crematosium

Dhate

) service:

Wi, D402/2015
Full Seevice

Timea : 10:00

1103

Initial [nformation | Service Detalls | Music | Deopased Details - Applicant | Mechoal | Dxsposal | Memarkals Misc. | Anande

Mtendant |

Dr Barry Barlow, Fairticld Modical Centro

Centifies

Corones

Rederen :

smcremanoes

- View |

1. Click on the Select button
for Certifier

-jIl Search for : Clients

The Search for: Clients window
will open

|
T ... Qe 0o History

®

Ime

|siman

* [Wardron

[East Surey District Hospital,
[crawley Road, -

Sy

|
[RHe 4pF

| General ;

L Tick the Show both Attendants
Fill riteria : . g

L S and Certifiers box.

¥ Show both Atendonts ond Certifiers | Enter the forename of the
[t [=] [Medical Cartifier =l Certifying doctor in the
[Forename w | [Simon ™ Exact Match! Forename ﬂeld '
: L Enter surname of the Certifying
[Barmame ~ [Wardeon © eeamadt  [[dOCtor in the Surname field.
_____ = Click on the Search button
Addiess -
[Pasteade =
|—T
Search Hew [ Cloar | il
T Ny -
[T ‘|[The Medical Certifier information
r BACAS ID: 2630

{lscreen will open:

Check that the correct details
are displayed for the certifying

{|doctor.

Click on the Selection Finger to
select this doctor
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[ common |[You will be returned to the
o N - Ll e e |\Medical tab for the cremation
ten: baur Totl Crnmoriam ' 203 record and the certifying doctor
Initia Information | Service Detalls | Music | Deceased Detadls | Applicant) Mecical | Disposal | Memarials | Misc. | Finange. Wi” be displayed.

| pro T v st e | Click on the Save button

e Click on the Close button to
‘ ot — ||return to Deceased Results
||screen
Carones : Tz e | ‘Seect | Ciesr |

i

W Flfores - 7} _sdet | Clew |

|

i - - ——

Easy EPub and documentation editor
Record the Coroner for a cremation
Clients Select Cremation from the
J%'—'H— Outlook bar on the left hand
side.
Cremation
Select Cremation from the
: expanded selection
Strewing
3] Seasch for : Cremations - =.e{The Search for: Cremation
ey S screen will be displayed.
S SRR Enter the Forename of the
™ Indude Allas in Mams Search deceased
[Forename v [Georpe [ Exact Match!
Enter the Surname of the
e =] [logod [ Bedmadt || qoceased
[Acidress =] .
- Click on the Search button
[Pastoode -
Ehjl.l.ﬂ,u'i::J cmation o = | St Emif: |
chppomtn'.mt Dtz Twl Rait: |" End: |
r =
o w | g
e ngue’y X

51/350




BACASNG

T The Selected Deceased screen
bl 17 o will be displayed

Addiess: 6 Bond Stret, Tahoe, Sussex Click on the Selection Finger to
open the cremation record

Post Code :  BNG 8TF
Age: 88 Years
Death : 27[01/2015

[ comaton “|The cremation will open on the
[— Mr Georga Fisher Logan Dotz ©  Wed, ARZZ01S T s 10:00 [Inlt/a/ InfO tab

| Fumernl Director - John Tamer (&) Serdco:  Full Servics
|| Lncation Mount Tallag Crematoriam o 1103
. Initiad [nformation | Senvice Details | Music | Deceased Details Mvum Memorials | Misc. | Finance CI |Ck on the Med |ca| Ta b
Appointment 1504 2503 Deceased . A .
R Click on the Edit pencil
* Tima : [ o I Title: e =
Forenames: 1George Fisher
Sumame: *logn
Privaay Public = pimdenniams:
Swtus: | Modical Fams Guistanding % Other name: E
« Dharyt AddressLine 1: (6 Bond Strest,
[y e —— - AMNULLIW L | [Yohoe,
Address Line 3t Sussex
* Loaation : Address Line 4 i
[Pount Talioc Crematorium = Address Une 5:
Type af Sendice WWL‘:‘S: e
Full Service T=] Post Code BNE STF
e | J J Comments |
Funeesd Divestor
{iobe Turmer =

[Eilcomain = 9|Click on the Select button for

Decoasod : Mr Georgo Flaher Logan Dute © Wed, 04022005 Timo | 10:00 COroner
Fumoral Diroetor - Jahn Tarmer (L Servier:  Full Service
Location : Mount Tallaa Crematarium 1103

Anitsal (nfaremation | Service Detadts | Music | Decsased Detadts | Applicant| Medical | Disposal | Memarials | Misc. | Finance

I Attandant : = Wew | seest | cer |
Or Barry Barlow, Fairfield Modical Gentro

Centilies © i nl e | = e |

I

(] Feferee = select | |

|

|}

I

I

Temations
— e e S — | —
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=1] Search for : Clients

The Search for: Clients window
will open

General
d T Enter the forename of the
I S Coroner doctor in the Forename
| field.
[Role =] [Coroner = Enter surname of the Coroner
= = o F eaans | dOCtOr in the Surname field.
Click on the Search button
[Surmarme v | [Pickle ™ Exact Matcht
mnwms E2N|
[Porstendi = |
[ =
| Search | New Cloar | .fl
Iy

1IThe Coroner information screen
N T |: will open:

P B r Check that the correct details
are displayed for the Coroner.
i Title M = ; . .
| — - Click on the Selection Finger to
b v e select this doctor
Address Line 1: [Coraner For Eest Sussex,
Ak s R
Address Line 3: |
Address Uine 4; |
] .#A!ms\_mes :
. R T
i Telephane 1: [
Mobile: [
| —
dnnﬂ\ﬂm
Fcrematon “=¥llYou will be returned to the
e 1 oai: | WELGSETE e (5 Medical tab for the cremation
Losuion:  Mownt Talls Crematosiom 1103 record and the Coroner will be
Initial Information | Service Details | Music | Deceased Details | Applicant M=l Disposal | Memonials | Misc, | Finanot displayed
I Amendant | T=1 Wew Clear j
D¢ Barry Bastow, Fairfield Modical Gentrn CIle on the Save button
' i i B Click on the Close button to
e return to Deceased Results
: e .NIrJlMPIEkIl Coroner For East Sussex, - = . . e | screen
Feteren -2 i Select | |

Easily create Web Help sites

Record the Medical Referee for a cremation

537350
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Clients

i

Cremation

Strewing

Select Cremation from the
Outlook bar on the left hand
side.

Select Cremation from the
expanded selection

=5] Search for : Cremations
General | Location

Filter Criteria ©

I Indwde Alas In Mame Search

:ecy":nﬂThe Search for: Cremation

screen will be displayed.

Enter the Forename of the
deceased

[Forename v [Geomge ™ Exact Match!
— Enter the Surname of the
e =z o M Beawadl\ldeceased
[Ardress = .
- Click on the Search button
:P\asttw'-e -
El!in.llll.th';::Jr'||1..'.|'.I|3'1nls_'--h Shart: Emif: |
Ejupp-:untrr.mtun',o Tw] St End: |
[ T
TS MU -
B 1103 I:The Selected Deceased screen
el will be displayed
Addeess: 6 Bond Sroet, Tahos, Sussex Click on the Selection Finger
to open the cremation record
Post Code BNG 8TF
Age ] Years
27/01f2015

Memarials.
[ S cmon ““lIThe cremation will open on the
Decoasod - Mi Giearge Fisher | ogan Date : Wed, 04022005 Tinsn © 10:00 [ Initia/ Info tab
Funeral Direetor & John Turmer "E, Service © Full Service

Locatian Mount Tallan Crematorim

Initiad tnformation | Servics Detals | Music | Deceased Ditails J\wllm Memarials | Mis<. | Finance

e =

George Fisher

1103

* fogen

6 Bond Street,
Tahoe,

BNG 6TF

* Diate ; [ DA
* T : 1000 = Title:
Forenames:
Sumame:
iy [ P = Maidenname:
Saukus = [ Modieal Forms Dutstanding | Other name:
Address Line 1:
[Mount Tallar: Cramatarmim 0 Address Line 2:
Address Line 3:
et i Address Line 4:
{Mount Taliac Crematorium = Address Line 5:
Type ol Senvicn Address L'\c &
Full Servoe = Post Cade:
s | | Comments
LErhdrel v —
[dahn Tumes -

Click on the Medical Tab
Click on the Edit pencil

54 /350




BACASNG

3] Cremation

Decansei ; Mr Grorge Fisher Logan Date ©  Wed, 040277015 Thoe | 10:00
Fumeral Director © Jahn Turner (Y Serdce:  Full Service

Locotian : Mount Tallao Crematarium 1103

instial Infrmation | Service Detatls | Music | Deceased Deetatts | Applicant | Medical | Disposal | Memorsals | Misc. | Finance

i Attendant ; r =] Vew | | ““'_l
Or Barry Barluw, Fairfield Modical Centra

q[Click on the Select button for

Medical Referee

{ Conifier 1 x| Mew | _Ger |
! b Shmon Wardren, Emst Susrey Distriet Hospital, -
Caanes 1 ] _Wew | gelect | e _|
N
f e = veo|| seleat || oo
N
I
i
== S—
[ B8 sesich for: e The Search for: Clients window
Ui will open
© R, Enter the forename of the
| Medical Referee in the Forename
| field.
fRote ¥l [Medical Refere x Enter surname of the Medical
e T F Bt Habhl Referee in the Surname field.
Click on the Search button
|Surname * | |Leudrup ™ Exact Matchl
[Address =
|Postcade -
=
r =
Search Bew Clear | r
I Ny
[ et Refre eormatn [The Medical Referee information
| il Bt e {|lscreen will open:
[Bran ___Laugp ] a 1 .
“"’r""’" A — . ; Check that the correct details
are displayed for the Medical
I THe - -~ {|Referee.
| [ - Click on the Selection Finger
e e to select this doctor
Address Line 2 1m
Address Une 3: Sussex
Address Une 4;
o s frex '
| Post Code: [BNG SYF
i Telephone 1; i

i |

5517350
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| 3l Cremation
Deeposed - Mr Goorgo Fraher Logan Date :  Wed, 04022015 Timo: 10:00
Funnral Dicvetos : John Turner (Z] Serden:  Full Servies
Lotion : Mount Tallag Cremstosium 1103

Anitiad Enfesrmation | Service Detaiis | Music | Deceased Details : Applicant. Mechl | Disposal | Mamerials | Misc. | Finande:

W Attendant = View t Chear ]
Dr Barry Barlow, Fairfield Modical Centre:

Gentifies : vl vew | Cear |
! M Simon Wardran, East Surrey District Hosgital,

Coranes : | = | gelect

Referee =] Wew | | Coear |

D Brinn Lawdrup - 61 Park Grove,

T

“4lYou will be returned to the

Medical tab for the cremation
record and the Medical Referee
will be displayed.

Click on the Save button
Click on the Close button to
return to Deceased Results
screen

Create help files for the Qt Help Framework

Record when a cremation is carried over to the next day
Clients Select Cremation from the
J@E'—'“— Outlook bar on the left hand
side.
Cremation
Select Cremation from the
: expanded selection
Strewing
=3} Search for : Cremations "~ .W|IThe Search for: Cremation

Eeneral | Location
Filter Criteria :

I Indwde Alas In Mame Search

[Forename > [Georpe ™ Exact Match!
[Sumame =] [Logan ™ Exact Motchl
[Acidress =]

[Pasteode -

[urialfCremation nu = | St [ 5 End: [

:-jcppoml:n'.mt Dtz Twl Rait: |" i End: |

[ I3

- - | Pl

BTNy

screen will be displayed.

Enter the Forename of the
deceased

Enter the Surname of the
deceased

Click on the Search button
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Deceasad : 1103
Mr Geol i 3 0

Location :

Address 6 Bond Street, Tahoe, Sussex

Post Code :  BNG 8TF
88 ‘Years.
27/01f2015

The Selected Deceased screen
will be displayed

Click on the Selection Finger to
open the cremation record

—_———

Deconseil - Mr George Fisher Logan
|\ Fumerol Director © Jahn Tarner

|| Loeatien : Mount Tallao Crematorium

Initial Information | Service Detatls | Music | Deceaved Detaits Wlm'm@ Memsorials | Misc. | Finance

Dute : Wed, 04022015 Timo : 10:00
(L Sendcn:  Full Sarvics
1103

9/The cremation will open on the

Initial Info tab

Click on the Disposal Tab
Click on the Edit pencil

Permanent Remarks

* Date T oames
* Time 1000 s Title: M =
Farenames: fGecnge Fisher
Surname: * lLogan
Privacy [ Public = Maidenname:
Stntus - Medicnl Forms Outstanding = Other name: Ji=
= Diary Address Line 1: {6 Bond Street,
Mot Taline Cramaisium = Addvess Line 2= [Tohoey
Address Line 3: Sussex
* Loeation ; Address Line 4 [
[Mount Tallac Crematorium - Address Line 5
Type uf Servca © Ao Lo £ | [
Full Sorvice = Post Code: 1B BTF
Yiew I | Comments :
Funnead Disectar ; .
Hinhin Tumer -
| 53 cremasion
Dechased = M Gezarge Fisher Logan Date : Wed, 040272015 Tivs: 10:00
Fumoral Dirsctor © Jaho Turnee {1 Serdce:  Full Sarvien
I [ Mount Tallan Crematoriam 1103
Initial information | Service Detafls | Music | Deceasec) Details| Applicant | Mecical | Desposal | Memarials | Mis<. | Finance
Cromuation Dot © [ mmzems 1 I AT P
] Resat Disposal Information | Find Time
Dot Timm: |
. Main Location
Mathods: | z Sub Loation ©
hlothod : o Dol L potian ©
Contoines: [ =l
Temporasy Fmarks

Create Disposal Appointment |

The Disposal screen for the cremation
will be displayed.

Enter the actual date of the cremation in
the Cremation Date field (Service date is
highlighted by green box)

Click on the Save button

NOTE: The Cremation Date, not the
Service Date should be displayed on the
Cremation Certificate. If this is not the
case please contact the Help Desk on
08702 401 217 so that we can amend the
report for you.

Click on the Close button to return to the

Deceased Search screen

Easily create iPhone documentation

Reset Disposal Details for a cremation

571350
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Clients Select Cremation from the
J%‘-‘“— Outlook bar on the left hand
side.
Cremation

Select Cremation from the
expanded selection

Strewing

=] Search for : Cremations — . B|The Search for: Cremation
screen will be displayed.

Eeneral | Location

s Rl Enter the Forename of the
™ Indude Allas In Name Search deceased

[Forename v [Geomge ™ Exact Match!

— — = i Enter the Surname of the
[ = Joon featadtdeceased

:‘Ju,‘hﬂ'ng; Twl .

- Click on the Search button
:P\mttm -

lhul |.ﬂ,|'i::J vmation e w | St | Enmi: |

Ejupp-:untrr.mt Date | = Stai: |" I End: |

[ Tw]

TS MU
B us  [I[The Selected Deceased screen

il || will be displayed

Addhess: 6 Bond Stret, Tahoe, Sussex Click on the Selection Finger to

open the cremation record

Post Code ; BNG 8TF

Age 88 Years

Death : 27/01f2015

Type : Full Service

Memarisls
(s 0l T i 9/The cremation will open on the
:ma.:“[-.:. _ Wr Grorge Fisher Logan S UL ““T’m“ Tiow: 1020 [ Inlt/al InfO ta b
! e rector - Jaho Tarner m Service Full Sarvies
|| Locaion Mount Tallag Crematorium = 1103
Inétial Information | Service Detatls | Music | Deceased Details Mlm'm@ Memsorials | Misc. | Finance C||Ck on the Disposa’ Ta b
|7 Appointment S04 2503 Deceased 715 . - .
e T , Click on the Edit pencil
e [ L2 i xam: ::que Hs;;'r - ]
Privacy M Public = Maidanname:
Sotis 3 Miedical Farmis Outstanding = Other name: [
« Diary Address Une 1: 6 Bond Strest,
Mt Talln Cromotarhim - m x i: Tahoe,
* Loeation : Address Line 4 =
[Mount Tallac Crematorium 2 AddkessUne ;|
Type of Serdcs : Addeess Line 6 Mo
Full Sorvice = Past Code: 1BNG BTF
Yiewi | | et Comments ; -
Funeeal Ditoctor : . F =
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Initial Information | Servion Details | Music | Decessed Detaifs | Applicant | Mechcal Désposal | Memarials | Misc. | Finance

Cramation Dot - 22015

Disposal Resst Dispesal Information Find Tirme
Cati = [ Time | 14:30
Methods 1 [Awaiting Tnstructions -Lekter Sent =l
Method ¢ Awniting Instructions Letter Sent

Containes:  |Polycontaines =

Tomporary Remorks
Tt Asminder 04 05,2015

[Eoma Click on Reset Disposal
Coll s g yazze == Information
I Lotation ; Mount Tallac Crematorium - Complete 1103

The disposal method will be
cleared down

| Loation: Muount Tallaz Grematosium Complete 1103
nitial Informiation | Senvice Detalls : Music | Decsased Detaiis : Applicant | Medical [¥sposal | Memorials | Misc. | Finance
Cromation Date : DA
Disposal Flesst Disposal Information | Find Time | —
Flato - 1232015 Tina: | 1430 Comecter :_ [Tina Logan _ %,
Mothods: | -
beitad : Remeaved by Famity
Cuntainer:  [Polycontainer =
umpuoeary Fomarks
besmanent Hemarks -
[ Create Disposal Appointment |

[ Create Disposal Appointment |
[EEE ‘|Enter a new Disposal Date and
[[oopema: e Snepi i e P e A Disposal Time if relevant

Select a new Method

Select a new Container if
relevant

Amend Temporary or
Permanent remarks if relevant.
Complete details on right hand
side of the disposal screen (this
will vary depending on new
method selected )

||Click on the Save button

Click on the Close button to
return to the diary

Generate EPub eBooks with ease

Search for a Cremation Record by Deceased Name

Clients Select Cremation from the
J%‘-‘“— Outlook bar on the left hand
side.
Cremation
Select Cremation from the
: expanded selection
Strewing
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3] Search ot Coemerong '~ .8|IThe Search for: Cremation
screen will be displayed.

General | Location

fantlans Enter the Forename of the
™ Indude Allas In Name Search deceased

[Forename T [Geome ™ Exact Match!

— e _ i Enter the Surname of the
[Sumame = [Logan Exact Match) deceased

[Address = i

- Click on the Search button
|Pastoode -

Em.lllhﬂ,l';::lﬂl';a’.lm nu | Start: | Enik |

Ejupp-:untrr.mt Ot Twl Sa: |“ i End: |

[ =

T The Selected Deceased screen

s I will be displayed
Addess: 6 Bond Street, Tahoe, Suscex Click on the Selection Finger to

open the cremation record
Post Code © BNS BTF
Age : 88 ‘Years

veath:  27/01/2015 The cremation will open on the
= Initial Info tab

Click on the Close button to
return to Selected Deceased
results screen

Full-featured EPub generator

Search for a Cremation Record by Register Number

Clients Select Cremation from the
J%!.'m_ Outlook bar on the left hand
side.
Cremation

Select Cremation from the
expanded selection

Strewing
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=5] Search for : Cremations MH The Search for: Cremation
o screen will be displayed.
PSR Enter the Cremation Number for
. I Inchade Allas in Hame Seasch the deceased
e e ~ I Ed Math)
R Click on the Search button
[Surmame | ™ Exact Matchi
| mddress. -
[Postoode T= |
[BuriajCremation ni =] Stat:  [1164 ] o [
:hm:u.'ulumll Dt T=| Skart: | Em: [
1=
Soanch: | hew | Qo | %
EmEngquey
Select Deceased The Selected Deceased screen
1103 will be displayed
Seon ﬁ:f’“‘“m’m” Click on the Selection Finger to

open the cremation record

Address © & Bond Street, Tahoe, Sussex

PostCode:  BNG 8TF

Age : a8 Years
Death : 01/07/2008
Type : Full Service

Memoriats
[ S cremton - 9|The cremation will open on the
Deenised © M Ceorge Fisher Logan Dot : Jhak BUHIE i (110100 Initia/ Info tab
| Fumnral Directos = John Turner m Serdee:  Full Servics .
|| Locston:  Moues Tl Cromtoriam 1103 Click on the Close button to
Initiad Information | Senvice Detalls - Music | Decsased Details - Applicant | Medical | Disposal | Memwornials | Misc. | Finance.
, return to Selected Deceased
43 S _ _‘ results screen
* Tima : 1000 = Title: IMr I - = |
Forenarmes: {George Fisher
Privacy [ Pubiic = Maldenname:
Saatus 1 [ Muodical Forms Outstanding > Other name: |
« DRary s Address Line 1: |6 Bond Street,
{Murs Tallac: Cromatorhim - Acdeptiez [
« Lonan: Ay s
[Meunt Talla Crematorum > Address Line 5
Type of Serden : Address Line 6 I
Full Service - Podt Coder Bres EYF
View. | Gt
Funaral Divetor : — [
ok Turnes -
|1 Mt Caxton - 0210772008 00-00

EmCremanons.

Easy EBook and documentation generator

Diary
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Diary Diary - Book a cremation, Burial or Strewing onto a diary page
or customise the diary page

Find a booking from the Diary
Register a Burial, Cremation, or Scattering Booking
Enter Service details for a booking
Enter Music Details for a booking:
o Amend A Music Entry On A Booking
o Delete Music From A Booking
o Add A Music Title From A Booking
Enter Deceased Details for a booking
Enter Applicant Details for a booking
Enter a Memorial from a booking
Record miscellaneous Information for a Booking
Check An Appointment Tick Box On A Booking
Auto Generate Fees for a Booking
Pick a fee for a booking
Add a fee manually to a booking
Enter Finance for a Booking
Add a Fee Manually For A Booking
Print Daily Paperwork
Set up a Reception Diary or Staff Diary

Show Diary

=F Diary Times

S

Edit a day type (set of Diary Times)
Set up an Exception Day

Set up Diary Times for a new Diary
Set up a new Day Type

View Diary Times for a working week
Set up new times for a working week
View existing Day Type (Diary Times)

Diary Times

o User Settings
5
e Add anew User

User Settings e Add a New Diary for a User

== Diary Colours
% .
5

¢ View Booking Colour Codes

Diary Colours

Easily create Web Help sites

Show Diary

= Show Diary
C e Find a booking from the Diary

e Regqister a Burial, Cremation, or Scattering Booking
e Enter Service Details For A Booking
[ )

Enter Music For A Booking
o Add a music title from a booking
o Delete a Music entry From A Booking

Showe Diary




BACASNG

o Amend a music entry on a booking
Enter Deceased Details for a booking
Enter applicant details for a booking
Record miscellaneous information for a booking

Check an appointment tick box on a booking
Delete fees for a booking

Generate fees from a booking

Pick a fee for a booking

Add a fee manually for a booking

Print daily paperwork

Set up a Reception Diary or Staff Diary
Register a Booking from the Diary Page

Produce electronic books easily

Find a booking from the Diary

11:30
12:00
12:30
13:.00
18:30
14:00
14:30
15:00
15:30
16:00
16:30

(L}

Clients Select Diary from the Outlook bar
| Cremation | on the left hand side.
Diary Select Show Diary from the
2 expanded selection.
Show Diary
View : |QiarvPaqe [ Diﬂrv”Rubi:anCemeter\/ v L!J Date ] ’W The Appointment D,ary screen WI”
Tir;gzm | Titte |c | Pracess | Agent be dISpIayed
« 1000 Hooper rmisck amawitans | S€1€Ct the Diary required
10:30 .
= :lg Donaldson Tavistock And Williams Fu Set the Date requ"’ed
e All bookmgs for that diary page for
o that date will be displayed
420
15:00
1530
16:00
16:30
Time | Tite CLiGLE I LY Double click on the time of the
Hnupar Tavistock And Williams Fi bOOking you wish to open
100 Dossitson aswakaawaians | 1 N€ DOOKING record will open

Free Qt Help documentation generator

Register a Burial, Cremation, or Scattering Booking

63 /350




" 10:00 Hooper
10:30
" 11:00 Donaldson
11380
12:00
12:30
13:00
13:30
14:00
1430
15:00
1530
16:00
16:30

m

Tavistock And Williams Ful

Tavistock And Williams Fuf

Clients Select Diary from the Outlook bar
Cremation on the left hand side.
E{'_a""' Select Show Diary from the
A expanded selection.
Show Diary
View : |Diary Page ; Diarv”ﬂubican Cemetery = l;[ u Date :@ The Appolntment Dlar’y screen W|”
Tir;ggm | Title | Comments | Process. | Agent be dISplayed

Select the Diary required

Set the Date required

Any existing bookings for that diary
page for that date will be displayed

Time Title | Comments

Hooper

" 1100 Donaldson

il

| Process

| Agent

Tavistock And Williams Fu;

Tavistock And Williams Fu

Double click on the time of the
booking you wish to create.

5| Appointment Type

Please select your Appointment Type

. |Burial

E Double Slot Appointment

Please select your Appointment Location

*| [Rubican Cemetery

Ok

Cancel

frmSelectAppointment Type

The Appointment Type window will
open

Select the appointment type using
the drop-down arrow

Select the location for the booking
using the drop-down arrow

Click on OK




3] Burials -

Deceasad : Provisional Booking Date Tue, 30/04/2013 Time
| | Funeral Dir.: & Service:
||| Location :

Inktial Info | Deceased Details | Burial Details | Service Details | Music | Applizant | Memorials | Misc. | Finance | VO

Appointment 110 Deceased

* Date 30104/2013 Chent Request
* Time 12.00 r

Privacy “Public Txd Surmeme:

12:00

0

Status © Application Recefved - ] Maidenname
- Diary Other name.

|Rubican Cemetery - Address Line 1: | [23 Wilman Avenue
S Addrass Line 2 [Sevencaks

- —_ Address Line 3 Kent

[Rublcan Cemetery - Addraes Lig 4

Address Line &

[Buriai

>, I Address Line &

Post Code TN 13 4CY

| Euneral Oir.| Private
- . Comments -
Funeral Director :

|:coomm and Smythe Funeral Director - | |’W“° can raiesied

s

A Provisional Booking Record will
open on the Initial Info tab

NOTE: The other tabs in the
picture below may vary from what
you can see on your screen
depending on whether you are
creating a cremation, burial or
scattering — don’t worry about this.

Select a Status from the
drop down list (optional —
this will be displayed from
the diary)

Select a Type of Service
from the drop-down list
Select a Funeral Director
from the drop-drown list.
NOTE: If the Funeral
Director isn’t frequently used
and doesn’t appear on the
drop down list it is possible
to search for the funeral
director within the booking
or set up the Funeral
Director within the booking.
Select the deceased Title
from the drop-down list
Enter the Forename and
Surname of the deceased
Enter Maiden name and
Other name if appropriate
Enter the Address of the
deceased

NOTE: if the last address for
the deceased was a local
institution such as a nursing
home it may be quicker to
click on the Address button
and select the address from
the Frequently used
addresses list. If the
institution does not appear
on the Frequently used
addresses list, then enter it
manually and then click on
+Add to add it to the list for
use with future bookings.
Enter a Postcode for the
deceased

Enter any Comments that

. you wish to be displayed




from the diary page.
10. Click on the Save button

You are now ready to enter
the registration details for
the deceased:

[Sowan Click on the Deceased Details tab
e — 3 o waa™™ "% [} Click on the Edit Pencil

Initial Info | Deceased Detalls | Gurial Datails | Service Detais | Music | Applicant | Memorials | Misc. | Finance | Vo

RSN Gender:
) __ Martal Status
DateofDeath: [ T Oecupation Retireg

Age: | = Death Location
Body Part : i

slnlE

Registration Information
Date
Reference

Distriet
Sub District -

i1

Remarks for the Register

e

[T = 1. If the deceased lived in the

el === o e parish/borough then tick the
Locason 0 Resident flag.

| il o, Dacasac Datass | Buriol Detalls| Sarvce Detait  Music | Apphcant | Memorials | . | Finance | O 2. Enter the Date Of Death.

[=
—r e S E 3. Enter the number of
| S — : years/months/weeks/days/h
+ e ccavon mrome = ours/minutes that the
———— deceased lived in the Age
o ok a::n | bl w?;”“ 2 field Leave this empty if the
—— = deceased was stillborn or a
B 4. Select
= i years/months/weeks/days/h

ours/minutes/Stillborn/Non-
viable Foetus from the drop-
down list.

5. Select the Gender of the
deceased

6. Select the Marital Status of
the deceased

7. Select the Occupation of the
deceased

8. Select the Death Location of
the deceased from the drop
list. If the death location isn’t
on the drop down list, it can
be entered and if required
added to the drop-down list
for future bookings by
clicking on +Death




Location. Click on At
Home if the deceased died
at home.

9. Select the District where the
death was registered. If the
District isn’t on the drop
down list, it can be entered
and if required added to the
drop-down list for future
bookings by clicking on
+District.

10. Select the Sub District
where the death was
registered. If the Sub District
isn’t on the drop down list, it
can be entered and if
required added to the drop-
down list for future bookings
by clicking on + Sub
District.

11. Enter the Date the death
was registered

12. Enter the registration
number in the Reference
field

13. Enter any Comments
concerning the registration

14. Click on Save

Enter Service Details For A Booking

Free iPhone documentation generator

Clients

Cremation

)

Show Diary

Select Diary from the Outlook bar
on the left hand side.

Select Show Diary from the
expanded selection.

View :

Time

|Diaw Page | Diary 1 ‘Rubican Cemetery

Title

| Ci

09:00
09:30
® 10:00
10:30
" 1100
1130
12:00
12:30
13:00
1330
14:00
14:30
15:00
1530
16:00
16:30

Hooper

Donaldson

LU

Tavistock And Williams Fu

Tavistock And Williams Fu

The Appointment Diary screen will
be displayed.

Select the Diary required

Set the Date required

All bookings for that diary page for
that date will be displayed




Time | Tite | Comments | Process | Agent

Double click on the time of the

Initial info | Deceased Details  Burial Deta#s Service Detafs sk | Applicant | Memorials | Misc. | Finance | VO

Denomination [ [Church of Scatiang

<

Officiant Wiew Clear

Baxter Stanjey (Reverend)

Special Instructions

[Family as cofin bearers.

09:00
osiaa T Tavistock And Williams Fi bOOking you wish to open
" 1100 Donsidson Tavistock And Wilams F{| 1 € bOOking record will open
200
12:30
13:00
13:30
14:00
14:30
15:00
15:30
16:00
16:30
EE The booking will open on the Initial
e s S ™ ™o [linfo tab
| Initial Info | Deceased Detals Bmlw!m Applicant | Memarials | Misc. | Finance | VO NOTE: The names and pOSItIOﬂ of
the other tabs in the picture below
P = |[may vary from what you can see
— _ = on your screen depending on
whether you are amending a
Spectal msctons: cremation, burial or scattering —
don’t worry about this.
1{|Click on the Service Details Tab
s Click on the Edit pencil
I |[Select the service Denomination
Wi N e e o e s [from the drop-down list
Location -]

Select an Officiant from the drop-
down list.

NOTE: If the Officiant isn’t
frequently used and can’t be found
on the drop down list, you can
search for the officiant within the
booking or the officiant can be
created from within the booking

[

Enter any Special Instructions for

: the service
Click on Save
Easily create PDF Help documents
Music

Enter Music For A Booking

Write eBooks for the Kindle

NOTE: These notes are
applicable to a Cremation, Burial




||or Scattering booking.

Clients 1. Select Diary from the
Cremation Outlook bar on the left hand
Diary side.
(i 2. Select Show Diary from the
expanded selection.
Show Diary
View © [Diary Page = Pa" :ghdu'ﬁ't Tallac Crematorium = + 1.

The Appointment Diary

T i T screen will be displayed.
MR ESROR BRI et 2 Select the correct Diary for
B e e oot emrncf| LN DOOKING
Ris 3. Select the Date of the
= booking
4. All bookings for that diary
page for that date will be
displayed
5. Double click on the time of
the booking in question
3] Cramation 1. The booking will open on the

| Fumoral Diesctoe = John Turner

m Service -

Full Sorvice

Tisa: 10:00 . [

Initial Info tab

ocotin: Mot Tollos Grmtoier 0 2. NOTE: The names and
| e e o position of the other tabs in
0w s - " — the picture below may vary
' s e from what you can see on
Py i B | e your screen depending on
e R it S T whether you are amending a
Locsin: | et = cremation, burial or
""“"‘f“’"’ o T i — scattering - don’t worry
i - about this.
— B === 3. Click on the Music Tab
sk = 4. Click on the Edit pencil
ot 1. The Music for the booking will
o = e = i e e b be displayed. The screen
|| Locaton Mot Talae Gremataiom o shows that some music has
R already been added for this
— = = booking and the following
S = oo Slpery: o instructions explain how to
Comvmerts: Gt el e o Rl Era=2 =2 add a new piece of music:
e — 2. If an organist is required for
e : this event then select the
o St oo Lo v A Py oo 5 organist from the drop down
list — in this example an
organist is not required as
Wesley is used.
e 3. Select the Event from the

Event selection list (Events
can be added in any order
and the music list will always
display in the correct order of
service).




Select the type of media from
the Type drop down selection
list.

Enter any comments required
in the Comments field.

If you wish to select Music
from the Music Library:

1. Select the Category of
music from the
Category drop down
selection list.

2. Select the Artist from
the Composer selection
list.

3. Select the song from
the Song selection list
for that Category and
Artist

4. (If you can't find the
Music title you wish the
follow the instructions:

5. Add A Music Title From

A Booking)

Event ; 05 - Committal

w | Category :

If you do not wish to use the

Y - D sl Music Library, ignore the
Add to Libran 1Y Ufe (Beaties) Category and Composer field
C D e | ~owi  and type the Song title and
Composer name into the
field shown
Click on Add Music
A remation The Event will be added to
bl —— LT J e\ BRAPROHE e o the music list displayed in the
ot s T et - 0 bottom half of the screen
N o T If you wish to add another
s = event repeat the instructions
L e I ooy - 2 from step 8.
Comments: [in My Life (Beaties) Continue unt end of music 5909 ¢ = Click on the Save button
Aotz ey Click on the Exit button to

|00 - Holding ICD Family's cholce
(01 - Entry  Wesley Clair De Lune |

Claude Debussy) Play quiet?

FmCematons

leave the booking and return
to the diary page

News and information about help authoring tools and

software




Delete a Music entry From A Booking

NOTE: These notes are
applicable to a Cremation, Burial
or Scattering booking.

Location ; Mpunt Tallae Crematorium

Initial Informaticn | Service Detalls. Music | Deceased Detalls | Applicont | Medical | Disposal | Memarials | Misc. | Finande.

Organit: [ = see |
Surmam ;
Event : 03 - On Cus = Category ©
Type: wesiey = Compaser :
Comments:  [Angels (Robbie VWisiams) Song + |

Add ta Libary

{00+ Hoking ICD Famity's choice
i01-Entry  Wesley Clair De Lune (Claude Debussy) Play quietly

Clients 1. Select Diary from the Outlook
Cremation bar on the left hand side.
Diary 2. Select Show Diary from the
(E expanded selection.
Show Diary
e [y Foge = [P e o Gt | «l 2o weaeim] |1, The Appointment Diary screen
o = i i — will be displayed.
Lasen M Pt Ox. e Tt wmtanecd 2 Select the correct Diary for
8- e LTI the booking
o 3. Select the Date of the
o booking
4. All bookings for that diary
page for that date will be
displayed
5. Double click on the time of
the booking in question
[ FAcamaton “l1. The booking will open on the
e gl vaee e ]| Initial Info tab
bl i s ' o 2. NOTE: The names and
— e e position of the other tabs in
e e s — the picture below may vary
' s B e from what you can see on
g e e your screen depending on
R e &E‘*’*‘ whether you are amending a
——— L haesies cremation, burial or scattering
et | [eemtes - don’t worry about this.
_|[~= 3. Click on the Music Tab
. 4. Click on the Edit pencil
Hcrematon =11, The Music for the booking will
et ke o ] oo MaEER i E be displayed.

Aukd Musin

Click on the Music event that
you wish to delete.

3. Click on the Delete Music
button

| E]EE]

; Ty ¥
07 - On Cue  Soloist Unforgettable (Nat King Cole) Family Member to perform

BmCremancns




| Fhcrematon 1. The Event will be removed
s g Lt R from the music list displayed
|| Locatian : Mount Tallag Crematusium e |n the bOttom half Of the
Initial Information ﬁnmwl?cmk Music  Deceased Detatls wwwju_e«s Disposal Mem:mmx. Finance 1 screen .
iy = 2. Click on the Save button
= b Ted Gy + {13 Click on the Exit button to
Cormments:  [anqes (Roke viers) i) 2 leave the booking and return
g — ) to the diary page
o - Hokling ICD  Family's choice
1-Entry  Wesley Clair De Lune (Claude Debussy) Play quietly
2 - On Cue  Solotst Someone Like You (Adele) Family Member to sing
b5 - Committs Wesle, In My Life (Beaties) Continue until the end
7 - On Cue  Sololst Unforgettable (Nat King Cole) Family Member to perform
|
Free Qt Help documentation generator
Obitus Music System
NOTE: These notes are
applicable to a Cremation or
Burial
Clients 1. Select Diary from the
Cremation Outlook bar on the left hand
Diary side.
(’3 2. Select Show Diary from
the expanded selection.
Show Diary
View : [Blary Page = pm:;hmsn't'r.nse'c'.eﬁmm' = =l —‘-i oete: wednesday| 040241, T he Appointment D/'ary
e : — — screen will be displayed.
Lagan Medical Forms Ou... Joha Tumar Mount Tallae Cresan 2 Select the COI"I’ECt Dlary for
100 Hicks T. R, Hiris Funeral Services Mount Tallae Cremat -
ié% Hope Application Recei..  Coakson and Smythe Funeral .. Maunt Tallae Cromat the b00k|ng
o 3. Select the Date of the
o booking
4. All bookings for that diary
page for that date will be
displayed
5. Double click on the time of
the booking in question




8] Cremation

1. The booking will open on

[ = oo ez e [ the Initial Info tab
| Lo Mo Tale rematiam ' 0 1|2 NOTE: The names and
| i *’“‘””“"_”""”’ e ' position of the other tabs in
D s R the picture below may vary
i T, from what you can see on
. [ R Tm | i 4f  your screen depending on
T S 4l whether you are amending
e || e 4| a cremation, burial or
s T e — 4 scattering - don’t worry
= ; _ {| about this.
I A S g 3. Click on the Music Tab
kst = 4. Click on the Edit pencil
= cremation 1. Select Obitus as the Music
o D 1 e [ E B Tee ozl supplier in the Music System
|Lossion [Tamiceon Ghgel 0 dropdown.

Initial Information = Service Details MUSIC  Deceased Details Applicant Medical Disposal Memorials Misc.  Finance

Organist: I
Surname :

Edit Music
Refresh Music

[Musi( Systern : [SFEHE

2. Hit the Save button (this
will automatically register
the appointment in the
Obitus system)

=3 Cremation

Deceased: Fravisional Booking Date : | Fri 23/06/2017 | Time: [09:00

| Funeral Director

i ] Service:

| Location Jamieson Chapel [1]
Initial Information  Service Details.

Music  Decessed Detals  Applicant Medicsl Dispossl Memerizle  Misc.  Finance

Organist: | o Select
Surname :
| Music System : [STENE 7 | Edit Music |
- Refresh Music

Now hit the 'Edit Music' button
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2. Add New Music Hymn My
Dashboard
Obitus b fou
Music Service Details
isis ing at SW Mi i at 09:00 on Friday 23rd Jun

) Music Status: New

Your Playlist

Select Music

HYMNS ~ POPULAR  LIVE ORGANIST  FAVOURITES

4 Drag and Drop tracks to change

This Will Search Our Entire Music Library For The Track You
Require

Artist

| Artist |

Title

(e 1

|[This will open the Obitus 'Music
Service Details' website in your
default web browser (it may be
open behind other windows) at
the Bacas appointment, Bacas
will stay open in the
background at the Music page.
Note:

The Obitus website has a
number of links across the top,
one of which is 'Help Guide'
which has helpful videos on
using the site.

Logged in as SWM BACAS from South West Middlesex Crematoriyl

. Add New Musle  Hymn .
Dashboard -
Service Ubrary  Lbrary Site

Music Service Details
P isi I king at SW Mi i

at 09:00 on Friday 23rd Jun

il Music Status: Add

Select Music Your Playlist

AL HYMNS [POPULAR]  LIVE ORGANIST — FAVOURITES 4 prag and Dr
This I5 A List Of OUr MoSt C: MUSIC.
Artist Title LIPS
Frank Sinatra My Way 3

The Lord’s My Shepherd
Cantemus Spalding >
(Crimand) [co80al

Abide With Me (Eventide)

Cantemus Spaldin >
# £ [coota]

Bette Midler Wwind Beneath My Wings 3

S

«{(Obitus to be added to the

You can now select music in

appointment in Obitus.
Click the Popular button to see
a list of popular music.

Logged in as SWM BAGAS from South West Middiesex Crematorid

'I . y Musis Hymn
O ITUS AddNew o Mugic 4y My
service Lbrary  Lbrary site

Music Service Details

Provisional Booking at SW Middlesex Jamieson at 09:00 on Friday 23rd Jun

9 Music Status: Add

Your Playlist

Select Music

HYMNS  POPULAR  LIVE ORGANIST 4 Drag and Drop tracks to change the order

AL FAVOURITES
Available

This Is A List Of Our Most Commonly Requested Music.
v My Way

Artist Title A Frank Sinatra
Frank Sinatra My wey > v

The Lord's My Shepherd

Helg
Guide

Cantemus Spalding k B
(Crimond) [co80a]
Avallable v
S mmn Spalaig ADe LR e Eventicn) V The Lard's My Shepherd (Crimond) [C...
[cooa]
Cantemus Spalding
Bette Midler wind Beneath My Wings >
— B
Nat King Cole Unforgettable >
Sarsh Brightman & Andrea
Time To Say Goodbye >

Socelll

1. Highlight tracks individually
in the left hand list, which
will load it into the "Your
Playlist' on the right.
Tracks in the 'Your Playlist'
column can then be :

1. dragged up or down
in the list with the left
mouse button

2. the order of service
selected in the
dropdown

conss 2.

on each
® track
3. or the track deleted
with the 'dustbin’
icon.

3. The total playable music
time is displayed at the top
right, each individual track
time is displayed on the
Track.

02:4)

741350
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The Lord's My Shepherd

ST s Once all music is selected and

g e ey e comnre. oofjmModified, scroll to the bottom

e ———— Gantamus Spalding of the page where you can hit

5 the Save and Submit button - if

S Aok 1oy puion b this is not done the music
P selections will be lost when the

Obitus window is closed.

comsmusspadog I

bl fultidiint il . The order of this list will be the order tracks are playe

Louls Armstrang what A wonderful world B> the service.

Glenn Miller Moonlight Serenade >

Gerry & The Pacemakers You'll Never Walk Alone e 2

Obitus ity e wm e oo After a few seconds, the page

Service Details

Provisional Booking At SW Middlesex Jamieson At 09:00 On Friday 23rd Jun

Music Webcasts

Not Available

Tributes

Not Available

will close to the Service Details
page, the music is now saved
in Obitus and the browser
window can be closed.

2 Cremation

| Decpased | Provisional Booking
| Filreral Director:  |A. H. Cheater ]

Location {damieson Chapel

Initial Information  Service Details MUSIC  Decessed Details  Applicant  Medical | Disposal - Memorials  Misc

Organist: | v
Surname :

Music System : [Obftus 5

| Date Fri, 23/06/2017 | Time: [03:00

i | Service: Committal Service

1]

Finance

Edit Music

Refresh Music

Music selected for the
appointment is now stored only
in the Obitus system and needs
to be loaded into Bacas.

R in the 'Your Playlist'
columneturn to Bacas at the
Music tab, hit the pencil, then
hit the Refresh Music button

7517350




E Obitus Music Update e
p

Update Music from Obitus for a time period

Select no of days from today to retrieve: 1 =

T T A T O O T Y Y A Y T

Music Update

- frmbusicUipdate

) e

This will open the Obitus Music
update window.

Select the number of days from
now to retrieve music from
Obitus for, then hit the Music
Update button

This can take up to a minute to
retrieve during which time the
cursor will change to an
hourglass - please be patient!

?_gl Obitus Music Update —

Update Music from Obitus for a time period

select no of days from today to retrieve: 172 i

&  Appointmentsand 21 Tracks retrieved from Obitus

45010 - -06-2017 09:00 - 3 track(s)
48967 - - 21-06-2017 13:20 - 2 track(s}
48761 - 21-06-2017 15:20 - 2 track(s}
45005 - '§-2017 12:00 - 4 track(s)

49041 - r- 23-06-2017 09:00 - 2 track(s)
45022 - = - 25-06-2017 09:00 - 3 track(s)
49004 - bs - 25-06-2017 12:00 - 3 track(s)
49040 - r- 27-06-2017 09:40 - 2 track(s)

Music Update J

frraddusiclUpdate

Upon return, all music for the
number of days selected will be
listed showing Appointment ID,
Deceased Name, appointment
date and time, and number of
tracks, and they are now
loaded into the Bacas database
against each appointment.

Now hit the close button.

Note: If you hit the Music
Update button again by
mistake, no damage will be
done, the music is simply
retrieved again and reloaded.
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—_ —nnm
[ E|

=T Finally, reload the Music tab
Deceased | Provisional Booking | Date: | Fri 23/06/2017 |Time: [03:00 ] (hlt another tab then the Music
| Funeral Director - |A. H. Cheater | #| Service: |Committal Service | R
Lacation: [Jamisson. Chapel i | tab agaln) and the Selected
lmf]a\lnfwmahun Service Detais] MUSE [Deceased Detais  Applcant  Medical Disposal Memorisls Misc.  Finance music W|” be dlsplayed
e B el e e {[Then hit the Save button then
[the Close button
Music System : [Obitus = Edt Music
e Note: Obitus music can only be
||selected/amended by
appointment on the Obitus site
; Gbtud by Wiar{Fark Seats) | then reloaded into Bacas
2 Obitug The Lord's My Shepherd (Crimond) [C080a](Cantemus Spalding)
Write eBooks for the Kindle
Enter Deceased Details for a booking
Clients NOTE: These pages are relevant
Crematio . i
Diary to a Cremation, Burial or
3 Scattering booking.
Select Diary from the Outlook
bar on the left hand side.
Select Show Diary from the
expanded selection.
Setup
I e — - S <l | = [T = The Appointment Diary screen
2] will be displayed
w00 Huoper Large Funeral Completed Tarvistock And Williams Funeral ... .
oo — = Select the correct Diary for the
analdson usic to be confimer Application Received Tavistock And Williams Funeral ... _
Bond Web cast requested Application Received Cookson and Smythe Funeral Di.. booklng
1300
1330
e Select the Date of the booking
1500
1530
1600
= All bookings for that diary page

771350




for that date will be displayed
Double click on the time of the
booking in question

Cocksen and Smythe Funeral Director [E} Service | Burlal

Denomination :

Officiant

Spacial Instructions :

Mr Alistair Bond Date Tue, 30042013

~“IThe booking will open on the
|: Initial Info tab

{INOTE: The names and position
of the other tabs in the picture
below may vary from what you
can see on your screen
depending on whether you are
Jamending a cremation, burial or
scattering - don’t worry about
Jithis.

[ Click on the Service Details
Tab
Click on the Edit pencil

H] Buriaks

Funeral Dir, Cocksen and Smythe Funeral Director [E Service - Burial
Location

Initiad Info | Deceased Details | Burial Datads Service Detads Music | Applicant| Memorials | Mise. | Finance | VO

Denomination [ Church of Scotiand 1

Officiant hd Yiew Ciear

Baxter Stanley (Reverend)

Deceased ; M Alistair Bond Date ©  Tue, 30042013

Special Instructions ;
1de5:y as coffin bearers.

Select the service

Denomination from the drop-

down list

Select an Officiant from the
drop-down list.

E NOTE: If the Officiant isn't

L frequently used and can't be

¥ found on the drop down list,

you can search for the

officiant within the booking or

the officiant can be created

! from within the booking by

8  clicking on the Select button

Enter any Special Instructions
for the service
Click on Save

Enter Applicant Details For A Booking

Qt Help documentation made easy




BACASNG

Clients

Cremation

NOTE: These pages are relevant
to a Cremation, Burial or
Scattering booking.

Select Diary from the Outlook
bar on the left hand side.
Select Show Diary from the
expanded selection.

View: [Diery Page

= | Diary : ‘Rubi(an Cemetery

5] ol 2| oa{ T Tuesday 309)

The Appointment Diary screen

Time: | Tt Commeats | Progess | Agent | . .

wom will be displayed

un oo Tmwmmmmie|Select the correct Diary for the

100 Donaldson Music to be confirmed Application Received  Tavistock And Williams Funeral ... .

Bond Weh cast requested Application Received Cookson and Smythe Funeral Di.. bOOkIng

|3

e Select the Date of the booking

1530

1600

02 All bookings for that diary page
for that date will be displayed
Double click on the time of the
booking in question

!rjlslmls

Decassed :
|t Funeral Dir.:
| Location

Mr Afistair Bond

Intial infly| Deceased Dtails | Burial Detaks | Service Details | Music annimm | Finonce [vo

Titie:
Foranames:
Sumamae:

Cookson and Smythe Funeral Director
Rubican Cematery ~ Section A ~ 31 ]

Date Tue, 30042013

Time © 12:00 [

Relationship: Neareat Surviving F. =
Relationship Details: |

Occupation:

Other name:

Address Line 1
Address Lina -
Address Line 3:

Agdress Line 4

Addreas Lina 5 |
Address Line . |
Post Code:

Telephone :
Maoblle

Emadl

Frboran

“{|The booking will open on the

Initial Info tab

NOTE: The names and position
of the other tabs in the picture
below may vary from what you
can see on your screen
depending on whether you are
amending a cremation, burial or
scattering — don’t worry about
this.

Click on the Applicant

Tab

Click on the Edit pencil

7917350




BACASNG

| =3 busiaks

| Dechases Mr Alistair Bond Date ©  Tue, J0M04/2013  Time: 12:00
|/ FuneraiDir:  Cookson and Smythe Funeral Director (L) Service - Burial
|| Location Rublcan Cematery ~ Section A ~ 31 0

Initial Info | Deceased Details | Burial Datais | Service Detads | Music Agpiicant | Memorfals | Misc. | Finance |vo

1/If the booking is a burial and the

applicant is the owner of the
grave click on the Grave Owner
Button. (If this is not the case
skip the next step)

Inttal info | Deceases Details | Bunial Detads | Service Detats | Music. Applicant | Memarials | Misc. | Finance | vo

Tite: [ =, T
Feranamas: [ Relgtionship [Executor x:
Surnams: | Rislationship Details
Maidenname: | Oecupation:
Other nams:
Address Line 1: |
AddressLine 20 |
Andress Lin 4:
Address Line 5 Deceased Address |
Address Lines: | ——
Post Code:
Telognone £ il ke |
Mobile [
Emadt
=y
s The name and address of the
| Detpased Mr Alistair Bond Date - Tue, 30042013 Time : 12:00 1
| FumersiDir:  Cookson and Smytha Funeral Director (@ Service : Burlal gra ve owner wi I l be a d d ed as
||| Location Rublean Comatary ~ Saction A = 31 [

the applicant name and
address.

Inital infc | Decoased Details | Burial Dotails | Service Detalls | Music. Agpiicant Memorials | Misc. |Finnca | v

Titia: 02 - e
Foranames: [ Relatianship: Exscutor =
Surname: | Relationship Detalls

Maidenname: [ Gecupation:

Other name: I

Address Line 1

Agdress Line 2:

Address Line 3. Grave Qwner
Adress Line 4

Address Lina 5 Daceased Address

Address Lina 5.
Post Code:

Telephone ; [ Seiectipphcani™ |
Mablls [
Emat

E

| |

¥
Please move to the last step

;emr:.nlnﬂ ':r’:!cn = Relationship: [Exacuter T

Surnama: Bond Relationship Detalls: | il

Maidenname: = Occupation:

Otner name: b

Address Ling 1 24 Mumsils Wask |

AddressLina 2 [Hindnead

AddressLine 3 [Surrey awowas |

it | Decassed hcrwse_|

AddressLine & | )

Post Code: GU26 3OR

Telaphons : fo1428 377373 _ selectappicant |

Mabile [

Emat lBend@esl com it
EES If the applicant lives at the same

Dechased:  Mir Alistair Bond Date - Tue, 300042013 Time: 12:00 H

| FuneralDir:  Gooksen and Smythe Funeral Director [ serice: Burial address as the deceasedl CIICk on
|| Location Rublcan Cematery ~ Section A ~ 31 o

Deceased Address (If this is
not the case skip the next step)

80 /350




EEE The address of the deceased will
:::::u:r ::&:j‘:::::mh'hmmlnlumr i+ :::lc- ::::mmu o be added as the app“cant
| G Rubican Cemetery ~ Section A~31 - : addreSS
Initial Info| Deceased Dutails | Burial Detods | Service Detoits | husic Applcant | Memerals | Misc. |Finence | VO a Enter the appllcant's tltle,
N forenames and surname in
o Relstorany: [ — = the title, forenames and
i | = surname fields
oErTET T 61 A 7
daress e . ol Lt Enter applicant’s
Address Line 2- |Hinghead N
Mrva s (Sitwy e o telephone number, mobile
e | il | and email in the telephone
. o - number, mobile and email
A /— E'] fields. Move to the last
step
[ e If the applicant already
e e i exists in BACAS in some
|| otaten:  Rubiean Cemtery ~ Section A~ 31 i 0 role other than the grave
_|ﬂmﬂ\lﬂh_D.t.nmewll_le Service Dataits | Music Applicant Memonals | Misc. | Finance VO y owner Click on Select
Applicant button (if this
oo R — I e | is not the case please skip
etk P { the next 2 steps)
Other name: [}
ek L 2 y
Address Line 3. Grava Cwner |
::::: z: ;: m;easoc :Rdumu |
Agdress Line &
Post Code:
Ry i
Mobile
Emas ff

oot

j Search for : Clients

open

v | General
I Filter Criterta :
|
[
Y e | - .
|Recle - IM?"IQ'IIﬂl Applicant -'I
[Forename 2 IFlancP-’. | ™ Exact Match!
| |Surname i Pund I I™ Exact Match!
|
| i.ﬂ.l.‘d(ess -
|Postcade -
|
|
[ =
|
|
| Search How Clear

The Search for Clients screen will

Select the Role under
which the applicant is
already known to the
system

Enter the Forename of the
Applicant in the Forename
field

Enter the Surname of the
Applicant in the Surname
field

Click on the Search
button




] Memarial Applicant Information

-

The relevant information Screen

Initial info | Deceased Detads . Buriad Detas | Service Details | Music Appicant Memorials Misc. | Finance VO

i LSz will open:
| T .. oo i) Biing | History
| ) If the search has returned
| = T ! the applicant click on the
' i = Selection Finger
:Sdm:s‘sml_-ﬂe 1 I::.:vﬂv'k Walk
Address Line 2: Hﬂdmaﬂ
Address Une 3: =_5:._mzy_
i b
zﬁ;ﬂs :r.uzsaqn _‘
Telephone 1: [o1428 377373
Mobie: I
' i
it The applicant details from the
! f:::r.:la;r :::::‘l:rl:::lylhtﬂmﬂiﬂklmr [;Q :::lcl :‘II:II‘,‘IMNJZB“1 e Sea rCh WI“ be added to the
|| Location Rubican Cemetery ~ Section A = 31 Ll

applicant screen. Now move to
the next step

Initial info | Deceased Detads | Burial Details | Service Details | Music | Appicant iemonisls | Misc, | Finance VO

Tioe: imry = B _——
Forenames: [Frances Relationship: Neares! Surviving F».
Surname: {Bang Reiationship Detalls:  Widow
— Occupation; Retired
Otner name:
Address Line 1 {28 Murrelis Weik
Address Line 2: [Hingnead
Address Line 3. [Surrey e et
Address Line 4 J
Agdress Line 5: Deceased Address
Address Line - | - . y
Post Code: GU26 30R
Telophono : o148 377372 Salect Applcan!
Mabile : |

Emad

| lrv el w

Een

A o IS — If the applicant is completely
S fgond et ilnew to BACAS then type in the
b S B ‘1ilname, address and other contact
pemiyms | S o details for the applicant.
oy Cecessed Aucrs
Address Ling & |
Post Code. BUZ5 3QR
Telapnons ; foraze 377373 _Select Applicant |
Mabile [

e i

[EXET Select the Relationship of

S e e e e T the applicant to the

|| Location Rubican Cemetery ~ Section A = 31 ] deceased_

Enter further relationship
details in the Relationship
Details field.

Enter the occupation of
the applicant in the
Occupation field.

Click on the Save button

Record Miscellaneous Information for a booking

Produce electronic books easily

NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking.

The Category section of the
miscellaneous tab allows you to
record extra information about
the booking - for example if
there is to be a collection at the




service you can record the name
of the Charity that the collection
is for.

Clients
Cremation
Driary
o
Show Diary
)

Select Diary from the Outlook
bar on the left hand side.

Select Show Diary from the
expanded selection.

View : (Diary Page

Te] [Py fFort ol Gtz 2| = =] 0w wanim| ol The Appointment Diary screen
T e = “==—|lwill be displayed.
s wmmet| Salect the correct Diary for the
e e st el DOOKING
o
=5 Select the Date of the booking
All bookings for that diary page
for that date will be displayed
Double click on the time of the
booking in question
| cremion 9The booking will open on the
essost M Goovgn Fisher Logan Data:  Wed, 04022015 |Timg'; [10:00 Initial Info tab
|| —==ee e = o
s R s S N NOTE: The names and position
e of the other tabs in the picture
i o T below may vary from what you
. -l Ao [ can see on your screen
By e esioess GBS depending on whether you are
s s e & | ey amending a cremation, burial or
s scattering - don’t worry about
Post Code: BNG BTF th|s
_ch i Comment
(i Click on the MiscTab
e Click on the Edit pencil
| S cromason The miscellaneous tab for the
e e Lo 1o e booking will be displayed.
| [ e ' 103 Click on the Add Entry in the

Initiad Information | Service Details | Music | Deceased Details | Applicant | Medscal | Disposal | Memarials: Mis<. | Finance

F Curtains Open

F Large Coffin

™ Coffin Cver 26in

¥ Mo Literature ™ Advanced delivery coffin
™ Metals I™ Large Attendance
P Collection I Chwreh Troliey

Miscellaneous Ttems

Units Dvssription

™ Covered Crucfix

Add Ttems |

Delete Item

Add Entry

Delets Entry

BmCeatons

Category section




Category

!Dunalinns

Frequent Values

~
B sh Hed 05

East Grinstead Hospice

& 1% 1 il Ll | il
Help The Aged
Macmillan Cancer Support

|! East Grinstead Hospice

The Add Items screen will open
Selection Donations (or similar
category) from the Category
selection list

NOTE: If an appropriate
category is not set up follow
notes to Set Up A Category
before proceeding

Select value required from
Frequent Values selection to
refresh the bottom field

NOTE: If an appropriate
Frequent Value is not available
you can simply type the value in
the bottom field (follow notes to
xxxX if you wish)

Click on the Add button

Miscellaneous Ttems

Usits Desription

[Conations East Grinstead Hospice

Add Items

Delete Item

rsgEy |

Delete Entry

rmAddCalsgory
[ 5o The details of the information
Co—— o= wmomee == will be recorded. (See green
| Location: Mount Tallas Crematurium 1103 bOX)
Initial Information | Service Details | Music | Deceased Detalls | Applicant | Mecbcat | Disposal | Memarials: Misc. | Finance Cllck on the Save button
F Curtains Open ¥ Large Coffin ™ Coffin Gver 26in |
F No Literature ™ Advanced delivery eaffin ™ Cowered Cruefiic
™ Metals ™ Large Attendance: [
P Collection ™ Church Troley

{|NOTE: If you wish this

information to be displayed on
the Chapel List; Attendant List;
Operator Worksheet;
Memorialisation Letters or any
other reports please contact the
CSS Help Desk: 08702 402 217

Check An Appointment Tick Box on a Booking

Write eBooks for the Kindle

NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking.
Appointment tick boxes are
customisable and allow you to
note additional circumstances.
For example Curtains are to
remain open; the applicant has
said no to literature; Metals are
to be returned to the family; a
donation box is required; a large
coffin is required or large
attendance is expected.




Clients

Cremation

Diary

&

1. Select Diary from the
Outlook bar on the left hand
side.

2. Select Show Diary from the
expanded selection.

Deceasad ©

| Fumernl Director

M George Fisher Logan Dt © Woed, 040272015 Tiats -

Juhn Turas (L] Serdon:  Full Sorvice

=1l

Show Diary
View ; [Diary Page [=]  [pior :Jrount Talic Crematorium | el o] ome weanessy [ 5{[1. The Appointment Diary
T i — - = screen will be displayed.
Lagen il B o i Tores wmtiecl| 2 Select the correct Diary for
= it ot o rinef| | LNE DOOKING
e 3. Select the Date of the
o booking
4. All bookings for that diary
page for that date will be
displayed
5. Double click on the time of
the booking in question
1] Cremation

1. The booking will open on the
Initial Info tab

| toston:  boumt Tt Cremtoriam o 2. NOTE: The names and
D e N e, position of the other tabs in
o ez | [ - the picture below may vary
' ot = from what you can see on
flxe e | e your screen depending on
- — o || i whether you are amending a
Ccoim: | e cremation, burial or
[Mount Tallac Crematorium >, Address Line 5: .
o || e scattering - don’t worry
M : about this.
e Qe 3. Click on the MiscTab
E—==s 4. Click on the Edit pencil
1. The miscellaneous screen
| R e s settings for the booking will
|| tososin M Tt Grematoiam = o be displayed.
1o fommdton| e et i | Oeesed et Ao bl | ol | oo, ™ fnarce 2. Check the tick boxes that are
il e relevant to this booking
F e Assimysn |: 3. Click on the Save button
T 4. NOTE: If you can't find the
= (o = tick box you require on this
' screen , follow these
— o instructions to set up a new
— tick box: Set Up An
: Appointment Tick Box
5. Click on the Save button
o 6. Click on the Exit button to

leave the booking and return
to the diary page

NOTE: If you wish checking of
the tick boxes to be reported on

the Chapel List; Attendant List;




Operator Worksheet;
Memorialisation Letters or any
other reports please contact the
CSS Help Desk: 08702 402 217

Delete fees for a booking

Easy to use tool to create HTML Help files and Help web

sites

Clients NOTE: These pages are
CfET—E“ applicable to a Cremation, Burial
=3 or Scattering booking.
“ Follow these notes if you wish to
Show Lary add an item for invoicing when
no charge has been set up for
the item in BACAS.
Select Diary from the
Outlook bar on the left hand
side.
Select Show Diary from the
expanded selection.
iew : Blary Pege =] [Py iou Tates Crmatoriom L | ¢l ] o wensam | 5|[The Appointment Diary screen
e = = == |\will be displayed.
bouem Wity e T S Select the correct Diary for
- e e el the booking
e Select the Date of the
= booking

All bookings for that diary
page for that date will be
displayed

Double click on the time of
the booking in question

Mr George Fisher Logan

= b Tarner

Mount Tallae Crematosiam

Appointment
* Date : [
Tinan 000
Privscy Public =]
Stutus © Mudical Farms Outstanding

* Locstien :
[Mount Tallac Crematorium
Type of Senvdce
[Full Survice
Yiew
}_nfum,ﬁ Darechor
Lok Turnes
Martin Caefon - O07/2008 00:00

BmCremabons

Tithe:
Forenames:
Surname:
Maidenname:
Other name:

Address Une 1:
Address Line 2;
Address Line 3;
Address Line 4:
Address Une 5:
Address Line 6

Post Code:

Initial Information |Service Dietals | Music | Deceased Detals | Applicant | Hedical | Disposal | Memorials | Misc. @]
5 Deceased

= —
George Fisher

" popen

5 Bond Strest,

[Tahoe,
[ussee

BNE 8TF

o Full Servies

Wed, 04022015 Timn . 10:00

1103

||depending on whether you are

The booking will open on the
Initial Info tab

NOTE: The names and position
of the other tabs in the picture
below may vary from what you
can see on your screen

amending a cremation, burial or
scattering — don’t worry about
this.

Click on the Finance Tab
Click on the Edit pencil




| Bl Cremation

Deepasod - Me Goorge Fisher Logan Dute © Wed. 040212015 Timse : 10:00

Funernl Direetos : Juhn Turner (&) Serdor:  Full Service
J tosion: Mount Tallae Crematoriam 1103

Initial infomation | Service Details | Music | Deceased Details | Applicant | Medical | Disposal | Memarials | Misc., - Finance

|[The Finance tab for the booking

will be displayed, showing fees
pending for the booking.
NOTE: Only fees that have not

9 Do you really want to delete the current record?

Account To [ Funeral Director ™ Applicant
Ties been issued as an Invoice - i.e.
L2z o items that start with Invoice 0
o O Al fendng C0 - ONGE/013 (1103) P GRS 0 ——— can be removed.
=== If the fees have been
| Auto generated and you
wish to remove them all,
poiac] click on the Auto
Adi ey Generated Items under
the Delete Invoice
i heading
BACAS = A message will appear to

ask if you really wish to
remove the fee(s).

Click on Yes

initiad Information | Service Detaits | Music | Decease! Detaits | Applicant | Medical | Disposal | Memarsals | Misc, | Finance
Account To P Funeral Director I~ Applicant
Yohn Turmer of 235 High Street Invoice
Add Ttem
Add Manual ftm

Total Invoice: £450.00 Totad Receipt:

Auto Generste Items |
Print Invoice

Delete Involce

Add Trems |

mCrematoes

Yes No Cancel
|
| Hcomaton Otherwise:
e e e Click on an item to select
I Loeatson © Mount Tallac Crematorium 1103 it N

Click on Delete Item
under the Delete Invoice
heading to remove it

9 Do you really want to delete the current recard? |

Yes No Cancel

A message will appear to
ask if you really wish to
remove the fee(s).

Click on Yes




-1l Cremation

Dvehasei :
Funoral Diroctor © John Turner

| Locatien:

Account To

Toanl Imvice: £450.00

¥ Funeral Director

M Georgn Fisher Logan

Mount Tallao Crematoriem

Dte

T Service:

™ Applicant

Total Fieccipt:

=TT

Wed, 04022015 Timo © 10:00
Full Sarvice
1103

Anitial Information | Service Details | Music | Decsased Details | Applicant | Medical | Disposal Memaorials | Mise. - Finance

Trwoice

Auto Generate Iterns |
Print Invoice |

Delete Invoice
Delete Ttem

Auto Generated Items |

Repeat the previous steps
until all incorrect fees
have been removed.

Click on the Save button

| |[ If you wish to add new fees
{|follow one of: Generate Fees

from a booking; Pick a fee for a
booking, Add a fee manually

Free help authoring tool
Genererate Fees From a booking
NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking.
Follow these notes to generate
fees for a booking on an
individual basis. If you wish to
generate fees for all bookings in
a financial period follow:
Generate Fees for a Financial
Period
&ﬂmﬁm Select Diary from the
Dices Outlook bar on the left hand
?_f.; side.
: Select Show Diary from the
Shor D expanded selection.

o il [ [Py oo Toba Cromatrien = | el +] o wanetn| i The Appointment Diary screen

“ . — s == will be displayed.

s s i —— R Select the correct Diary for

B e, (S LI the booking

1220 Select the Date of the

= booking

All bookings for that diary
page for that date will be
displayed

Double click on the time of
the booking in question




=3l Cremation

Ovcnisail -
|1\ Funoral Dieetor : Jahn Tarmer
Location -

| Mount Tallao Crematorium

Mr George Fisher Logan Diate :

[_'.'l Service

Wed, 04022015 Timn : 10:00
Full Sarvice

1103

Initial Information |Sarvice Detalls | Music | Decsased Details | Applicant | Mecical | Disposal | Memarials | Misc.

1The booking will open on the

Initial Info tab
NOTE: The names and position
of the other tabs in the picture
below may vary from what you
can see on your screen
depending on whether you are
amending a cremation, burial or
scattering — don’t worry about
this.
Click on the Finance Tab
Click on the Edit pencil

Appointment Deceased
* Date : 04N
* Tima I 1000 I Title: _r«!r_ =
Forenames: iGecrge Fisher
Surname: * jLogan_
Priaty Public = ldenneme:
Suatus : Medical Forms Outstanding | Cther pome: |
= Dlary Address Une 1: 6 Bond Street,
Mot Tallos Cromatorkm i Ao e ol S R
Address Line 3; Sussex
* Logation ; e e g
[Motint Tallac Crematorium = Address Line 5
Type of Swrvice £ "Wm‘“ Lne € |
[FullServies = Coe: fetbe STE
Mew | F ¥ Comments :
"rmqlﬂ‘)'—lcml 13 ~ [
[dokn Turnes =]
Marthy Cancton - 024072008 00:00
PmCremates
=1 Cremation
Docpased Mr George Fisher Lisgan Duate : Wed, 04022015 Time: 10:00
| Fumoral Dirwstor - Juhn Turner (I Service:  Full Servics
||| Loatien : Mount Tallae Crematosium

Initial Information | Service Details | Music | Deceased Details | Applicant | Medbcal | DXsposal | Memarials | Misc. | Fi

1103

The Finance tab for the booking
will be displayed.
Check the Account To
setting. Tick the Funeral

| IAmmnu ¥ Funcrl Drector T~ Appiicant 3 . A
- Director box if you wish to
e invoice the funeral
| director. Tick the
Applicant box if you wish
Delete Irvoice - . .
Deee T to invoice the applicant
o Genertes s Click on the Auto
= Generate Items button.
Add Tterns
[ Fcmoton The correct finance items
s - — L i e will auto generate. (If this
R W ' ) is not the case please see
Inétiad Enformation | Service Detadts | Music | Deceased Details | Appilcant | Medical | Disposat | Memorials | Misc.  Finanoe .
—— ——— T the NOTE at end of this
[ A L - document). The total

Totd Firesipt:

Cre:

Additional Audio Recording - 04/02/2015 (1103) 5 []
Audio Recording CD = 04/02/2015 (1103) Mr Ga 45 0

Add Manual Tter
Auto Generste Ttems |

pmCremanons

Print Invoice
Delete Irvoice
Delete ftem

Auto Generated Jtems |
Receipt

Add Tbems

invoice amount will be
displayed in Total Invoice,
and the correct payee
displayed underneath
Account To.




Mr Georgo Fisher Logan Date | Wed, (022015 Time: 10:00
" Fumprol Diectns © Joha Turnes ) Serdce:  Full Sarvies
J Loosion: Mount Tallas Grematorium 1103
Initia Enformation | Servion Ovetats | Music | Deeased Detais | Agpiicant | Meckcal | Disposal | Memorials | Misc.  Finance
Account To ¥ Funeral Director I Apglicant
S ke
Total Invoice: £450.00 Taiad Rncolpt: Add Ttem
Invoice 0 Cremation Fishe 40 ) Add Manial Ttem
invoice © Additional Audio Recor 15 (1103) 5 ] Auto Genersta Ttemns |
03) Mr Ge: 45 0

|Invoice O Audio Reconging CD -
Firint Invoice

Delete Invoice
Daiete Item

Auto Generated Tems |
Receipt

Click on the Save button

Follow the link Issue an
Invoice from a booking if
you wish to process and
print an invoice to the
payee for this booking
only.

If you wish to leave the
fees to be invoiced at a
later time, click on Close
Form to be returned to
the diary

NOTE:

Fees are auto generated in 2
ways:

1. From the Service Type
selected under Initial
information. The
fee(s) generated will
normally take into
account the age of the
deceased and whether
the deceased was
resident. It may also
take into account the
time of the service,
and in the case of a
burial the type of
grave, its location and
the depth of burial.

2. From the miscellaneous
items selected under
the Misc tab,

If auto generated fees are
incorrect or missing completely
then it is worth checking that the
correct Service type has been
selected. Look at Deceased
Details to check that the age of
the deceased is correct; the
resident flag is correctly set and
the body part indicator is
correctly set. Also check that the
correct miscellaneous items have
been selected under the Misc
tab.




If you wish to delete fees that
have been incorrectly generated
follow: Delete Fees From a
Booking then follow the steps
above to regenerate the fees.

It may be the case that your
fees are not set up to
automatically generate. If this is
the case you might be able to
Pick A Fee or you can always add
a fee manually

If you feel that your fees should
be generating automatically and
they are not; or they are still
generating incorrectly after
checking the Service Type, Age,
Resident Flag and Body Part flag
then please call the Help Desk
(08702 402 217) for further
assistance.

Qt Help documentation made easy

Pick a Fee for a Booking

NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking.

Follow these notes to add an
item for invoicing that is not auto

generated.
Clients Select Diary from the
esaiin Outlook bar on the left hand
ﬁ side.
: Select Show Diary from the
Show IX expanded selection.
e By Foge [2] e et ot Cramarm - | =1 =] ow= weinea| o The Appointment Diary screen
T — e — == ||will be displayed.
HedEH oy b Tors Host Tk Select the correct Diary for
e — e i the booking
o Select the Date of the

13:30

booking

All bookings for that diary
page for that date will be
displayed

Double click on the time of
the booking in question




=3l Cremation
Ovenisail - e Georgn Fisher Logan Date © Wi, 0A02/2015
| Funoml Directo : Jaho Tarner [ Sedce:  Full Snrvice

Location ; Mount Tallan Crematorium

Initial Information |Sarvice Detalls | Music | Decsased Details | Applicant | Mecical | Disposal | Memarials | Misc.

Time : 10:00

1103

1|The booking will open on the

Initial Info tab
NOTE: The names and position
of the other tabs in the picture
below may vary from what you
can see on your screen
depending on whether you are
amending a cremation, burial or
scattering — don't worry about
this.
Click on the Finance Tab
Click on the Edit pencil

Appointment Deceased
* Date : 04N
* Tinw 1000 I Tithe: _r«!r_ =
Forenames: iGecrge Fisher
Surname: * jLogan_
Priaty Public = ldenneme:
Suats © Medical Forms Oustanding = Cther pome: |
= Dlary Address Une 1: 6 Bond Street,
Mot Tallos Cromatorkm ~ Ao e ol S R
Address Line 3; Sussex
* Loeatin ; Address Line & BEE
[Motint Tallac Crematorium = Address Line 5
Type of Swrvice £ Address LGE £ I—
[FullServies = Post one; fetbe STE
Mew | F ¥ Comments :
"rmq!d‘)'—lcml 13 o [
[dokn Turnes -
Martin Caton - (E072008 0000
PmCremates
Al Cremation
Dechisad : Mr George Fisher Logan Date Wed, 040272015 T © 10:00

Fleral Director - Jubn Taraer

L Seréer:  Full Servien
Lo:athon © Mount Tallac Crematoriam 1103
nitial Information | Service Details | Music | Deceased Detads | Applicant | Medical | Disposal | Memonials | Misc,  Finance
“Account To ¥ Funeral Director T Applicant I
Trvwoice
Totol Inyvics: Totad Fecuipt: Add Ttem
Add Manual Ttem
Auto Generste Items
Prntirvolce |
Delete [nvoice
Delete ftern
Autn Generated Ttems |
Receipt
-
Add Items
—

The Finance tab for the booking

will be displayed.
Check the Account To
setting. Tick the Funeral
Director box if you wish to
invoice the funeral
director. Tick the
Applicant box if you wish
to invoice the applicant
Click on the Add Item
button.

2| Select Miscellaneous Item

Resouree Facility

I Group:  [Miscellaneous Booking Fees

Ttems :

i Chag
Ao OV D TECaT g
Audio Recording (CDY)
Video Recording (DVD)

frmSelectitem

1

The Select Miscellaneous Item
screen will open

Select the Group that
holds the item that you
wish to pick

Highlight the item in the
Items list to select it.
Click on the selection
Finger

Repeat these steps to
pick any other items
Click on the Close Form
button




Date :

neation

I_Applicant

[ Service

Instiad Information | Service Detads | Music | Decrased Detats | Aplicant | Medical | Dsposal | Memarials . Misc.

Wed, 40272015 Timo: 10
© Full Service
1103

Finance

¥ _Funeml Dirsctor

Irweice
Add Ttem
Add Manual Ttem

Print Invoice

Delete Invoice
Deiete Item

Auto Generatad Items |

Receipt

Auto Generste Ttems |

You will be returned to the
finance tab of the booking and
the picked item will be displayed.
The correct payee below Account
To and the Total Invoice amount
are displayed.

Click on the Save button

00

—

Add a Fee Manually For A Booking

Produce electronic books easily

Clients
Cremation
Dhiary

o

C

Show Diary

NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking.

Follow these notes if you wish to
add an item for invoicing when
no charge has been set up for
the item in BACAS.

Select Diary from the
Outlook bar on the left hand
side.

Select Show Diary from the
expanded selection.

View - [Diary Page

The Appointment Diary screen

09,00
09

i
1100
1130
1200
12:30
1300
1330

Application Rece,..

Medical Forms Ou.. Jobn Tumer

T. R. Haaris Funeral Services

Cookson and Smythe Funoral ...

will be displayed.

Select the correct Diary for
the booking

Select the Date of the
booking

All bookings for that diary
page for that date will be
displayed

Double click on the time of
the booking in question

Mount Tallag Cr

Mount Taltac Crs

Mount Tallac Cry




Er The booking will open on the
e e oo e e [nitial Info tab
e s e = s NOTE: The names and position
— of the other tabs in the picture
Dot i - — below may vary from what you
= = G ;’5:"? ”ggcm can see on your screen
= T | (e T |[depending on whether you are
— = | ([ s S e wT amending a cremation, burial or
chime o = scattering - don’t worry about
srr == this.
s m (| MEeE BRE Click on the Finance Tab
"*“ | [ = Click on the Edit pencil
Hlavﬂu- Carfon - 02072008 D000
| Fcremotion The Finance tab for the booking
s e A i i T = will be displayed.
|| Losttons Mot Tatlas Cramatrin ' 1103 Check the Account To
, r:“““w *“*““‘;::;T;““;‘“-”‘“'“‘ — “""’:'w;:ﬂ“‘ I | setting. Tick the Funeral
- Irwoce Director box if you wish
L Tonpe i to invoice the funeral
= director. Tick the
—— Applicant box if you wish
peee tim to invoice the applicant
o enentsd s | Click on the Add Manual
e Item button.
[/ 5] Setect Miscellaieci e - r ||IA new screen will open:
| T wweane []|  Check that the correct Payee
Ery [Sahn Tarner of 345 Fiigh Sreet ] Payes ‘[ is selected (If this is not the
Orgenization :  * Tahoe Bereavement envices - case click on Select Other
e : i
Description :  *| Mr Gearge Fisher Logan (1103) Certified Extract Select the appropriate
Location ; * [Mount Tallac Crematorium k2 Account Code for the item
oS D ISR Add details of the item to the
Pl = Cale Gros Tex end of the Description field
- 1503 Calc et Tax (in this case Certified

frmManualinvolce

Extract)

Select the correct Location
The Process Date will show
today’s date. Change this to
reflect the date of the
booking

Enter an Amount for the item
(with VAT if appropriate)
The Reference is generated
by BACAS and is unique to
this booking, but can be
amended if wished.

Click on the Save button
Click on the Close Form




button.

[ 1] Ceeenation

rllou:!tnuml: Mr Goonge Fisher Logan
Funnral Dicoctor : Sohn Termar
J Losation: Maount Taling Cramatorium

FmCrematons

Aceount To P Funeral Director

. Street

Initiat Infermation | Service Detads | Music | Deceased Details | Applicant | Medical | Disposal | Memonals | Misc. | Finance

Do Wed, 040202015 Time : 10000
() Serdoe:  Full Servies
1103
™ Applicant
Trvales
Add Ttem |
Add Manual Ttem
Auto Generate Ttemns
Print Invoice
Delete Invoke
Deléte [tam

Aito Generater! Ttems |

Receipt

Add Items

You will be returned to the
booking and the added item will
be displayed

Repeat the previous 2
steps to add another item
manually

Print Daily Paperwork

Set up a Reception Diary or Staff Diary

Easily create PDF Help documents

Free HTML Help documentation generator

NOTE: These notes are for a
diary that is intended for
administration only (for
example a diary at reception,
a staff diary or a grounds
maintenance diary). You
must only use special
appointments for this type of
diary so that they will not be
allocated register numbers.




Clients
Cremation
Diary
Finance
Generate
| Interment |
Locations
Mapping
Memaorial
Cutput
Preferences
Setup

Gquaﬂy
s ff;
Location
oy
Music
Register

& |

Resources
L

Select SetUp from the
Outlook bar on the left hand
side.

Select Resources from the
expanded selection.

Resource Selection

Resource Groups

=]

Book of Remembrance
Book of Remembrance - Cards

i

The Resource Selection
screen will be displayed. This
will list all existing resource

Boo_k of Remembrance - Personal Book Description: Book of Remembrance g rou ps .
Burial Start Date : 01/01/1980
Euriallnf C‘rlsma[a.d‘Rama‘rns End Date : 31/12/9999 Use the Resource GI‘OUp
= scroll bar to search for the
Book of Remembrance (11 I,m',- with Maotif) - - .L—: ReSOU rce g rou p Of ty pe Diary
[Sonkf Fomembranoe (14 Lie = Deseipion: Bkt Renentrncs (11| P@ges. This s likely to have
| Book of Remembrance (14 Line with Motif) art Date : 01/01/1980 nwry - ”
;Buuk of Remembrance (2 L?na) ) . ~  EndDate: 31/12/9999 the name Dlarles or
)8 s 8 Pocmsmsmmbammnenes 5.1 i w1 ke &iRasdEL \\Locatlonsn
parse Groups - Click on the Diaries
[Gromaion Viowaris z o T ] Resource Group to select it
I — T == Click on the New Resource
| Grave Containers art Date : 01/0/1983
| i = End Date ! 0170179999 Button
Resources
o f
Homevood Cemotery — E
o Description:  Homewoud emetary
Start Date : 01/01/1983

| Scattering




BACASNG

%2 it Resource #488 ammemmsn = IThe Edit Resource Screen will
@o open
Famnebadl . 1. Enter a Description for the
ption: Iﬁecepuon ] i
| Start Date: | o01/01/1980 End Date: | 31/12/9999 new Dlal’y
w9 2- Select Private as the
Remote Publishing Type | [rivate - | E Rgmote Publishing Type
Locations for this diary : — 3 CI'Ck on Save
Rubican Cemetery ) Homewood Cemetery
i Mount Tallac Crematorium - :g::\;l’g!ili!: ‘:Cézfnt;gﬁum
+ Rubican Cemetery
Sunnyside Cemetery
Appointment Types for this diary: ; i'
Burial iz »
+ | Cremation = ]
Exh i
i Dispims:l :?rema\ns from away @
| | Memerial o —
frmResource
-__§‘|Edi{Resaurce ® oo = 1 C“Ck on the Edit penCI|
m 7 2. Click on the Diary Location
lisi el > under Diaries for this location
escription: |Reception H
Start Date: [ orjoyse End Date: [ siizees 3. Click on the arrow to the left
¥
Remote Publishing Type Private > i
Locations for this diary : :
Homewood Cemetery
Mont Tallac Cemete:
r-’.:)nt Tallac Crematorium
" [E2] Sunnyside Cemetery
Appointment Types for this diary: : E
ol | Burial =
Lok & iru:niaﬁon = j
Exhumation
e | Disposal of remains from away
| Memorial —
frmResource
53] Edit Resource © 40 esncs =11. Click on Special appointment
gﬂ 7 type under Appointment
—Resource Group : EDiaries | . .
I Description: _che;;hon TypeS fOI‘ thIS d/ary
St Dt —oeiine End Date: s 2. Click on the arrow to the left
3. Click on the Save button
T e —||4. Click on the Exit button
Locations for this diary : —h R
[Mourt Tallae Crematorium Homewood Cemelery You now need to set up this
52 new diary in user settings
" | i A for each user that wants to
- , use it. Follow notes: Add A
Appointment Types for this diary: : .
Locked | e - - A New Diary For A User
| Dis of remains from awa' .
; |;Mpi°§?,| ' 5 4| You will also need to set up
— | Locked C - diary times for this new
diary. Follow Notes: Set Up
e Diary Times For A New

Diary

Free Qt Help documentation generator

97 /350




Register a Booking From the Diary Page

BACASNG

Clients
Cremation
Diary

—
L.:
Show Diary

Select Diary from the Outlook bar on the
left hand side.

Select Show Diary from the expanded
selection.

View : Ifni.uv Page - | Diary 1 iRancan Cemetery

Time | Tive: |G

<]« | | oo [ Tuvsiny_anmans |

| Process

| Agem

Hooper

Donaldson

4 m

Tavistock And Williams Fy

Tavistack And Williams Fu

The Appointment Diary screen will be
displayed.

Select the Diary required
Set the Date required

Any existing bookings for that diary page
for that date will be displayed

Timo | Tithe | Comments.

Hooper

Donaldson

« ]

| Process

| Agent

Tavistock And Williams Fu

Tavistoek And Williams Ful

Double click on the time of the booking
you wish to create

=g Appointment Type
Please select vour Appointment Type

- |Burlal

r Double Slot Appointment

Please select your Appointment Location

. [ﬁmﬁ'i'ran ‘Cemetery

Ok Cancel

frmSelectAppointmentType

The Appointment Type window will open

Select the appointment type using the
drop-down arrow

Select the location for the booking
using the drop-down arrow

Click on OK
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.....
Deceased Provisional Booking

¥ Funeral Dir.:

| | Location :

Initial Infe Deceased Details| Burial Details | Service Details | Music | Applicant | Memorials | Misc, | Finance VO

Appointment
" Date
e Time :
Privacy

3010472013
12:00

Public T=d

Date
[ Sservce:

1ip  Deceased

Chent Request

r

Status :

 Application Received

- Dary
|Rubican Cemetery
* Location !
[Rubican Cemetery

[Burial

. |

| Eunerst Dir| Private

Funeral Director :

- |

Titie:

Tue, 30/04/2013

Time : 12:00

Search | Address

0

i

[

Forenames:
Sumame:

Allstair
“|lBend

Maidenname;
Other name.

i

Address Line 1:
Address Line 2
Address Line 3:
Address Line 4:
Address Line 5:

[23 Wilman Avenue
|Sevencaks
Kent

Address Line §:
Post Code:

Comments :

“||A Provisional Booking Record will open

on the Initial Info tab
NOTE: The other tabs in the picture below
may vary from what you can see on your
screen depending on whether you are

creating a cremation, burial or scattering —
don’t worry about this.

1. Select a Status from the drop down
list (optional — this will be displayed
from the diary)

2. Select a Type of Service from the

|!Caokeon and Smythe Funeral Director - |

\ —[3.

frmunas

[Web cast requested - |

drop-down list

Select a Funeral Director from the

drop-drown list.

4. NOTE: If the Funeral Director isn’t
frequently used and doesn’t appear
on the drop down list it is possible to
search for the funeral director within
the booking or set up the Funeral
Director within the booking by clicking
on the Funeral Dir button

5. Select the deceased Title from the
drop-down list

6. Enter the Forename and Surname of
the deceased

7. Enter Maiden name and Other name
if appropriate

8. Enter the Address of the deceased

9. NOTE: if the last address for the

deceased was a local institution such

as a nursing home it may be quicker
to click on the Address button and
select the address from the

Frequently used addresses list. If the

institution does not appear on the

Frequently used addresses list, then

enter it manually and then click on

+Add to add it to the list for use with
future bookings.

Enter a Postcode for the deceased

Enter any Comments that you wish to

be displayed from the diary page.

12. Click on the Save button

10.
11.

[Hpun You are now ready to enter the
registration details for the

deceased:

Deceasec
' Funarai Dir.:

Mr Alistair Bond
Cooksen and Smythe Funeral Director i v

Cate Tua, 30042013
Service : Burial

Teme - 12:00 I:

Location o

Initial Info | Deceased Details | gurial Detads | Service Delads | Music | Applicant| Memsals | Misc. | Finance | VO

RSN conder -

Click on the Deceased Details
tab
Click on the Edit Pencil

:  Marital Status -
Data of Death = | ¥ Occupation :
Age | T Daath Location
Body Part : r

K1 I

Retired

Registration Information
Data [ =

Rarerences

District
Sub District

|
A

Remarks for the Reglster




7] Busials

Deceased Mr Afistair Bond Date Tus, 30/0472013 Tine © 12:00
|" Funeral Dir:  Cockson and Smythe Funeral Director (L] Service: Burial

Location [}

Initial info. Deceased Detois Burial Details | Service Details| Music | Appicant| Memonials  Misc. | Finance VO

Marital Status - Widowed -
DetoofDenth: | 2770412013 = loccupation : ‘Retirea 1=
[Age - B Tress 53 gth Locaion : 23 Wikman Avenue Sevencaks Kent TN 13 4G\ ».
Body Part |

:f X + Death Location At Home

Reghsiration Infarmation
Distriet Tent =] +Distigt | Date '___:_"'9'.""%_":'013' ]
Sub District : Sevenoaks =] +sub Reference:  |874523
Remarks for the Register

e

10.

11.

12.

13.

14.

If the deceased lived in the
parish/borough then tick the
Resident flag.

Enter the Date of Death.

Enter the number of
years/months/weeks/days/hours/
minutes that the deceased lived in
the Age field Leave this empty if
the deceased was stillborn or a
foetus

Select
years/months/weeks/days/hours/
minutes/Stillborn/Non-viable
Foetus from the drop-down list.
Select the Gender of the
deceased

Select the Marital Status of the
deceased

Select the Occupation of the
deceased

Select the Death Location of the
deceased from the drop list. If the
death location isn’t on the drop
down list, it can be entered and if
required added to the drop-down
list for future bookings by clicking
on +Death Location. Click on At
Home if the deceased died at
home.

Select the District where the
death was registered. If the
District isn’t on the drop down list,
it can be entered and if required
added to the drop-down list for
future bookings by clicking on
+District.

Select the Sub District where the
death was registered. If the Sub
District isn’t on the drop down list,
it can be entered and if required
added to the drop-down list for
future bookings by clicking on +
Sub District.

Enter the Date the death was
registered

Enter the registration number in
the Reference field

Enter any Comments concerning
the registration

Click on Save

Diary Times

Free help authoring tool

Diary Times

e Edit a Day Type (set of Diary Times)
Diary Timey(®  Set up an Exeption Day

|l Setup Diary Times for a New Diary

D'.
b




BACASNG

Set up a New Day Type (Set of Diary Times)
View Diary Times For A Working Week

Set up new times for a working week

View Existing Day Type (Diary Times)

Free PDF documentation generator

Edit a Day Type (Set of Diary Times)

Edit A Day Type (Set Of Diary Times)
IMPORTANT NOTE: If you edit a Day
Type that is currently in use by any diary
in BACAS then these new times will be
reflected on past diary pages and current
diary pages for each diary using this Day
Type. (Times of existing bookings will
remain unchanged) If in any doubt
speak to a member of the Help Desk

Team)
Clients 1. Select Diary from the Outlook bar on
Cremation _ the left hand side.
Dhiary 2. Select Diary Times from the
ﬁ expanded selection
Show Diary
L
ik
L
Liser Settings
p
&
Diary Colours
Edit Diary Times 1. The Diary calendar Setup screen will
T e be displayed
" — = 2. Click on the Edit Diary Times button

EndDate _Monda : ; on the right hand side of the screen.

Standard Opening ™ Standard Opening ~ Standard Opening ~ Standard Opening ™ Stag

Working Week
StatDate:  * | 01/01/1983 3 End Date: * 01/01/9999
2 Tuesday: * [Standard Opening Tim| v | 6 Saturday:  * :El-ose'd' T=1 Time]
3 Wednesday: * [Standard Opening Tin| = | 7 Sunday: E '?C_Iusediv
4 Thursday:  * [Standard Opening Tin| = |
e
—d

Exception Days: ‘

101/350
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rm—

Lk

Start Date:

frmDayTypes

is-l Edit Diary Times _—

Description:

Times:

|Closed
" [Closed

010171983 End Date: *

Time: Publishing:

[ 01/01/9599

| [Public

[,

¥

@l |-

The Edit Diary Times screen will
open

Click on the drop-down arrow
adjacent to Day Types to view the
sets of diary times already set up in
BACAS.

Description:
Start Date:

Times:

=8| Edit Diary Times T

|Standard Opening Times

" [Standard Opening Times

« [ o1jo1/1963 End Date: *

09:00
09:30
10:00
10:30
11:00
11:30
12:00
12:30
14 13:00
13:30
14:00
14:30
15:00
15:30

L

Dy Types.

Time: Publishing:

[ 01/01/9999

|Public

| %

F =

Select the Day Type entry from the
list to view the existing times for this
day type

Click on the Edit pencil.

2] Edit Diary Times

‘Du!’wmr

Description:

Start Date:

Timas:

|Standard Opening Times

) |Standard Opening Times
| 01/01/1083

10:00
10:30
11:00
11:30
12:00
12:30
13:00
13.30
14:00
14:30
15:00
15:30

Time: Publishing:

Fnd Date: * |

01/01/9909

16:30 [

| D3y Types

R

8 =

102 /350

To remove a time:

Highlight the time on the left hand
side

Click on the remove button

The time will be removed from the
set of times.




BACASNG

53] Edit Diary Times.

—
l_lerJI ypes: [Standard Opening Times

Description: * [Standard Opening Times
Start Date: ¢« [ otjor/a08s

Times:
09:00 -
09:30
10:00
10:30
11:00

11:30
12:00
12:30
| 13:00
13:30
14:00
14:30
15:00
15:30 -

miayTypes

End Data: * | 01/02/9939

Time:

+ add

08:30

B =

- remove |

2

iaal

& |=

|[1. To add to the set of existing times:

2. Enter a time on the right hand side
3. Click on the add button

[ = it Ciary Timee

"

Description: " [Standard Opening Times

Start Date: = [ oyjoajizes

Times:
10:00 T i=
10:30
11:00
| 11:30

12:00
12:30
13:00
13:30

14:00
14:30
15:00
15:30

16:00

frmDayTypes.

Time:

End Date: *

Publishing:

01/01/9999

16:30

|Pubdic

+vadd |

- remaove |

3

1. The time will be added to the set of
times.

2. Click on the Save button

3. Click on the Close Form button

P

You are now ready to Set up a Working
Week using this day type

| —
LDIVJ'YDHZ Standard Opening Times

Set up an Exception Day

Single source CHM, PDF, DOC and HTML Help creation

Set Up an Exception Day.

NOTE: You can set up an exception day
(eg Christmas Day, Bank Holidays) to
override the normal diary times for that
day.

103 /350
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{Mount Tallac Crematorium

Warking Week

StatDate:  * [ 01jo1/108%
1Monday:  * [Standard Opening Tim w |
2 Tuesday:

3 Wednesday: * [Standard Opening Tim «
4 Thursday: Standard Opening TiT

End Date: [ opoijemos
5 Friday: * [Standard Opening Tin > |
6Saturday:  “[Cosed ¥
7 Sunday: *[Cosed [¥]

Exception Days:

Edit Dia|
Timeq

1. Select Diary from the Outlook bar on
the left hand side.
2. Select Diary Times from the
expanded selection.
:"' |1
User Settings
i"—é
Diary Colours
1. The Diary calendar Setup screen will

be displayed:

Select the correct diary from the
drop-down selection list adjacent for
Diary at the top of the screen.

Diary: [Mount Tallac Crematorium

StartDate EndDate
31 014
31/12/0909

Monda

150 e ng
01/11/2014 Winter Times

Working Week
Start Date: 01f01/1983 End Date; " 317102014
1 Monday: T ing Tin = | 5 Friday: [Standard iing Tim| |
i rizl . T 0P TIZ] ey oty
2 Tuesday: i 6 Saturday: - Times
3 Wednesday: * [Standard Gpening Tim = | 7 Sunday: -
4 Thursday:  * [Standard Opening Tirr ¥
Exception Days:

=|[=]

N —

Click on the Edit pencil.

Click on the New button in the
bottom right hand corner of the
screen.
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Working Week
Start Date: [ 0170171983 End Date:
1 Monday: * [Standard Opening Tin| = | 5 Friday: . :’f._{andard Opening Tin| = | e

2 Tuesday: * {Standard Opening Tim = 6 Saturday: * (Closed Times
3 Wednesday: " [Standard Opening Timj » 7 Sunday: * |Closed
4 Thursday:  * [Standard Opening Tin|w |
Exception Days: B o

T = e

=] Edit Diary Exception Dates o ||1. The Edit Diary Exception Dates
i screen will open:

mi_l 2. Select the correct Day Type (Diary
Dy i allec Cemaprion times) for the exception day.
== 3. Set the date for the exception day.

— — 4. Click on the Save button.
i [Closed X Hl5. Click on the drop down arrows to
2L 26/05/2014 | [ select a a day type for each day of
A the week.
6. Click on the Save button
I
frmExceptionDays - E
Diary Calendar Setup You will be returned to the Dlafy
Diary: ;Maunt Tallac Crematorium Calendar Setup

The new exception day will be displayed
at the bottom of the screen

Check the diary pages to see that the
new times are displayed.

Set Up Diary Times For A new Diary

Easily create HTML Help documents

Set Up Diary Times For A new
Diary

NOTE: Before you start you will
need to know which set of diary
times you are going to use for
the new Diary. Follow this link to
look at the sets of diary times
available: View Day Types
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Clients
Cremation
Diary

@

Show.Diary

=

1. Select Diary from
the Outlook bar on
the left hand side.

Select Diary Times
from the expanded
selection.

Diary: = = The Diary calendar
StartDate EndDate Monday Tuesday Wednesday Thursday Friday Setup screen Wi” be
displayed.
1. Select the correct diary from
the drop-down selection list
Working Week , adjacent for Diary at the top
Start Date: = End Date: =
1 Monday: = $ Friday: = of the screen.
dit Di .
e T - T 1. Click on the New button
3 Wednesday: * l=] 7 Sunday: » ~
4 Thursday: ﬁ
Exception Days: = J
- | OF
Brigy [Recestion = 1. Click on the drop down arrows
StartDate EndDate Monday Tuesday Wednesday Thursday Friday to select a Day Type for each
day of the week.
2. Click on the Save button
Working Week
Start Date: ‘[ oyoyioso End Date: ‘31129999
1 Monday: ¥ [Standard Opening Tin = | 5 Friday: ‘]S{anda:d Opening Tirr| = Edit Dia
2 Tuesday: ~ * Standard Opening Tirr| = 6Saturday:  *|Closed - Timesw
3 Wednesday: * |Standard Opening Tir| » 7 Sunday: *|Closed x|
4Thursday:  * [Standard Opening Tl =]
Exception Days: J J
& | O
Gary: [Reception = Diary times for the new diary are

| StartDate Monda

01/01/1980

EndDate
31/12/9999

Working Week

StartDate:  * [ 01/01/1980
1 Monday: * [SWWE
2 Tuesday: ‘ W’E
3 Wednesday: * ’m@
4 Thursday: » ,Wpem’ng'ﬂrrg

Standard Opening

Standard Opening ~ Standard Opening

End Date: [T 31129999
5 Friday: a ’—SWDEI'UHQ'I'II{E
6 Saturday:  *[Standard Opening Tim| |
7 Sunday: i m ]

Thursday

Exception Days:

Standard Opening ~ Stan|

Frid|

Edit Dig|
Time:

LI

now set up:
Check the diary pages to see that
the new times are displayed.
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Set up a New Day Type (Set of Diary Times)

Set Up New Day Type

NOTE: These notes will show you how
to create a set of diary times for a
working day. For example you might
want to change from a standard day to a
shorter day suitable for winter or a
longer day suitable for summer. Once
created, they can be put to use by
setting up a Working Week.

Clients 1. Select Diary from the Outlook bar
Cremation on the left hand side.
Diary ' 2. Select Diary Times from the
t:-:-" expanded selection

Show Diary

ive
|_Diary Times._
£

Llser Settings
:='-f"_
23
Diary Colours
Edit Diary Times 1. The Diary calendar Setup screen will
Diary: orewod Coet be displayed
" — E 2. Click on the Edit Diary Times

button on the right hand side of the
screen.

Working Week
Start Date: ~ * | 01/01/1983 3 End Date: *[ 01/01/3900
2 Tuesday: * |standard Opening Tim » | 6 Saturday:  * :El-ose'd' T=] Time
3 Wednesday: * [Standard Opening Tind v | 7 Sunday: E '?C_Iusedi"
4 Thursday:  * [Standard Opening Ti| = |
.
—d

Exception Days: ‘
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=] Ecit Dibry T W = @ |[1. The Edit Diary Times screen will
open
mm: [Ciosed v 2, 1. Click on the New button
I ]
Description: . ’uE@d E
Start Date: [ oyoyiess EndDate: * [ onjorfaees | | —
Times:
Time: Publishing: .
| [Public - :
| b
L
&
fmDayTypes
= £t Diary Trgs ™ T 1. Type in a Description for the new
= Day Type
—Day [Types: [Clased v 2. Enter the first Time for the day in the
| box on the right hand side of the
Desatption:  |* [Winter Times | screen
Start Diate; o | 01/01/1980 End Date: * | 31/12/9999 3. Select the Publishing Type
T 4. Click on the add button
™
Time: Publishing: ]
ICED public =]
- remaove
E
L
frmDayTypes
(] it Diary Tim— W— — @ [|1. The first time for the Day Type will
— appear on the left hand side of the
]_D,yJType-s: [Closed = screen
| 2. Type in the second time on the Right
D=tiplion; * [Winter Times hand side of the screen
Stact Dake: [ ovotjises EndDate: = [ 3112999 9 3. Click on the add button
Times: ]
08:30 Public [
Time: Publishing: =
10:15  fifiublic - -
= remove
Li
L
mDayTypes
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[ et Diry Timee ™ = @ ||1. The second time for the Day Type
— will appear on the left hand side of
‘_D.ar_LW: [Closed = the screen

2. Repeat the previous 2 steps until all
g " [Winter Times the times for the day have been
Start Date: o [ oyoyieso End Date: * [ 31/12/0990 added
9 3. Click on Save

Times:

%30 Pubiic : =

10:15 Public )

11:00 Public Time: Publishing:

| 11:45 Public f g — vadd |

| 12:30 Publi | = :

, 315 Publc _-remove |

1d 14:00 Public

|

v
2]
DAy Types
[ Sedit Diary Times = @ |[Click on the Close Form button
You are now ready to set up a Working
Day Types: Winter Times =] 2 ||Week using this day type. Follow this
f —[link for instructions how to do this: Set
Description: " [Winker Times 7 {[Up A Working Week
Start Date: = | 01/01/1980 End Date: * 31/12[9999 —
Times:
09:30 Public
10:15 Public
11:00 Public Time: Publishing: J
11:45 Pub I : =
12:30 Public | [Public [
13:15 Public =it |
14:00 Public
K
IrmDayTypes

Benefits of a Help Authoring Tool
View Diary Times For A Working Week

NOTE: The working week defines
which set of diary times will be
used for each day of the week.

Clients Select Diary from the Outlook
SRt bar on the left hand side.

= Select Diary Times from the
Show Di expanded selection.

B2




Diary: IMount Tallac Crematorium

Working Week

StartDate:  * [ 01/01/1983 End Date:

1Monday:  * [Standard Opening Tim v | 5 Friday: * [Standard Opening Tim
2 Tuesday:  * [Standard Opening Tim v | 6 Saturday: 1
3 Wednesday: * [Standard Opening Tim | 7 Sunday:

4 Thursday:  * [Standard Opening Tin = |
Exceplion Days: |

The Diary calendar Setup screen

will be displayed.

Select the correct diary from the
drop-down selection list adjacent
for Diary at the top of the
screen.

The Diary Times for each day of
the week will be displayed.
(Inside green box)

Set up new times for a working week

Qt Help documentation made easy

NOTE: The working week
defines which set of diary times
will be used for each day of the
week. If you edit a working
week that is currently in use, the
new diary times you chose will
be displayed for all past, current
and future diary pages. For this
reason it is advisable to set an
end date for the current working
week record, and create a new
working week record to start the
day you wish these to come into
effect. Before you start you will
need to know which set of diary
times you are going to use for
the new working week. Follow
this link to look at the sets of
diary times available: View Day

Types

Clients
Cremation
Diary

1. Select Diary from
the Outlook bar on
the left hand side.

2. Select Diary Times
from the expanded
selection.
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Diary:

| |Mount Tallac Crematorium

|

StartDate EndDate Monday

01/01/1983  01/01/9999

Working Week
Start Date:

1 Monday:

2 Tuesday:

3 Wednesday:
4 Thursday:

Exception Days:

Tuesday Wednesday Thursday Frid:

Standard Opening ~ Standard Opening ~ Standard Opening ~ Standard Opening ~ Stan|

* 01/01/1983 End Date: "

* |Standard Opening Tir| = 5 Friday:
* |Standard Opening Tirr| = 6 Saturday:
* |Standard Opening Tir| = 7 Sunday:

* |Standard Opening Tim| =

* [Standard Opening Tin]~ | Edit Dig

*|Closed > Time:
* |Closed -

01/01/9999

Mount Tallac Crematorium

The Diary calendar
Setup screen will be
displayed.
Select the correct diary from
the drop-down selection list
adjacent for Diary at the top
of the screen. Click on the
Edit pencil
Highlight the current working
week for this diary (the
record with an end date of
01/01/9999 or 31/12/9999)
Amend the End Date to the
day before the date you wish
the new working week and
new diary times to come into
effect
Click on Save

Working Week
Start Date: * 01/01/1983 End Date: i 31/10/2014
1 Monday: * |Standard Opening Tirr| » 5 Friday: Standard Opening Tim| v P
- Edit Diary
2 Tuesday:  * |Standard Opening Tim| 6 Saturday:  *|Closed - Times
3 Wednesday: * |Standard Opening Tim| w 7 Sunday: * |Closed v/
4 Thursday:  * [Standard Opening Tirr| i
Exception Days:
Diary: ‘MauntTa\lac Crematorium ~ CI |Ck on the New button
StartDate EndDate Monday [uesday Wednesda Thursday Friday E n te ra Start Da te fo r t h e d a y
01/01/1983 31/10/2014 Standard Opening ~ Standard Opening ~ Standard Opening ~ Standard Opening ~ Standard Of

Working Week
Start Date:

1 Monday:
2 Tuesday:
3 Wednesday: *
4 Thursday:

Exception Days:

jié.y:

1l

End Date: *

5 Friday:

7 Sunday:

X
6 Saturday:  * B3 Times

Edit Diary

gl

Mount Tallac Crematorium

StartDate EndDate Monday Tuesday Wednesday Thursday Friday
01/01/1983  31/10/2014  Standard Opening - Standard Opening ~ Standard Opening ~ Standard Opening ~ Standard O,

Working Week [

Start Date:  * EndDate: [ 31/12/9999

1 Monday: * |Winter Times 3| 5 Friday: * }Win(er Friday Times [ | Edit Diary

2Tuesday:  * [WrterTimes =) bSsturday:  “[dosed  [=]|  Times

3 Wednesday: " [Winter Times B3 7 Sunday: *[Closed ~]

4 Thursday:  * ’W‘T

Exception Days: ‘ o

- w2

you wish the new working
week and diary times to come
into effect. (This should be
the day after the old working
week finishes)

Click on the drop down
arrows to select a a day type
for each day of the week.
Click on the Save button

111/350




Eiaw: Mount Tallac Crematorium E The new Work|ng Week IS now

StartDate EndDate Menday : 7Tuesday : 7Wednesday : 7Thursday . 7Friday Set Up:

31/12/9990  Winter s Witer i Winer Tmes __ Winer Trmes Check the diary pages to see
that the new times are
displayed.

Working Week

Write EPub books for the iPad

View Existing Day Type (Diary Times)

Clients NOTE: These notes will show
Cremation you how to view sets of diary
Diary times already set up in BACAS.
\/f- Diary times are put into use by
' adding them to a Working Week.
; 1. Select Diary from
Show Diary the Outlook bar on
@ the left hand side.
Diary Times 2. Select Diary Times
from the expanded
selection.
Edit Diary Times The Diary calendar
Diary: Homewood Cemetery =] Setup screen will be
StartDate EndDate Monday Tuesday Wednesday Thursday Frid d | Sp I a yed .
01/01/1983  01/01/9999  Standard Opening ~ Standard Opening " Standard Opening ~ Standard Opening ~ Stan C||Ck on the Edit Diary Times

button on the right hand side of
the screen.

Working Week

StartDate:  * [ 01/01/1983 End Date: ‘[ oyoyeess

1 Monday: - leeningTin’E‘ 5 Friday: * [standard Opening Tin] v | o
2 Tuesday: . lmm 6 Saturday: . m Timeq
3 Wednesday: * Imm 7 Sunday: *|Closed v

4 Thursday:  * [Standard Opening Tin| >

Exception Days:
&

frmnianGahin




- -
E] Edit Diary Times

PR—
lJlaerwes:
"

Description:

Start Date:

Times:

[Closed

" [Closed

- 01/01/1983

frmDayTypes

Time:

End Date: 01/01/9999

Publishing:
quI:I\( v 4

NUEN

| w

|ﬂ | -

The Edit Diary Times screen
will open

1. Click on the drop-down arrow
adjacent to Day Types to view
the sets of diary times
already set up in BACAS.

== Edit Diary Times

Description:

Start Date:

Times:

[standard Opening Times

* ‘Slandard Opening Times

* 01/01/1983

09:00
09:30
10:00
10:30
11:00
11:30
12:00
12:30
13:00
13:30
14:00
14:30
15:00
15:30

frmDayTypes

m| »

Time:

End Date: * 01/01/9999

Publishing:
[Public =] =z

_remove |

! \ N

| w

| @ \.%1

1. Select an entry from the list
to view the times for this day
type

1. Repeat the previous step until
you have viewed all the sets
of diary times set up in
BACAS

If you identify a set of diary
times that you wish to use then
these can be put to use by
setting up a new Working Week.
Follow these instructions: either
Setup A New Working Week or

Set Up Diary Times For A New

Diary

If you cannot see a set of diary
times that you wish to use then
you will need to set up a new set
of Diary times. Follow these
instructions: Setup A New Day

Type.

2. Click on the Close Form
button

User Settings

Easily create EPub books

& |
(R

|zer Setting

User Settings
e Add a New User

e Add a new Diary for a User

Free EPub and documentation generator




Add a New User

BACASNG

Clients NOTE: The new user must be
_ Cremation | logged in on the PC in question
Diary
ﬁi Select Diary from the Outlook bar
on the left hand side.
Show Diary
@ Select User Settings from the
expanded selection.
Diary Times
E; The Diary User Settings screen will
. be displayed.
User Settings
—
8] Diary User Settings — B ||Check that the user's name is
Please specify what Diaries you require and the order that they are listed in. CorreCt
Repeat the following process for each diary you wish to view. y’ CIle on the NeW button
1. Click on the NEW button. =
2. Select the Diary, Order No. and Colour
3. Press the SAVE button, Cf
You can then view the Diary by dicking on the SHOW DIARY Icon. e
N User : Karen I
Copy from: | -
Copy
(o = x
Useriame Description OrderNumt Color &
¥

Diary : | = —
Order No: [— Colour: @

frmDiaryUserSettings
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i__EIDiary User Settings (=0 Se|eCt the main dlary from the
| Pleass specify what_Diaries you require and t!_w order that they are listed in. - - drOp-dOWﬂ SeIeCtlon IISt at the
| Re;e%t the following process for each diary you wish to view. bottom Of the screen
2. Selctth Diary, Order No. and Colour Type in 1 in the Order No field
3. Press the SAVE button. C||Ck on Save

You can then view the Diary by dicking on the SHOW DIARY Icaon.

I User : Karen

Copy from: [ =] | = |
Copy

Diary Time Format % 24 Hour Clock 12 Hour Clock

UserName Description OrderNumt Color

Diary : Mount Tallac Crematorium - I

®
Order No: 1 FDlOl-If: @

frmDiaryUserSettings

=3 Diary User Settings = B |To add another diary for this user

Please specify what Diaries you require and the order that they are listed in. CIICk on the NeW bUtton
Repeat the following process for each diary you wish to view. /

1. Click on the NEW button.

2. Select the Diary, Order No. and Colour o
3. Press the SAVE button. Cf

You can then view the Diary by dicking on the SHOW DIARY Icon.

User : Karen

Copy from: \ >

24 Hou r

OrderNumt Color
orium 1 1677

H Diary : 1Mount Tallac Crematorium -

Order No: 11 Colour:

frmDiaryUserSettings
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£l Diary User Settings

Pleasp specify what Diaries you require and the order that they are listed in.
\L_Repeitt the following process for each diary you wish to view.

1. Click on the NEW button.
2. Salect the Diary, Order No. and Colour
3. Press the SAVE button.

You can then view the Diary by dicking on the SHOW DIARY Icon.

User : Karen

E]
-3

Select the second diary from the
drop-down selection list at the
bottom of the screen

Type in 2in the Order No field
Click on Save

Continue in this way to add any
other diaries that the user needs

' Copy from:

Diary Time Format

Copy

¥ 24 Hour Clock 12 Hour Clock

] [

access to

B2

Click on the Close Form button

frmDiaryUserSettings

UserName Description OrderNumt Color

‘ v
Diary : [Rubican Cemetery = |
Order No: 2 | Colour:

Add a new Diary for a User

Create iPhone web-based documentation

1. Select Diary from the Outlook
bar on the left hand side.

2. Select User Settings from
the expanded selection.

The Diary User Settings screen
will be displayed.
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Karen Mount Tallac Crematorium

=2 Diary User Settings = |E1s1. Make a note of the highest
Please specify what Diaries you require and the order that they are listed in. Order number on the IISt Of
Repeat the following process for each diary you wish to view. ‘{? dla ries in the Centre part Of
1. Click on the NEW button. =
Z Spllecroae l;iary, Ortlﬂjeror\rl]n, and Colour the screen
L Bress thes SANE bition. £42. Click on the New button
You can then view the Diary by dicking on the SHOW DIARY Icon. —(3. Select the new diary from the
User : Karen drop-down selection list at the
o o | = bottom of the screen
. 4. Add 1 to the highest order
of .
_ o | number noted in step 3 and
g r | type theresultin to the
UserName Description OrderNumt Color - Order NO ﬂeld
Karen Rubican Cemetery 2 16777215 ﬁ

Diary :

[Rubican Cemetery

2 Colour:

Order No:

frmDiaryUserSettings

=2 Diary User Settings
v g

Pleas;
Repe:

1. Click on the NEW button.
2. Select the Diary, Order No. and Colour
3. Press the SAVE button.

2 specify what Diaries you require and the order that they are listed in.
at the following process for each diary you wish to view.

You can then view the Diary by dlicking on the SHOW DIARY Icon.

User : Karen

Copy from:

=

Copy

Diary Time Format & 24HourClock 12 Hour Clock

(1§ =

1. Click on Save
2. Click on the Close Form
button

UserName

OrderNumt Color

Description
Rubican Cemetery 2
Mount Tallac Crematorium 1

)

16777215

@ |=

Diary : [Homewocd Cemetery B |
Order No: |3 Fo!our g
Change
frmDiaryUserSettings

Create help files for the Qt Help Framework

Diary Colours
e View Booking Colour Codes

Easy to use tool to create HTML Help files and Help web

sites
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View Booking Colour Codes

| ||View Diary colours
Clients 1. Select Diary from the Outlook bar on the left hand
| Cremation | side.
Diary
@ 2. Select Diary Colours from the expanded selection.
Show Diary
G
Diary Times

E Colour Codes #4|The Colour Codes panel will be displayed

= 1. Click on the Close button to exit
Burial

Cremation

Disposal of remains from away
Disposal of remains from cre...
Exhumation

Memorial

Special

® UNAVAILABLE

Close

Single source CHM, PDF, DOC and HTML Help creation

Finance

m Finance Finance
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Charges

Charges

Search for an existing charge

Assign an Account Code to a Charge

Setup a Memorial Charge

Setup a Miscellaneous Charge

Set up a Service Charge for automatic fee generation
(Non-resident)

Setup a Service Charge for automatic fee generation
(Resident)

Link in @ new service type to an existing service charge
Set up a Medical Referee Payment Charge

Set up an Organist Pay Charge

Generate Fees

Generate Fees for a Period

Invoices

Make an Invoice Entry that is not related to a Booking,

Memorial or Grave

Search for an unprocessed invoice (Summary id 0)
Correct an Invoice Entry On An unprocessed Invoice
(Summary id 0) From a Booking

Correct An Invoice Entry on an unprocessed invoice
(Summary id 0) from the Finance Menu

Delete an unprocessed Invoice (Summary id 0)
Process (number) and Print All Invoices for a period
Process (number) and print a single Invoice

Search for an invoice that has been issued

Receipt an Invoice

Part receipt an invoice

Clear an Invoice

Reinstate an invoice

Search for Outstanding (Unpaid) Invoices

Search For cleared (Paid) Invoices

Reprint a single Invoice

Quick Update

Set up changes to charges

Receipts

Create a manual receipt
Search for a receipt
Update a receipt

Void a receipt
Reprint a receipt

Charges

Generate Kindle eBooks with ease
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_ Charges
i e Search for an existing charge

Charges

Assign an Account Code to a Charge

Setup a Memorial Charge

Setup a Miscellaneous Charge

Set up a Service Charge for automatic fee generation
(Non-resident)

Setup a Service Charge for automatic fee generation
(Resident)

Link in @ new service type to an existing service charge
Set up a Medical Referee Payment Charge

Set up an Organist Pay Charge

Easily create PDF Help documents

Assign an Account Code to a Charge

Clients 1. Select Finance from the
Cremation Outlook bar on the left hand
Diary side.
Finance 2. Select Charges from the
& e expanded selection.
Charges
= Filter = = 1. The Filter screen will be
displayed
[ By Charge |By Fadlity | By Resource 2. You will need to search
Charge Desrtion s = for the charge
I: i 3. If you know part or all of
tart bate the charge description
o — enter this in the charge
description field
All Active Charges E

4. And/or if you know the
amount of the charge
enter this in the Amount
field

[ Search ﬂ New Charge

5. Always tick the All Active
Charges box

Clear

[IrmFilterCharges

6. Click on the Search
button




et
Charge Start End Net Gross Resident 1 From the sea rCh reSU|tS
Canifer Single Plate 01/07/2011  31/12/9999 13167 158 False click on the charge you
Seat Double Plate 01/07/2011 31/12/0999  131.67 158 False .
Tree Single Plate 01/072011  31/12/9999 13167 wish to amend
2. Click on the Finger
Links
Facility {automatic) Resource (manual)
Tree (Single Bronze 6" x 4" Plate with spike)
EIEditCharge - = | E 1. C||Ck on the Edlt PenCiI
‘T B o = Retan T ation 2. Click on the Codes tab
[ Basic Details Optional Detaiis [
Description :  * [Tree Single Plate 1
Company : * £ N
Currency : * [Sterling B3|
StartDate:  * [ 01/07/2011 EndDate: *[ 31/12/9999
r I
i
Rates .
Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate ] 13167 | 2633 | 0
Renewal Rate 1 [ 0 [ 0 | 0 [
Renewal Rate 2 [ 0 [ [ 0 *
frmCharge
[E] Edit Charge = |0 1. Select the correct code
D" - - - - R Tforation from the selection list
‘ 2. Click on Save
Basic Details ] Optional Details| Codes 3 C||Ck on the Close button
Account Code : | [20831 8565 =
Report Code : ‘
Rates
Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate . 1B167 | 2633 | 0  CalcGross Tax
Renewal Rate 1 [ 0 ‘ 0 | 0 Calc Net Tax [
Renewal Rate 2 [ 0 [ 0 | 0 —
frmCharge




Produce electronic books easily

Link in a new service type to an existing service charge

Clients Select Finance from the Outlook
Crematian bar on the left hand side.
Diary Select Charges from the
Finance expanded selection.
Charges
] Filter = | B 1. The Filter screen will be
displayed.
| By Charge [By Fadlity | By Resource] 2. If you know part or all of the
charge description enter this
IS (CrEinaan in the charge description field
Start Date : 3. And/or if you know the amount
End Date : of the charge enter this in the
Sl . Amount field
All Adtive Charges F 4. Always tick the All Active
Charges box
5. Click on the Search button
Search New Charge Clear E
rmFilterCharges |
Charges A list of charges fulfilling the
Charge Start End Gross Resident SearCh Cr|ter|a W|” be

Cremation Fee

Links

Facility (automatie)

01/04/2012
01042012 31/12/9999

Resource (manual)

31/12/9999 555

Full Service
Committal Service
Full Service (No Music)

frmSeiectCharge

displayed.

1. Click on the required charge to
select it.

2. Look at the bottom part of the
screen you will see the
service types (Facilities
Automatic) already linked into
this charge

3. Click on the Link Charges
button to add the the new
service type




=] Link Charge

Fadlity

0
[l

Additional Chapel Time / Memorial Service
Burial

Burial in a Walled Grave or Vault

Burial of Cremated Remains

Burial Saturday

Burial Sunday

Commital Servic

e (No Music)
Committal Service
Cremator Servicing

Disposal Appointment for Cremated Remains
Full Service

Full Service (No Music)

No Service

Other Bookings

Saturday Committal Service

Saturday Full Service

Strew

Sunday / Holiday Committal Service
Sunday/Holiday Full Service

The Link Charge window will be
displayed
1. Use the top Scroll bar to
search for the new Service
type
2. Click on the Finger
3. Click on the Close button

Search for a Charge

Single source CHM, PDF, DOC and HTML Help creation

Cliants 1. Select Finance from the
Crerration Outlook bar on the left hand
Diary side.
Finance 2. Select Charges from the
Qﬁa (= expanded selection.
Charges
2 Filter = © 1. The Filter screen will be
displayed.
By Charge |By Faility | By Resource 2. If you know part or all of the
T IEI _charge description (_ent_er tI'_\is
in the charge description field
Start Date : 3. And/or if you know the
o = amount of the charge enter
B this in the Amount field
AllActive Charges Ld 4. Always tick the All Active
Charges box
5. Click on the Search button
l Search ﬂ New Charge n

[frmFilterCharges




[mmnd]
Charge

Start End

Gross Resident

Conifer Single Plate
Seat Double Plate

Tree Single Plate

Links

Facility (automatic)

01/07/2011
01/07/2011
01,07/2011

3112/9999
31/12/9999
3112/9999

Resource (manual)

13167
13167

158
158

False
False

Tree (Single Bronze 6" x 4* Plate with spike)

1. Click on the Finger

Set up a Medical Referee Payment Charge

Produce online help for Qt applications

NOTE: The Medical Referee
Payment charge will enable you to
produce a report that summarises
how much payment is due to each of
your medical referees over a given
period.

[frmFilterCharges

Clients 1. Select Finance from the Outlook
Cremation bar on the left hand side.
Diary 2. Select Charges from the
[ expanded selection.
Charges
S Fiter = Bl 1. The Filter screen will be
displayed.
By Charge ByFaciIity{ByReEnurce 2. CI|Ck on the New charge
button
Charge Description : ‘l
Start Date : [
End Date : T
Amount : 0
All Active Charges I
Search New Charge Clear E




= The Edit Charge window will be

E Edit Charge

[ Retain Information dISpIayed .
1. Enter Medical Referee
Basic Details | Optional Details | Codes| payment as the Charge
Description : ‘IIMedicaI Referee payment | DeSCfiption
Company :  * [Tahoe Bereavement Service E3| 2. Enter the Start Date (The
Currency:  * [Sterling 2 § date from when you will start
Start Date : ' EndDate: * [ 31/12/9999 ] using Medical Referee
| Resident : I=i Body Part : \E ] Summary Report_
o
l; 3. Enter how much you pay your
medical referee in Initial Rate
under net amount

Rates

4. Click on the Save button

Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate 3 1900 || [ BT B
Renewal Rate 1 [ [ [ Calc: Net Tax
Renewal Rate 2 [ [ [ 4’ E
‘ frmCharge
2] Edit Charge = | @ 1. Click on the Link Charges
‘ [~ Retain Information bUtton
Basic Details | Optienal Details I Codes |
Description : ~ * [Medical Referee payment 1
Company : - ]Tahoe Bereavement Service F 1
Currency : * [Sterling =]
Start Date:  * [ 01/04/2013 EndDate: *[ 31/12/9999
r r
I
Rates =
B Link Charge = B The Link Charge window will be
} displayed
Ry Fe=oire I: 1. Click on the Resource tab
EZSZEI Remembrance / Memorial B y 2 Use the top ScrO” bar to
| (i search for the Medical
| |Gt BockimFes " Referee Payment resource
‘ ;E‘r‘:ﬂ;, Tree and gumh-_; Plates g rou p
Sy, e dnd Confes - 3. Click on the Medical Referee
eldiialal Payment resource group to
select it

4. Click on the Medical Referee
Payment in the lower box to
select it.

[: 5. Click on the Finger

T Click on the Close button

. 7. The Medical Referee

Payment charge is now set

up. For guidance on how to

assign an account code to
this charge follow this link

Assign An Account Code To

A Charge

>

frmLinkCharge

Free Kindle producer



Set up a Memorial Charge

BACASNG

By Charge By Fadility | By Resource

Clients Select Finance from the
Cremation Outlook bar on the left hand
Diary side.
Finance Select Charges from the
E = expanded selection.
Charges
" 5 Filtr .= @Ml1. The Filter screen will be

displayed.
Click on the New Charge
button

| frmCharge

Charge Description : ||
| Start Date : —
l End Date : T
Amount : [
All Active Charges r
'l
1
Search New Charge Clear I
frmFilterCharges N
2] Edit Charge = = The Edit Charge window will
I~ Retain Information 5 be displayed.
| Basic Details |Optional Details | Codes
Desaription : *|[Single Tree Pate ] 1. Enter the Charge
Company:  * [Tahoe Funeral Services = Description (This
Currency :  * [Sterling E2) description will appear on
strtDote: | owfoara055_| EndDete:  *[ 3171209999 [ |7 the invoice or receipt)
Resident : =i Body Part : ] |:
2. Enter the Start Date (The
= date from when you will
Net Amount 1st Tax Rate 2nd Tax Rate Sta rt USIng thls type Of
Initial Rate ‘[ 13167 | 26.33 Calc Gross Tax R memorial on BACASNG
RenewalRote 1 | 4167 | 833 } e 3. Enter cost of the
Renewal Rate2 | G 0 0 i memorial on Initial Rate
row. If the memorial is

renewable then enter
renewal fee on Renewal
Rate 1. Use one of the
following methods:

a. If the memorial does
not carry a VAT charge
- enter full cost (and
full renewal amount if
applicable) under Net
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Amount.
or

b. For VAT split of total
cost — enter full cost
((and full renewal
amount if applicable)
under Net Amount and
click Calc Net Tax
Button.
or

c. Enter net cost (and net
renewal amount if
applicable) under Net
Amount and click on
Calc Gross Tax to
calculate VAT on this
amount.

4. Click on the Save button

=&] Edit Charge

=

=]

Basic Details | Optional Details ] Codes

[~ Retain Information

Click on the Link Charges

Description :  * [Single Tree Plate i
Company : * [Tahoe Funeral Services =] 1
Currency : * [Sterling =]
Start Date : “ [T 01/04/2013 End Date :  * (W
r r
I
Rates
Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate “ 13167 | 2633 | 0 L
Renewal Rate1 [ a167 | 833 | 0 (
Renewal Rate2 | 0o | 0| 0 =
frmCharge
5l Link Charge = Click on the Resource
} — tab
Facility| Resource
‘ L Use the top Scroll bar to
g’:ﬁ;fm ——— : search for the correct
erl

Medical Referee Payment
Miscellaneous Cremation Fees
Obsolete

Conifer (Double Bronze 6" x 5" Plate with spike)

Conifer (Single Bronze 6" x 4" Plate with spike)

Conifer Additional (Double Bronze 6" x 5" Plate with spike)
Conifer Additional (Single Bronze 6" x 4" Plate with spike)
Shrub (Double Aluminium 5" x 4" Plate with spike)

Shrub (Single Aliuminium 5 x 3" Plate with spike)

Shrub Additional (Double Aluminium 5" x 4" Plate with spike)
Shrub Additional (Single Aluminium 5" x 3" Plate with spike)
Temporary Marker

0
Tree Additional (Single Bronze 6" x 4" Plate with spike)

resource group
Click on the correct
resource group to select it
Use the bottom Scroll bar
to search for the correct
resource

Click on the correct
resource to select it

Click on the Finger

Click on the Close button
The memorial charge is
now set up. For guidance




on how to assign an
account code to this
charge follow this link
Assign An Account Code
To A Charge

Set up a Miscellaneous Charge

Produce electronic books easily

1-55’ Chang-LBx Facility | By Resource|

Clients Select Finance from the
Crematian Outlook bar on the left hand
Diary side.
Finance Select Charges from the
E - expanded selection.
Charges
= Filter = =2Wl1. The Filter screen will be

displayed.
Click on the New Charge
button

™ Retain Information

(o | | o

= =

Basic Details | Optional Details \ Codes|
Description : |Video Recording (DVD) I
Company : [Tahoe Bereavement Service 52
Currency : * |Sterling =]
StartDate:  *[ 01/04/2012 | EndDate: *| 31/12/9999
Resident : [ Body Part : r
4 Rates
Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate d 75 | 75 | 0 CalcGross Tax
Renewal Rate 1 | o | 0 2 Calc Net Tax
Renewal Rate 2 o | | 0
frmCharge

Charge Description : I\

Start Date :

End Date :

Amount : |

All Active Charges r
|
(
|

Search New Charge Clear

frmFilterCharges |
58] edit Charge =6 The Edit Charge window will

be displayed.

1. Enter the Charge
Description (This
description will appear on
the invoice or receipt)

2. Enter the Start Date (The
date from when you will
start using the
miscellaneous item on
BACASNG

3. Enter cost of the
miscellaneous item on
Initial Rate row using one
of the following methods:
a. If the miscellaneous

item does not carry a




VAT charge - enter full
cost under Net
Amount.

Or if the item does
carry VAT:

b. Enter full cost under
Net Amount and click
Calc Net Tax Button.
or

c. Enter net cost under
Net Amount and click
on Calc Gross Tax to
calculate VAT on this
amount.

4. Click on the Save button
&2l edit Charge =8 Click on the Link
[~ Retain Information Chal‘ges button
Basic Details | Optional Details[Codes g
Description :  * [Video Recording (DVD) m
I‘ Company : * [Tahoe Bereavement Service =] ]
| Currency : * [Sterling =]
Start Date : *[Totjo4/2012 EndDate: *[ 31/12/9999
I I
{ 4
|| Rates
L1
il Link Charge = “ |IThe Link Charge window will be
(e displayed
T 1. Click on the Resource tab
e Boong . 2. Use the top Scroll bar to
@ o search for the correct
| = resource group
Urms and Caskats - 3. Click on the correct
M [Additional Chapel Time resource group to select it
Audio Recording (Additional Copy)
Audo Recordng (CD) 4. Use the bottom Scroll bar
Hemorkl Senice to search for the correct
T — miscellaneous itern
Webcast 5. Click on the correct
E miscellaneous item to
E] select it
fmtinkcharge || 6. Click on the Finger
7. Click on the Close button
8. The miscellaneous item

charge is now set up. For
guidance on how to assign
an account code to this
charge follow this link
Assign An Account Code
To A Charge

Easily create Qt Help files




Set up an Organist Pay Charge

BACASNG

NOTE: The Organist Pay charge will
enable you to produce a report that
summarises how much payment is
due to each of your organists over a

[ Basic Details ‘Optjonai Details ] Codes

[ Retain Information

| Description : 'I [Organist Pay
Company : ' h‘ahoe Bereavement Services E
Currency : * [Sterling =]
Start Date : 11 o01/04/2013 EndDate: * | 31/12/9999
Resident : =i Body Part : =i
Rates
Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate ' 12766 | 234 | of| CRebins Tix
Renewal Rate 1 0 [ 0 | 0 Calc Net Tax
Renewal Rate 2 [ 0 [ 0 [ 0 | ———1
Renewal Rate 3 [ 0o | 0 | 0
frmCharge

given period.
Clignts 1. Select Finance from the Outlook
Cramation bar on the left hand side.
Diiary 2. Select Charges from the
e expanded selection.
Charges
" 5 Fitter ““ = E01. The Filter screen will be
displayed.
By Charge |By Facility | By Resource 2. Click on the New Charge button
Charge Description : I\
Start Date : ]
End Date :
Amount : [
All Active Charges I
i
Search New Charge Clear
ffrmFiiterCharges |
5] Edit Charge =

The Edit Charge window will be

dis
1.

2.

played.

Enter Organist Pay as the
Description

Enter the Start Date (The
date from when you will start
using Organist Summary
Report.

Enter the amount you pay the
organist in Initial Rate under
net amount

Click on the Calc Net Tax
button

Click on the Save button
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&l £dit Charge =& 1. Click on the Link Charges
‘ - - = button

I~ Retain Information

&

[ Basic Details | Optional Details [ codes| ]

Description :  * [Organist Pay L
Company : - [Tahoe Bereavement Services B |
Currency : * [Sterling . oA
Start Date : * [ 01/04/2013 EndDate: *| 31/12/9999
r =
d
2] Link Chitge 8[The Link Charge window will be
» displayed
ity Resoure | 4 1. Click on the Resource tab
o ek - o 2. Use the top Scroll bar to
e search for the Organist Pay
e e group

m

Miscellaneous Memorials

3. Click on the Organist Pay

group to select it

Click on Organist Pay in

lower box to select it

5. Click on the Finger

6. Click on the Close button

7. The Organist Pay charge is
now set up. For guidance on
how to assign an account

SfrmLinkCherge code to this charge follow this

link Assign An Account Code

To A Charge

Organist Pay 4

Easily create Qt Help files

Set up a Service Charge for automatic fee generation (Non-resident)

Clients 1. Select Finance from the
Cremation Outlook bar on the left hand
Diiary side.
Finance 2. Select Charges from the
= expanded selection.

3

Charges




BACASNG

e
=8 Filter = E The Filter screen will be
displayed.
By Charge |By Fality | By Resource Click on the New Charge
Charge Description : |\
Start Date :
End Date :
Amount :
All Active Charges I
[
|
I
Search New Charge Clear
[frmFilterCharges ]
2] Edit Charge = 0 The Edit Charge window
D I~ Retain Information W|” be displayed.
Basic Detalls | Optional Details | Codes Enter the Charge
Description :  * .[nterment Fee Sunday Descrlption (ThIS
Company : i [Tahoe Funeral Services [x] description W|“ appear
urrel 3 = rling ; | . .
e b L on the invoice or
Start Date : ' End Date : * 31/12/9999 . t
Resident : I BodyPart: [ [ receip )
i
] Enter the Start Date
(The date from when
Rates you will start using this
Net Amount 1st Tax Rate 2nd Tax Rate t e Of Service on
Initial Rate * 1500 [ [ Calc Gross Tax yp

Renewal Rate 1 0

RenewalRate2 [ 0

frmCharge

[

[

0
o Calc Net Tax
0

BACASNG

Enter cost of the
service for a non-
resident deceased in
Initial Rate row in the
net amount field.
Click on the Save
button
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(2] Edit Charge

Basic Details] Optional Details [Codes

[~ Retain Information

Start Age : |12 [vears

| »

EndAge: | 999 [Years =]

Start Time : 09:00

End Time : 16:00 |

|
Grave Type : [
[

il

Location :
Units :

7

2

Rates

Net Amount

Initial Rate $ 1500

1st Tax Rate

2nd Tax Rate

0

[ 0 Calc Gross Tax

Renewal Rate 1 0

0

0
‘ Calc Net Tax

i

l
Renewal Rate 2 | 0

frmCharge

0

[ 0

Click on the Edit Pencil

Click on the Optional
Details tab -

NOTE: Optional Details
enables the user to
define the
circumstances under
which the fee is auto
generated. If no
optional details are set
then the fee will always
be generated for the
service types linked
into this charge. The
fields can be put to use
in the following ways:

Enter Start Age and
End Age to define the
age range to which this
charge applies. In the
example below the fee
will only be generated if
the deceased age is 12
and over. (If the same
fee applies for all ages,
then Start Age years
must be set to
Stillborn)

Enter Start Time and
End Time to define the
range of Diary times to
which this fee applies.
If the same fee applies
to all time slots then
these 2 fields should be
left blank

Select a grave type if
this fee only applies to
burials for that type of
grave. This option is
rarely used as it is
complicated to
administer. Please
leave blank and ask the
Help Desk for Guidance

Select a Location if this
fee only applies to
burials for the location




selected. This option is
rarely used as it is
complicated to
administer. Please
leave blank and ask the
Help Desk for Guidance
if you want to make use
of this option

Set a unit if you wish to
apply this charge
according to the depth
of the burial. Please
leave as 0 and ask the
Help Desk for Guidance
if you want to make use
of this option

Click on Save

(2] £dit Charge =

[~ Retain Information

Basic Details| Optional Details | Codes

Start Age : [12 [eas  [v] EndAge: 999 [Years =]
Start Time : 09:00 End Time : 16:00
—
Grave Type : [ Izl
Location : [ =]
Units : 0
Rates
Net Amount 1st Tax Rate 2nd Tax Rate
Initial Rate [ 500 | o | 0
Renewal Rate 1 | 0o | 0 | 0
Renewal Rate 2 | | 0o | 0
frmCharge

Click on the Link
Charges button

=5 Link Charge
9

Fadlity }zesaurte

Additional Chapel Time / Memorial Service
Burial

Burial (FD to Dig)

Burial in a Walled Grave or Vault

Burial of Cremated Remains

Burial of Cremated Remains (FD to Dig)

urial r
ommital Service (No Music

Committal Service

Cremator Servicing

Disposal Appointment for Cremated Remains
Full Service

Full Service (No Music)

No Service

Other Bookings

Saturday Committal Service
Saturday Full Service

Strew

Sunday / Holiday Committal Service

ml »

| il

The Link Charge window will be

displayed
1.

2.
3
4,

5.

Click on the Facility
tab

Use the top Scroll bar
to search for the
correct Service type
Click on the Finger
Click on the Close
button

The service charge is
now set up. For
guidance on how to
assign an account code
to this charge follow
this link Assign An
Account Code To A




BACASNG

Charge

Set up a Service Charge for automatic fee generation (Resident)

Free PDF documentation generator

Clients 1. Select Finance from the
Cremation Outlook bar on the left hand
Cliary
Finance 2. Select Charges from the
/_E * expanded selection.
Charges
5 Fiteer = @1, The Filter screen will be
displayed.
By Charge |By Fadility | By Resource 2. Click on the New Charge
- button
‘ Charge Description : E
Start Date : —
End Date :
Amount :
All Active Charges I5
‘l
H‘X
i
Search New Charge Clear n
rmFilterCharges o
=5] Edit Charge = & Enter the Charge
a [™ Retain Information DeSCription (Thls
description will appear
Basic Details | Optional DetailsICudesr on the invoice or
Description : ‘|1lnte(ment Fee Sunday | receipt)
Company : * [Tahoe Funeral Services =]
Currency : * [Sterling i f Enter the Start Date
o :;D::; 'r_h“w'm _ (The date from when
esident : v 2 o . .
Ll E you will start using
this type of service on
BACASNG
Rates
Net Amount 1st Tax Rate 2nd Tax Rate Ensure that the
nitial ot * [ 1500] | o | 0 M A Resident box is ticked
Renewal Rate 1 ] 0 ‘ 0 ] 0 Calc Net Tax |
Renewal Rate2 | o | o | i ke | L Enter cost of the
frmCharge service for a resident

deceased in Initial
Rate row in the net
amount field.

Click on the Save
button
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E' Edit Charge

Basic Detail Optional Details fcodes

= -3

[T Retain Information

Start Age : I 12 [vears [v] EndAge: | 999 [Years =]

Start Time | 09:00 End Time : 16:00 |

Grave Type : [ =]

Location : [ [~]

Units : N
Rates

Net Amount 1st Tax Rate 2nd Tax Rate

Initial Rate “ | 1500 0 ‘ o Calc Gross Tax
Renewal Rate 1 | 0 0 O caloNe Tk
Renewal Rate 2 [ 0 0 [ 0

frmCharge

— |

Click on the Edit
Pencil

Click on the Optional
Details tab -

NOTE: Optional
Details enables the
user to define the
circumstances under
which the fee is auto
generated. If no
optional details are set
then the fee will
always be generated
for the service types
linked into this charge.
The fields can be put
to use in the following
ways:

Enter Start Age and
End Age to define the
age range to which
this charge applies. In
the example below the
fee will only be
generated if the
deceased age is 12
and over. (If the same
fee applies for all
ages, then Start Age
years must be set to
Stillborn)

Enter Start Time and
End Time to define the
range of Diary times
to which this fee
applies. If the same
fee applies to all time
slots then these 2
fields should be left
blank

Select a grave type if
this fee only applies to
burials for that type of
grave. This option is
rarely used as it is
complicated to
administer. Please
leave blank and ask
the Help Desk for




Guidance

Select a Location if
this fee only applies to
burials at the location
selected. This option
is rarely used as it is
complicated to
administer. Please
leave blank and ask
the Help Desk for
Guidance if you want
to make use of this
option

Set a unit if you wish
to apply this charge
according to the depth
of the burial. Please
leave as 0 and ask the
Help Desk for
Guidance if you want
to make use of this
option

Click on Save

LJEI Edit Charge

| | Basic Details| Optional Details | Codes

=

[T Retain Information

=

frmCharge

Start Age : [12 frears v] EndAge: [999 [Yeas  [x]

Start Time : [T00:00 EndTime: [ 16:00

Grave Type : [ [~]

Location : [ =]

Units : P
Rates

Net Amount 1st Tax Rate 2nd Tax Rate

Initial Rate A 1500 0 | 0

Renewal Rate 1 [ 0 o | 0

Renewal Rate 2 ‘ 0 0 | 0

Click on the Link
Charges button




[
=2 Link Charge

Fadllity |Resource

]

0|

The Link Charge window will be
displayed
[ 1. Click on the Facility

Additional Chapel Time / Memorial Service

Burial

Burial (FD to Dig)

Burial in a Walled Grave or Vault

Burial of Cremated Remains

Burial of Cremated Remains (FD to Dig)
al

L
I ommital Service (No Music,

Committal Service

Lt Cremator Servicing

Disposal Appointment for Cremated Remains
Full Service

Full Service (No Music)

No Service

Other Bookings

Saturday Committal Service
Saturday Full Service

Strew

Sunday / Holiday Committal Service

tab

2. Use the top Scroll bar
to search for the
correct Service type

3. Click on the Finger

4. Click on the Close
button

5. The service charge is
now set up. For
guidance on how to
assign an account
code to this charge
follow this link Assign
An Account Code To A
Charge

Generate Fees

Single source CHM, PDF, DOC and HTML Help creation

Generate Fees
g e Generate all fees for a given period

SGenerate Fees

Generate fees for a period

Easy EBook and documentation generator

Clignts
Cremation
Diiany
Finance

Accounting
Charges
i
<

Generate Feeas

Follow these notes to generate the
fees for all bookings within a given
financial period. If you follow the
steps below, service fees may be
generated depending on details
such as the type of service
selected for the booking, the age
of the deceased and whether the
deceased is resident or non-
resident. Additionally fees may be
generated from items that have

been added under the
miscellaneous item tab. It is
recommended that the fees

generated during this process are
checked carefully before going on
to issue the invoices either by




printing an Invoice Checklist or
Checking the fees Generated
under the Finance Tab for each
booking in the period

Select Finance from the
Outlook bar on the left hand
side.

Select Generate Fees from
the expanded selection.

™ Generate for all Locatior

Start Date: | Tuesday 01/04/14

End Date: | Wednesday 30/04/14

[Rubican Cemetery
H d Cemstery

Generate Fees

Mount Tallac Crematorium

The Finance — Generate Fees
Screen will be displayed.
Tick Generate for all Locations
if you wish to generate fees
for each diary. Otherwise
select the location for which
you wish to generate fees.
Enter the Start Date in the
Start Date field
Enter the End Date in the End
Date field
Click on the Generate Fees
button

™ Generate for all Locatior

StartDate: | Tuesday 01/04/14

End Date: Wednesday 30/04/14

| Rubican Cemetery
| Homewood Cemetery
| Mount Tallac Crematorium

Generate Fees

BACASNG will display the word
Processing at the top of the
screen followed by the word
Completed.

It is recommended that the fees
generated during this process are
checked carefully before going on
to generate invoices either by
printing an Invoice Checklist or
Checking the fees Generated
under the Finance Tab for each
booking in the period.

Invoices

Full-featured EPub generator

[rvoices

Invoices

e Make an Invoice Entry that is not related to a Booking,

Memorial or Grave

Search for an unprocessed invoice (Summary id 0)

Correct an Invoice Entry On An unprocessed Invoice

(Summary id 0) From a Booking




BACASNG

e Correct An Invoice Entry on an unprocessed invoice

(Summary id 0) from the Finance Menu

Delete an unprocessed Invoice (Summary id 0)

Process (number) and Print All Invoices for a period

Process (number) and print a single Invoice

Search for an invoice that has been issued

Receipt an Invoice

Part receipt an invoice

Clear an Invoice

Reinstate an invoice

Search for Outstanding (Unpaid) Invoices

Search For cleared (Paid) Invoices

Reprint a single Invoice

Free EPub and documentation generator

Correct an Invoice Entry On An unprocessed Invoice (Summary id 0) From a Booking

i%] Burials

|
‘ Deckased : Derek Hooper

-~ Funeral Director : Tavi And Williams Funeral

Location :

Date :  Tue, 30/04/2013 Time : 10:00
Service :  Burial of Cremated Remains

1171

Initial Info | Deceased Details | Burial Details | Service Details | Music | Applicant | Memarials | Misc. vo

Appointment

* Date: [ somap01z

* Time : [ w00 I
Privacy T_Em
Status =

* Diary :
‘F\uhican Cemetery |=

* Logation :

[Rubican Cemetery [~

Type of Service :

QButiaI of Cremated Remains I~

veu | | | |

Funeral Director :
{Taviswc:k And Williams Funeral Services E'

Karer - 24/04/2013

{frmBurials

Deceased

Title:
Forenames:
Surname:
Maidenname:
Other name:

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:
Address Line 5:
Address Line 6:

Post Code:

Comments :

[=]
Derek
* |Hooper

[

IMPORTANT: Only an
Unnumbered (0) Invoice
can be amended. (Once
the invoice has been
processed and has a
number then it cannot be
modified in any way. A
second invoice must be
raised to cancel out the
error in the original
invoice) see: Correct An
Error On A Numbered
Invoice From A Booking.

Find the relevant Booking
record (Use Search to
find the booking record
SearchForBurialCrematio
nScatteringExhumationRe
cord_or go to the relevant
diary page to find the
booking Find a Booking
from the Diary.

Open the Booking record
Select the Finance Tab

Click on the pencil
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BACASNG

E Burials

Deceased : Derek Hooper Date :  Tue, 30/04/2013 Time : 10:00
| Funeral Director : Tavistock And Williams Funeral Services @ Service : Burial of Cremated Remains

Location : 2 1un
Initial Info | Deceased Details | Burial Details | Service Details | Music | Applicant | Memorials [ Misc. | Finance [vo

Account To

Total Invoice: £275.00 Total Receipt: B

¥ Funeral Director

Invoice 0 Burial of Cremated Remains - 30/04/ 260

B invoice 0 Wooden Cross - 30/04/2013 (1171) 15 ™ Applicant
Receipt: [~
Invoice
Add Item

Auto Generate Items

Delete Invoice

Delete_Item L]

Auto Generated Ttems

Receipt

<« [m » Add Ttems

frmBurials

Add Manual Ttem -

The invoice details for the 0
invoice will be displayed
1. Select the item you wish
to amend
2. Click on Delete Item

=

BACAS 2

‘9/‘ Do you really want to delete the current record?

‘ Yes | ’ No ‘ ‘ Cancel

You will be asked if you really
want to delete the current
record.

1. Click on Yes

E Burials
Deceased : Derek Hooper Date :  Tue, 30/04/2013 Time: 10:00
| Funeral Director : Tavistock And Williams Funeral Services @I Service | Burial of Cremated Remains
Location : 1171
;]nihal Iniuj Deceased [Mailsj Burial DeﬁalisJ Service Details LMusic [ ApphmntLMemnrlalsiMlsc. Finance | VO
Account To
Total Invoice: £275.00 Total Receipt:
¥ Funeral Director
™ Applicant

Receipt :

Invoice

Invoice 0 Burial of Cremated Remains - 30/04/ 260

Add Ttem

Add Manual Item

Auto Generate Items

Delete Invoice

Delete Item
Auto Generated Items

Receipt

« [m » Add Items [

ffrmBuriais

=

The invoice item will be
removed from the screen and
the 0 invoice for the Funeral
Director

1. Click on Save

Free help authoring environment

Correct An Invoice Entry on an unprocesse invoice (Summary id 0) from the Finance Menu
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Clients
Cremation
Cligry
Finance

5

Accounting

Charges

&

Generste Feas

Irvgices:

IMPORTANT: Only an
Unnumbered (0) Invoice can be
amended. (Once the invoice has
been processed and has a
number then it cannot be
modified in any way. A second
invoice must be raised to cancel
out the error in the original
invoice. See: Correct an Error On
A Numbered Invoice From
Finance)

Select Finance from the Outlook
bar on the left hand side.

1. Select Invoices from the
expanded selection.

The invoice screen will be
displayed.

[T Account Customers Only

[ Al Accountitems

Search

1. To search for the invoice you
wish to receipt, tick A/l
Account Items and then click
on the Search button in the
top right hand corner of the
screen.

By Receipt |

frmFilterAccounts

Start I : | fIF_ndlD: ,7
Start Date :
End Date :
Amount :
Name : I [Tavistock [ Bact Match l
Invoice Type : Jall =l
Billing Only : | |
Search | Clear %

The search filter screen will
open.

1. Enter 0 the summary number
in Start ID box and click on
Search

Enter the name of the Funeral
Director or Mason in the
Name box and click on
Search




Listgflnvaices

[~ Account Customers Only

“[Summar Total _ First

Sumame

A

.

¥ Al Accountitems

Search

Please Select Process Date

‘25/u4/zu13

)

E
This date will print all ofthe iterns on the
imvoice that are dated befors it

Please Select Invaice Date

[4r0472013

]
This is the dete that is printed on the invaoice
Print Qutstanding Invoices
Print Selected Invoice

Print Custom Invoice

BeceiptInvoice

frmViewlnvoices

The invoice will be displayed in

“4|lthe Search Results:

1. Click on the Invoice to
select it

2. Click on the Pencil

E Update Invoice

The Update Invoice screen will

Payee : Tavistock And Williams Funeral Services

21 Town Square,

Date : * [wednesday 24/04/13

Organization : = [Tahoe Company Ltd =]
Currency : = [sterling =]
Account Code : ‘ =] Add Tem
Description |

Calc Gross VAT
Amount : = ] VAT : |

Calc Met VAT

Location : ] =]
Reference : 0
Ttems

Alter Location

Burial of Cremated Remains -

7 (1151 ) Christine Moffat - Rubi( 250
Cremation - 29/04/2013 (1108) Mr Justice ~ Mount Tallac Crematorium | 350
Cremation - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac Cremat 400

Burial of Cremated Remains - 30/04/2013 (1171) Derek Hooper ~ -
Burial of Cremated Remains - 30/04/2013 (1172) Mr Ian Donaldson ~ -

260
260

o oo o

Delete Trem

frmUpdateInvoice

be displayed.
1. Click on the Item to be
deleted
2. Click on the Delete Item
button

BACAS

"e:' Do you really want to delete the current record?
———

Yes No Cancel

You will be asked if you really
want to delete the item
1. Click on the Yes button




| Update Invoice

Payee : Tavistock And Williams Funeral Services

21 Town Square,

Cl

Reference :

- |

Date : ! ‘Wednesdaymm/w ﬂ
Organization : g |Tanoe Company Ltd x|
Currency : * [Sterling L=
Account Code : [ B3| Add Item
Description : [
Calc Gross VAT |
Amount : [ VAT: | 1
Calc Net VAT
Location : [

Items

Cremation -
Burial of Cremated Remains - 30/04/2013 (1171) Derek Hooper ~ -
Burial of Cremated Remains - 30/04/2013 (1172) Mr Ian Donaldson ~ 260 0

frmUpdatelnvoice

Alter Location ‘

30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac Cren 400

260

Delete Ttem I

Z\[The Invoice line will be removed
from the display (The entry on
the Finance tab for the
Booking/Memorial/Grave tab will
also be updated.)

1. Click on the EXIT button

Clear an Invoice

Easy EPub and documentation editor

Clients

Cremation

Cliany

Finance

Accounting
Chatges

o

Generste Fees

2

Invrices

NOTE: An Invoice is cleared
(marked as paid) when it has been
fully receipted. However BACAS
will allow you to clear (mark as
paid) an invoice without going
through the process of creating a
receipt, following these
instructions:

Select Finance from the Outlook
bar on the left hand side.

Select Invoices from the
expanded selection.

The Invoice screen will be
displayed.

[T Account Customers Onh

¥ All Account items

Search

To search for the invoice you wish
to clear, tick All Account items
in the top right hand corner of
the screen

Click on the Search button in the
top right hand corner of the
screen.




BACASNG

=] Filter
——

The search Filter screen will open.
1. If known, enter the Invoice

= (Summary) number in Start ID
Start Date : 2. Click on Search
End Date :
Amount :
Name : [ ¥ Exact Match
Invoice Type : [An =]
Billing Only : r
:
ffrmFiterAccounts
2] Filter = O

Alternatively, enter the name of

[ By Receipt
Start ID : ,7 EndID:
Start Date : [
End Date :
Amount :
Name : | |Tavistock
Invoice Type : [an [=]
Billing Only : o

the Funeral Director or Mason
in the Name box
Click on Search

frmFilterAccounts

List of Invoices

Summar Total First Surname

0 11995 Tavistock And Williams Funeral Services

il 366.5 Tavistock And Williams Funeral Services
491.75 Tavistock And Williams Funeral Services

Tavistock And Williams Funeral Services

frmViewinvoices

I Account Customers Only
¥ All Account items

Search ‘

Please Select Process Date

21/05/2013

=
This date will print all of the items on the
invoice that are dated before it.

Please Select Inveice Date

20/05/2013

=

This is the date that is printed on the invoice

Print Quistanding lnvoices J

Print Selected Invoice
Beceipt Invoice

The invoice will be displayed in the
search results List of invoices.

~ |[1. Ensure the Invoice is
highlighted (Use Summary ID
or amount for guidance)
2. Click on the Edit pencil

@ | =
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| =2 Update Invoice = The Update InVOICG screen Wl”
N

Payee : Tavistock And Williams Funeral Services Y pe n

21 Town Square,

1. Click on the Clear Invoice

Date : | Monday 2010513 |
n

Organization : ‘ ITahoe Company Ltd E bUttO .
i i Sk ~ 2. Click on the Exit button
Account Code : [
Description : |

Calc Gross VAT
Amount : | VAT: | Calc Net VAT |
Location : [ i
Reference : ’%O

Burial of Cremated Remains - 30/04/2013 (1171) Derek Hooper ~ - 260
Wooden Cross - 30/04/2012 (1171) Derek Hooper ~ - 15
Burial of Cremated Remains - 30/04/2013 (1172) Mr Ian Donaldson ~ 260
Cremation - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac Cren 400
Orgainst Pay - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac Cr 85.11

o000

4.89

frmUpdatelnvoice

Qt Help documentation made easy

Delete an unprocessed Invoice (Summary id 0)

Clients
Cremation
Cligky
Finance

Accaounting
Chatges

o

Generste Fees

Irvgices:

IMPORTANT: Only an
Unnumbered (0) Invoice can be
deleted. (Once the invoice has a
number then it cannot be
modified in any way. A second
invoice must be raised to cancel
any error in the original invoice)
see: Correct an Error On A
Numbered Invoice From Finance
A 0 Invoice can only be deleted
by removing each invoice item
that makes up the total amount
of the invoice.

Select Finance from the Outlook
bar on the left hand side.

1. Select Invoices from the
expanded selection.

The invoice screen will be
displayed.

[T Account Customers Only

[v Al Accountitems

=earch

1. To search for the invoice you
wish to receipt, tick A/l
Account Items and then click
on the Search button in the
top right hand corner of the
screen.




BACASNG

By Receipt |
StartID | flEndlD: |—
Start Date :
End Date : |
Amount : I
Name : I [Tavistock [ IExaEMatch ‘ I
Invoice Type : Jall J= |
Billing Only : u

Search | Clear |

frmFilterAccounts

The search filter screen will open.
1. Enter 0 the summary number
in Start ID box and click on
Search

Enter the name of the Funeral
Director or Mason in the Name
box and click on Search

List of Invoices
[~ Account Customers Only

ervices || = AlAccountitems

Search

Please Select Process Dete
[esrazem3

=
This date will print all of the items on the
invaice that are dated before it

Please Select Invoice Date

[ar0aj2013

=l
This is the date that is printed on the invoice
Print Quistanding Invoices
Print Selected Invoice

Print Custom Invoice
Receipt Invoice

&=

frmViewinvoices

The invoice will be displayed in

the Search Results:

1. Click on the Invoice to
select it

2. Click on the Pencil

_'_§| Update Invoice

Payee : Tavistock And Williams Funeral Services
21 Town Square,
Date : * [Wednesday 24704713 =]
Organization : = [Tahne Company Ltd E
Currency : * |steriing =
Account Code : ‘ =] ﬂl
Description : =
Calc Gross VAT
Amount : o | VAT |
Calc Net VAT
Location : ‘ =]
Reference : 0

Alter Location

remanon - 29 U 1L R I o
Cremation - 30/04/2013 (1109) Mr Ron Pickering
Burial of Cremated Remains - 30/04/2013 (1171) Derek Hooper ~ -
Burial of Cremated Remains - 30/04/2013 (1172) Mr Ian Donaldson ~ -

unt 1l
~ Mount Tallac Cremat 400
260

Delete Ttem

frmUpdateInvoice

The Update Invoice screen will be
displayed.
1. Click on the Item to be
deleted
2. Click on the Delete Item
button
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BACASNG

BACAS

A

You will be asked if you really
want to delete the item

"@ Do you really want to delete the current record?

1. Click on the Yes button

Yes No \ ‘ Cancel
58] Update Invoice =|a The Invoice line will be
L B
Payee : Tavistock And Williams Funeral Services rem Oved fro m th e d |Sp | ay
21 Town Square, (The entry on the Finance tab
, for the
Date : * [Wednesday 08/05/13 > i i
L = = Booking/Memorial/Grave tab
Organization : * [Tahoe Company Ltd .
Qe + g = will also be updated.)
Account Code : [ =] Add Ttem
Description : 1
Aot o WAT: Calc Gross VAT ‘
' : I
Location : | =] M
Reference : 0
Ttems
Alter Location
Cremation - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tellac Cren 400 0 4
Burial of Cremated Remains - 30/04/2013 (1171) Derek Hooper ~ - 260 1]
Burial of Cremated Remains - 30/04/2013 (1172) Mr Ian Donaldson ~ 260 1]

L

Delete Ttem

frmUpdatelnvoice

&2 Update Invoice S L Repeat the previous 3 steps
Payee : Tavistock And Williams Funeral Services u ntll a ” Invoice II nes have
21 Town Square, been deleted .
i ‘{;N:d"e:ﬂavﬂﬂﬂz's = The 0 invoice for the Funeral
rganization : * [Tahoe Company L [5.4] - - -
sl o < Director will be deleted at this
Account Code : [ [=d Add Item Sta ge .
Description : &
Calc Gross VAT .
Koot : ; VAT: | T Click on the EXIT button
Location : - ;
Reference : 0
s Alter Location
Delete Item
frmUpdatelnvoice

News and information about help authoring tools and

software

Make an Invoice Entry that is not related to a Booking, Memorial or Grave
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How to Create a manual Invoice

Clients
Cremation
Climry
Finance

Accounting

Chatges

o

Generste Fees

Select Finance from the
Outlook bar on the left hand
side.

Select Invoices from the
expanded selection.

ad
Rib e
e
Invnines
[
e Lot ity
Be=|TEs mar Tl [Fom [Gomaras — j A . o
Fimamiy I PRy ewm— - -
- 1 Acpsund s
. 1 o
<]
Aerousten W e I
Chans 4 I _FMH Galari Frocasi (ins
al n freaieen j
Taraeemy ‘:" Thun chates et e ko A s
b e . m-rnlu::ﬂuu
-':';‘ 1 iz Pl S imcacs (et
b g e o :'|
A 2 ,. Ve 11 . e B . et o ol e rcy
I‘ i o Qutut sty i
e I
oy Errl Sarmiad trvmas
! = e =} Hurmgtmeccs

The Invoices screen will be
displayed
Click on the New button

=

EE Select Miscellaneous ltem
Funeral Director ; |Tavisluck And Williams Funeral Services _-[
Fayee : Tavistock And Wiliams Funeral Services
Organization : "lTahue Bereavement Services -]
Currency : b |Ster|mg =1
Account Code :  [CO01 =
Description : = |Urgan Rental
Process Date : 06/01/2011
Amount © & 85.11 Calc Gross Tax |
VAT E‘LBB

Calc Net Tax

Reference : 0

1. Select a Funeral Director
from the drop down
selection on the Funeral
Director box (If the
Funeral Director does not
appear on the drop down
list or you wish to select a
mason then click on the
Select Payee button)
Select an account code
for the fee that you are
adding using the selection
arrow in the Account
Code field

Type in a description of
the fee you are adding in
the Description field

Enter the amount of the

3.

fee with VAT in the




Amount and VAT fields
5. Click on Save

Either An unnumbered
invoice (Summary id 0) will
be created for the Funeral
Director

Or If an unnumbered invoice
for this FD already exists,
this fee will be added to the
unnumbered invoice.

Process (number) and Print All Invoices for a period

Free Kindle producer

Clients
Cremation
Cligky
Finance

Accaounting
Chatges

Generste Fees

’fa ;

Invaices

BACASNG can automatically
process (number) and issue
(print) invoices for Funeral
Directors and Stone Masons that
are set up for billing (Follow this
link for guidance on setting up A
Funeral Director for Billing)

Select Finance from the Outlook
bar on the left hand side.

1. Select Invoices from the
expanded selection.

The invoice screen will be
displayed.

[ Account Customers Only

[ All Account iterms

Search

1. To search for the invoice you
wish to receipt, tick
All Account Items and then
click on the Search button
in the top right hand corner
of the screen.




ErE —— — == 8lThe search filter screen will
[ open.
[ By Recelit 1. Enter 0 the summary number

in Start ID box.
Start 1D [ 9 pdn: 2. Click on Search

Start Date : |

End Date :
Amount :

Name : | W Exact Match
Invoice Type : [all =]
Billing Only : 15

Search Clear

rACCOUNTS

| o

List rzl Invoices

A list of 0 (unissued) invoices for

™ Account Customers Onh

%m " Taormesanions 7 Al Accaun tems “4llall Funeral Directors will be
0 _ T L T e c’|displayed in the List of Invoices
3 Iggg ;‘;’:;B‘"::\; Please Select Process Date SIDE NOTE: You may view the
A il e s =l |lcontent of any one of the 0
0 380 Tom Brand Tlli§ date will print all of the ikas onthe .
i 15275 John  Reive invoice that are dated before it. I nvoices:
g e e Please Seleot Invoice Date a) Click on the Invoice you
0 53565 Duncan Wilson 22/05/2013 j . . . .
& 1200 LR R This is the date that is printed on the invoice WISh to VIeW (It WI”
Print Qutstanding Invoices be.come hlg h Ilg ht.ed)
e b) Click on the Pencil
Print Selected Invoice
Print Custom Invoice E
Beceipt Invoice 3
3] Update Invoice =iz The Update invoice screen
‘ Payee : Tavistock And Williams Funeral Services Wi ” open " ) .
‘ 21 Town Square, An unnumbered invoice
\ will possibly contain items
| e e o = that fall into more than
Organization : * [Tahoe Company Ltd =l one aCCOUntIng perlod In
Currency : * [Sterling [=] .
Account Code: | | AT the example below for the
st ! s Funeral Director Tavistock
::a‘.o: : . = M and Williams, there are
Reterente: — two entries for the month
_ of April (Hooper and
ems - - -
Bur?al of Cremated Remains - 05/05/2'013 (1173) Mrs Rose Dowling ~ 260 0 M PICkerI ng) a nd 3 entrles
S eie i el for the month of May
Crer 0 )13 (1112) Mrs Sexton ~ Mount Tallac Crematori 400 0 H -
Velkum lague - 30/04/2013 1109) Mr Ron Pi:kring P Hount Tatae € 140 245 T (Dowling, Harrington and
\
| Sexton).

[ a) Click on the exit button to
. return to the List of
Invoices

frmUpdatelnvoice




‘ List pf Invoices

| Summar Total

First
20
910

0
0
0

Sarah
John
Tom
John
500 Tina
Anne

cococococooo0o0 o

frmViewinvoices

Surname

Tahoe Funeral Services

Cookson and Smythe Funeral Director
Tavistock And Williams Funeral Services
Thomas Brigs Funeral Directors

John Turner

Kerry Brand

Leppard

Balsom

Brand

Reive

Logan

Parsons

Duncan Wilson

Tahoe Funeral Services

™ Account Customers Onky

7 All Account items

Search

Please Select Process Date

017052013 -/

This date will print all of the items on the
invoice that are dated before it.

Please Select Invaice Date
|03/05/2013 -J

This is the date that is printed on the invoice

l Print Quistanding Invoices

Print Selected Invoice I

Print Custom Invoice I

Receipt Invoice

Important: Once an invoice has
been processed and allocated a
number it must be issued and so
it is important to check the
content of each of the 0 invoices.
It is advisable to print an invoice
checklist before you proceed to
step 6. The Invoice Checklist
shows what will appear on the
invoice for each Funeral Director.
Amendments can easily be made
to the 0 invoice up until Step 6
below. (Amend an Invoice from a

booking/Amend and Invoice from

Finance)

Enter the Process Date: 1In this
example we are processing
April’s Invoices and a date of
01/05/2013 is entered so that
BACAS will process (number) all
items up until and including
30/04/2013. For the example of
Tavistock and Williams fees
Hooper and Pickering will be
processed. The items for May
(Dowling, Harrington and
Sexton) will be left in the O
invoice.

Enter the Invoice Date. This is
the date that you would like to
appear at the top of the invoice.
Click on Print Outstanding
Invoices

BACAS

24

'0/: Do you want to print all outstanding invoices?

Yes ‘ ‘

No ‘ ’ Cancel

A screen will appear asking for
confirmation that you want to
process and print all outstanding
invoices

Click on Yes




BACASNG

Report List

Reports

Report Category |Invoice - Billing

[ &

Batch Category I

Reports

Invoices - Auto Produced

Select all Clear all

Cancel | Next

frmReportList

The Report List will appear
Select the Invoices Auto
Produced from the list
(*wording may vary slightly)
Click on Next
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On the next Screen click on

Print

Report List
Parameters
Start End
5 116
Email : [
Cancel Preview [~ Print Email
frmReportList

Process (number) and print a single Invoice

Free PDF documentation generator

Clients
Cremation
Cligry
Finance

Accounting
Charges

Generate Feas

Select Finance from the
Outlook bar on the left hand
side.

1. Select Invoices from the
expanded selection.

The invoice screen will be
displayed.




[T Account Customers Only

[ &l Account items

1. To search for the invoice you
wish to receipt, tick A/l
Account Items and then click
on the Search button in the
top right hand corner of the
screen.

=earch |
E Filter -
By Receipt |
Start ID : EndID :
Start Date :
End Date :
Amount :
Name : I [Tavistock [” |Exact Match | I
Invoice Type : [l |
Billing Only : u
’ Search Clear | E

The search filter screen will
open.

1. Enter O the summary number
in Start ID box and click on
Search

2. Enter the name of the
Funeral Director or Mason in
the Name box and click on
Search

E%f Invoicss

Surname
Tavistock And Williams Funeral Services

Summar Total First
0 11995

mviewinvoices

™ Account Customers Only

¥ All Account items

Search

Please Select Process Date
‘08/05/2013 j

This date will print all of the items on the
invoice that are dated before it.

2

Please Select Invoice Date
‘08/05/2013 j

This is the date that is printed on the invoice

Print Qutstanding Invoices
Print Selected Invoice

Print Custom Invoice

Receipt Invoice

sl=

The 0 invoice for the Funeral
Director will be displayed in the
Search Results:
1. Click on the Invoice to
select it
2. Click on the Pencil




frmUpdatelnvoice

E Update Invoice =
Payee : Tavistock And Williams Funeral Services
21 Town Square,

Date : " [Wednesday 08/05/13 -
Organization : * \Tahae Company Ltd El
Currency : * [Sterling E3|
Account Code : [=] Add Ttem
Description : A

Calc Gross VAT ‘
Amount : 4| VAT: |

Calc Net VAT
Location : [ =]
Reference : 0
Items

Alter Location
Burial of Cremated Remains - 06/05/2013 (1173) Mrs Rose Dowling ~ 260 0
Burial Fee - 07/05/2013 (1174) Harrington ~ - Rubican Cemetery | ¢ 390 0
Refund Wooden cross (Inv110) 30/04/2013 (1171) Derek Hooper ~ -15 0
Cremation - 06/05/2013 (1112) Mrs Sexton ~ Mount Tallac Crematori 400 0
Vellum Plaque - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac ( 140 245 Delets tom

The Update Invoice screen will
be displayed.

List of Invoices

|Summar Total  First Surname

1199.5

Tavistock And Williams Funeral Services

I™ Account Customers Only

¥ All Account items

Search

Please Select Process Date

0170572013

|

This date will print all of the items on the
invoice that are dated before it.

Please Select Invoice Date

08572013

|

mViewinvoices

The Tt s i trniee

Print Qutstanding Invoices

Print Selected Invoice

Print Custom Invoice
Receipt Invoice

This will show a list of all invoice
items for this Funeral Director
that have not yet been

|lprocessed and will possibly

contain items that fall into more
than one accounting period.

In the example above there are
two entries for the month of
April (Hooper and Pickering) and
3 entries for the month of May
(Dowling, Harrington and
Sexton). Important: Once an
invoice has been processed and
allocated a number it cannot be
amended and must be issued so
at this stage it is important to
check that the detail showing on
the screen above is correct. For
invoices that contain a lot of
items it would be advisable to
print an invoice checklist at this

stage and check this carefully).
Amendments can easily be made
to the 0 invoice up until the next

stage. (Amend an Invoice from a
booking/Amend and Invoice

from Finance)

1. Click on the Exit button to
return to the List of Invoices
screen

Enter the Process Date: In
this example we are
processing April’s Invoices
and a date of 01/05/2013 is

entered so that BACAS will




process (number) all items
up until and including
30/04/2013(Hooper and
Pickering). The items for May
(Dowling, Harrington and
Sexton) will be left in the 0
invoice.

3. Enter the Invoice Date. This
is the date that you would
like to appear at the top of
the invoice.

4. Click on Print Selected
Invoice

Microsoft Access A screen will appear asking for
S = - confirmation that you intend to
process and print the selected
= invoice.
'9/‘ Do you really want to print the selected invoice? Click on Yes

Yes No




BACASNG

Report List

Reports

Report Category ’Invoice

Batch Category [

Reports

[« [

Single invoice

Select all

Clear all

Cancel

Next

frmReporiList

The Report List will appear
Select the Single Invoice
from the list
Click on Next
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On the next Screen click on
Print

Report List

Parameters
Start End
| 09/05/2013
[113

Email :
Cancel Preview [~ Print Email
frmReportList

Receipt an Invoice

Full-featured multi-format Help generator

Clients

Cremation

Cliary

Finance

Accounting
Chatges

Generste Fees

Select Finance from the Outlook
bar on the left hand side.

Select Invoices from the
expanded selection.

The invoice screen will be
displayed.




v Account Customers Only
I_ All Account items

L,

To search for the invoice you wish

to receipt, tick Account Customers
Only and then click on the Search
button in the top right hand corner
of the screen.

By Receipt |

Start 1D :
Start Date :
End Date :
Amount :
Mame @
Invoice Type :

Billing Only :

19 mdm:

—

[ 1

[ Exact Match

[

-

‘ Search |

Clear

| =

frmFilterAccounts

The search filter screen will open.

If the invoice summary number is
known, enter the summary
number in Start ID box and
click on Search

Invoices

Clients
Cremation

List of Invoices

Diary.
Finance

5

Accouniing

19

Charges

Generats Fees
[

Invoices

Generate
Interment
Locations
hiapping
Mernorial
Output
Freferences

Summar] Total
g 5990 265

Setup

Sumame

™ Account Customers Only
[V All Account items

Search |

[ Please Select Process Date
087122010 ~l

This date will print all of the items on the.
invoice that are dated befars it

—Please SelectInvaice Date
[08/1272010 =

This is the date thatis printed an the invaice:

Print Quistanding Invoices
Print Selected Invoice
Beceipt Invaice

The invoice will be displayed in the
search results:

Beceipt Invoice

Click on the Invoice entry to

highlight.

Click on the Receipt Invoice button
in the bottom right hand corner
of the screen.




Bl Create New Receipt

Funersl Dirsctor:  [Tahoe Funeral Senvices

=]

frmReceipt2

Payee : Tahoe Funeral Services Select
23 London Road, OtherPayee
Receipt Date : [ Thu 0312710 w | Type of Payment : ~ [cheque J= | I
Payment Reference : |Cheque no: 001862
Comments : ’Ref Summary 19
Organization * [Tahoe Bereavement Services =1
Currency : = [steriing i | Select Item
Account Code : | J |
Description : &1
Calc Gross VAT
Amount : o VAT Total :
Calc Net VAT
Location : | -
BACASID : 0
Receipt tems
Cremation - 14/02/2005 (1000 ) John Mr Johin Kellar= 350 0 -
Burial Fee - 14/12/2004 (0 ) Albert James Haddrell - Rubican Cem. 350 o Add Tt
Burial Fee - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery 30 0 il
Bearer (Double) - 16/12/2004 (0 ) Brian Campbeall - Rubican Cemat...| 20 3

® I _'J,:I Delete tem

1.

2.

4The Create New Receipt Screen
will open. The Funeral
Director/Mason details will be
displayed at the top of the screen
and all the items on the invoice
listed at the bottom of the screen.

Select the payment type
under Type of Payment
Enter Payment Reference
details (for example Cheque
No) and Payment
Comments (For example a
reference to original invoice)
if desired

If you wish to receipt the
whole invoice, click on the
Printer button now.

If you wish to receive
selected items in the invoice
see How to Part receipt an
Invoice

Reports

|
- |

Feport Category [Receipt

Batch Cotegory [

Reports

Select all | Clearall |
Cancel et Cancel Preview [~ |Exint
FmRepotList fmReponList

BACAS will display a report list.
1.

Select Receipt by ticking the
box.

Click on the Next button

On the following screen click on
Print

Deceased ! |Mr John Kellar | Date

|Mon. 1470242005 | Tirme: [11:00 |

Funeral Director: | Tahoe Funeral Services | Senice: Full Service |
| 1000
Tnitial on | Service Details | Music | Deceased Details | Applicant | Medical | Disposal | Memorials | Misc.  Finance |
Invoice 19 Sterlinc Cremation - 14/02/2005 (1000 ) John Mr John Ke350 0
Receipt 62 Sterling Cremation - 14/02/2005 (1000 ) John Mr John Ke 350 |0

Delete

Receipt

fACTEMaTonS

&N

It

210

| 1= g | % |

The receipt will print and the
above process will have produced
a record for the numbered receipt.
(Even in the case of the receipt
failing to print).

The above process will also update
the finance tab of each of each of
burials/cremations with invoice
details included in the invoice:

The Receipt can be accessed via a
Receipt Search. You can Reprint a
Receipt and Void a receipt

There are various reports
associated with receipting that are




||avai|ab|e on your system

Part Receipt an Invoice

Free Kindle producer

Clients
Cremation
Climry
Finance

Accounting
Chatges

o

Generste Fees

’{4 A

Invoices:

Select Finance from the Outlook
bar on the left hand side.

Select Invoices from the
expanded selection.

The invoice screen will be
displayed.

W Account Customers Only
[ All Account items

L)

To search for the invoice you

wish to receipt, tick Account

Customers

Click on the Search button in the
top right hand corner of the
screen.

By Receipt |

I | T he search filter screen will open.

If the invoice summary number is

Start Date :

End Date ©

Start ID : 1% mdm:

Amount :

[ 1

Hame : |

|~ Exact Match

known, enter the summary
number in Start ID box
Click on Search

Invoice Type : [ =]
Billing Only : W
‘ Search | Clear m

(frmFilterAccounts




By Recaipt |
Start 1D : End ID: li
Start Date ;
End Date :
Amount :
Name : [Tahoe Funeral Services ¥ Exact Match
Invoice Type : !AII _'J
Billing Only : (N

‘ Search Clear |

|

frmFilterAccounts

Alternatively, enter the name of
the Funeral Director or Mason in
the Name box.

Click on Search

Invoices
Clients
Cremation List of Invoices
Diary Summar] Total Surname [~ Account Custormers Orly
Finance G £690 95
w i a— ¥ Al Azcount iterms
Accounting Search |
S  Please Select Process Date
@ 0371272010 =l
This date wil printall of the items on the
e invaics that are dated befors it
: — Please Select Invaice Date
Invoicas
bines [oer1272010 =

This is the date thatis printed on the invaice

Generate
Interment
Locations

Mappinc
Memarial
Output
Preferences
Setup

Print Outstanding Invoices
Print Selected Invoice
ReceiptIvoice

The invoice will be displayed in
the search results:

Becaipt Invoica

Click on the Invoice entry to

highlight.

Click on the Receipt Invoice
button in the bottom right
hand corner of the screen.

Create New Receipt |

Funeral Director ITehoe Funeral Services _-|

Select
OtherPayee

Payee : Tahoe Funeral Services
23 London Road,
Receipt Date : =| Thu 09/12/10 w | Type of Payment : - |Cheque

Payment Reference : [Cheque No 001286

e

Receipt tems

350 0

004 (0 ) Albert James Haddrell - Rubican Cem

Comments : iRer‘ Summary 19 Receipt Burial 1026 and cremation 1004 only
Organization : = |Tahne Bereavement Services _-j
Currency : = [sterling = Select tem
Account Code : | =l
Description : &

Calc Gross VAT
Amount : VAT Total :

(Calc Net VAT

Location : I El
BACASID : 0

Add Ttem

Burial Fee -16/12/2004 (0) Brian Campbell - Rubican Cemetery 350 0
Bearer (Double) - 16/12/2004 (0) Brian Campbell - Rubican Cemet.. 20 35 = |
Pl e 01 1900440 fin e L Voo Pl e Poncleieme L AFA_ 1 Delete Ttem
2 I ;H
frmReceipt2

|\will open. The Funeral

The Create New Receipt Screen

Director/Mason details will be
displayed at the top of the screen
and all the items on the invoice
listed at the bottom of the screen.

1. Select the payment type
under Type of Payment
Enter Payment Reference
details (for example Cheque
No) and Payment
Comments (For example a
reference to original
invoice) if desired

Click on the first item in the
list at the bottom of the
screen that you do not wish

2.

to receipt. It will be




highlighted

4. Click on the Delete Item
button in the bottom right
hand corner of the screen.

B= Create New Receipt

Funeral Director: |Tahne Funeral Senvices

Select
OtherPayee

Payee : Tahoe Funeral Services
23 London Road,
Receipt Date © =|Thu 08712710 | Type of Payment : = Em =

Payment Reference : |Cheque No: 001286

Comments : [Ref Summary 19 Receipt Burial 1026 and burial 1004 only
Organization : = [Tahoe Bereavement Services |
Currency : * [sterling El Select tem 1
Account Code | =
Description : "l

Calc Gross VAT
Amount : £ VAT : Total :

Calc Net VAT
Location : | =
BACASID : 0
Receipt tems
Burial Fee - 27/01/2005 (1026 Mrs Peggy Weller - Fubican Cemet.. | 380 i}
Shovelis) Fee - 27/01/2005 (1026 Mrs Peagy Weller- RubicanCe . | 10 175 Add I
Cremation - 08/0372005 (1004 ) Rupert br Rupert Rule - 350 0 i
Medical Reteree Fee - 08/03/2006 (1004 ) Rupert Mr Rupert Bule- 165 0

Delete Item

|list

The item will be removed from the

Continue to Select and Delete any
other items that you do not
wish to receipt until only the
items you wish to receipt
remain.

frmReceipt2
CEITE— 1 Click on the Printer Button
} j Ston 2. BACAS will display a report list.
- — 3. Select Receipt by ticking the
box.
4. Click on the Next button
5. On the following screen click
on Print
Selectall Cleor ol |
Cancel Hedt | Cancel Preview [~ Erint|

Deceased; |Mr Rupert Rule | Dae [Tue. 08/03/2005 | Time: [10:00 | Va
Funeral Direcior: | Tahoe Funeral Services | Senice: Full Service | eee
| 1004 | =
|
Tnitial ion | Service Details | Music | Deceased Details | Applicant | Medical | Disposal | Memorials | Misc. Finance | —
Account To
Invoice |19 Sterling Cremation - 08/03/2005 (1004 ) Rupert Mr Rupe 350 0 =
Invoice |19 Sterling Medical Referee Fee - 08/03/2005 (1004 ) Ruper 16.5 0 = 7 Ir5 e
Receipt | 62 Sterling Cremation - 08/03/2005 (1004 ) Rupert Mr Rupe 350 0 Ele
Receipt | 62 Sterling Medical Referee Fee - 08/03/2005 (1004 ) Ruper 16.5 0
Receipt : D
Add =

@

Delete

Receipt

|@]= o X |

fACTEMaTons

.|lnumbered receipt. (Even in the

The above process will have
produced a record for the

case of the receipt failing to
print).

The above process will also update
the finance tab of each of each of
burials/cremations with invoice

details selected from the invoice:

The Receipt can be accessed via a
Receipt Search. You can Reprint a
Receipt and Void a receipt

There are various reports
associated with receipting that are




||avai|ab|e on your system.

Reinstate an Invoice

Create help files for the Qt Help Framework

Clients
Cremation
Climry
Finance

Accounting

Chatges

o

Generste Fees

’f4 .

Invoices

BACAS will allow you to re -
instate (mark as unpaid) an
invoice that has been cleared in
error.

Select Finance from the Outlook
bar on the left hand side.

Select Invoices from the
expanded selection.

The Invoice screen will be
displayed.

[~ Account Customers Onh

II Account items

Search

To search for the invoice you wish
to clear, tick All Account items
in the top right hand corner of
the screen

Click on the Search button in the
top right hand corner of the
screen.

[frmFilterAccounts

=2 Filter = @

By Receipt
Start Date :
End Date :
Amount :
Name : [ W Exact Match
Invoice Type : [an g2
Billing Only : r

n

The search Filter screen will open.
1. If known, enter the Invoice
(Summary) number in Start ID
box.

Click on Search




BACASNG

” =2] Filter
|

Alternatively, enter the name of

: By Recéipt
Start ID : EndID: ’—
Start Date :
End Date :
Amount :
Name : | [Tavistock i [~ Exact Match
Invoice Type : [an [=]
Billing Only : =

the Funeral Director or Mason
in the Name box
Click on Search

Clear

frmFiterAccounts

L

List of Invoices

I~ Account Customers Onh

Summar Total  First  Surname
0 11995 Tavistock And Williams Funeral Services ¥ All Account items
7 3665 Tavistock And Williams Funeral Services

Search

Please Select Process Date

21052013

=
This date will print all of the items on the

inveice that are dated bhefore it.

Please Select Invoice Date
(20105201 ~]
This is the date that is printed on the invoice
Print Quistanding Inveices |
Print Selected Invoice

Receipt Invoice

[

[l

The invoice will be displayed in the
search results List of invoices.

Ensure the Invoice is
highlighted (Use Summary ID
or amount for guidance)

Click on the Edit pencil

Ol | |m

frmUpdatelnvoice

IrmViewinvoices
Lﬂ Update Invoice = The Update Invoice screen will
Payee : Tavistock And Williams Funeral Services ope n
21 Town Square,
1. Click on the Re - Instate
Date : | Monday 2010513 - H
» | s i Invoice button
Organization : * [Tahoe Company Ltd =] . .
I e = 2. Click on the Exit button
Account Code : [ ~|
Description : [
Calc Gross VAT
Amount : * VAT: |
Calc Net VAT
Location : [ =
Reference : 0 [
Items
Alter Location
Burial of Cremated Remains - 30/04/2013 (1171) Derek Hooper ~ - 260 1]
Wooden Cross - 30/04/2013 (1171) Derek Hooper ~ - 15 0
Burial of Cremated Remains - 30/04/2013 (1172) Mr Ian Donaldson ~ 260 0
Cremation - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac Cren 400 1]
Orgainst Pay - 30/04/2013 (1109) Mr Ron Pickering ~ Mount Tallac Cr 85.11 14.89

Search for Cleared (Paid) Invoices

166 /350

Free help authoring tool



Clients

Cremation

Cligry

Finance

Accounting
Charges

Generste Feas

’fa .

Invgices

BACAS will allow you to search for
invoices that have been receipted or
cleared.

Select Finance from the Outlook bar
on the left hand side.

Select Invoices from the expanded
selection.

The invoice screen will be displayed.

[T Account Customers Only

I [l Account items

Search

Tick All Account Items

Click on the Search button in the
top right hand corner of the
screen.

N =

=5 Filter S Ca—

= G

By Receipt

Start 1D : End ID :

Start Date : 01/05/2013

Amount :

——

|

End Date : | 31/05/2013
|
|

Name :

¥ Exact Match

Invoice Type : I.m

E|

Billing Only : It

ffrmFilterAccounts

Clear

The search filter screen will open.

1. Enter Start Date and End Date to
define a date range for your
search. BACAS will search
against the actual date that a
numbered invoice was processed
(not the Process Date entered
into BACAS at numbering) For
unnumbered invoices BACAS wiill
search against the date that the
first item of finance was
generated)

2. Select Invoice Type Cleared

3. Click on Search




List of Invoices

All Cleared invoices for this date

Summar Total First Surname
107 99 Cookson and Smythe Funeral Clirector
110 1035 Tavistock And Williams Funeral Services

ra

¥ All Account items

Please Select Process Date

t C Onk

range will be displayed in the search
results:

Search

21/05/2013

This date will print all of the items of
invoice that are dated before it.

Please Select Invoice Date

20/05/2013

This is the date that is printed on th

Print Qutstanding Inveice

Print Selected Invoice

Print Custom Invoice

Receipt Invoice

Search for Outstanding (Unpaid) Invoice

Free PDF documentation generator

Select Finance from the Outlook

[T Account Customers Only

v ]l Account items

Search

Clignts -
Cratmatioh bar on the left hand side.
Cli .
i . Select Invoices from the
Inance .
E;j expanded selection.
The invoice screen will be
Accounting displayed.
Chatges
Generﬁ;’fe Fees
Invoices
Tick All Account Items

Click on the Search button in the
top right hand corner of the
screen.




% Filter
—

By Receipt

Start ID : EndID :

01/04/2013
30/04/2013

Start Date :

End Date :

Amount :

Name : |

5l

I [Outstanding
Billing Only : 1=}

Invoice Type :

= O

—

[V Exact Match

The search filter screen will open.

1. Enter Start Date and End Date
to define a date range for your
search. BACAS will search
against the actual date that a
numbered invoice was
processed (not the Process
Date entered into BACAS at
numbering) For unnumbered
invoices BACAS will search
against the date that the first

Search Clear

frmFilterAccounts

item of finance was generated)

2. Select Invoice Type
Outstanding

3. Click on Search

List of Invoices

Surname

Tahoe Funeral Services

Tahoe Funeral Services

Cookson and Smythe Funeral Directar
Pomards Funeral Group

Summar Total |First
103 350

104 34

105 350

106 350

[# All Account items

Please Select Process Date

I~ Account Customers Only

Search

1|All unpaid invoices for this date
range will be displayed in the
search results:

121/05/2013

invoice that are dated before it.

Please Select Invoice Date

This date will print all of the items on the

1

|2um5/2013

rmViewinvoices

This is the date that is printed on the invoice

Print Outstanding Invoices
Print Selected Invoice

Receipt Invoice

|

Search for an Invoice that has been issued

Create help files for the Qt Help Framework




Clients
Cremation
Cligry
Finance

Accounting
Charges

&

Generste Feas

Tt

Invoices

Select Finance from the Outlook
bar on the left hand side.

Select Invoices from the
expanded selection.

The invoice screen will be
displayed.

v Account Customers Only
I_ All Account items

Ll

=

To search for the invoice you wish
to receipt, tick Account
Customers Only and then click
on the Search button in the
top right hand corner of the
screen.

By Recaipt |

Start ID : | 19 mdm: I—[
Start Date :
End Date :
Amount |
Mame : I [ Exnct Mateh
Invoice Type : lAH _vJ
Billing Only : [
‘ Search Clear

(frmFilterAccounts

The search filter screen will open.

If the invoice summary number is
known, enter the summary
number in Start ID box and
click on Search




By Recaipt |
Start ID ¢ End ID @ Ii
Start Date :
End Date :
Amaount :
Namae : |Tahoe Funeral Services F Exact Match
Invoice Type : !AII _'l
Billing Only : u

Alternatively, enter the name of
the Funeral Director or Mason in
the Name box and click on
Search

Diary
Finance

)

Accourting

Charges

Generale Fees

Interment
Locations

Mspping
Mermorial
Output
Preferences
Setup

frmiiswlnvoices

I” Account Customers Only.

[« | All Accourt items

Search |

- Please Select Process Date
09/12/2010 =l

This date will print all of the items on the
invoice that are dated befors it

| Please Select Invaice Date

[oerieramo =]

This is the date thatis printed on the invaice

Print Quistanding Invaices
Print Selected Invoice
Beceipt Invoice

‘ Lmhl Clear
(frmFilterAccounts
__ T The invoice will be displayed in
Cremation List of Invoices.

the search results:

Free EBook and documentation generator

Search for an unprocessed invoice (Summary id 0)

Clients

Cremation

Cligry

Finance

Accounting
Charges

Generste Fees

Select Finance from the Outlook
bar on the left hand side.

Select Invoices from the
expanded selection.




[ Account Customers Only
|_ All Account items

The invoice screen will be
displayed.
To search for the invoice you wish

to receipt, tick Account
Customers Only and then click
on the Search button in the
top right hand corner of the
screen.

19 EdD:

Harme |

Invoice Type [=n

Bilking Ondy : I

Search |

rrmFiltesAccounts

Clear

=

Enter 0 the summary number
in Start ID box and click on
Search

Enter the name of the Funeral
Director or Mason in the Name
box and click on Search

The invoice will be displayed in
the search results:

Reprint a single Invoice

Easily create PDF Help documents

Clients
Cremation
Climry
Finance

Accounting
Chatges

e

Generste Fees

e

The following procedure
applies to invoices that have
been numbered only

Select Finance from the
Outlook bar on the left hand
side.

Select Invoices from the
expanded selection.

The invoice screen will be
displayed.




v Account Customers Only
I_ All Account items

L,

To search for the invoice you
wish to receipt, tick Account
Customers Only and then click
on the Search button in the top
right hand corner of the screen.

By Receipt I

Start Date :

End Date @

Amount :

Start D 1® mdm:

[ 1

Hame : |

™ Exact Match

Invoice Type : |AH

Billing only : I

‘ Search

Clear i

frmFilterAccounts

The search filter screen will
open.

If the invoice summary number
is known, enter the summary
number in Start ID box and
click on Search

By Receipt |

Start 1D | End D ¢ li
Start Date
End Date :
Amount : |
Nama & ITahoe Funeral Services F Exact Match
Tnvoice Type : [all =1
Billing Only : [
‘ Search Clear |

frmFilterdccounts

Alternatively, enter the name of
the Funeral Director or Mason in
the Name box and click on
Search




BACASNG

fvoites The invoice will be displayed in
Do [l — S the search results:
F%DE iH FERES . 3 ™ &l Accourttems
Accounting Search |
Clinruns - Please Select Process Dats
08/12/2010 j
Bonerct Fezs B
| —Please Select Invoice Date
|na/12/zu1u j
. This is the date thatis printed on the invoice
& Print Quistanding Invoices
Generate
e | mskinee |
Mapping
M;T«ST‘ Beceiptinvoice
£ Setup
Print Seloctod Twoice C|IC|(. on .the Invoice entry to
highlight.
Click on the Print Selected
Invoice Button in the
bottom right hand corner of
the screen.
_ o BACAS will display a report list.
. Comm 5| o = 1. Select Invoice Reprint
i E [ (Single)by ticking the
: : box.
L hkas e e 2. Click on the Next button
3. On the following screen
click on Print
The selected invoice will be
reprinted
Selectal Clear al |
Cancel DNext . ‘ Cancel Preview [ Erint!
frmReporList frmReporiList

Quick Update

Easily create EPub books

Quick Update
e Set up changes to charges

Easy to use tool to create HTML Help files and Help web
sites

Set up changes to charges

174 /350




Clients
Crermation
Cliary
Finance

Accounting

Charges.

&

G_enerfﬁe Fees
x|

Invdices:

Changes to charges can either
be carried out in advance of
when the new prices are to
come into effect; on the day
that the new prices come into
effect; or after the day the new
prices come into effect.

It is recommended that you
start by printing a Account
Charges Filtered report. This
will give you a list of all the
current charges as they are set
up before you begin and it can
be used as a tick list as you
update each new fee in
BACASNG

Select Finance from the
Outlook bar on the left hand
side.

Select Quick Update from the
expanded selection.

A Filter window will be
displayed.

By Charge | By Facllity | By Resourca |

Charge Description : I

Start Date :
End Date ;

Amount ©

iall Active Charges

Search New Charge Clear

frmFilterCharges

= ————————|

Tick All Active Charges and then
click on Search




Quick Charge Update

/12/9999
31/12/9999
3171279959
31/12/9999 1645

0
01/04/2006
01/01/2004
01/01/2007
01/01/2009

r 5 I
Am 510 Tex 1 o T
Renewsl 1 o Tax1 o T
Renewal 2 0 Tex1 g T
Satp frmQuickChargeUpdate

[]

| %

|8|=

IThe Quick Charge Update Screen

will open. All current charges will
be listed in the same order as
the Account Charges Filtered
report. The first charge on the
list will be highlighted.

Do not attempt to make any
changes to the charge by
clicking on the finger and
using the edit charge screen

1. Enter date you wish the new
price to come into effect in
the Start Date field

Enter the new charge amount
and VAT in the Amount and
Tax fields

3. Click on Save

macas |

l? .
- / Do you wish to save your changes?

No |

Cancel |

You will be asked to confirm the
change. Click on Yes

If the new charge comes into
effect at a future date, the old
charge will now have the End
Date (date in second column)
set to the day before the new
charge comes into effect. The
new charge will not appear on
the screen at this stage as it is
not 'live'. It is a good idea to tick
the entry on the Charge Report
to show that the new charge has
been created. NB If the new
charge came into effect before
today's date the new charge will
appear with an end date of
31/12/999

The selection bar will have
moved down to the next charge
ready for amendment.

1. Carry out the next
amendment as above (you
will notice that the Start Date
that you entered before has
remained the same).

Carry on working down the
list until all the changes are
completed.




BACASNG

Receipts

Full-featured Kindle eBooks generator

Receipts

e Create a manual receipt

e Search for a receipt

e Update a receipt
e Void a receipt
e Reprint a receipt

Create a manual receipt

Free CHM Help documentation generator

Clignts
Cremation
Chiary
Finance

a

Charges

&

Generate Fees

=

Select Finance from the Outlook
bar on the left hand side.

Select Receipt from the
expanded selection.

The Receipts screen will be
displayed.

177 /350




BACASNG

(1.

Click on the New button

178 /350

- The Create New Receipt window

will be displayed.

Either Select a Funeral Director

from the drop down selection
on the Funeral Director box or
click on the Select Payee
button




BACASNG

EE Search for : Clients The Search for: Clients window
will be displayed allowing you to
complete Payee details:

Either select an existing client:

1. Select the client role from the
Role =] -
Role field

ad|2. Enter the Client Surname in
the Surname

field
4. Click on Search

w

1. The Client Information Screen

will open

~{l|l2. Click on the client to highlight
‘ 3. Click on the Selection Finger

179 /350



EE search for : Clients

General I

Filter Criteria :

Im =l |Payee

[Forename —— 5] |
[Surname =1
fradress gl
EE—

| :I'
I :l'

" Bxact Match!

" Exact Match!

Search Clear

frmEnquiry

Alternatively create a new
client:
Click on the New Button

E= Payee Information

The Payee Information

(frmReceipt2

[ o S | window will display
General | gther Tnfo | Billing | Previous Addresses | 2 Enter Name and AddreSS
‘ % Frequently Used © Seldam Used " NeverlUsed | g detai|S for the new payee
3. Click on Save
" = 4. Click on the Selection Finger
Forenames: lPetrlc\a
Surname: C |Braen
Address Line 1t 21 Honeysuckle Crescent
Address Line 2: Tzhoe
Address Line 3: Sussex]
Address Line 4:
Address Line 5:
Address Line 6:
Post Code:
Telephone 1: |
Mobile: |
frmClientsE
D =lYou will be returned to the create
FiseBcee | = new receipt window with the
P e— St payee details completed
Receipt Date © "WI Type of Payment : ~ [cheque =
Payment Reference : [Cheque No: 001839
St | 6. Select the payment type
e carecvement ser. cos = under Type of Payment
R : j _seexn || A7, Enter Payment Reference
ety o details (for example Cheque
Calc Gross VAT
Amount ] zl No) and Payment Comments
EAD\S]D-: [ a1 |f deSIred
Receipt Ttems i i
The receipt detail can be selected
— if charge information for the

memorial is set up in BACASNG.
Click on Select Item




Select Miscellaneous ltem !

The Select Miscellaneous Item

R_esourcelFacmt” __ Screen will open .
. ST 5 116. Select the appropriate Group
roup ; remation Memorials - .
from the drop down list
- | . B .
© peives 7. Highlight the appropriate
resource in the list.
8. Click on the Selection Finger
9. Click on the Exit button
frmSelectltem ]
The Create New Receipt window
drEETE | - lwill now display with a
Payee : Petrca breen — description and amount for the
21 Honesucke Crestent. g‘“m’“ selected resource in the centre
Receipt Date : ‘IW‘ Type of Payment:  « [Cheque = | section Of the screen
Payment Reference : 1Cheque No: 001839
Comments : [ Click on the Add Item button in
the bottom right hand corner
Organization : |Tahua Bereavement Services Of the W|ndOW
Currency : * [Sterling
Account Code : [mo10
Description : * [Vellum Plague
Amount : - 130 VAT : 22.75 Total : 152.75 %
Location : [ |
BACASID : l—‘ﬂ
Receipt tems
Delete Item
b The resource and amount will
Funeral Directar: | = add tO the ReCeIPt ItemS |ISt at
Payee : Petricia Breen Select the bOttom Of the WIndOW
21 Henesuckle Crescent, OtherPayee
Receipt Date * tm Type of Payment: = [Cheque =
Payment Reference : |Cheque No: 001839
Comments : |
Organization : == |Tahwa Bereavement Services _'I
Currency : = [Sterling | Select tem
Account Code [Moto =1
Description : = |V2Hurn Plague
Amount ; £ 130, VAT : 22.75 Total : 152.75 %
Location : [ e
BACASD : [ a4
Receipt Items
Wellum Plague. 130 22...
Delet Select app\ica‘n
frmReceipt2 )




&l Create New Receipt

Details can also be added

FuneraiDirecir: | T ' lImanually,(for example a motif for
Payee : Petricia Breen Select plaq ue)
21 Honesuckle Crescent, OtherPayee . 1 Remove the existing
Recaipt Data [The 16712710 ] MR O eymeat = [crue = description from the
o s Description box and type in
Comments : IFaynentfor Plaque and Motif the new descrlptlon
Organization : ‘|Tahoe Bereavement Services _ﬂ 2 Remove the eXIStIng amou nt
s * [Stering =] | [Seiecttem) 1 from the Amount box and
Aoy Gada |I | type in the new amount
iption * |Additional Motif !
e Calc Gross VAT 3. Click on Add Item
Amount : - 18.72 VAT : 3.28 Total : 22 MI
Location : | -
BACASDD : ,—41
Receipt Ttems
Vellum Plague: 130 22
|
frmReceipt2 |
S Croato Nowiiocons The additional item will added to
FuriretDivector- | T the Receipt Items list at the
o Petri breen e bottom of the screen
21 Honesuckle Crescent, OtherPayee When a” ItemS required have
Raceip it - B oriznn R R e cve = been added to Receipt Items
Fayment Reference :  [Checue o :001539 click on the Printer button
Comments : Paynent for Plaque and Motif
Organization : = |Tahoe Bereavement Services | [
Currency : * [Sterling = Select Item I
Account Code : ]MUlU =
Description : * [addttional Motif
Calc Gross VAT
Amount : 18.72/ VAT = 3.28 Total : 22 @
Location : ] -
BACASID : '741
Receipt tems
Vellum Plague 130 22
Additional Motif 1872 |328
Delete Item I
frmReceipt2 |
e - ! BACAS will display a Report List.
e | o 1. Select Receipt by ticking the
Baich Category | =] bOX
b 2. Click on the Next button
3. On the following screen click
on Print
The receipt will print and the
above process will have produced
a record for the numbered
| receipt. (Even in the case of the
. ~||[receipt failing to print).
Cancel Next Ceancel review Erin]
frmReporilist ‘mRepontList

The Receipt can be accessed via
a Receipt Search. You can
Reprint a Receipt and Void a




BACASNG

receipt

There are various reports
associated with receipting that
are available on your system

Qt Help documentation made easy

Reprint a receipt

Clients Select Finance from the Outlook
Cremation bar on the left hand side.
Diany .
EE Select Receipt fron_'l the
(}% = expanded selection.

The Receipts screen will be
Charges displayed.

&

Generate Fees

ot oman Locsions agpno. temern upt 2wens sov 1 10 oo oo [ CLHICK ON the Search button

Receipts

Disty, ] Total  Voided Names
inance

[ElR]

W
3

v
3

frmBACASMainbenu
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The Filter window will be
displayed.
If the Receipt number is known,

e « : EE— enter the summary number in
o — Start ID box.

By Receipt |

Start Date :

End Date : [ click on Search
Amount : |

Hame : I [ Exact Match

Billing Only : 1

‘ Search Clear j‘
|

Alternatively, enter the name of
the Funeral Director or Mason
in the Name box.

St [ | mdo: ] Click on Search

By Receipt |

Start Date

End Date :

Amount :

Mame : |Tahne Funeral Services ™ Exact match
Invoice Type : |AH _'J

Billing Only : [

‘ Search | Clear E

Clients

fecerns An entry for the receipt will be
R displayed on the search

FS%:E 2 [z 0 Tahoe Funeral Servic Search | resu |tS .

Listof Receipts

Tahoe Funeral Senic

26 750 Tahoe Funeral Senic . .
Cherges T Y Tohoe Funeral Seric {|Click on the entry to select it and
@ 29 8235 Tahoe Funeral Servic
36 11.75 Tahoe Funeral Sernvic H
Gerermarees | [0 then on the Printer button.
fox 41 380 Tahoe Funeral Servic
T4 EH 360 Tahoe Funeral Senic
44 1178 Tahpe Funeral Seric
Invaices 47 3665 Tahoe Funeral Senic

Tahoe Funeral Senic
s Tahoe Funeral Senic
Quick Update 53 350 Tahoe Funeral Senvic

A 56 100 Tahoe Funeral Senvic
Tahoe Funeral Servic

ﬁé

53 Tahoe Funeral Servic
) T, Senic

Generate

Interment

Locations.

Mapping

Memorisl

Output
Preferences S|

Setup




Frepors | Forameters |

Pepart Category [Recsipt =]
|

Batch Category |

Reports

Select all Claar all |

Cancel bea Cancal

[Ropor i ———————————
1.

Preview [~

|Etint

BACAS will display a report

list.

2. Select Receipt by ticking the
box.

3. Click on the Next button

4. On the following screen click

on Print

FmReporList fmReportist

Search for a receipt

Benefits of a Help Authoring Tool

Clignts
Cremation
Chiary
Finance

e =

Charges

Genetate Fees
A

Invoices

4

Quick Update:

v

Select Finance from the Outlook
bar on the left hand side.

Select Receipt from the
expanded selection.

The Receipts screen will be
displayed.

=l File Clients Cremation Diary Finance Generate Interment Locations Mgpping Memorial Quiput Preferences

Setup Tools Help

Click on the Search button

Receipts

e
Cromelian List of Receipts

Diary D Total  Voided Nemes

o

8l=

fimBACASMainblenu




By Receipt |

Start ID :
Start Date :
End Date :
Amount :

Mame :

Billing Only :

I

End ID :

—

v Exact Match

‘ Search

L

The Filter window will be

displayed.

If the Receipt number is known,
enter the summary number in
Start ID box.

click on Search

By Receipt I

E rilter

Start ID :
Start Date :
End Date :
Amount
Mame :
Invoice Type :

Billing Only :

ITahne Funeral Services

¥ Exact Match

[

-

=i

Search |

Clear |

|g

frmFilterAccounts

Alternatively, enter the name of
the Funeral Director or Mason
in the Name box.

Click on Search

@ 29 8235
£ nis

Generate Fees
¢

4 380

a 175
Invoices a7 3665

L] 230

Duick Update
i

Generate
Interment
Locations

Mapping
Memanal
Output

Preferences ||

Sewp

Charges 27 115875

Receipts
Clignts I
i List of Receipts

:[""f (] Total  Voided Narigs
N IE 500 Tahos Funeral Semic
@& 3w Tahos Funeral Servic
% 750 Tahoe Funeral Servic
Tahoe Funeral Servic

Tahoe Funeral Semic
Tahoe Funeral Senac
Tahoe Funeral Servic

Search

_[|An entry for the receipt will be
||displayed on the search results.
1|1. Click on the entry to select it

and then on the Edit Pencil
to view the detail of the
receipt

Update a receipt

IPhone web sites made easy




Clients
Cremation
Diiany
Finance
-

b

Charges

Generste Fees

&

o

Inwoices

Quick Update:

R

Select Finance from the Outlook
bar on the left hand side.

Select Receipt from the
expanded selection.

The Receipts screen will be
displayed.

BACASNG - [BACAS]

lients Cremation Diary Finance Generate Interment Locations Mapping Memorial Quiput Preferences Setup Tools Help

+|Click on the Search button

Receipts

Gients

Cromation | U

Diery D Totel  Veided N 4,

FZE:B N Search a2
e =
Generele F

frmBACASMainMenu

By Receipt I

The Filter window will be
displayed.

Start ID :
Start Date :

End Date :

Amount

Name : ¥ Exact Match

Billing Only :

If the Receipt number is known,
enter the summary number in
Start ID box.

click on Search

Search

NS




B Filter 2]

Alternatively, enter the name of
the Funeral Director or Mason

By Receipt |
Start 1D ¢ | End I li
Start Date
End Date :
Amount |
Mame ; ITahue Funeral Services W Exact Match
Invoice Type : lAH _'J
Billing Only : (Il

in the Name box.
Click on Search

‘ Search

Clear

I

Receipts

Listof Receipts

Total Voided Names

Tahoe Funeral Semvic

S 3] 800 Tahoe Funeral Senic
26

Generate Fees

&

Invaices

S

Quick Undate
v

Generate

Interment
Locations
Mapping

Outpun
Preferences

Setup

Search [

An entry for the receipt will be

displayed on the search results.

Click on the entry to select it and
then on the Edit Pencil

The Update receipt window will

be displayed showing the receipt

Payment Reference:  [Cheque No 001862

Comments : Ref Summary 19

Company Tahoe Bereavement Services

R number, the date of the receipt,
Receipt Date 20/12/2010

Fapsis S the payment type, payment
SRR e reference and amount of the
DeeBeked [ w3 receipt

Date Cleared : I—_v[ YOU Can:

1. Amend/Enter the date the
1 payment was banked in the

Woid Date |

j'

Void Receipt

Void Comments : |

Date Banked Field
2. Amend/Enter date the

payment was cleared in the

Alter Location

Cremation - 14/02/2005 (1000 ) John Mr John Kellar -

Burial Fee - 14/12/2004 (0 ) Albert James Haddrell - Rubican Cemetery
Burial Fee - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery

Bearer (Double) - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery
Burial Fee - 21/12/2004 (0 ) Michael Bidwell Dedson - Rubican Cemetery
Rurial Fea - 15/011/2005 (1 )} Inhn Frnact Armatrona - Ruhiran Cemeten:

330
350
350
20

350
43n

Date Cleared field
3. Amend/Enter the Payment
Reference in the Payment
Reference field
Amend /Enter the Comments

frmUpdateReceipt

in the Comments field

5. Click on the Save button to
save your changes

Void a receipt

Produce online help for Qt applications
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_lients

Select Finance from the Outlook
bar on the left hand side.

Select Receipt from the
expanded selection.

The Receipts screen will be
displayed.

Generate Interment Locations Mapping Memorial Output Preferences Setup Tools Help Typea

4|Click on the Search button

|{|The Filter window will be

displayed.

If the Receipt number is known,
enter the summary number in
Start ID box.

click on Search

189 /350




Alternatively, enter the name of

pwa | the Funeral Director or Mason
y Receip! .
in the Name box.
s e —— Click on Search
‘Start Date
End Date :
Amount &
Name @ iTahne Funeral Services ¥ Exact Match
Invoice Type : !AH _v|
Billing Only : r
‘ Search Clear E
it An entry for the receipt will be
Cramaor | LstotF | A;
e — displayed on the search results.
Finance = Sen 4 1 i
a K. | Teroo et Serae || Seueh | Click on the entry to select it and
Chrges Z Tisers Tanos Funere S then on the Edit Pencil
{ 29 8235 Tahoe Funeral Serac
@ 36 178 Tahoe Funeral Senac
Sermal T ues 40 380 Tahoe Funersl Senic
Foy 41 380 Ta\:ue F::e:el Se:;;
= i bl et
Invaices 47 3665 Tahoe Funeral Senvic
49 230 Tahoe Funeral Senac
50 380 Tahoe Funeral Senic
Quick Update 53 350 Tahoe Funeral Senic
& 100 Tehoe Funeral Senvic

Tahoe Funeral Servic

Generate

Interment
Locations
Mapping
Memorial ]
Output
Preferences
Setup

Company Tahoe Bereavement Services
Receipt Reference 62

Receipt Date 20/12/2010

Payment Cheque

Receipt Total £3,965.25

Date Banked:

05/01/2005 |~

[Cheque Mo 001862

Date Cleared

Payment Reference:

Comments : Ref Summary 19

“oid Date |- ~ Void Receipt

Void Comments : |

Alter Location

Cremation - 14/02/2005 (1000 ) John Mr John Kellar -

Burial Fee - 14/12/2004 (0 ) Albert James Haddrell - Rubican Cemetery
Burial Fee - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery

Bearer (Double) - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery
Burial Fee - 21/12/2004 (0 ) Michael Bidwell Dodson - Rubican Cemetery
Rurial Fee - 15/01/2005 (0 ) Inhn Frnest Armstrann - Rithican Cemeter:

350 0 |a
350 a
350 a

20

350 0
a3n, o 2
»

frmupdateReceipt

The Update receipt window will

' ||be displayed showing the receipt

number, the date of the receipt,
the payment type, payment
reference and amount of the

|lreceipt. If the cheque has been

banked and/or cleared and
BACASNG has been updated, this
information will also be
displayed.




= Update Receipt

Date Cleared :
Payment Reference:

Comments :

Woid Date

Void Comments :

Company Tahoe Bereavement Services
Receipt Reference 62
Receipt Date 20/12/2010
Payment Cheque
Receipt Total £5,965.25
Date Banked : IW[

—

[cheque No 001862

Ref Summary 19

23/01/2005 |~

| Void Receipt |

Funeral Director will bring in new cheque

Alter Location

1. Enter the date of voiding the
receipt in the Void Date field

2. Enter comments associated

with voiding the receipt in the
Void Comments field
3. Click on Void Receipt

Cremation - 14/02/2005 (1000 ) John Mr John Kellar -

Burial Fee - 14/12/2004 (0 ) Albert James Haddrell - Rubican Cemetery
Burial Fee - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery

Bearer (Double) - 16/12/2004 (0 ) Brian Campbell - Rubican Cemetery
Burial Fee - 21/12/2004 (0 ) Michael Bidwell Dodson - Rubican Cemetery
Rurial Fas - N5/N1/2005.(0 ) Inhn Ernact Armetrann - Rithican Cematany

350 0 &
350
350 0

20 3.5

350 (1]
a3 n =
»

Diary D
Finance -

©

Charges

Generate Fees

Invoices
Quick Update.

%

Generate
Interment
Locations
Mapping
Memorial

Output
Preferences
Setup

frmuUpdateReceipt
. To print a copy of the receipt
= | St showing that it has been
— — voided, click on the printer
P button
BACAS will display a Report List.
Select Receipt by ticking the
box.
Click on the Next button
On the following screen click on
Print
Salact sil | Ciaar al | |
Cancel Nea Cancel Preview [~ {Erint
P The voided receipt will print and

the above process will have
updated the receipt as voided.

(Seaich!

The voided receipt can be
accessed via a Receipt Search.
You can also Reprint a voided
Receipt

There are various reports
associated with receipting that
are available on your system

Generate

Benefits of a Help Authoring Tool

Generate

|" Generate I




&

Generate Register Numbers for a single register
Generate Register numbers for all registers

Register
ﬁ Wind back numbers for a register
Numbers Generated Incorrectly
Windback

Create help files for the Qt Help Framework

Numbers Generated Incorrectly

Numbers Generated
Incorrectly

1.

2.

Windback numbers to the last day that all numbers were correct:
Wind Back Register Numbers
Working onwards through the diary from the last booking with a
correct number, go into each unnumbered booking and check:

e |s the age correct under the Deceased details tab?

e Should the body part Indicator be set under Deceased Details

tab?
e Is the Location and Diary correct under Initial information tab?

Correct any errors found in Step 2 as necessary

Now check the Registers to see if the last numbers allocated are
correct and amend if necessary following these instructions: Check
and Amend Last Register Number

Reallocate Numbers: Generate Register Numbers

Go to the diary to check that register numbers have now been
allocated correctly.

NOTE: Should you find that numbers are still incorrectly allocated
please call the CSS Help desk on 08702 402 217

Easily create EBooks

Generate Register Numbers For All register groups

Clients
Cremation
Diary
Finance
Generate

52
Register

Windback

Generate Register Numbers For All
reqgister groups

NOTE: Generate allows you allocate
cremation and burial numbers for
bookings in a register group(s). This
process will also allocate strewing,
exhumation, NVF and body part
numbers providing that the register is
set up to do so in BACAS: Check
Registers Setup
1. Select Generate from the Outlook
bar on the left hand side.

2. Select Register from the expanded
selection.




W  Generate for all Registers

Start Date: 10/04/2014

Find Start Date
End Date: | 14/04/2014 ﬂl Check Dates I

Dates to be generated :

The Generate Register Numbers
screen will be displayed.
1. Tick Generate for All Registers

Generate Numbers

2. The End Date will default to today’s
date. Adjust this to reflect the day
that you wish your last number to
be allocated. (There should be a
booking for this date)

3. Click on Check Dates

¥ Generate for all Register:

Start Date: 10/04{2014 Find Start Date
End Date: 14/04/2014 v| _ CheckDates

Dates to be generated :

The Dates to be generated will be
displayed on the right hand side of
the screen.

[14042014

1. Check that these dates correspond
to the bookings that exist within the
date range

2. Click on Generate Numbers

Generate Numbers

¥  Generate for all Registers

Start Date: 11/04/2014

Find Start Date
14/04/2014 > Check Dates

End Date:

Dates to be generated :

The word will be displayed
in green at the top of the screen

Go to the diaries to check that register

14/04/2014

Generate Numbers

numbers have been allocated correctly.

NOTE: Should you find that
numbers have been incorrectly
allocated for any of the registers
within the register group you will
need to Wind back Numbers for a

Register group then follow the
guidelines: Numbers Generated

Incorrectly

Create help files for the Qt Help Framework

Generate Register Numbers For A Single Register(group)

Generate Register Numbers For A Single

Register(group) Back to

Generate

NOTE: Generate allows you allocate
cremation and burial numbers for
bookings in a register group. This
process will also allocate strewing,
exhumation, NVF and body part numbers
providing that the register is set up to do
so in BACAS: Check Registers Setup




Clients
Cramation
Dhiary
Finance
Generate

i\:/'
Reqgister
W

Windback

1. Select Generate from the Outlook
bar on the left hand side.

Select Register from the expanded
selection.

T Generate for all Register:

End Date: 140472014 - Check Dates |

Selected Register: [Rubican Cemetery

Homewond Cemetery

Mo
Rubican Cemetery

mGenerateRegister

Dates to be

generated :

140472014

|m |g

The Generate Register Numbers screen

will be displayed.

1. Click on the register group for which
you wish to generate numbers. This
will highlight it.

Check the Start Date displayed for
this register group. This should be
that day after the last number was
allocated for this register group.
NOTE: If this is not the case please
call the CSS Help Desk (08702 402
217) for assistance before
proceeding.

3. The End Date will default to today’s
date. Adjust this to reflect the day
that you wish your last number to be
allocated for this register group.
(There should be a booking for the
register group for this date)

The Dates to be generated will be
displayed on the right hand side of
the screen. Check that these dates
correspond to the bookings that exist
for this register group within the Start
Date and End Date Range

Click on Generate Numbers

[T Generate for all Registers
Start Date: 11/04/2014

EndDate:  |14/04/2014 v

Find Start Date

Check Dates |

Selected Register: [Rubican Cemetary

Homewood Ce}ueieiy
Mount Tallac Crematorium

Dates to be generated :

140472014

Generate Numbers

The word Completed will be displayed in
green at the top of the screen

1. Go to the diary to check that
register numbers have been
allocated correctly.

NOTE: Should you find that numbers

have been incorrectly allocated for

any of the registers within the
register group you will need to Wind
back Numbers for a Register group
then follow the guidelines: Numbers

Generated Incorrectly




Easy EBook and documentation generator

Wind Back Register Numbers For A Single Register (group)

Wind Back Register Numbers For A

Single Register (group)

NOTE: There a several reasons why you

may wish to Windback the register

numbers allocated for a register group:

a. A booking had not been entered

on the diary when numbers were
generated. - follow the
instructions below to windback
until the day before the missing
booking; enter the booking on
the diary and then Re- generate
the numbers (Please be aware
that any paperwork for
renumbered bookings will need
to be reissued)

b. Bookings have been allocated
the wrong numbers — follow the
instructions below to windback
until the last day that numbers
were correct and then follow
guidelines: Numbers Generated
Incorrectly before attempting to
reallocate numbers.

Clients
Cremation
Diary
Finanece
Generate

Select Generate from the Outlook bar on
the left hand side.

1. Select Windback from the expanded
selection.

d Register: Rubi

Windback Date: 14/04/2014

Cemetery

Homewood Cemetery
Mount Tallac Crematorium

| Rubican Cemetery

| Windback Mumbers|

The Wind back Register screen will be

displayed.

1. Click on the Register Group for
which you wish to wind back
numbers. This will highlight it.

2. Check the Windback Date displayed
for this register group. This should be
that last day that a number was
allocated for this register group.
NOTE: If this is not the case please
call the CSS Help Desk (08702 402
217) for assistance before
proceeding.

3. Click on Windback Numbers to
wind back the numbers for the date
displayed

The Windback Date will change to an
earlier date. This will reflect a new last




BACASNG

day that a number was allocated for this
register group.

NOTE: If the original windback date does
not change in Step 5 then windback has
not occurred and you may need to
contact the CSS Help Desk (08702 402
216) for assistance

1. Numbers are wound back one day at
a time. Repeat Step 5 until you reach
the date required.

Produce online help for Qt applications

Interment
" Interment ||Interment
@ Burials
_ e Correct Deceased entered in the wrong grave
Burial
Graves
e« Search for an existing Grave by lLocation
e« Search for an existing Grave by Grave Owner
Ciraves or Deceased
« Search for an existing Grave by Grant number or Burial
Number
e To Change Grave Owner Details
Exhumations
é « Search for an existing exhumation
¢ Exhume a deceased
Exhumations o Print an Exhumation Order Digging Slip

Can't find what you want in Interment? Follow the link to the How to Section

Benefits of a Help Authoring Tool

Burials

@ Correct Deceased entered in the wrong grave
To Create A New grave From A Burial Booking

Bural

Free help authoring tool

Correct Deceased entered in the wrong Grave

196/ 350
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1. Open the Burial record for
the deceased

2. Select the Burial Details
tab and click on the Pencil

Click on the Clear button and
then Save

The grave details will be

removed from the burial

screen

Click on Select to select the
correct grave (If the grave
does not exist, click on
Create See: Create a new
grave)

197 /350
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Main Location:

Sub Location:

Detail Location

Reference :

EE Location Criteria Form !

Type :

The Location Criteria Form will

[craves | be displayed.

IRubwcan Cemetery

Section B
Section C
Section D
Section E
Section F

Coarkinn

|

El Select location of the correct
grave, followed by click on

Select

H 013
014
015
016

Select

New Grave

frmCriteriaGraveSelection

The Burial record will display

the correct grave.

Deceased Mr William Enrique Dann Coath ‘ Date \Thn_ﬂ?DS—I Z_Il-lll_‘ Time: [11:30
Funeral Director I | Sewice Burial |
Lacation [Rubican Cemetery - SectionA-017 | | we2 |

Initial Info | Deceased Details Burial Details | Service Details | Music | Applicant | Memrials | Misc. | Finance | vo |

Enter Container type, Position,

Width and Depth

Gve [ oo | e || senm 1l Information and click on
Map view | End | Add Previous Interments I Save
Grave 017 | i
Type of Grave | | Traditional Grave ~| || Burial Number: [1002 Other: | ]
MaxCofins - |3 ||| container: [coffin =l
MaxAshas 4 ‘ Position 3 - "
Head Width fims =] Length 6 £
Interments: Shoulder'WidiH 2Zins =] Depth 5o
Posi] Towmame FestWidth ims =]
1 John Haddrell
2 Albert James Haddrell Fiemeics
[+l | 2 i
fmBunat

The deceased will be displayed

Intial Info | Deceased Details Burial Details | Service petails | tusic | Applicant |

|mse | Fnance|vo |

Deceased |Mr William Enrique Dann Coath | Date: Thu 13/05/2004  Time 1130 | n r Intermen
Funeral Director ‘Ouuksnn and Smythe Funeral Director | Senice : ‘Bun'ul u d e te e ts )
Location 'Rubican Cemetery - Section A - 017 | 1002

Grave Greate ] Selen [ Gigar I Burial
iep) | vew Eind
Grava | '
Type of Grave - [Traditonal Grave =] || Burial Number: [1002 other: |
Max Caffins \rl—\ Container: [offin [ |
MaxAshes. (4 Pasiion T |
Haad Width [iBine =] Lengh: B -
|| Shoulder Width 22ins -] Depth [18m =
FeetWidth : 18ins =
Remarks

[frmBunials

Produce online help for Qt applications

To Create A New grave From A Burial Booking
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il 4 1. Open the Burial record for the
| Decbssea  wrgrion Lomen Dais © Tus, 1802014 Tme  11:00 [ deceased (See: Client, All
Funaral Dir: Tahowe Funeral Services Service . Burial of Cremated Remains H
| osan i - | Bookings) .
| it o Degesed Detas] et Detats] Ssrvice Detas s | Appacant[Memoris e | Fvance V0. 2. Select the Burial Details tab
sopoimant Decessed and click on the Pencil
i i : ‘M‘i Title: Q
i | g r Forenames: = = =
Privacy | Public = Sumame:
Status ; [ - Maldenname:
* Diary: Other name
‘Rubican Cematery - Address Ling 1
. Location: Address Line 2:
AT e —— Agdress Line 3
Rubican Cemetery 3 Address Line 4:
Type of Service : Address Line 5
{Burial of Cremated Remains - Address Line&: |
: Post Code: |BNEBTF |
N | il
e — T Commants :
{Tahoe Funeral Services b
| ot ) 1. Click on the Create Button
Deceased Mr Brian Leman Date Tue, 18022014 Time : 11:00
Funeral Dir. Tahoe Funeral Services m Service | Burlal of Cremated Remains
| Location - [
| | initia Infe | Decensed Details Eurial Detai's Service Detalis| Music | Appicant | Memariats | Misc. | Finance | Vo,
| _end |
Grave :
Type of Grave © = Burial Number: [0 other | n
Max Coffins - (] | v
Max Ashes : ] =
Interments: | ~ '
1
The New Location Wizard will
| Uise this screen to create a new Grave
open
Rublcan Cemetery - Section 6 - 641 1. Select the Cemetery
Cemetery ; *||Rubican Cemetery - 2. Selec!: the Section
Sectian: ; . 3. Type in the Grave Reference
eotion : Section G - ™ .
: (and Additional reference if
| relevant) for the new grave
T Goves - 4. Se!ect the Type of grave
5. Adjust the values for Max
Grave Reference “Isa Coffins and Max Ashes if
Additional Reference © nepessary
6. Click on the Create button
Type: : " [Cremated Remains Grave b
Mazx Coffins : o 7] Consecrated I
M Ashes |
Emt Create
frmWizMewGrave N
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=1] Busials P
| Decpased: Mr Brian Lerman Date ©  Tue, 18022014  Time: 11:00
Funersi Dir:  Tahoe Funeral Services (L] Servica : Burial of Cremated Remains
||| Losation: [[Rubican Cemetery ~ Section G ~ 641~ A 0
| | initisl Info | Decensed Details| Burial Detsis Servica Detais | Music | Applicant | Memorials | Misc. |Finance |vo
Grava Cloar J Burial
Map | vew Add Owner Add Previous nterments
Grave Bal~A
Type of Grave:  Cremated Remains Grave - Burlal Number. 10 Other. |
Max, Coffine o Container: {Cremated Remains Casket =
Ma Ashes 4 Position : I =
Head Wign : = Lengtn: | =
Inferments: Shoukiar Wit : |53 Depth i3 -
Feel Width | >,
Romarks
L

BACAS will return you to the Burial
Record with the location and details
of the new grave displayed.
The grave is now created. It
is advisable at this stage
select the container for the
burial, the burial position
coffin width, length and
depth if this information is
known.
The Contract for the Grave
can also be created at this
stage.

1. Click on the Save button

The deceased will be displayed
tiocessed: My Willinm Enrigus Dann Conth | Des Tha13/05/2004  Tme. 11:30 under Interments.
| Funersl Direcior - | Cookson and Smythe Funeral Direcior Serdce . Burial 1
Liocation | :ﬂlfhil:_mllcnmmq!y—s_aqium\-l]l!?’ 1002 .L
Dol nfo | Decessed Detalls  Surkal Detais | Service Detads| Music | Appicant | Memoriais | Misc. | Finance [ vo | -
Grava m? N
Type of Grave | Tradmonsl Greve =] | Gumsal Hurrber: 50z other: [ _L
Mas Coins 3 Contaner: [com =] [
Machshos 4 Posson: = |
Head Width [ams -] Lengn [om B 9
Tntements: ShouderWih:  [EZims <] Depth (I M
Fafenames Surname Feet Width I18m -
1. John Haddrell Fiemarks '
3 Wilieen Enngue Dann__Costh =
s 2 r
W
Free EPub and documentation generator
Graves
& Graves
e Search for an existing Grave by Location
Graves » Search for an existing Grave by Grave Owner or Deceased

e Search for an existing Grave by Grant number or Burial

Number

e To Change Grave Owner Details

¢ Add a Second Grave Owner to a Grave

e Add Historical Interments to A Grave

Easily create Web Help sites

Add Historical Interments to A Grave
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[ i) Grawe Information

BacasiD: 1112

Main Location ©
Sl gticn ;|

* [Fubicin Crmutery
* [Section |

Gemm Rolerence : 1

Additional Fedurincs :

:-1|uuu;uu_u;-suuw'mg;mnm..m Extinagion | Finance

Burial/Exhumation Container

Interments :

= Grant Ref:
> Grave Notes:

—1

Pos. Name

Auta Number Positions

G

1. Open the Grave
Information Screen for
the Grave. (Use one of
the following links for
instruction on how to do
this) (Search for a Grave
by Location, or Search for
a Grave by Grave
Owner/Deceased, or
Search for a Grave by
Grant Number/Burial
Number)

2. Select the Interment Tab

3. Click on the Edit pencil

[ il Grave Informatian

BacasiD: 1112

Main Location :
Subl stntion ;

* [Rubican Gometory
* [Section |

Gran Roterence s~ 1 ‘

Additional Referunco :

| Genoral Interments Ownaris) | Notes | Momerisls | Strewing | Risk Assossmont | Exbumation | Fnance

o || b || pete| poume]

Burial/Exhumation Container

Interments
Pos. Name

= Grant Ref:
- vazum

Auto Number Pesitions:

InGiraveint

1. Click on the New button

Please enter the interment details for Rubican Cemetery~Section I~1

Tithe- |Mrs =
| Foerames Irmabeq
Sumame: [Stokes
| Address Line 1 T Tichmona viay Use Owners
Address Line 2 fahoe Address
Address Ling 3 {Bussex
Address Line 4: [ Use Previous
: Interment
A :
| o
Address Line §: ]
Post Code: [Br7EPS
frmWizinterment1 Ext Nexd

The Create interment Wizard
screen will open
1. Enter the Name for the
first deceased in the grave
2. Enter the address and for
the first deseased in the
grave
3. Click on Next

201 /350




BACASNG

Please enter the interment details for Mabel Stokes Rubican Cemetery~Sectig The second Create interment

I~1 Wizard screen will open.
1. Enter the Burial Date for
i [ CEmta = the funeral
. Eiried Ot s 2h0e S0 2. Enter any other
Time 12:00 information you have
Burial Number : | 031 about the deceased
Type of Servcs : |[Buril = 3. Click on Create
Container: {Coffin =
Depth : {7ft Gin ]
Paosition in Grave: [‘I—T
Age ! 71 [vears -
Gender : |Ferna!e -
Death Location ; [ x|
Death Date : | 15021904
Body Part r-

frmWizinterment2 Ext Erevious J :ﬁma!e

The Grave Information
Ramm: 1112 Screen is displayed showing

Main Logation : ~ * [Foublcan Cemutory =1 Grant Ref:

G e details of the interment

[ =3 Grave Information

SublLocation ; * [Bectionl

Griv Foteronce s * [1

Additional Refereecn

[ 1. Repeat the previous steps
to add subsequent
interments in the grave.

Genoral: Interments | Gwnoris) | Netes | Momerials | Strewinyg | Risk Assessment | Extumation | Finance

e View tiew | Dolete | Exbume |

2. When all interments have
been added click on the
Save Button

Auto Nurmnber Positions

Generate EPub eBooks with ease

Add a Second Grave Owner to a Grave

Add a Second Grave Owner to a
Grave
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1] Grawe Information

Main Location |
Subd oeation ;

* [Rubican Comptery
* [Section G )

Bacas 0 ©

w1

Growe Flatevenca s 541

Audditional Federenon = A

1.

4.
5.

Open the Grave
Information Screen for
the Grave. (Use one of
the following links for
instruction on how to do
this) (Search for a Grave
by Location, or Search
for a Grave by Grave
Owner/Deceased, or
Search for a Grave by
Grant Number/Burial
Number)

Select the Owner(s) Tab
Ensure that Current
Contract is selected
Select the existing Owner
Click on bottom Finger

=] Gravat Ot Infoimation

The Grave Owner

. 7 BCE e Information screen will be
Jseen ___Leman ] : I . . .
; i displayed with the details of
“ i~ - . -
the existing owner.
= - I: 1. Click on the New Owner
o o button
Samame: Lumn
Address Line 1 14 park Avenue,
Adoress Line 2. :Tnl.-oe
Address Line 4:
Address Line 5:
Address Line 6:
Pest Code: BNE BTF
Telephone 1: |
Mobila:
(|20 comie i sration 1A new Grave Owner
| e Lk EInformation screen will be
ErTTT » . . .
_ e N i|displayed in edit mode
h ™ Froguenthy Used & Seldem Used T Hever Used
- - — — 1. Enter the name and
‘ | address of the second
Sumane: e grave owner.
Address Line 1: | =3 . -
it tras S 2. Click on the Finger
Address Line 3: |Sussex
Adres e 4 r button
Address Line 5: |
Address Line 6:
Post Code [Bra 4DL
Telephane 1; [
Mobie: [

L

+Acd
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=
<) Graw Information

fiz0°

4lYou will be returned to the

Owner(s) tab of the Grave
Information screen — showing
details of the second owner.
Repeat the steps to add further
owners

Easily create PDF Help documents

Amend A Grave Contract

NOTE: Follow these
instructions if there was a
mistake when setting up the
original contract for example
the wrong amount was
entered; the end date of the
contract is wrong or the
contract was given the
wrong grant number.

DO NOT follow these
instructions for Transfer of
Exclusive Rights of Burial of
the Grave.

=3 Grave Infacmation Ineii]

MainLocation :  * [Hubleas Cemetery, = GaotRefk  [120
Subilacation : * [Sectiont > Grave Notes:

Grivn Fuference:  * B41

Additional Refrence © A

1. Open the Grave
Information Screen for
the Grave. (Use one of
the following links for
instruction on how to do
this) (Search for a Grave
by Location, or Search for
a Grave by Grave
Owner/Deceased, or
Search for a Grave by
Grant Number/Burial
Number)

1. Select the Owner(s) Tab

2. Ensure that Current
Contract is selected

3. Click on top Finger
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=] Grave Contracts =) The Grave Contracts screen
| o] — will be displayed
| stertoate: [ oem EniDue: 1. Click on the Edit pencil
| :‘:‘ﬁ {Gurent il S R [ - 2. Amend the field in
d question (see examples
s = | below)
— E 3. Click on the Save button
e Gm*‘:: J = . Semoe 4. Click on the Exit button
il s DI CEE. b 7 to return to the Grave
Aot = ] et ;ﬁ information Screen

Owners: |
~

|
| IrmGraveCondracts

e =k The amended grave

_ Bany o — ] contract will be displayed
Main Locatson © *  Grant Ref: {120
Subil acation = Grave Notes:
G Fnfermnce: © 841

Additional Fefrence : A

Qt Help documentation made easy

Change Owner details

| 2 rave sntcemaon . 1. Open the Grave
[ BocmiD 8 Information Screen for the
e || 3 Grave. (Use one of the
e e = T =1 £ following links for
Addincnatatimio . | instruction on how to do
P B this) (Search for a Grave
Crovn Mok gt o= g1 by Location, or Search for
S - — a Grave by Grave
'“‘""‘“""“"‘“l%.'“‘ | nanas | e o Armen Entametae Frece { Owner/Deceased, or
| 5 s | { Search for a Grave by
e T Y : Grant Number/Burial
e . d Number)
[ =T
dalich : i 1. Select the Owner(s) Tab
-
] 1. Ensure that Current
. _ ! Contract details are
il Selected
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1. Select the Owner whose
details are to be amended

1. Click on bottom Finger

“1The Grave Owner Information

E S e it screen will be displayed with the
TR P i ahli
St e ] g i . lowner highlighted.
7 £ ik ‘[ Click on the Edit Pencil
Tos [wen -
S .:m I
Adres Lm | |5 Wt Lavm i
e Lo B [T |
Ackiress Line 3 B |
Adress L 4 | |
AT Lot 3 | |
‘ Addrécs Lind b |
Pl Cinler |n'¢'|.m' |
Tebeghone [ | |
oL | |
| miiharesd
} I Grave Qne Information The Grave Owner Information
oot i sl T~ Grivr Dwiner Information MACAS B - 3583

[ e —

£ FraquantyLsod " Saidom Lizod ™ bt Lned

Fost Code [ s
Tolmphens 12 [
Moy |

RmCkEatE

{lscreen will be displayed in edit

mode
Enter amendments and click on
the Save button

ERRRNING

L+

Changing these details will affect every occurrence
of this person within BACAS. Please select what you
want to do

CORRECT a spelling or typing ERROR

CHANGE the DETALS of this person

SELECT / ENTER a DIFFERENT person

EXIT and UNDO any changes

A warning Message will appear

ENSURE YOU SELECT
THE CORRECT BUTTON!

Change the Section or Grave Reference of a Grave

206 / 350
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[ Grave tatomation

Bocastd; 764
Main Locatian :  * [Fubiuan Gommiory, = Gront Ref: ¥ T
Subloontion “ [GectianA = Grave Notes:
Grows Felerence : 011
Additiemal Fietioes ©
Gensial | intsrments | Crwmen(s) | Motes | Strewing | Risk Fananes
Crave Type ! * [Tradnionad Grmve =
Denomination = | =
Mo Galtin s * oo vt r =
Mace Ashies © 33 Shoubder witth: [ =
Parmt No © B Footwidth — =
= Length ¢ =
r Dopth : = Unkto Map |
r —_—)

By

= > A S S b M = O > A N o ok = M o o

== A M v o+ —~ M~ —h > M M > N la > N =~ ~n N

oy

LD = ~ —h A~ M =~ ~ M (A — ~— =
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Bacas 10 T4
Main Location @ . i Cem = Grant Ref:
SubiL oenthon ; A Section B ﬁ Grave Notes:

119

G Fielorsnae @ '[E’ I

Additicnnl Reteremon @ |

Grrve Type: * [Traditionsl Gree =
Doneenination - | - |
Mo Coffins © = h Hanid witlths ¢ =
MacAshes: =l Shoulder width: | =
Prermit Ho ! g Freot wirth : =
Privvan = r Length : T
Masinl Digg 2 r Coopth ; =
Consecratod | r

Link to Map

IRl

Ly — o 18 —= = A~ o~ 1 o~ o —= A~ ;o —— cF = A — —h > A =, o~ M I~
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This
chang
e will
updat
e the
burial
recor
ds for
any
decea
sed
interr
ed in
the
grave
. Ifa
contr
act
exists
on
the
grave
, it
will
be
updat
ed to
reflec
t the
new
Sectio
n/Gra
ve
refere
nce.
Itis
advis
able
to
reissu
e the
deed.

Create A Grave Contract For An Existing Grave

Free Kindle producer
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[ Grove tormation

Masin Logation
Sudil o¢atien |

Granvn Floterence:

Additional Reference ©

Status

1. Open the Grave
Information Screen for
the Grave. (Use one of
the following links for
instruction on how to do
this) (Search for a Grave
by Location, or Search for
a Grave by Grave
Owner/Deceased, or
Search for a Grave by
Grant Number/Burial
Number)

1. Select the Owner(s) Tab

Click on the Edit pencil

| Geroral | Ingorments. Owner(s) Hotes | Momerisls | Strewing | Risk Assessment | Exbmation | Fnance

Caontrants:

1D Start.

Sumame

G

1. Click on the New
Contract button

=5] Grave Ownership Setup

Please indicate:
1, whether grave Rubican Cemetery~Section G~2 is to be Purchased, or Reserved fg
| Purchase

2. What is the Puchased or Reserved Period
| 3. What amount is to be paid

Purchase Type
" Reseved

Purchase Period and Amount Paid

From Date: * W To Date; "W—M
Amount: | 15000  Grant No : j121 Next Grant
Tax 1; | 0 Suffix: |
Tax 2 [ 0 PurchaseReg.Mo: [
Total Paid £1,500.00 Suffix : ]
|
frmWizGraveTerm Exit |. Next |

The Grave Ownership Set up
screen will open

1. Select the Purchase type

2. Check that the Contract
Start Date is correct -
This will default to
today’s date and you
may wish to change this
to reflect the burial date
of the first interment
Click on Calculate to
calculate the contract
End Date. This will be
calculated from the
Exclusive right of Burial
period set up in BACAS
for the type of grave.
Check and amend this
date if necessary.
Enter the Amount for the
Exclusive Right of Burial
Click on Next Grant to
generate the next
available grant number.
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This is calculated from
the Grave Register for
the cemetery. Check and
amend if necessary.

6. Click on the Next

7.

8] Grawe Cramer Setup

Flease anfer the Owners name and address for Grave Rublcan Cemetery~Section G

The next screen will allow you
to enter name and address for
the (first) Grave Owner

Titke - 1. It is wise at this stage to
Fanenatnes search to see if the
SR Ged Last Decease owner already exists on
Address Line 1 — = the System (for example
A L Got Lt Sophcant as an existing grave
el 5 PE=m— ] owner/memorial
Address Line 4 S applicant or an applicant
Address Lina 5 Clear Cvmer for an earlier funeral)
| Adness Line 2. Click on Select Owner
Post Code
Telephone Number
Mobike Numibser
E-Mas
Cwmier ks dead Owmes | Resident r
iz GeaveCrumer et iy S
- s = "= {[The Search for Clients Screen
— will open
1. Select Role All
[ TR Enter the forename and
Surname of the Grave
fole =1 AL - owne
| — o= S 3. Click on Search
Sumame =] [peattie T B Matcht
[ikdress il
I Postcode =] |
I Siarch I Hew ':!_"f’_‘__l i‘




Er, If the Grave Owner already
. A B I e C exists in BACAS the client
Simon ___ Beatte | ol o . . .
ST = information screen will
; display the Grave owner
T = = I 1. Click on the Finger to
e B select the grave Owner
e el . and return to Grave
N mmu::; Tahoe, h Set
srmisiet = ownership up
Address Line 4; J
Address Line 5;
Address Line 6: l
Post Code:
Telephons 1:
Mobile:
i
=3] Grave Owner Setup 1. If the Grave Owner does
Please enter the Owners name and address for Grave Rubican Cemetery~Section G not alread_y exist on the
- - system, click on the Exit
: = button to return to Grave
Ownership Setup and
Getlass Deced=o then enter his name and
pREmE e — address manually
Tahne Can -
L el 2. Click on Clear Owner at
' any stage to clear details
| Select Owner .
and start again
| _ Clear Owner 3. Enter telephone
| number/mobile number
| for the grave owner
| 4. Enter an email address
Mobile Number [o7856 312 456 for the Grave Owner
E-Mail beattie@gocglemail com 5. Click on the Create
Owner is dead r Owner is Resident W button
frmWizGraveOwner Ext Previous | I Create I
) rave ontacts = @ |IThe Grave Contract Screen will
iiﬂ'i - open. It will reflect the details
Start Date : i Tz End Date : [ oozt i of the new contract:
Status : [c;.-:ri. Transfer of Rights : E‘E}'em—«_ -
Notes: = - -
— 1. Click on the Exit button
et Blibiakn Cemidiiy ol L2 to return to the Grave
Information record for
the deceased.
Grant produced: Grant No : [121 Suffoc: | Next Grant | ~
Iy Purchase Reg. No : o seie: [ ¢ : =
Amount: [1500 1:; E E
Owners: Ml Siman Beattie E
2]




BACASNG

[ 5l Grawe Information

Main Looatsn ©
Sushil ot |

* [Ftioan Comtery =

* [Snction G

Geiwn Refernce = 2

Additional Feference ©

- =|[The Grave Information screen

will display the new Contract
Details
1. Click on the Save Button

Contracts:
1D Start End Seatus
‘ o o _‘|
| |
e 'za::.!mm Bmlnw- u|
Free help authoring environment
Create A New grave From A Burial Booking
EE= A s 1. Open the Burial record for
mﬁm Mr Brian Leman Date | Tue, 18022014 Time : 11:00

| FunersiDir:  Tahos Funaral Services (i Sendco: Burial of Cremated Remains
| Location 0

Initial Info | Deceased Details is | Service Detalls | Music | Applicant | Memorials | Misc. |Finance [VO.

[ the deceased (See:

Client, All Bookings)
2. Select the Burial Details

| Location ]

| | initial info | Decsasea Dstails. Sunal Detalls Sarvice Detalis | Music | Appacant | Memorass | Misc. | Finance | VO

m“

Grave :

Type of Grave -]
Max Coffins © a f | -
Max Ashes ('] i I

Appainiment Decessed )
ot oz = tab and click on the
. : : - Thie: f - —_— -

== Fouraes: o Pencil

privacy | Public - Sumname: Leman

Stas: | - Maidenname: ==
* Diary : Ciher name:

Rudican Cematery v Agddress Line 1:

. Address Line 2:

bl — | AddressUne3:  [Susses

Rublcan Cematery - e, =

Type of Service Address Line 5:

Burial of Cramated Remains Tv] | Address Line 6: -

Post Code: ENGETF .
Wiaw —
e Comments :
Funeral Director :
[Tahce Funeral Services 1= | P
|
B " 1. Click on the Create
Deceased Mr Brian Leman Dats © Tus, 16022014  Time~ 11:00
Funarai Dir: Tahoe Funeral Services ;;ﬁ Senace - Burlal of Cremated Remains B u tto n
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New Location Wizard - The New Location Wizard will
Use this screen to create a new Grave open

1. Select the Cemetery

2. Select the Section

Cemetery 'I]Hul:lil:sn Cemetery - 3. Type in the Grave

Sectan: i o z Reference (and Additional

reference if relevant) for

the new grave

Rublcan Cemetery - Section G - 641

Type : |Graves -
L 4. Select the Type of grave
Favie Brence "I M
ol 5. Adjust the values for Max
Aduitions! Asference Coffins and Max Ashes if
= necessary
Type : " [Cremated Remaing Grave - .
M Coffins : . I:l— Consecrated r 6. (b:l:gtkoﬁn the create
Max Ashes " M
Ewmit | Create
Frond AN b lnassd iranan
e ™ ~ “|IBACAS will return you to the
T e T e e Burial Record with the location
Lscaton”  Rublcan Cematery ~ Section G~ 641 ~ A ) o and details of the new grave
| Initial info | Deceased Details  Bunal Detads  Service Detads | Music  Applicant| Memorials | Misc. | Finance | VO . displayed .
Gawe Con | | Bue L 1. Enter The Container used
Map | yiew d o CoUs piariesie: )| H
| o | for the burial.
Grave : B41~A .
Typeof Grave©  Cremated Remains Grave -] Burial Number: 3 = onur 7’_ i 2 Entel’ W/dth and depth
o & crimud | | Lol ¥ _ details as appropriate
toadwian: | [ Tx] s [ 7 3. Click on Add Owner
Interments: Shoulder Width 1 el Depth 2n -
1 Brian Leman (28 Feal Width : ~
Remarks
°H] Grave Ownership Setup The Grave Ownership Set up
Please Indicate: screen will open
1. whether grave Rubican Cametery~5Section G~641~A Is to be Purchased, or
pocadied Pt 1. Select the Purchase type

2. What is the Puchased or Reserved Period

3. What amount is to be paid Purchased

Purchase Type 2. Check that the Contract
& Puchased Start Date Contract is
 Reserved correct — This will default

to today’s date and you

Furchase Penod and Amount Paid

S g may wish to change this
e to reflect the burial date
Aumount 120 Mext Grant of the first interment
] 3. Click on Calculate to
o2 | 0 Purchiove Reg. o ;5 calculate the contract End
Tolal Paid £98500  Suffix : | Date. This will be
calculated from the
miizGrave Term _ Emt | Hext Exclusive right of Burial

period set up in BACAS
for the type of grave.
Check and amend this
date if necessary.
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4. Enter the Amount for the

5.

Exclusive Right of Burial
Click on Next Grant to
generate the next
available grant
number.This is calculated
from the Grave Register
for the cemetery Check
and amend if necessary

6. Click on the Next button

:_:E'I Grave Owner Setup

Please enter the Owners name and address for Grave Rubican Cemetery~Saction

G~641~A

Mobile Number
E-Mail

Owner is dead

ImWizGraveOwner

{07849 659 040

siemangbtopenworid.com

-

Ext

Owner is Resident

Erewous |

W

Get Last Deceased
Address

Gel Last Applcant
Details

Select Owner

Clear Owner

The next screen will allow you to
enter name and address details
for the (first) Grave Owner

1.

a. If the owner is the
applicant for the burial
click on Get Last
Applicant Details

b. If the owner is not the
applicant for this burial
then click on Select
Owner. Itis wise at
this stage to search to
see if the owner
already exists on the
System (for example
an existing grave
owner/memorial
applicant, applicant for
an earlier funeral)

c. Otherwise enter the
name and address of
the owner manually (If
the owner is resident
at the Deceased
address then click Get
Last Deceased
Address)

d. Click on Clear Owner
at any stage to clear
details and start again

Enter telephone
number/mobile number
for the grave owner

Enter an email address for
the Grave Owner

Click on the Create
button
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[ 28 Grave contracts - = ©|The Grave Contract Screen will
5 = open:
Start Date © | o 18/02/2014 N End Date - [ 1T A22064 j
Status * F:;.--m-: - Transfer of Rights : [Curem ~ " C||Ck on the Exit button tO
Notes: ‘] .
- —||return to the Burial record for
= the deceased
Grank produced:  Grant No : [z sffic: | Nest Grant ‘
r Purchase Feg. No © p’i Sufic : !’ — _’
Amaunt; o5 Taxi: 0
- Tax?2: '0
Gy v
hnmrnecowacrs
E =le 1. Click on the Save Button
Deceased ; Mr Brian Leman Date ©  Tue, 180022004  Time : 11:00
Funeral Dir.: Tahoae Funeral Services m Service © Burial of Cremated Remains
| Location Rm\ean“malew*mma*“‘!*;ﬂ o
| Initial Info | Deceased Detalts Eunal Detads Sarvice Detalls  Music Applicant | Memaonals | Mise |Finance | VO
Grave cioar | Burtal 5
e g |
Grave | 641~ 4
Type of Grave :  Cramated Remains Grave - Burial Number: [0 other: |
MaxGCofins: 0 Container: [Cremated Remains Caskel =
Max Ashas : 4 Position : 0 -l
Head Width - =2) Lengn: | =
Inements: Shouider Width | | f=] Depth =
T Feat Width : =
erka
Free Qt Help documentation generator
Create A Pre Purchase Or Reserved Grave
Clients 1. Select Interment from
— Crematon | the Outlook bar on the
— Lhary = H
F':"" left hand side.
inance
Generata
Inemment 2. Select Graves from the
@ expanded selection.
Burial
Grenses
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1] Search fior : Locations

Genaral| Location

Main Location:

|

T :

ik

Cloar Graves

The Search for Locations screen
will be displayed.
1. Click on the New button

Mew Location Wizard

Use this screen to create a new Grave

Rubican Cemetery - SectionE - 641 B

Cemetery : g iﬂuh'rt:&n Cemetery i
Section : ’ !Sar:h'nn E [+
¥ Single " Range
Type : i-Graves - |
Grave Reference . iﬁ..u
Additional Reference : |I§-
Type: * |Cremated Remains Grave o
Max Coffins ; A Consecrated -3
Max Ashes : *H
Exit I Create
rmWizNewGrave

The New Location Wizard
will open

1. Select the Cemetery

2. Select the Section

3. Type in the Grave
Reference (and Additional
reference if relevant) for
the new grave

4. Select the Type of grave

5. Adjust the values for Max
Coffins and Max Ashes if
necessary

Click on the Create button
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8] Granen Information #

Bacos®D: 1088
Maks L et © * Wlbican Crmsirey T=1 ot Bt
Subl st * [Sectin E =] Grawe Notes:

Cawes Relariims : * 601

Aaiktigonal Rederonee | b

Canersd lntenments | Ownee(s) Motes | Memivisls | Serwving | Risk Assessment Extimaton | Finsnee

Gamen Type s * Kirnmated Flrmains Ceave
Denosnation 1|
Mhax Caffies . <0 Head width :
M At A Shouder width ;|
Pt by o F wridth

(F Logih ©
| Depth
-

ol il e wE

Lok b Map

WL

1.

2.

The Grave Information Screen
will open.

To create a contract for
the Pre purchased or
Reserved Grave follow
the link: Setup A Grave
Contract For An Existing
Grave

To record payment of the
Pre Purchased or
Reserved Grave follow
the link: Receipt A Grave
Owner for Exclusive Right
of Burial

Easy EBook and documentation generator

Create A Range of Graves

Clients
Cremation
Cliary
Finance
Generale
Interment

1.

Select Interment from
the Outlook bar on the left
hand side.

Select Graves from the
expanded selection.

8] Search for : Locations #

General | Location

Thpae 2 |Craves
Main Location: | -

1.

The Search for Locations screen
will be displayed.

Click on the New button
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Cematery :
Section @

Type

Prefix:

Type :

Max Ashes :

Use this screen to create a new Grave

Rublcan Cemetery - Section 1

) ilFluhit:un Cemetery

* Section |

" Single

Graves -

Start Number:  “Jo01

End Number:

Suffixc:

* 100

—

Max Caffins :

" |Tro.dil.1'ulml Girave
i :§

Consecrated

Exit

I Credate

open
1.

2.
3.
4

The New Location Wizard will

Select the Cemetery
Select the Section

Set the Range Indicator
Type in the Grave
Reference for the first
grave in this range

Type in the Grave
Reference for the last
grave in this range

Enter a Prefix and/or
Suffix to be applied to
each grave in this range if
relevant.

Select the Type of Grave
for this range

Adjust the values for Max
Coffins and Max Ashes if
necessary

Click on the Create button

=
| =5 Grawe Information

G

Baces 1D ; 121

1.

“IThe Grave Information Screen
for the last grave in the range
will open.

Click on the Exit button

Search by Grant No or Burial No

Free HTML Help documentation generator
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Clients

Cremation

Cliar,

Finance

Generate

Interment

&

Burial

&

Graves

o

-E -‘é EI 3E =

Locations

bapping
bemaorial
Output
Preferences
Setup

Select Interment from the
Outlook bar on the left hand side
Select Graves from the expanded
selection

e fRon |

o =] s :
[roranara =l | -
|5_-1“ql-¢' =) [ T s nbabche
fewtvavan v S [ = e
—
| =
[ =
| =
Frarh pe | Cnw ] r

Lia <2 F 0

T Sewch M | Likaton . =3

The Search for Locations screen
will be displayed

Ensure that the General tab is
selected

1.

To search by Grant
number ensure that Grant
Number is selected and
enter the Grant Number in
the adjacent field

Click on the Search button

To search by Burial
Number ensure that
Burial/Cremation Number
is selected and enter the
Burial Number in the
adjacent field

Click on the Search button
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Stest Grare The Select Grave screen will be
Fasbicnn Curatiny| St Ai03 : H
e . E displayed with the grave
S (- i i - —]|highlighted
Cuneni - -Steey Roman E . .
—|Click on the Finger
EEmEe T g
D_msd.'suamn.u =
Warranak
Fraadsian ard Fatts TTIREHIE | TABAE
| T3 Grave nformation . = " |IThe Grave Information record for
e Bacesln: (758 the location will be displayed
| M Locaton * [Pubican Cemmtery - _¢
Sublocshos =T “Tw| =l
GiaveFstencs [0 :
| Andhonel Fetermee - |
Grant Ref; B ]
‘ Grve Notes: I'm da part
I Genersl | intermant | Owmesiz) | Motes | Memanels | Ssawing | Fusk Assessment | Exdumeaton | France
[|
| Grave Typa * [Fradibonal e s
| Dremamnetidn {Chuech af Esglend -
Maw Cofing & |]— Faad wih I =
Mg A hes . ,1— Shaulde wedt — 1=
Pl Mo |:| Foslwisn | .
I Langth =
r Dlegih | -
r b

nGimeits

Qt Help documentation made easy

Search by Location

Clients Select Interment from the
Cretmation Outlook bar on the left hand

Cliary side

Eiania Select Graves from the
Generate expanded selection

Interment

Burial

Graves
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[ earp—— - = |[The Search for Locations screen
ﬁ will be displayed .
1. Ensure that the Location
tab is selected
= T 2. Select the required
oy P - .
= o e — Cemetery, Section, and
: Grave Number (Detailed
e T —— Location)
v 3. Click on the Search
|eanaly > button
Tl Lol s I -
| oat
(o
e _________|
([ =
wt 2] Choar Crmets
fea I
Taarh | Py Taw P
WrE D -
—— Saisct Grome The Select Grave screen will be
Ic"—,'f' Fasbienn Cometany| Secion Afld] H H
I~ show Comainy [ displayed with the grave
Chwrais - .
T . v 5|highlighted.
i 1|Click on the Finger
Banals
e e |2
Dispasal | Scananng 1
Ih‘ﬂﬂ‘ol'!".
Fawtsine ard waits | TFORGDIE | 1A SRS [

Emta vt
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] Grave Information - = = 1The Grave Information record
B | [ | ||for the location will be displayed
Main Locaton - Iﬁubiotm Cametary =] _‘
Sublocstan e ]SsdnonA
{]
Grave Referenca . © ms Ea
Additional Feference © _|
Grant Ref: 5]
Grave Notes: changement de part
General || ts | Owmerfs) | Notes | M Is | a | Fusk Assessment | Exh | Financa | [
| Grave Type * [Tradiional Grave B3| t
Denomimatian |Chu:t.+| of England F‘ =
M Coffins -1 Head width =
Max Ashes : =l Shoulderwdth . | -
BarmiMNo 0 Feetwidth | 2
i = Length . 1 i=
J& Depth ] x|
r
kmGravelnfo

Free Qt Help documentation generator

Search by Owner or Deceased
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Clients
Cremation
Cliar,
Finance
Generate
Interment

&

Burial

&

Graves

_I = M=

Locations

bapping

bematial

Output

Freferences

Setup

Select Interment from the
Outlook bar on the left hand side
Select Graves from the
expanded selection

T Soarch Ao | Licaton

Vet b 3

Lia &2 F ]

[} VA |
i =] [ovcnes -
H‘"“‘" v [ ™ G et
[5'.-}-4 =] fownn ™ Camen Mo
s —

'.

=l
| =

searrh Caw J .‘l I

The Search for Locations screen
will be displayed

Ensure that the General tab is
selected

To search by Deceased ensure
that Role Deceased is selected
and enter Forename and
Surname of deceased

Click on the Search button

To search by Grave

Owner ensure that Role Grave
Owner is selected and enter
Forename and Surname of the
Grave Owner

Click on the Search button
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I~ Show Comolory
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Selert Grave

Dhwreind

Banals:

Stiard  Uis as amman
Cumerd b Stew Raman

Ir!II_-I

The Select Grave screen will be
displayed with the grave
highlighted

Click on the Finger

et e L Y
Dspasal { Seanging b
I
Wiarea ks -
Flasatabats 4 RiEe TR0, | T A _E
. The Grave Information record for
BaesiD: 7o the location will be displayed
Wan Locaton * [Rubscan Cemoteny - _""
Sublocshos " [Eacaon i _- =
s B 17] :
Addnonsl Astemos | |
rant Ruf: p 3
Grve Mojes: [dml da part
I Gangral Irnuwmnhlﬂunm:pihlnhn ;Muucmd! Ehﬂnql"lnl Murwnmif_nhulrﬂmiﬁum:‘
L

Grae Typo - ;'T_-m:nunul':--uus o

Chercymunshan il hurch ot Esglanc -

Max Cofng . |] Flaam il =

Pe Anhes M Eraubdi wedth -

Faumd Mo o ol wicth [ >
I Langth R
s Dhegtty | -
r

|

i svenic

To Mark A grave Owner as Dead

Free Web Help generator

| ] Grave Infarmation

B I

o

Main Location * [Rubican Cemetery

| Grant Ref: l120

Sl anation ; * [Section G

> | Grave Notes:

o Retovenoe -~ 541

Open the Grave Information
Screen for the Grave. (Use
one of the following links for
instruction on how to do this)
(Search for a Grave by
Location, or Search for a
Grave by Grave
Owner/Deceased, or Search
for a Grave by Grant
Number/Burial Number)

Select the Owner(s) Tab
Ensure that Current Contract
is selected

Select the correct Owner
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|| Click on bottom Finger
o The Grave Owner Information
. " L screen will be displayed with the
jsa ______temon | i ] H
f T — ; details of the owner
I: Click on the Edit pencil
Title I =
Forenames: [l
Sumadme: * [Leman
Address Line 1: [12 Starcross Street
Address Line 2: ?’E."‘?S.
Address Line 3: [Sussex
Address Line 4: [
Address Line 5; [
Address Une 6: |
Past Code: {68 S0L
Telephane 1 ||
Motile: )i
[ o Oureromotion Click on the Client is dead
| QMBMEI BACAS ID: 3845 marker
pa _____temen | a i .
Ii m;tmslt::y & Seldom Used " Hever Usod CIICk On Save
Click on the Exit button
Title 3 = |
Forenames: B 1
Surnarma: [eman
Paddress Line 1 Starcross Steet E
Address Line 2: "luhoe
Address Line 2. [Sussex
Address Une 4 [
Address Line 5 [
== ==
Telephane 1! |
Mobie: [
_vm E
Free help authoring environment
To Print Deed Documents
[ e tormtion - . Open the Grave Information
o — = Screen for the Grave. (Use
L il et one of the following links for
O Ruferonce . * 2

Additonal Reterence -

Contrants:
D Start End

672 11022011

ndiaveints

Genoral lnum—ntuu; Miomatials | Strewing | Fisk Assessmont | Exhumation | Finance

instruction on how to do this)
(Search for a Grave by
Location, or Search for a
Grave by Grave
Owner/Deceased, or Search
for a Grave by Grant
Number/Burial Number)
Select the Owner(s) Tab
The contract details for the
grave will be displayed.
Click on the Printer button
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Report List The Report List will open
Fleparts Select the document
Repart Category = required by ticking in the
Bateh Categery G = box adjacent to it
Click on Next
Riparts

.-':-_';"!I)tnd af Grmni
| Kenunsisticon
:-J' Statutary Doclarstion

| Dhend Covvering bt

| Deed Transter Covering Letter
|| Dend OF Geant - Aashgmat
__i Deed of Grant - Resare

| _:EDv-.hdﬂ{}rult Tomresfer

s |

Seloct all | Clenr nll

Cancel | Mt

FrmRepotl st

Report List A second Report List screen will

Paramiters open

Click on Print

The deed document will be
printed

Stant End

Email ;

Cancel Preview [ Frimt Email

Free EPub and documentation generator

To Issue A Receipt For A Grave Owner
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B -1 Open the Grave Information
. ey [l| Screen for the Grave. (Use
Mo PeE 000 Hee= one of the following links for
ey ‘ instruction on how to do this)
_ R (Search for a Grave by
J == ' Grave by Grave
tem | Owner/Deceased, or Search
Rﬁi for a Grave by Grant
' Number/Burial Number)
Select the Finance Tab
Click on the Edit pencil
[ e hormoton — 1. Click on the Receipt Items
i BuoeslD: a7 J — button
b opation ; * [Guetion £ > Grave Notes:
G Rotewencs: " [i7

Additional Feference @ |

| Goneral | Intarments | Ovmesis) | Hotos. | Memorisks | Strowing | Risk Assaussment | Exumation| Fninca

[
Involce
pdd ttem |
dd Manuai Item |
Receipt
Receipt Ttems. |
Delete Item
ImGraveinfo

2] Create New Receipt ™ = E||IThe Create New Receipt screen will
W S ¢
open
Funeral Director : | 2
Payee : Simon Bealtie Select 1. Click on Select Other Payee
56 Baker Street, OtherPayes
Recelpt Date © *[Tha13o2na v | Typeof Payment : < | &4
Payment Reference : |
Comments [
Organization : * [Tahoe Bereavement Services =)
Currency : * [Sterling [ Select Item
Account Code : | 1=
Description : |
— Calc Gross VAT
Amount : [ VAT : Total : e
Location | |52
BACASID : ET
Recelpt Ttems
Addltem |
Delete Item
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l__i] Search for : Clients

—. = ||A Search for Clients screen will open
1. Select Role: Grave Owner

b 2. Enter the Forename and
Filter Criterfa ; Surname of the grave owner
3. Click on Search
ole L= |Grave Owner -
Forename ¥ | (Simon ) ™ Exact Match!
Surname ~ | [|Beattic T Exact Match!
Address C |
|Pastende -

[
|

A nguiry

-
IEeanm ||
e

=1 ®

"

=
| 3] Grave Cwmet Infarmatian

r

| | eemrr— . e ol

=

Tithe

Surname:

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4;
Address Line 5;
Address Line 6:

Telephane 1

1|The Grave Owner Information Screen for
BACASID: 2845 |: the Grave owner will open

4 1.  Ensure that the grave owner is
selected
2. Click on the Finger

To Transfer Ownership of a Grave

Free EPub producer
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=
|Ee

= |

Grave Information

Msin Logatian -
Sublocation :

* [Foublian Comatery
* [BecfionE
T

dditional Referemor ©

Grive Finformnon |

Mrs Teressn

Bt

Open the Grave Information
Screen for the Grave. (Use
one of the following links for
instruction on how to do this)
(Search for a Grave by
Location, or Search for a
Grave by Grave
Owner/Deceased, or Search
for a Grave by Grant
Number/Burial Number)

1. Select the Owner(s) Tab

2. Ensure that the current
contract is selected
3. Click on the Edit pencil

=
| 73] Grawes Indormation

BacasiD :
Main Location ©
Subl_oration ;

* [ubicon Cemetery
* [Swction £ o

G Rofoence s * fa7

Additional Feference @

PGl

1. Click on the New
Contract button

(22| Grave Ownership Setup

This Grave has a current contract
Rubican Cemetery~Section E~47

if you wish to transfer ownership to a different person, then please indicaty
below the date you wish to end the present contract and how Is to be
| tranfered.

Transfer Date: » |12-'02-'2‘Df-‘-l
(
Transfer Method: *§ [Probate of Will (District Registry) >
|
|
ImiWizGraveTransfer Exit bext

Grave Ownership Set up screen
will open

1. Enter the date of transfer
of the contract. (the date
the new contract should
begin)

2. Select the method for the
transfer of ownership
3. Click on Next
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E Grave Ownership Setup

Please indicate:

1. whether grave Rubican Cemetery~Section E~47 is to be Purchased, or Reserved
| Purchase

2. What is the Puchased or Reserved Pericd
| 3. What amount is to be paid

Purchase Type

| | |* Purchased

 Reserved

Purchase Pericd and Amount Paid

From Date: *

121022014 To Dale: 22105/2057 Caiculale
| Amount 1000 | Grant No : 75 Next Grant
Tax 1 0 Suffix :
Tax2 [ 0 PurchaseReg.MNo: |
Total Paid £1000.00 Suffix : [———
frmWizGraveTerm Exit Previous | Next

A second Grave Ownership
Setup screen will open

1. Select the Purchased type

2. Check that the Contract
Start Date is correct -
This will default to today’s
date - it is likely that you
will need to amend this
End Date: For a Transfer
of Exclusive Rights of
Burial the End Date will
usually remain as the end
date for the original
contract
Amount: For a Transfer of
Exclusive Rights of Burial
the Amount will usually
remain as the Amount for
the original contract (Any
transfer fee should be
added under the finance
tab for the grave)
Grant number: For a
Transfer of Exclusive
Rights of Burial the Grant
Number will usually
remain the same as for
the original contract
6. Click on the Next

4.

=3 Grave Chamer Setup

Pleass anfer the Owners name and address for Grave Rubican Cemetery~Section E|

Titia -
Fouonamus
Sumame Gt Last Deceass
AddressLi¢t: | " B
Address Lina 2 Gat Last Applcand
Details
Agdcdngss Lire 3
Adidress Line'd B SRR v
L E
Adidress Lina 5 Clear Onamner
Address Line 6
Post Code
Telephone Number
Maobike Murmibser
E-Madt
Owwmier fs dead r Owwmer [s Reshdent r
Wiz GraveDwmis Ext Brentious Create

The next screen will allow you

to enter name and address for

the (first) new Grave Owner

1. It is wise at this stage to

search to see if the owner
already exists on the
System (for example as
an existing grave
owner/memorial applicant
or an applicant for an
earlier funeral)

2. Click on Select Owner




=

5] Search for : Clients

General
Filter Criteria ;
Role = [aLL
|
-I:-mm.]mo T=] ;'_?:i-nlan I' Exact Malch!
i s S— FREPPRU RIS
CUmAME v [Beattie ™ Exact Match!
Address =11
|
Posteode =] [
-
-
|
Search Hew | EI

The Search for Clients Screen
will open
1. Select Role All
Enter the forename and
Surname of the Grave
Owner
3. Click on Search

2] o Owner Tnflsirmation
r
|
2mon Gestie e s e

p=

Tiie

Address Line 1!
] Addiress Line 2:
Aaddiress Line 3
Address Line 4;
Address Line 5;
Address Lina 6!

Telephone 1:
Mobile:

AmCienaE

BACAS 1D 2846 E

If the Grave Owner already

exists in BACAS the Client

Information screen will

display the Grave Owner

1. Click on the Finger to
select the grave Owner
and return to Grave
Ownership Setup

E Grave Owner Setup

Please enter the Owners name and address for Grave Rubican Cemetery~Section E

Mobile Number [o7865 312 456

| E-Mail |peattie@googlemail com
Owner is dead r

fimWizGraveOwner Exit

Owner is Resident

[T ]

Get Last Decease|
Address

Get Last Applicant
Details

Select Owner

Clear Owner

1. If the Grave Owner does
not already exist on the
system, click on the Exit
button to return to Grave
Ownership Setup and
then enter his name and
address manually

2. Click on Clear Owner at
any stage to clear details
and start again

3. Enter telephone
number/mobile number
for the grave owner

4. Enter an email address
for the Grave Owner

5. Click on the Create
button
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_ﬂ Grave Contra
! ID:
R

Start Date |

Status :

MNotes:

Grant produced.
r

h IiGraveContracts

cts

673
[ 120272014 End Date :
Current - Transfer of Rights ©

[Current

220572057

|[The Grave Contract Screen will
open. It will reflect the details of
the new contract:

| e

Rubican CemeterySection =47

Grant Mo : 75 Suffix:
Purchase Rig. Mo : |5 Suffix:
Amaount: 10060 Tax1:

Tax2:

| Next Grant
,7 L
0

e

. 1. Click on the Exit button
to return to the Grave
Information record for the
deceased.

| =

K8 r—a 1P

BorasiD ;947
Main Location © * [Rabicam Cemetery
Subil scitien : * [Soction E

G Roforence s * 47

Additional Reference ©

Grant Ref:

i7s

Grave Nates:

IThe Grave Information screen
will display details of the
cancelled contract and also
details of the current contract,
showing the new grave owner.

Click on the Save Button
- |
e 'smF:\.‘M“ Boattie Sumane 'U|
Easy EPub and documentation editor
Exhumation
Exhumations
é e Search for an existing exhumation
e Exhume a deceased
Exhurmations e Print an Exhumation Order Digging Slip
Free PDF documentation generator
Exhume a deceased
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Clients Select Interment from the
Cremation Outlook bar on the left hand

_Diary side.

Finance Select Exhumations from the
Generate expanded selection.

Locations

“Memotial
T
_Preferences

Search for : Exhumations B The SearCh fOI‘ EXhumatlonS
cevero |ocabon] liscreen will be displayed
_ Click on the New button

foerome — S[[ [ a
E |

—
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EE Search for : Locations -

General Location |
Type : All J=
Main Location: Rubican Cemetery
Sub Location: ALL
|
Detail Location: ALL “
001 ml
002 =
004 -~
Start End
Clear Graves
003 | —
Search New Clear | F ’|
frmEnquiry

The Search for: Locations screen
will be displayed

Select the grave where the
deceased is interred and then
click on Search

Jedeor Drnan

7=

The Select Grave Screen will be
displayed
Select the grave by clicking on

I_J the Finger
I li II]-H. ; = Iil :
™=
| Hi— = ]
_'“- T~ " 1] A — ;
[ e omas “|IThe Grave Information Screen

T v e e e b
(&
oy -
e ey
- o)
s e 11 mei L=
Bdbrrri v TP
Lapir e
]
B
i veomm Lo
il Croe T T
e — [
T

will be displayed
Click on the Pencil to put the
screen in Edit mode
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EE Grave Information

Bacas D 755

Main Location : * [Rubican Cemetery =
SubLocation - I’Secﬁon A =]
Grave Helerence o IEIUEK

Addiions| Retarsnce |

Grant Ref: 3 =

Grave Notes: Ichangement de part

nergs)l Mates | Memmva&sl Strewmg] RnskAssessmeml Exhumalu:m1 Finance]

Inferments wew | mew | pelewe | Edume |
!m. Burial Date  Container

Auto Number Positions |

e

frmGravelnfo

Select the Interment tab and
then the deceased to be
exhumed

Click on the Exhume button

Exhumation of : William Enrique Dann Coath
from : Rubican Cemetery-Section A-003

Please provide Exhumation details

Date of Exhumation : ’1 08/05/2012 'I

Permission given by : ’1Fa::ulty and Home Office License _-l

License Number : "I?BEIEE?
Date of License : ‘1 05/05/2012

The Exhumation Wizard Screen
will be displayed

Complete the Dates, Permission
given by and License Number
and click on the Next button

fimWizExhumation1 Exit Next |

Complete disposal details and
Exhumation of :  Willam Enrique Dann Coath click on the Exhume button
from : Rubican Cemetery-Section A-003

Please provide Disposal information

Type of Disposal : = [Re—interred by Same Authority _v|

Date of Disposal : 09/05/2012 -|
Diocese | [
Location: [Section B 004

Remarks :
Family request]

frmWizExhumation2 Exit Previoug Exhume
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dEmIEEERRSSSeee . iIThe Grave Information screen

Bacestd & | will be displayed. The deceased
Main Location > F:u‘nimn Cametery = . . I d
Subloceion  * [Seciona o will no longer be displayed as
Grave Feeferenca: * [003 being in the grave.
LR Click on the Save button
Grant Ref: = ]
Grave Notes: Idimwmentdepart U
General IOwnartsjl MNotes I“ 1al: ""‘“ i =| Fisk A |:" i IFmanw[ [
Interments : Miew I New I Delete I Bxdwme I e

Ims. Burial Date  Container

Auto Number Positions | |

Free Kindle producer

Print an Exhumation Order Digging Slip

Clients Select Interment from the
Crermation Outlook bar on the left hand side.
Diiary Select Exhumations from the

Finance expanded selection.
Generate

Intermernt

&

Burial

&

Graves

Locations

kMapping
hemarial
Clutput
Preferences
Selp
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& scarch for - Extumations The Search for Exhumations
, screen will be displayed
Enter the Forename and
Surname of the exhumed
deceased and click on the Search
button

W The Exhumation - Select
Deceased screen will be
displayed

+|Click on the Finger

[ The Exhumation record for the
||deceased will be displayed.
1|Click on the Printer button
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T E—The Report List Window will be
b e | = — = displayed
e A 2 — Select Exhumation Slip from the
e — list of Reports and click on Next.
Click on Print on the second
report list screen
i | Limw ull 1
e | | i | Pl LR
]

Search for an existing exhumation

Free CHM Help documentation generator

Locations

bapping

bematial

Output
Freferences

Setup
—_—

Clients Select Interment from the
Cremation Outlook bar on the left hand
Diary side.
Finance Select Exhumations from the
Generate expanded selection.
|nterment
Eurial
Graves
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EE search for - Exhumations [The Search for Exhumations
'  tocation] screen will be displayed
Enter the Forename and
Surname of the exhumed
deceased and click on the Search
button

=[The Exhumation - Select
Deceased screen will be
displayed

Click on the Finger

{[The Exhumation record for the
||deceased will be displayed
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Memorial

BACASNG

Free PDF documentation generator

kemorial
Search

Renewals

l.

Assessment.
SRS el

Ly

Memorials

e Create a memorial for a deceased not cremated/buried or strewn
at Crematorium

e Search for Memorial Charges

Full-featured Documentation generator

How to create a memorial only

M emarial

1. Select Memorial from the
Outlook bar on the left
hand side.

2. Select Search from the
expanded selection.

[=5| Search for : Memarials

o= The Search for: Memorials

I General_I Location !

screen will be displayed.

e 1. Click on the New button
|Rale [w] [Memorial Applicant [l
q |Forename | [T ExactMatchi
|Surname | I ExactMatch!
| End: |

Memarial Type  [] |

I jMemoriaI Permit : Start:

M jMem Start Date : Start:
“ 1Mem End Date : Start:

=l
—— e [

frmEnguiry
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5] Memorial Information

Mermoril:
Applicant:
Deceased:
Location:

| General nformation | Applicant | Deceased | nscription | nsurer | Location | order | Notes | Hstory|

Select Memorial

Start Date: = 03/02/2015
Calculate End Date

End Date:  *
Status:

i Amount: [1]
VAT: i
Paid Date:

I
Receipt No: 0

Reference:

Find Day/Month:

[T -

Last Check Date:

——

| Renewal Details
Renewal Sent Date:
Renewed: r
Letter Retumed: -

| —

| Count:

| Permit Details

Next Number
Number: o

Start Date:
End Date:

friemenais

1.

Complete the General
information and Applicant
tabs as normal and Save

To complete the Deceased
tab, Click on the Edit
Pencil and then the Select
Deceased button.

1BuriaIfCremaﬁon nu| : Start:
1Appoinh'nentDate l_- Start:

[ =5] Search for : Deceased [= [E]
i_E;EI_i Location |

Filter Criteria :
™ Indude Alias in Name Search

| 1F0rename =) ] ™ Exact Match!
|5urname =] | ™ Exact Match!
IAddress =) ]
|Postcode =l |

—

= S E—
e [

|Date of Death

L=l |

frmEnguany

[=2] Deceased Information

fmClientsE

Address Line 2:
Address Line 3:
Address Line 4:
Address Line 5:
Address Line 6:
Post Code:

Clentisdead [ BACAS ID:
| General| other 1nfo| History F
| & Frequenty Usad © Seldom Used © Never Used 4
Trle e Address
Forenames: | i
Surname: | =
Address Line 1t |

+Add

fir=

1.

The Search for: Deceased
screen will open

Click on the New button

The Deceased Information
screen will open

Type in the details of the
deceased whose remains
are held elsewhere and

click on the Save button

Click on the Pointing
Finger and then the Close
button

You will be returned to the
Memorial Information
screen and will see that the
deceased is now recorded.

Complete the remaining
tabs as normal




BACASNG

Easily create EPub books

Search for Memorial Charges

Clients
SrarEion 1. Select Finance from the
DiE Outlook bar on the left
- hand side.
Finance
@ — 2. Select Charges from the
expanded selection.
Charges
Tl — N The Filter screen will be
J displayed.
‘ By Charge [By Facility| By Resource
1. Tick the All Active Charges
Charge Desaiption : | b oX
Start Date : — 2. Click on the By Resource
End Date : [ tab
Amount : [

All Active Charges

Search Quick Update New Charge Clear | E
frmFilterCharges o
e P —_— —~ = 4| 1. Chose the appropriate
memorial Group from the
[ By Charge | By Faility| By Resource drop down selection
A list of the memorials in
Resource Group : [Grave Memorials \L, . .
this group will be
Resources Headstone = R R
HenBinac ma ke = displayed adjacent to
nagei
e - Resources
Charge Description : J 2. Click on the Search
Start Date : button
End Date :
Amount :
All Active Charges I~
Quick Update ] New Charge Clear I F
frrnFH!ercnarges o

I
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(&] BacASNG =
EIB\;ACi:em Generate  Interment  Locations  Output Eréerfn(e: Setup  Tools Help for A ||St Of memorlal Charges W|”
Finance - Select Charge be displayed.
—
hEiss £ o
o i D 5 4
o Mo @ Be 2 K
Resource Imanual il
L2
x|
Form View |
Full-featured multi-format Help generator
Output
| Output | Print Run
e To set up a Management report in BACAS
s e Print A list of Account Codes
m e How to print an invoice checklist
= e How to print a filtered charge report
Print Run e To Print the FBCA Annual Federation Report
e How to reprint a range of invoices
e To print the Cremation Register
- Output Settings
m ¢ How to set up a management report
: ¢ Amend Number of Copies Printed
Output Settings 3 -
P 9 e Amend the Orientation of a report

&

Variation Order

Variation Orders

Create a variation Order
Search for a variation order

Create help files for the Qt Help Framework

Amend the number of copies printed
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fmeeonsetun

Clients Select Output from the
—LCremation Outlook bar on the left hand
— side.

Gl Select Output Settings from
Interment the expanded selection.
Locations
Mapping
Meamorial
Clutput
I.P :
Frint Fun
a~
£m
Cutput Setings
BACASTD: 63 Bepor Borameters [1. A list of all reports set up in
[CamDezeatsimmary ] Report ile: * VoDigrt BACAS will be displayed.
{Diagog S oo | soe | 1|[2. Scroll down the report list on
- the left hand side until you
Report Name: | |variation Order . . .
Category: Trdvidsa = find the report in question.
Batch Category: VO Nurmber -1 |||3. Click on this entry on the left
[emoria it i Mest et i hand side to select it.
Iiemoril Renevl Leter Paper Tpe: i 34 4. If you have selected the
[ MemorialRosel etter : .
{MemoraiSalesRenewalsstas it s : correct report, the entry in
| Operator Work Sheet Orientation: |Postrait |/ H i
[PurchaseRegeGrntiangeiandsly | PoperSoures [t = the Report Name (highlighted
| Reomotts02-intocatonsplt Z:'”"'“‘ [ = by green box) will reflect the
{ i1 -Mai Lan = IC Report - . .
Sty = - option from report list you
R § inpotiepss | Sorifanls would select when running
: the report)
BACASID: 63 Report| Parameters Click on the Edit button
.CrUnDisDDsa!Evummw - Report File: * [voDig.rpt
Deed of Grant t
Digging Slip copy settings | Browse |
EnquinyReportDeceasedPortrait —_—
Exhumation Order
Foral Tributes Report Name: * [Variation Order
f:;g:gtl) Category: [Individual -
i Batch Category: O Number v
Mapping
Mernorial Certificate Niche No of Copies: T
Memorial Renewal -
Memorial Renewal Letter Faper Type: (Plain A4
:ng::gls:sm::wals&au Paper Size: a4 ¥
gzmi::ern\vl\f;éz%ﬂl Orlentation: [Portrait X
PurchaseRegisterGrantianged4Landsc Paper Source: [Auto =
Recelpt _ ) Print Duplex: {Default -
ReceiptList2-MainLocationSplit
ReceiptList02-MainLocationSplit Report Language: |crystal Report =
2::;’?::‘:‘:;‘3;3’ Security Level: [Enquiry =
!Temnonﬂnm|“-i5M1 Import Reports ‘ Export Reports
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BACAS ID: 63

CremDisposalSummary
Deed of Grant

Drgging Ship
EnquiryReportDeceasedPortralt
Exhumation Order

Floral Tributes

Form10{1)

Invoica

Invoice

Invoice

Mapping

Memorlal Certificate Niche
Memorial Renewal

Memarial Renewal Letter
MemarialRoseletter
MemorialSalesRenewalsStats
Operator Work Sheet
PartC-Vertical02

Receipt

ReceiptList2- MainLocationSplit
ReceiptList02-MainLocationSplit
SaturdayServicelist02

Services for a Period

frmBennnSetin

PurchaseRegisterGrantRangedMLandsc:

TPmnHDeWsiH.lslﬂl E

Import Reports

Report| Parameters

Report File: * [voDig.rpt

copy settings Browse |

Report Name: * [Variation Order

Category: {Individual 2
Batch Category: [VO Number -
No of Coples: 3 |

Paper Type: [Piain A4

Paper Size: [a4 =]
Orlentation: [Portrat 53
Paper Source: |Auto 12
Print Duplex: [Default X
Report Language: [Crystal Repart b
Security Level: [Enquiry x|

Expart Reports

Enter the number of copies of the
report required in the Number of
Copies field

Click on Save

News and information about help authoring tools and

software
Amend the orientation of a report
Clients Select Output from the
— Cremation Outlook bar on the left hand
e side.
Finance . f
GEfrae Select Output Settl.ngs rom
Interment the expanded selection.
Locations
Mapping
Memorial
Output
I.‘i‘ :
Frint Fiun
F
2
Dutput Settings
TG Report| parameters A list of all reports set up in
Iigere;gu'fsgosaﬁ:mmw Report File: * [voDig.rmt BACAS Wl” be dISp|ayed.
|bioong iy copysetings | | Scroll down the report list on
| EnquiryReportDeceasedPortrait —_— . .
| Extumation Orcer - the left hand side until you
| Floral Tributes Report Name: | |variation Order ) . i
[ A oy — fln_d the report in question.
[invoie Boch Category: VO Nurber - Click on this entry on the left
[Memors certiate iche st o hand side to select it.
| Memorial Renewal
‘;:emmalllRR:;neLwta:Lener Paper Type: Plain A4 If yOU have selected the
Bl b S :“’ z correct report, the entry in
| ROEWOrK e entation: Portralt - . A
f;i?ti:::l:;l;ircmnlﬁangml.andui Paper Source; |'a”‘° .' the Report Name (hlghllghted
| Reodoetst02 Mt ocatonplk z;l”‘”"'“ i 2 by green box) will reflect the
| ReceiptListD2-Main on Lan, 3 G - . .
Sty S }Eﬁw - option from report list you
| Services for a Perfo = i
w impot Beports | et would select when running

the report)
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BACASID: 63 Beport| Parameters! C“Ck on the Edlt bUttOﬂ
CremBisposalSummary ~  Report File; * [voDig.mt
Deed of Grant
Digging Slip copy settings Browse I
EnquinyReportDeceasedPortrait —
Exhumation Order
Floral Tributes Report Name: * [Variation Order
Form20(1)
Tnvolce Category: |Individual -
Invoice & o T
g Batch Categary: VO Number -
Mapping
Memorial Certificate Niche No of Coples: n
Memorial Renewal
Memorial Renewal Letter Paper Type: |Plain A4
MemorialRoseletter Paner Size:
MemorialSalesRenewalsStats PR e A4 >
‘Operator Work Sheet Ovientation:
PartC-Vertical02 [Pt =
PurchaseReqlsterGrantRangeddL andsc: Paper Source; [Auto -
Receipt Print Duplex: {Default =
ReceiptList0?-MainLocationSplit
ReceiptListd2-MainLocationSplit Report Language: |Crystal Report -
SaturdayServicelist02 2 A . -
o foia Perad _ Seauity Level: [Enquiry 2
Ti itList01 L
[pmpanDepcsiLis = Import Reports ‘ Export Reports
trmizeponSetus
BACASID: 63 Repor parameters Select the orientation required in
Eihumation Register - Repotfle  * [ioDion the Orientation field
ExhumationOrder .
Floral Tributes copy settings l Hrowse CI |Ck on Save
Form10([) —_—
Invoice
Invaice Report Mame: " |variation Order
Invoice
Tnvoices - reprint Category: [Individual -
Invoices-Check List By Date :
Mapping Batch Category: [VO Number - |:
Memorial Certificate Niche
Memaorlal Renewal No of Copies: 3
Memorial Renewral Letter
MemorialRosel etter Paper Type: [Plain A4
MemorlalSalesFigures .
MemoriaisalesRenewalsStats Topw clie [ X
NVE Burlal Reglster Orientation: [Portrait -
Operator Work Sheet . :
PartC-Verticalo2 Ppes Source: g =
Purchase Register for a Grantftange Print Duplex;: |Default -
Recelpt :
Recelpt List Report Language: (Crystal Report x|
RegisterGaps01 5 F
Services for a Period = Security Level: \Enguiry -
Il =
Stillbomn Cremation Rilster = Import Reports t Re ]

How to set up a Management report

Generate EPub eBooks with ease

Clients
Crematon
Diary
Finance
Gengrate
Intermeant
Locations
Mapping
Memornial
Output
Prririt Fun

E

Dutput Settings

1. Select Output from the
Outlook bar on the left hand
side.

2. Select Output Settings
from the expanded selection.

A list of existing reports will be
displayed.
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BACAS ID: 56

AshDepositt istafterDays01
Assent Of Executor

Box Stickers

Burials by Type of Grave
Chapel List

Cremation Card

Cremation Card

Cremation Card

Cremation Register

Deed Covering letter

Deed of Grant

Deed OF Grant - Assignment
Deed of Grant - Reserve
Deed Of Grant - Transfer
Deed Transfer Covering Letter
Digging Slip

Digging Slip - Argyll and Bute
EnquiryReportDeceasedPortrait
Exhumation Order

Floral Tributes
InternetBookingsFguresByMonth(1
Invoice

Invoice

Invoice

Mapping

ReportSetup

Beport| Parameters
~  ReportFle:  * [Applicant Let
3 copy settings
Report Name: * [Applicant Letter
Category; |Appointment
Batch Category: [
No of Copies: 11
Paper Type: [Headed A4
Paper Size: [Default
Orientation: [Default
Paper Source: [Auto
Print Duplex: Default
Report Language: [Crystal Report
Security Level: \Enqlllry

= Import Reparts

1. Click on the New Report
(star) button.
2. Click on the Browse button

Fie e Borabage

An Open screen will be

displayed

1. Follow the path to the
BACASNG report folder

2. Select the report you wish
set up in BACASNG

3. Click on the Open button

ﬂ(ﬂs 1D:

AshDepositiistafterDays01
Assent Of Executor

Baox Stickers

Burials by Type of Grave
Chapel List

Cremation Card

Cremation Card

Cremation Card

Cremition Register

Deed Covering letter

Deed of Grant

Deed OF Grant - Assignment
Deed of Grant - Reserve

Dead OFf Grant - Transfer
Deed Transfer Covering Letter
Digging Slip

Digging Slip - Argyll and Bute
EnquiryReportDeceasedPortralt
Exfiumation Order

Floral Tributes
InternetBookingsFiguresByMonth01
Invoice

Invoice

Involce

Mapgping

TmReportSatup

Report| Parameters
. Report File: * [Burial Agetnder 1,rpt
copy settings Browse
Report Name: * [BurialAgeUnder1
Category: | [Management ']
Batch Category: | B3
No of Coples: h
Paper Type: | [a4 |
Paper Size: [Default -
Orlentation: Default od
Paper Source: Auto -
Print Duplex: Default ¥
Report Language: [Crystal Report =
Security Level: [Enquiry -
= Import Reports | Export Reports

You will be returned to Report
Setup

1. Select Category:
Management from the
selection list

2. Enter A4 as the Paper Type

Click on Save

b
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BACASID: 78 Report| Perameters . 1

Click on the Parameters tab
2. Click on the Edit pencil

Applicant Letter
AshDepositListafterDays01
Assent O Executor

Box Stickers

i »

Burials by Type of Grave
Chapel List

Cremation Card
Cremation Card
Cremation Card
Cremation Register | ‘
Deed Covering letter —_— = —————
Deed of Grant

Paramel
Deed OF Grant - Assignment e
Deed of Grant - Reserve MName
Deed OF Grant - Transfer ,——
Deed Transfer Covering Letter Paramele; Type I o
Digging Siip ID Type [ -

Digging Slip - Argyll and Bute
EnquiryReportDeceasedPortrait
Exhumation Order

Floral Tributes
InternetBookingsFiguresByMonth01

Invaice . I
Inwaice

Involce s

TrREponSetup

BACASID: 78 Beport: Parameters 1 )

Click on Read from Report

Applicant Letter
AshDepositlistafterDays01
Assent Of Executor

Box Stickers

m »

Burials by Type of Grave
Chape List

Cremation Card
Cremation Card
Cremation Card
Cremation Register
Dreed Covesing lether
Deed of Grant

Read From Report

Parameter
Deed Of Grant - Assignment
Deed of Grant - Reserve Name [
Deed Of Grant - Transfer
Deed Transfer Covering Letter baramterType b
Digglng Slip 1D Type -

Digging Slip - Argyll and Bute
EnquiryRepartDeceasedPortrait
Exhumation Order

Floral Tributes
InternetBookingsFguresByMonth01
Invaoice

Involce

Invoice s
frmReporSetup

Allow Crystal Prompls r

Clear + Add |

Beport Paramelers
StartDate

EndDate
TotalsDetails 1

BACAS ID: 75 The report parameters will
appear

Click on StartDate

Applicant Letter -
AshDepositListafterDays01 —
Assent Of Executor =
Box Stickers

Burials by Type of Grave
Chapel List

Cremation Card
Cremation Card
Cremation Card
Cremation Reglster
Deed Covering letter

Read From Repaort

Deed of Grant

Deed Of Grant - Assignment
Deed of Grant - Reserve

Deed Of Grant - Transfer
Deed Transfer Covering Letter
Digaing Slip

Digging Slip - Argyll and Bute

EnguiryReportDeceasedPortrait

Exhumation Order
Floral Tributes

InternetBookingsFlguresByMonth01

Invoice
Invoice
Invoice

TrmReportSetp

Parameler
Name .
Parameter Type I =
1D Type I -

Allow Crystal Prompts

Clear | + Add
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BACAS ID: 78

Applicant Letter
AshDepasitListafterDays01
Assent Of Executor

Box Stickers

i »

Burials by Type of Grave
Chagpel List

Cremation Card

Cremation Card

Cremation Card

Cremation Register

Deed Covering letter

Deed of Grant

Deed Of Grant - Assignment
Deed of Grant - Reserve

Deed Of Grant - Transfer
Deed Transfer Covering Letter
Digging Slip

Digaing Slip - Argyll and Bute
EnquiryReportDeceasedPortrait
Exhumation Order

Floral Tributes
InternetBookingsFiguresByMonthol
Invoice

Invoice

Tnvoice -
rmReponsetup

Report Parameters

| EndDate
| TotalsDetails

Read From Report

Parameter

Name
Parameber Type
1D Type

Allow Crystal Prompts

Clear

= Remove

|StartDate
[Start Date v
iﬁate b

il

The parameter name will

refresh in the lower half of the

screen

1. Select Parameter Type Start
Date

2. Select ID type: Date

3. Tick Allow Crystal Prompts

4. Click on Add

BACASID: 78

| Applicant Letter -
| AshDepasitListafterDays01

Assent OF Executor
| Box Stickers

| Burials by Type of Grave
| Chapel List

| Cremiation Card

| Cremation Card

| Cremation Card

| Cremation Register

Report| Barameters

[StartDiate

TFotatsbretait

Read From Report |

- Remove

1. Click on EndDate

The parameter name will
refresh in the lower half of the
screen

2. Select Parameter Type End
Date

Select ID type: Date

b

Deed Covering letter

| Deed of Grant .

| Deed OF Grant - Assignment Sl = 4' Cl/ck On Add
| Deed of Grant - Reserve Name [EndDate
| Deed Of Grant - Transfer N e
| Deed Transfer Covering Letter ST

Digging Slip 1D Type -

| Digging Slip - Argyll and Bute
| EnquiryRepartDeceasedPortrait Allow Crystal Prompts P

Exhumation Order
| Floral Tributes
InternetBookingsFiguresByMonth01
| Invoice
| Invoice x
ImReponsetup

BACASID: 78 Beport Prameters The Date Parameters will now
Applicant Loter ~  [fouou both be set up in the top box as
AshDepositUistafterDays01 = |StartDate Start Date .
Assent OF Executor = |EndDate End Date below:
Box Sticke: .
' 1. Click on Save
Burials by Type of Grave
Chapel List
Cremation Card
Cremation Card |
Cremation Card :
Cremation Register Read From Report - Remove
Deed Covering letter
Deed of Grant Paramter
Deed Of Grant - Assignment =
Deed of Grant - Reserve Mame |EndDate
Deed Of Grant - Transfer [ e
Deed Transfer Covering Letter i Lo |End Diabe b
Digging Slip 1D Type \Date -
Digging Slip - Argyll and Bute
EnquiryReportDeceasedPortrait Allow Crystal Prompls.

Exhumation Order

Floral Tributes
InternetBookingsFiguresByMonthi]
Invoice

Invoice

Involce -

IrmReportSetup

Clear

+ Add
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Report List
Reports

Report Cnl.agm* [Ménagr—:maﬁl_

Batch Category |

Repords

|:' AshDepositListafterDays01

EBuliaEﬁguUndsﬂ

[ IInternetBookingsFiguresByMonth(1
EBurian by Type of Grave
[ |services for a Period

Select all

Clear all

Cancel

frmReportList

You are now ready to run the
report:

1.

Select Output from the
Outlook bar on the left hand
side

Select Print Run from the
expanded selection

The Report List will open

3.

4,

Select Report category:
Management

Tick the management report
that you wish to run

Click on Next
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Report List

1. Enter a date range
2. Click on Preview
3. Click on Print

| Parameters
Start End
Date: 01072013 mai2i104
Email : |
Cancel | |P-‘“‘i€=*‘ F‘|| Print || Email |
TrmReporilist

How to print A list of Account Codes

Easily create Help documents

A filtered charge report will give
you a list of all the current
charges set up in BACASNG

Clienis
Crematon
Diiary
Finance
Generate
Intermient
Locations

Mappin
Memonal
Clu[Eul

Print Fun

1. Select Output from the
Outlook bar on the left hand
side.

2. Select Print Run from the
expanded selection.




BACASNG

EEL s The Report List Window will be
Repart Category Accounting - g = d i S p I ayed .
a3 ey = Duts 1. Select Accounting as the
Report Category.
2. Select Accounting List of
Codes from the list of
Reports and click on Next.
(The report might also be
listed as List of codes filtered
etc)
3. Enter Today's date on the
S Count | i second report list window
Py o S e 4. Click on Print
IrmiReportLast TrmiReponis!
e Ao ae muwf| 1€ liSt Of codes will be printed:
LDate Losation 102 Asgoun
EROB EROEH 01042014 Exclutive Rights (Homewood) 0.00 0.00 Faise
Homewsod Cemetery 0.00 Faise
ERCE EROBMT 1 Exclusive Rights (Mount Tallac) 0c0 000 False
311219989 Mount Tallac Cramatorium 000 Faise
EROB EROBR 01/04r2014  Exclusrie Rights (Rubican) 0.00 000 Faise
— 31/12/8988  Rubican Cematery 0.00  Faisa
INTER INTERH 01/04r2014  Entermant (Homewood) 0.00 000 False
31129959 Homewsod Carmstery 0.00  Folse
INTER INTERMT ot 2014 Interment (Mowunt Tallac Crematorium 0.0 000 False
1219989 Mount Tallac Cran 000 False |
INTER INTERR 01/0472014  nterment (Rubican) 0.00 000 False
31/12/8999  Rubican Cametery 0.00  Falss
MEMZT MEMOTH 0142014 Benches (Homewsod) 0.0 000 Faise
I2IIET  Hem d Cometery 000 False
MEMO1 MEMOIMT 2014 Benches (Mount Tallac) 0.00 0.00 False
9 Mount Tallac Crematarium _ 000 False
MEMO1 MEMOIR 01/0472014 Benches (Rubican) 0.00 000 False
311219999 Rubican Cematery 000 Faise

How to print an accounting report

Free PDF documentation generator

Clignts
Cremahon
T o
Finance
Gensrate
Intermmant
Locations

Select Output from the Outlook bar on the
left hand side.

Select Print Run from the expanded
selection.
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Report List The Report List Window will be displayed.
Flaparts Select Accounting as the Report Category.
Rlepait Category Aocounting ~ ||A list of accounting reports set up on your
Batch Catsgery | — ||system will be displayed
Select required report from the list of
bk Reports. Click on Next.
| |Appaintment -Finnnoe
I IE|IWD;IJ$E i
¥ [Ivvaines- Chick List By Dot
|__|Recoipt List
Seloct ol Clear nll
TrmiRe il i
Report List The information you are required to enter at
Pwameters the next stage will vary depending on the
report selected. Below is an example of a
Start End . . .
S —soemes— | IF—messs— [[report that requires dates for a financial
1 | 1/04/2015 30042015 . .
period. (Other reports may require you to
enter a first and last invoice or receipt
number for the period.)
1. Enter the Start Date for the financial
period
2. Enter End Date for the financial period
3. Tick Preview (if display to screen is
required)
4. Click the Print button
Email :
_ Carcel | |mm F‘| | Print _|_Ema||
rmiRepoil sl

How to print the Cremation Register

Free Kindle producer




Cliems
Cremation
Diiany
Finance
Generate
Interment
Locations
Mepping
Mermonal
Clug:_rul

Print Fun

Select Output from the Outlook bar
on the left hand side.

Select Print Run from the expanded
selection

Report List

| Reports -

Report Category [Registers

Bratch Cateqory |

Reports

E! PurchaseRegisterGrantRangeddlandscape
[v] Cremation Registes

Select all | Clear all

Cancel

ErmAEponLs

Mext

The Report List Window will be
displayed.

Select Register as the Report
Category.

Select Cremation Register from the
list of Reports and click on Next.




Report List
| Paramieters
Start End
Date: 01/0172014 31/12/2014
Emall :
Cancel | Preview [~ Print Email
frmReponList

Enter Start and End Dates on the
second report list window
Click on Print

The Cremation register will be printed

How to Print Daily Paperwork

Easily create HTML Help documents

Clients
Crematon
T Dmd
Finance
Genarate
Interment
Locstions
Mapping
Memorial
Clutput

Follow these notes to print the
paperwork for a day. Such as a
Chapel List, an Attendant List, an
Operator Worksheet, the Cremation
Authorities, Collect Certificates and
Floral Tributes

Select Output from the Outlook bar
on the left hand side.

Select Print Run from the expanded

selection.




BACASNG

Report List The Report List Window will be
[ Repons displayed
Fiog s Gy Toraimmis - Select Appointment as the
s Report Category.
Batch Category | > A list of daily reports set up on
your system will be displayed
Reports

Tick to select the required

report(s) from the list of Reports.
Click on Next.

[ IFioral Tributes
C:ﬁppli::anl Letter
[ Pant Verticaliz
[ Box Stickers

[v | Chapel List
[v] Operator Wk Sheet

Sebect all | Clear all

Cancel

Mext

IrmReponList
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Report List The date will default to
| Parameters tomorrow’s date - correct this if
the paperwork for a different date
Start End is required
Date: 21/04/2015 Tick Preview (if display to screen
is required)

Click the Print button

Emall ;

Cancel Preview [~ Print

Email

trmAEeponLEl

Easy EBook and documentation generator

How to Print the FBCA Annual Federation Report

_ Clients 1. Select Output from the
__ Cremation Outlook bar on the left hand
_ Disry i
: side.
Financa
Generate .
T e 2. Select Print Run from the
Locations expanded selection.
Mapping
Memonal

Output
(=

Print Fun
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Report List

| Reports

Report Category |M3nngemnnt

Batch Category |

Reports

E. Annual Federation Report

|__r Cameo-Cremationsfgel-4

[ lcameo- CremationsAgelinder]
Eiﬁﬂ.‘[ﬁllda‘_."s&wiﬂ elist(2

[ ] TemporyDepositList01

[ |Burials by Type of Grave
Eﬁewiues- for & Perind

Select all

Clear all

Cancel

trmReportL st

Mext

The Report List Window will be

displayed

1. Select Management as the
Report Category.

2. Select Annual Federation
from the list of Reports and
click on Next.
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Report List
| Parameters
Start End
Date: | 01/01/2014 | 31/12/2014
Email :
Cancel | Preview [~ Print Email
frmReportList

1. Enter Start and End Dates
on the second report list
window

2. Click on Print

How to print a filtered charge report

Generate Kindle eBooks with ease

Clients
Cremation
Diiary
Finance
Generate
Interment
Locations

Mappin
Memornial
l:IuI:EUI

=

Print Fun

A filtered charge report will give
you a list of all the current
charges set up in BACASNG
Select Output from the Outlook
bar on the left hand side.

Select Print Run from the
expanded selection.
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Fispon Calageny [Accoursng
Btk Comgary. [

kel
£

foncal |

2.

The Report List Window will be
displayed.
1.

Select Accounting as the
Report Category.

Select Account Charges
Filtered from the list of
Reports and click on Next.
(The report might also be
listed as Set up Charges
Filtered or Charges Filtered)
Enter Today's date on the
second report list window
Click on Print

How to print an invoice checklist .

Full-featured Documentation generator

Clienis
Crematon
Diiary
Finance
Generate
Intermient
Locations

Mappin
Memonal
Clu[Eul

Print Fun

1. Select Output from the Outlook bar on
the left hand side.

2. Select Print Run from the expanded
selection.

Report List

Heports

Fraporn Cateqory .-m.:uu:u;l-m-g ¥al

[ |
1]

Balch Cateqgany i

Repaoits

__|Appointment -Finonoe

-"E|IHM;r!¢K FEpring

o |Invaices-Check List By Daie
|Receipt List

Seloct all Clear nll

Cancel |

frmBleporty st

The Report List Window will be displayed.
Select Accounting as the Report Category.
Select Invoice Checklist from the list of
Reports. (The report might be listed under a
slightly different name)

Click on Next.




BACASNG

Rapaort List
Parameters
Start End
Date: [Teyjoazeas | | soioarzois
Email :
Cancel |J"l"?f'-'“!1lﬂlI F"‘|| Print | Email
IrmiRepoil sl

Enter the Start Date for the financial period
Enter End Date for the financial period

Tick Preview (if display to screen is required)
Click the Print button

How to Print a Management Report

Generate Kindle eBooks with ease

Clients
Cremation
Diary
Finance
Gengrate
Intemmant
Locations

Mappin
Memaornial
Clutput

Select Output from the Outlook bar on
the left hand side.

Select Print Run from the expanded
selection.
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Report List

Reports

Report Category |Management

Batch Category

Reports

!_jﬁnmllll Federation Report
|__!|I'L'ﬁhr:s on Tempory Deposit
D Ashes Stored for 20 Days

[ | At Report

|| Burial Statistios

! j(:rnllmll'lln D\is:pusml Summﬂnllr

| [ | RegisterGaps0

[ | Burials by Type af Grave
I |— |v | Services for a Perod

The Report List Window will be
displayed.

Select Accounting as the Report
Category.

A list of accounting reports set up on
your system will be displayed

Select required report from the list of
Reports. Click on Next.

| Parameters

' Select all Clear all
[Jnﬂumi'lmr
Report List

Jlrequires dates for a financial period.

2. Enter End Date for the financial
3. Tick Preview (if display to screen is

4. Click the Print button

frmReporiList

Start End
Date: 01/01/2014 31/12/2014
Ernaill :
Cancel Preview [ Print Ermail

The information you are required to
enter at the next stage will vary
depending on the report selected.
Below is an example of a report that

(Other reports may require you to enter
a first and last invoice or receipt
number for the period.)

1. Enter the Start Date for the financial
period

period

required)




How to Print A Register

BACASNG

Full-featured EPub generator

Clients
Cramation
—D'
Finance
Genarate
Interment
Locations
Mapping
Mernorial
CIIEUI
-

==

Frint Fun

— = —

Select Output from the Outlook bar
on the left hand side.

Select Print Run from the expanded
selection

Repaort List

| Repons

Report C.ntagnry| ||-'-|.;g'|$:l.:r$

Batch Categary |

Reports

[ IBurial Register by Cemetery
|:Exhuma‘tinn Register

[INVF Burial Register

[ stiliborn Cremation Registor
[v | Cramation Register

Select all

[ IPurchase Register for & GrantRange

Clear all

Cancel

trmAepenL
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The Report List Window will be
displayed

Select Register as the Report
Category.

A list of registers set up on your
system will be displayed.

Select the Register required from the
list of Reports and click on Next.




BACASNG

Faport List
Fosameters
Start End
Date: [Toyoazors | | 30/04/2005
Email :
Cancel | Praview Print Email
nmieporty sl

Enter the Start Date for the financial
period

Enter End Date for the financial
period

Tick Preview (if display to screen is
required)

Click the Print button

How to reprint a range of invoices

Free help authoring environment

Chents
Cremation
Diary
Finance
Generate
Interment
Locations
Mapping
Memornial
Outpu

Print Fun

1. Select Output from the
Outlook bar on the left hand
side.

2. Select Print Run from the
expanded selection.
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TrE— ] E—Th e Report List Window will be

o displayed

1. Select Invoice-Reprint as
the Report Category.

2. Select Invoices Reprint
(Range) from the list of
Reports and click on Next.
(The report might be listed
under a slightly different

name)
T i 3. Enter first and last invoice
— Dol mor | e [pe summary number of the

range of invoices to be
reprinted on the next window
4. Click on Print

Easily create Qt Help files

Preferences

Clients Preferences

Cremation

Diary o QUiCk Entry
Finance e System

Generate

Interment

Locations

Memorial

Dutput

Freferences
\ads
Controlz
E

Quick Entry

Syztem
—
T'Lﬁ
At

Free Qt Help documentation generator

Quick Entry

| | Quick Entry




BACASNG

Prefe,.'an.;eg e Add a Media Event
- e Add a Media Type
\,’% e Add a Media Category
Cartrals [l Amend An Appointment Tick box Label
Eﬁ e Set up an Appointment Tick Box
_ e Add a Coffin Depth
Quick Entry le  Add a Coffin Length
e Add a Coffin Width
e Add a Denomination
e Add a Diary Status
e Add an Occupation / Profession
e Add a Title
e Add a Transfer Of Rights Method

News and information about help authoring tools and

software
Amend An Appointment Tick box Label
Clients Select Preferences from the
Cremation Outlook bar on the left hand
Diary side.
Finance Select Quick Entry from the
. Generate expanded selection
Interment )
L ocations
Mapping
emaorial
Output
Preferences
Controls
Gluick Entry
The Quick Entry screen will be
e displayed
- Select Appointment Tick Box
e from the drop down list under
s S Categories
o e ot deieig]
e A list of existing values will be
mz‘n:kaax = Category 10 1500 dISpIayed .
R e : . Click on the entry that needs
vanced delivery coffin Label [[org= Caughing A
(ootiors ot 8 amending.
O | o Lo Click on the Edit pencil
::n:.:mmm Text un-checked Em Coffin
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ki 1. Amend the name in the Label
'?mt Tick Box = Categary 10: 1500 fl e I d
Z:':n-:;ﬁ‘”““"' o = 2. Click on the Save button
Dl;m::mﬂoeﬂ Order number s
[0 S —————— TR SR
m‘:mmr! Text un-checked  [Standard Coffin
Quiick: Entry | Extras
ey i - iy 55 1. The corrected Appointment
soue " o Tick Box label will be
Advanced deiiv coffin |Large Coffin . - -
CutansOpen e 5 = displayed in the list on the
e left hand side.
S 2. Click on the Close button
Generate Kindle eBooks with ease
Add a Coffin Depth
Clients 1. Select Preferences from
C'B‘}m”" the Outlook bar on the left
Finance hand side.
Generate =
e 2. Select Quick En.try from the
Locations expanded selection.
Mapping
Memorial
Qutput
Preferences
Controls
Quick Entry
M ]
[t enr o ||The Quick Entry screen will be
IDron; Tl Category 1D 5102 dlsplayed
Exsting Vaves Select Depth from the drop
T (13 . .
” i ! down list under Categories
e
[ ey s ||A list of existing values will be
P - e displayed.
g Vs Click on the New button
T Depth [igin




|IType in the new Depth in the

Category 1D:

mﬁ Category ID: Depth field
g Veles Click on the Save button
[ Depth 3t 6in
[ oy s The new Depth will be added to
A s -
= -

the list on the left hand
Repeat the previous 3 steps to

|_| o s add another new Depth.
Easily create iPhone documentation
Add a Coffin Length
Clients 1. Select Preferences from the
ramation Outlook bar on the left hand
Finance side.
Ganersta 2. Select Quick Entry from the
Locations expanded selection.
Mapping
Memorial
Dutput
Preferences
Controls
lE;'aui[:_lc Entry
[ Quck et s The Quick Entry screen will be
|i‘;.‘:’£"“ . s displayed
ting Values Select Length from the drop
o Gt ji down list under Categories
ket o A list of existing values will be
e - s displayed.
sting Vil Click on the New button
I L 5




Quick Entry  Extras

Type in the new Length in the

Categories =

|Length 53| Category ID: Length ﬂeld
R Click on the Save button
Length [att Gins

e - s The new Length will be added to

Exsting Voles the list on the left hand side

* i ke Repeat the previous 3 steps to
[ — add another new Length.

e Click on the Close button

Produce Kindle eBooks easily
Add a Coffin Width

Clients Select Preferences from the
Cremation

Diary Outlook bar on the left hand
Finance side.
Generate =
e Select Quick Entrj from the
Locations expanded selection.
Mapping
Memaorial
Qutput
Preferences
A

Quick Entry
wht 3

Quick Endry | Extras

. |[The Quick Entry screen will be
L = o 5 TE56 displayed

Exsing Velues - . Select Width from the drop
e s down list under Categories

Quick Endry | Extras

A list of existing values will be

\F:::.ms; - Category 10: 5100 d|Sp|ayed.

i vikes [ Click on the New button

O i

o Width s

522-.'!5

oane

|28 ins.

ok ey [ |[Type in the new Width in the

kg Width field
R e — Click on the Save button

52 Ins




Quidk Entry |Extras

s - o The new Width will be added to
s vies the list on the left hand side
;: s s Repeat the previous 3 steps to
ot e add another new Length.
I;:_l Click on the Close button
Qt Help documentation made easy
Add a Denomination
Clients Select Preferences from the
ramation Outlook bar on the left hand
Finance side.
Generate =
sl Select Quick Entry_ from the
Locations expanded selection.
Mapping
Memorial
Output
Preferences
Controls
2
Quick Entry
wht 3
e The Quick Entry screen will be
Zﬁm - oo 10| 200 displayed
Bcstng Values Select Denomination from the
SR s drop down list under Categories
-
i
kSt A list of existing values will be
'E:t:z:i:u:nn = Categery ID: 2000 d | S p I ayed .
Bxstng Vaoes . — Click on the New button

Church in Wales
|Church of England
Church of Scotland
Hindu

Jewish

Methodist

Masslion




Qukk Enty [ 1|IType in the new Denomination
s o Clegiy I in the Denomination field
sting Voes Click on the Save button
Denomination ‘Roman Catholic
|Church in Wales
| Chwrch of England
| Church of Scotiand
|Hindu
|Jewish
mmm
Quick Endry  Extras
Sonariens - T The new Denomination will be
g vas ) ) added to the list on the left
{chorh n weks it i hand side
|€hurch of England .
sk o Bt Repeat the previous 3 steps to
o add another new Length.
T —— Click on the Close button
Easily create EPub books
Add a Diary Status
Clients Select Preferences from the
ramation Outlook bar on the left hand
Finance side.
Ganersta Select Quick Entry from the
Locations expanded selection.
Mapping
Memorial
Qutput
Preferences
Controls
Quick Entry
M ]
Sk En s The Quick Entry screen will be
fpary st El ) displayed
Eisting Vaues _ o Select Diary Status from the
Diary Status [Application Received . .
R Conples drop down list under Categories
Medical Forms Cutstanding




Quick Entry | Extras.

|Driary Status -

Cabegory I0:

9300

A list of existing values will be
displayed.

istog Volaes _ _ Click on the New button

:mcn v.:-.:_. Diary Status |Application Recehwed

Em:‘::n:.smmndlng
Gk i Type in the new Diary Status in
o S a0 the Diary Status field

Click on the Save button
Diary Status. TRaferas to Sign

Sk G [ The new Diary Status will be added
erers = Fo— to the list on the left hand side

Do s _ _ _ Repeat the previous 3 steps to
rmeorger R add another new Dijary Status.
T — Click on the Close button

Add a Media Category

Easily create HTML Help documents

NOTE: It is helpful to
organise music into
categories according to its
genre e.g. Popular,
Classical... This makes
selection of the music for a
service easier. Follow the
notes below if you wish to
add a new category.

Clients
Cremation
Diary
Finance
Generate
Interment
Locations
Mapping
Memorial
Output
Preferences

T "

Controls

Quick Entry
wht 3

1. Select Preferences from the
Outlook bar on the left hand
side.

2. Select Quick Entry from the

expanded selection.




Quick Entry | Extras.

Existing Values

Media Category

Catrgory 1D

[Cassical

021

The Quick Entry screen will be
displayed

Select Media Category from
the drop down list under
Categories

Media Category

Category 10:

[Classical

1.

2.

A list of existing Categories
will be displayed.
Click on the New button

Quick Entry Extras.

Categories :
Media Category

Existing Values

Category 1D:

Media Category

[Brass and Milltary

Use as default

r

1.

2.

Type in the new Category in
the Media Category field
Click on the Save button

Click on the Close button

Add a Media Event

Easily create Qt Help files

NOTE -These entries will allow
you to order service events for
the Music List.

Each Media event should be
created with a numerical prefix




according to where in the
music list it should appear.

Clients

Cremation

Diary

Finance
Generate
Interment
Locations
Mapping
emorial
Output
Preferences

3
Controls

Gluick Entry

1. Select Preferences from the
Outlook bar on the left hand
side.

2. Select Quick Entry from the

expanded selection.

Quick Entry [Extras

Categories -

I [Media Event . I

Existing Values

ImGeneraConsiants.

Service Event

Category ID:

00 - Holding Picture

1. The Quick Entry screen will be
displayed

2. Select Media Event from the
drop down list under
Categories

Quick Entry | Extras

105 - Committal

107 - On Cue
109 - Exit

Service Event

Category 1D:

[ displayed.

{Dﬂ ~ Holding Picture

1. A list of existing values will be

2. Click on the New button

Quick Entry | Extras

Categories :
[Media Event

Existing Values

05 - Committal
07 - On Cue
- Exit

Category 10:

Service Event

[o2-on Cue|

1. Type in the new Media Event
in the Service Event field
2. Click on the Save button




Quick Entry | Extras

e — 1. The new Service Event will be
g Ve added to the list on the left
- ::‘I::ng Picture Sevice Event  [02- On Cue hand side
03 - On Cue 2. Repeat the previous 2 steps to
EEETCT add another new Service
Event.
3. Click on the Close button
What is a Help Authoring tool?
Add a Media Type
NOTE: Follow instructions below
to add CD, DVD, Wesley, Organ
and any other medium required.
Clients 1. Select Preferences from the
ramation Outlook bar on the left hand
Finance side.
onetele 2. Select Quick Entry from the
Locations expanded selection.
Mapping
Memorial
Output
Preferences
Controls
Quick Entry
wht 3
sy g 1. The Quick Entry screen will be
Mm =1 Cabegory 1D 2022 dISp|ayed
B s S 2. Select Media Type from the
Heda T saoie .
o B drop down list under
(G Ot Categories
Quck ey s 1. A list of existing Media types
;ﬁm Tl Cabegory 10: 2022 Wi” be displayed-
it Vakes 2. Click on the New button
_ Medis Type [Bagpipe
oo
:qual\&mgams(
|Organ & Organist{Double}
| Soloist{instrumnental)
| soloist{vocal)
ot — s 1. Type in the new Media Type
st v in the Media Type field
Media Type Wesley

Organ & Organist

Organ 8 Organist{Deuble)
Soloist{Instrumental)
Solaist{Vocal)

2. Click on the Save button

Click on the Close button




Easily create PDF Help documents

Add an Occupation / Profession

Clients Select Preferences from the
C'B‘}E“" Outlook bar on the left hand
Finance side.
npiale Select Quick Entry from the
Locations expanded selection.
Mapping
Memarial
Output
Preferances
Controls
Quick Entry
bt 3
Qo i i . [IThe Quick Entry screen will be
P Tl it — i displayed
extng vas | ||Select Occupation from the drop
owopeton i ; ;
[solor down list under Categories
[ kv g . ||A list of existing values will be
:%ﬂ:' ™= Category 1D: 5012 [ dISp|ayed.
Bvstng Vlus i Click on the New button
Oceupation Fetired
| Qooene s Type in the new Occupation in
Sy o gy 1 the Occupation field
xstng vabes - Click on the Save button
ECE | oo [
ok Eney [ The new Occupation will be added
et = Ctegory 0 to the list on the left hand side
: Repeat the previous 3 steps to

add another new Occupation.
Click on the Close button

Full-featured EPub generator

Add a Title



Clients Select Preferences from the
C'“D“iﬂ“" Outlook bar on the left hand
Finance side.
aparate Select Quick Entry from the
Locations expanded selection.
Mapping
Memorial
Output
Pmlaninc i
Controls
Quick Entry
Qe Erty s |IThe Quick Entry screen will be
[ = o w |displayed
iting Vooes Select Title from the drop down
T — f list under Categories
e  ||A list of existing values will be
S I Category 10: 2030 displayed.
Exing aioes . Click on the New button
ik Etry s Type in the new Title in the
oo — oy i — 3550 Title field
Exting Vaies — |[Click on the Save button
Qi Ent s The new Title will be added to the
e = R list on the left hand side
Sceting akes Repeat the previous 3 steps to
b e P add another new Title.
e Click on the Close button
[ E———— |

News and information about help authoring tools and
software

Add a Transfer Of Rights Method



Cliants
Cremation
Diary
Finance
Generate
Interment
Locations
Mapping
Memarial
Output
Preferances
- "

Controls
5

Quick Entry
A0

Select Preferences from the
Outlook bar on the left hand
side.

Select Quick Entry from the
expanded selection.

The Quick Entry screen will be
displayed

Existing Values

Current

Deed of Authority

Latters of Adrinistration (District Registry)
Letters of Adrinistration (Principal Registry)
Probate of WIll (District Registry)

Transfer of Rights  [Probate of Will (Principle Registry)

Categary 1D 2040
o Select Transfer of Rights from
Transfer of Rights  [Assignment .
e, the drop down list under
psslpiriroussil) eamchycond Categories
Probate of Will {District Registry)
_Smtndef
[ Qo [ A list of existing values will be
s e o Capmy ;| 2040 I: displayed.
isting Vaues Click on the New button
rssignment ] Transfer of Rights  [Assignment
{Current
|Deed of Authority
|Letvers of Administration (District Registry}
|Latters of Administration (Principal Registry)
{Probate of Will (District Registry)
|Sumender
| Qv s Type in the new Transfer of
e o s B ooy D5 200 Rights in the Transfer of Rights

field
[ Click on the Save button

Current

Deed of Authorty

Letters of Administration (District Reglstry)

Letters of Administration (Principal Registry)
RE

Transfer of Rights  |Probate of Wil (Principle Registry)

|| ke e |IThe new Transfer of Rights will be
'Tlans!un!:Rignu =] Category ID: 2040 added tO the |iSt on the Ieft hand Side

Repeat the previous 3 steps to
add another new Transfer of
Rights.

Click on the Close button

Set up an Appointment TickBox

Write eBooks for the Kindle

NOTE: Appointment tick boxes
are customisable and allow you
to note additional circumstances
for each booking. For example
Curtains are to remain open; the
applicant has said no to
literature; Metals are to be
returned to the family; a
donation box is required; a large




coffin is required or large
attendance is expected.
Clients 1. Select Preferences from the
Sremation Outlook bar on the left hand
Finance side.
aansrate 2. Select Quick Entry from the
Locations expanded selection.
Mapping
Memaorial
Dutput
Pml’arﬁlncas
Controls
=
Cuick Entry
Qo ety e 1. The Quick Entry screen will be
frmmer o = e displayed
Exsting Vauss 2. Select Appointment Tick Box
N from the drop down list under
ey Tetdeked | Categories
e thrtue it
[ oo v s 1. Alist of existing values will be
:mséemm = Category D: diSplayed:
Yolos 2. Click on the New button
el Label Advanced delivery coffin
e 1. Type in a name for the new
oot Tk 8 & p— appointment tick box in the
e = —_— Label field
[l ot ounber 7 2. Enter the next order number
o S el for the new label
e et 3. Type in the circumstances
1 when the tick box will be
checked in the Text checked
field
4. Type in the circumstances
when the tick box will be left
unchecked in the Text un-
checked field
5. Click on the Save button
::::f:m . = 1. The new Appointment Tick
[Fevanced delvery coffin Lobe e Afiendares Box will be added to the list
oo GBI on the left hand side.
g 5o, i :"‘-’":C"‘?::f; 2. Click on the Close button
Holiweie : 3. NOTE: Follow these
instructions to use the tick




boxes for a booking Check An
Appointment Tick Box For A

Booking

Create cross-platform Qt Help files

System

||System

Preferences

Cremation e Switch Numbering from Automatic to Manual
Diary e Switch Numbering from Manual to Automatic

Finance e Switch On Prompt for Location for Finance

Generate

Clignts

Interment

Locations

temarial

Cikput

Freferences

Cluick, Entry

5 ystﬁm

Free HTML Help documentation generator

Switch Numbering from Automatic to Manual



BACASNG

1. Select Prefences from the
Outlook bar on the left hand
side

2. Select System from the
expanded selection.

Preferences

Contraols

=
Quick Entry
4

System

@

Audit

et mie Ot o omeen e [t [ e e v St oo [The System Settings screen will
_ be displayed
Narma (Mot Tallas Bor et Serdors L. CI!Ck on the
8: fi Miscellaneous tab
e 2. Click on the Edit Pencil
Region ; ;n
Language - [Emngish - Lt -
Dk Farmnt - [European -
Formats
Mame Format ; [First Letter Capasl E:
Associated Flles
e -
General Sv-im::“'el;:milPuiﬂ. Miscellancaus  System | Defaults | Files | Finance | User Folders | Appations: 1 Select Manual from the
Ql:uucrmcmdﬁ :Nndumk ; IISt for Number
DupSaste Grave Cheok:  [Siop Grave Duplication - -
o s : Generation
Bilfirg Indoomation 2 Click On Save
Fresqua by =] H
e - [ 3. Click on the Close
button
Musmics Generation fumml >

Utilities

Fix Duplicates.

Free help authoring tool
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Switch Numbering from Manual to Automatic

Contrals

=

Quick Entry

System

1. Select Prefences from the
Outlook bar on the left hand
side

2. Select System from the
expanded selection.

General | Switohos | Copasis Period System | Defauhs | Files | Finance | User Folders | Applicatians

Site Detads

Mame : [Mont Tallac Bereavement Senices
o r

FRegional information

Country ; T

Region ; 0

Language : [Englich - Uk -

Doks Farmt [Eurspean -
Farmats

Mame Format - [First Lettar Capital =
Assodated Flles

Store Filos in Database -

Medun il Size in KE 500

[The System Settings screen will

be displayed

1. Click on the
Miscellaneous tab

2. Click on the Edit Pencil

Gororal | Switahos | Deposia Porinds Mescellaneous | Spstom | Defaaits | Files | Financa | User Foldurs | Applieations
- Cemetery

Duplicate Grant Check : Mo check
Duplicate Geave Check :  Stop Grawe Duplication

‘F"

Spacial Measure © Sperinl
Billing beformation
Frequency | Muonthly -
et Ation Diate * BlOsZ0T
Mumber Generation © {Automiatio g
Server Message Base!

Utilities J

Fix Duplicates ]

1. Select Automatic from
the list for Number
Generation

2. Click on Save

3. Click on the Close
button
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Switch On Prompt for Location for Finance

Full-featured Help generator

Clients

Cremation

Dizury

Finance

Generate

Interment

Locations |
Mapping

Memorial

Output

Preferences
A
Al

Cluick Entry

=t

Select Prefences from the
Outlook bar on the
left hand side.

Select System from the
expanded
selection.

Site Detnils

Mame

D

[Mont Talla: Beremmment Seraces

General | Switches | Deposit Poriods | Miscellanoous | System | Dofashs | Fles Llur Folders | Applications

Fegional nfarmation

Courtry !44

Regian : 0

Language : i’l:l!éinh TUK

Diutre Farmat EE,, opean
Farmats

Name: Format - [Fit Letter Gopd
Associated Files

Store Files in Database r Tel

Mt File Size in KB 500

The System Settings screen will
be displayed

Click on the Finance
tab

Click on the Edit Pencil

Aoounts

Eure Rate : [L72am1
Tax Rate 13 175

Tax Rate 2: o

Genemte Accounts: lautomatic
Description Options

I Show Appaintment Date

¥ Show Burlal/Cremation Reference
[P Show Deceased Name

¥ Show Main Location or Grave
P Show Grant Reference

lp Prompt for Main Location

Genaral | Switches | Depasit Perods | Misceflonoous | System | Defnsdts | Flles | Finance | User Folders | Applications

F Shaw Memorial 1D

¥ Show Memorial Location

F Show Memorial Deceased Name
I Shaw Permit Number

™ Prompt for Account Code

Click in the Prompt For
Main Location box

Click on Save

Click on the Close button

Setup

Create help files for the Qt Help Framework

Selup |

&

Company

Company

e Set up nextinvoice no.

e Set up next receipt no

288 /350
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BACASNG

3

Location

Location

Add a new Section

Amend a Section Name

Amend Contact Numbers and Email Address for a
Location

Amend the Postal Address for a Location

Amend Staff Names and Job Titles for a Location

Switch Main(Office) Details To A Different Location

husic

Music

Add a new Title, Composer or Artist
Amend a Music Title

Add a new Music Title from a Booking
Amend a Music entry on a Booking

Register

To set the last register number for cremations/burials
Set Up A Grave Grant Register for a Single Cemetery
Set Up A Grave Grant Register shared over 2 or more
cemeteries

Resources

Set up a Memorial Resource Group
Set up a Miscellaneous Resource Group
Set up a new Type of Memorial

Set up a new Miscellaneous ltem
Set up a new type of Grave

Set up a new type of Service

Set up Medical Inspectors

Set up Medical Referee Payment
Set up Miscellaneous Booking Notes
Setup Organist Payment

Rename a Day Type

Free Web Help generator

Company
£ Company
@ e Set up next invoice no.
e Set up next receipt no.
Cnmpany e Amend company name, address and contact details

Create HTML Help, DOC, PDF and print manuals from 1
single source
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Amend company name, address and contact details

Select Setup from the Outlook
bar on the left hand side
Select Company from the
expanded selection

Lomears  marosd briwsaiee | CFFE

=S

m 5
Comey opmn: = [T Bivpayore bt
A L L 33 B R derard

A i Torce,

Adra L § i,

A | &

Adrm e 3 |

Foai Do |l

1 shggivry Vo T

T s [Ty

ECE g [t e m e ) e
Tam |

Aeguiabm e |

=

— i The Company screen will be
Ememp e e . | displayed with the Company tab
A T displayed
sctrmtoe ?mumﬁ— — ||Click on the Edit Pencil
Teiephine hips H
e &
i £
; |
— e The screen will display in Edit
e mode

Make changes and hit the Save
button

Set up next invoice no.
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Select Setup from the Outlook
bar on the left hand side
Select Company from the
expanded selection

The Company screen will be

~ J|displayed
~|Select the Financial information

tab
Click on the Edit Pencil

The screen will display in Edit
mode

Enter the number that you wish
BACASNG to allocate for the next

llinvoice in the Next Invoice

Number field

4Click on the Save button

Created with the Standard Edition of HelpNDoc. Easily create CHM Help documents

Set up next receipt no
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Select Setup from the Outlook
bar on the left hand side
Select Company from the
expanded selection

The Company screen will be

~ ||displayed
~||Select the Financial information

tab
Click on the Edit Pencil

The screen will display in Edit
mode

Enter the number that you wish
BACASNG to allocate for the next

|lreceipt in the Next Receipt

Number field

H|Click on the Save button

Location

Created with the Standard Edition of HelpNDoc: Easily create Web Help sites
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Comparuy

3

Location

Setup

Location

e Add a new Section for a Location

¢ Amend Contact Numbers and Email Address for a

Location

Amend the Postal Address for a Location

Amend a Section Name

Amend Staff Names and Job Titles for a Location

Switch Main(Office) Details To A Different Location

Add a new Section for a Location

Generate EPub eBooks with ease

Cliants Select Setup from the Outlook bar
Cremation on the left hand side.
Chiary
gx_":::e Select Location from the
ey expanded selection.
Localions
Mapping
bemonal
Clutput
Frelerences
Setup
Company
%53
Location
Locations The Locations screen will be
displayed.
Maint Location & [Homewood Cemetery Select the Location which holds the
section you wish to add
Use the scroll bar (if necessary) to
check that the section has not
already been added in BACAS
Once satisfied that the section has
not already been added, click on
Sub Location : Section A the bottom New button
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L_-] Tl Ucailons ) The Sub Locations window will open:
Main Location: Rubican Cemetery 1. Enter the section name in Top
Description
1D: a

2. Click on the Save button

Top Description: ||Sem'on I |
Lower Description: |

@l= |g]s

frmSublLoc ations

Free EPub producer
Amend Contact Numbers and Email Address for a Location
Clisnts 1. Select Setup from the
E’%T:;"" Outlook bar on the left hand
= side.
Geanerate
Interment 2. Select Location from the
Localions expanded selection.
Mapping
bemornal
Ciutput
Freferences
Setup
Compairy
%
Location
Locations The Locations screen will be
displayed.
Main Location : Hi wood Cemeter .
ok Talac Coamiatend E 1. Select the Location whose
| W details you wish to amend
4 2. Click on the Pointing
Finger
Sub Location : fSection 4 |
Section B = il
Section € = =
Sedtion D -
Section E h
Section F =
Sedtion G i
T )
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[ | i

Description:  [Rubican Cemetery

Region: [
Use Sub Locations :

Duplicate Grave Check:

[ Remote Bookings

[Stop Grave Duplicat] = |

| Main Details
| [Rubican Cemetery

Death Register

Grave Register

Local Details

[Rubican Cemetery

Exhumation Register

(S‘qrstem

frmiainiocations

|System
Grant Register
{Rubican Cemetery

|Rubican Cemetery -

The Main Location window
will open:

NOTE:

The location given under the
Main Details button holds the
address, phone numbers,
email address and staff
details for the administrative
staff.

The location given under
Local Details holds the
address, phone numbers and
staff members involved with
the daily operation of the
location

In some cases Main Details
and Local details will be the
same. (For example: In the
case of a crematorium where
the office is on the same site
as the chapel and cremator;
or for example: a cemetery
which has an office in the
grounds) This is the case in
the image below.

In some cases Main Details
and Local details will be
different. (In the case of a
cemetery that doesn’t have
an office in the grounds the
Main Details will hold the
address of the office where
cemetery administration is
carried out and the Local
Details will hold the actual
address of the cemetery and
the names of the cemetery
manager and operatives.

If Main Details and Local
Details are the same: any
changes made to Main details
will be automatically updated
in Local Details and any
changes made to Local
Details will be automatically
updated in Main Details (as in
the example below)

If Main Details and Local
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Details are different: any
changes made to Main details
will not be updated in Local
Details and any changes
made to Local Details will not
be updated in Main Details

r

=L ;

Description:  [Rubican Cemetery
Region:

| =

£

I

" [Rubican Cemetery

Death Register Grave Register

Duplicate Grave Check: [Stop Grave Duplicat = |

|Rubican Cemetery

VO Register

- Jstterrl

Grant Register

|Rublcar| Cemetery
Exhumation Register

iRubitarl Cemetery

[System -

|Rubican Cemetery

FrmiainLocations

I

1. Click on the Edit pencil

m 1

™ Remote Bookings

Description:
Region: [
Use Sub Locations :

[Rubican Cemetery

a4

" [Rubican Cemetery

Death Register Grave Register

Duplicate Grave Check: [Stop Grave Duplicat> |

: Local Details —!

|Rubican Cemetery

VO Register

‘iSystrm
Grant Register

‘Rubi(dﬂ Cemetery - |

Exhumation Register

|

[Rubican Cemetery

‘Svstem = {Rubican Cemetery

frmMainLocations

(=1}

1. Click on the Main Details
button or Local Details
button

1] Location Details; e Dt

Locations: |RubiLan Cemetery

Variable 1D: 1 Location;

Rubican Cemetery

Location Description:  [Rubican Cemetery

:

L ] e

Address Line 1: |cemetery Lane,

| Address Line 2: [rahoe,

Address Line 3: [Sussex

Address Line 4: |

Address Line 5: |

Address Line 6: [

Postrode: {27 BvG

frmioc aticn\asabies

The Location Details screen will
open:
1. Click on the Edit pencil
2. Click on the Numbers tab
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=1 Location Detals:
Lu(éllans:

Variable 1Dz
Location Description:
Default Location

—

[liubal:dn Cemetery -

1

Locathon: Rubican Cemetery

[Rubican Cemetery

r

L Address| Numbers | Names

Telephone 1: | [01789 657119
Telephone 2: |

Fax: [01789 657120
Email: [tahoecemdaisp.net

frmd.oc aticnVasaties

1. Amend the telephone
numbers/fax
number/email address as
appropriate

2. Click on Save

Amend the Postal Address for a Location

Easily create iPhone documentation

Cliants 1. Select Setup from the
E’%T:;"" Outlook bar on the left hand
Finance side.

Generate
Interment 2. Select Location from the
sacofions expanded selection.
Mapping
bemornal
Ciutput
Frelerences
Setup
Compainy
2
Location
Locations The Locations screen will be
displayed.
Main Location : Homewood Cemetery .
- E 1. Select the Location whose
| W details you wish to amend
e 2. Click on the Pointing
Finger
Sub Location : fSection 4 |
Section B = il
Section € = =
Sedtion D -
Section E h
Section F =
Sedtion G i
T )
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[ Remote Bookings

Exhumation Register Grant Register

Description:  [Rubican Cemetery
Reglon: [ =] Duplicate Grave Check: [Stop Grave Duplicat] v |
Use Sub Locations : ¥

Main Details Local Details
[Rubican Cemetery [Rubican Cemetery
Death Register Grave Register VO Register
[Rubican Cemetery - | [|System - |Rubican Cemetery -

iSrfstem T {Rubican Cemetery

frmiainLocations

The Main Location window will open:
NOTE:

The location given under the Main
Details button holds the address,
phone numbers, email address and
staff details for the administrative
staff.

The location given under Local
Details holds the address, phone
numbers and staff members involved
with the daily operation of the
location

In some cases Main Details and
Local details will be the same. (For
example: In the case of a
crematorium where the office is on
the same site as the chapel and
cremator; or for example: a cemetery
which has an office in the grounds)
This is the case in the image below.

In some cases Main Details and
Local details will be different. (In the
case of a cemetery that doesn’t have
an office in the grounds the Main
Details will hold the address of the
office where cemetery administration
is carried out and the Local Details
will hold the actual address of the
cemetery and the names of the
cemetery manager and operatives.

If Main Details and Local Details are
the same: any changes made to
Main details will be automatically
updated in Local Details and any
changes made to Local Details will
be automatically updated in Main
Details (as in the example below)

If Main Details and Local Details are
the different: any changes made to
Main details will not be updated in
Local Details and any changes made
to Local Details will not be updated
in Main Details
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™o Locatio M =@ 1. Click on the Edit pencil

|ID: | 1 I5 y g
|-Description: |Rubican Cemetery :

Region: 3 Duplicate Grave Chedk: [§tc_pl6rm Duplicat| =

V¥

| wonowe |

' [Rubican Cemetery |Rubican Cemetery

Death Register Grave Register VO Register
[Rubican Cemetery ~] [System =]  [Rublcan Cemetery = d
Exhumation Register Grant Register =
[System [=] [Rubican Cemetery =]

frmiainLocations

& = @ [|Click on the Main Details button or Local
Details button

[IU: 1 ™ Remote Bookings
Description: |Rubican Cemetery

Resion: = Duplicate Grave Check: [Stop Grave Duplical| |

Use Sub Locations : ¥
| e e - mm e e ==
1 Main Details : Local Details
" [Rubican Cemetery [Rubican Cemetery
Death Register Grave Register VO Register -
[Rubican Cemetery > | [System [=]  [Rubican Cemetery =]
Exhumation Register Grant Register
[Sy‘stem Bl {Ruh]can Cemetery B2
frmMainLocations. 2
5] Location Details:; & e = @ |[The Location Details screen will open:
e s Gy - = 1. Click on the Edit pencil
Variable 1D: 1 Logation; Rubican Cemetery Vi
Location Description: — [Rublcan Cemetery
r &
Address Numbersi Names:
|
Address Line 1 [Cemetery Lane,
Address Line 2: [Tahoe, r
Address Line 3: [Sussex —
Address Line 4: [ e
Address Line 5! | Limy
Address Line 6 | r
Posteode: |BN2T BYG ]

T ation\/aniables.
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8] Location Details: un Suteh
|
| Loallcns: [Rubican Cemetery
Variable 1D: 1 Location:

Rubican Cemetery

Location Desaription:  [Rubican Cemetery
Default Location r

Address | Numbers | Names

-4

F=

|
F Address Line 1: {Cemetery Lane,
| Address Line 2: [Tahoe,
Address Line 3: [Gussex
Address Line 4: |
Address Line 5: |
Address Line & B
Postcade: [Nz7 8vG

frmiLoc atonanabies

1. Amend postal address as
appropriate
2. Click on Save

Amend a Section Name

Free Web Help generator

Clisnts 1. Select Setup from the
C’;T:;"" Outlook bar on the left hand
Finance side.
Generats
Interment 2. Select Location from the
Locaions expanded selection.
Mapping
hemornal
Ciutput
Freferences
Setup
Compaimy
s
Location
Main Lacation - Ty T_he Locations screen will be
Mot Tallac Crematosium displayed.
S 1| 1. Select the Location which holds the
section you wish to amend
1| 2. Select the Section you wish to
amend
3. Click on the bottom Pointing
R Finger button
Sub Location ; Section C ~
Section D |:
Section E
Section F
_Set‘tiun G L=
|« m »
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H-_El Sub Locations

[

The Sub Locations window will open:
1. Click on the Edit Pencil

Mai]! Location: Rubican Cemetery ‘
ID: 21 :—
Top Description: |Slcr.[nn H
Lower Description: |
x
' e
ImSubLocations @ J
=2 Sub Locations = |l 1. Amend the section name as
required.
Maih Location: [ican Cenetery 2. Click on the Save button
ID: 21
Top Description: |Scdion H
Lower Description: ‘ | | ﬁ
' |
TmiSublocations

Free HTML Help documentation generator

Amend Staff Names and Job Titles for a Location

Clignis

Cremation

Diary

Finance

Generate

Intarment

Locafions

Mapping

Memorial

Cutput

Freferences

Setup

&

Companm:
.3

%5

Location

1. Select Setup from the
Outlook bar on the left hand
side.

2. Select Location from the
expanded selection.
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Main Location :

Locations

Homewood Cemetery

1.

2.

The Locations screen will be
displayed.
Select the Location which holds the
section you wish to amend
Click on the Pointing Finger
button

Sub Location : Section A I
Section B =
Section C - =
Sedtion D
Section E
Section F ]
Section G =
Carblmm LI
4 W
I Thain Locatio/ —— NOTE:
1D: | 1 [~ Remote Bookings . . i
Lm;pm,,,; ey —— - The location given under the Main
Region: [ I~ Duplicate Grave Check: ;rf,inp Grave 'Dup.lifaiT Detalls button hOldS the add ress,
Use Sub Locations ; [ phone numbers, email address and
‘ - - staff details for the administrative
Main Details ] Local Details
+ — _ = staff.
ubican Cemetery PR The location given under Local
Death Register Grave Register VO Register Detalls ho'ds the address, phone
|Rublcar| Cemetery - {System - ERubi:an Cemetery numbers and Staff mem bers involved
Aoy Regeter Crant Regeer - with the daily operation of the
ESy‘stem - ;Ru bican Cemetery - .
| location
es-ensen | In some cases Main Details and

Local details will be the same. (For
example: In the case of a
crematorium where the office is on
the same site as the chapel and
cremator; or for example: a cemetery
which has an office in the grounds)
This is the case in the image below.

In some cases Main Details and
Local details will be different. (In the
case of a cemetery that doesn’t have
an office in the grounds the Main
Details will hold the address of the
office where cemetery administration
is carried out and the Local Details
will hold the actual address of the
cemetery and the names of the
cemetery manager and operatives.

If Main Details and Local Details are
the same: any changes made to
Main details will be automatically
updated in Local Details and any
changes made to Local Details will
be automatically updated in Main
Details (as in the example below)

If Main Details and Local Details are
the different: any changes made to
Main details will not be updated in
Local Details and any changes made
to Local Details will not be updated
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in Main Details

=g - -
]-m; 1 r
|~Description: |Rubican Cemetery
Region: =] Duplicate Grave Check: Stop Grave Duplical « |
p
. |Rubican Cemetery [Rublcan Cemetery
Death Register Grave Register VO Reglster
|Rub\car| Cemetery il 15'pstern |=|  |Rubican Cemetery =
Exhumation Register Grant Register
[System =] |Rublcan Cemelery 'T
frmMainLocations.

e e |

1. Click on the Edit pencil

= = & 1. Click on the Main Details button
| i | ; T Ramrcte Bookins or Local Details button
(~Description: [Rublcan Cemetery
Region: = Duplicate Grave Check: [Stop Grave Duplicat| |
Use Sub Locations : ¥
{ Manetals | | toctoetas |
" [Rubican Cemetery |Rublican Cemetery
Death Register Grave Register VO Reglster ]
[Rubican Cemetery > | [System [»] [Rubican Cemetery x|
[Exhumation Register Grant Register
‘Svs!em - |Ruhlm|| Cemetery k.
. |
ImMainLocations =
[ 28 Location Details; L Srmute The Location Details screen will open:
— — . = 1. Click on the Edit pencil
' —]|| 2. Click on the Names tab
Variable 1D: 1 Location: Rubican Cemetery )
Location Description:  [Rubican Cemetery
" r -
Addeess Nllﬂl
"
Address Line 1: [Cemetery Lane,
Address Line 2: [ranoe, ’
Address Line 3: [Gussex —
Address Line 4: |
Address Line 5: | _e
Address Line 6: | rl
Posteode: [zzeve =
frmiocationVanaées.
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— -

=1 Location Details:

Locations: ﬁﬂ&aﬁ'tmmw

Variable 10: 1 Location:

Rublcan Cemtery

Location Description:  [Rubican Cemetery
Default Location I

Address | Numbers| Names

1. Amend the names and titles of
staff as appropriate
2. Click on Save

. Title

1 iBeredvuﬂenl Services Manager

2 [Assistant Bereavement Services Manager

3 [Beareavement Sendces Assistant

Name

"~ [Mr Brian Raddiffe

[iohn Harding

[Gese Townley

4
5]
8]
7|

8|

9

s

| g | o

frmLocation\anabies.

Switch Main(Office) Details To A Different Location

Benefits of a Help Authoring Tool

Clignis
Cremation
Diary
Finance
Generate
Intarment
Locafions
Mapping
Memorial
Ciutput
Freferences
Setup

&

Compainy

%

Location

1. Select Setup from the
Outlook bar on the left hand
side.

2. Select Location from the
expanded selection.

Locations

Main Location :

Homewood Cemetery

The Locations screen will be
displayed.

Mount Tallac Crematorium

Select the Location which
holds the section you wish

Subr Location : Section A
Section B
Sedtion C
Section D
Sedtion E
Section F
Section G

Conrbinm L
4 |HE

1.
L
to amend

2. Click on the Pointing
Finger button
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The Main Location window

o | i r [ will open:
-Description:  [Rublcan Cemetery ] NOTE:
Region: \ | Duplicate Grave Check: [Stop Grave Duplicat = |
i a The location set under the
ol- Main Details button
|Rth:liC€H'| Cemetery jRubioan Cemetery determlnes the address,
Death Register Grave Register VO Register phone numbers, email
sl o L it 1 address and staff details for
ovstem ~]  [Filbican Cemetery = the administrative staff.
‘[ The location set under Local
irm¥dainLocations i Details determines the
address, phone numbers and
staff members involved with
the day to day operation of
the location
In some cases Main Details
and Local details will need to
be different. (For example In
the case of a cemetery that
doesn’t have an office in the
grounds the Main Details will
hold the address of the office
where cemetery
administration is carried out
and the Local Details will hold
the actual address of the
cemetery and the names of
the cemetery manager and
operatives.
To set Main Details to a
different location
1. Click on the Edit pencil
[N neatin ——— 1. Click on the Main Details
{,D: | i [™ Remote Baokings button
Description: [Rubican Cemetery
Region: [ =] Duplicate Grave Check: [Stop Grave Duplicat] = |
Use Sub Locations : W
" [Rubican Cemetery [Rubican Cemetery -
Death Register Grave Register VO Register —h
[Rubican Cemetery = | [System v [Rubican Cemetery >
Exhumation Register Grant Register
[System T=] [Rubican Cemetery -
frmMaint.ocations _[
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=1 Location Details:

o —

Locations;

|chmewuud Cemetery

Variable 1D: 2

Logation:

Rublcan Cemetery

Addrecs Numbers | Nam

Address Line 1
Address Line 2:
Address Line 3:
Address Line 4:
Address Line 5:
Address Line 6:
Postcode:

Location Desaription:  [Homewood Cemetery
[

25

[12 Littieton Avenue,

[Homewood,

[Tahoe,

[Gussex

I
17 90D

frmLocation'asiabies

@

N

o

@ = (%

The Location Details screen will
open:

1. Select the Location you
wish to set the
Main(office) Details to

2. Click on the Pointing
Finger

=] Main Location
ID: [ 1
Description:

Region:
Use Sub Locations :

I~ Remote Bookings

[Rubican Cemetery

S

174

[Homewood Cemetery

4 Main Details

Desth Register

Grave Register

Duplicate Grave Check: [Stop Grave Duplicat |

Local Details

|Rubican Cemetery

VO Register

‘Rublcan Cemetery
Exhumation Register

- | _iSvshern

Grant Register

- iRuIJican Cemetery o

[System

IrmMainLocations

= | [Rubican Cematery [=

You will be returned to the Main
Locations screen
You will see the new Location
set up under the Main Details
button

1. Click on Save

Music

Easily create Qt Help files

Clients

Cremation

Climry

Finance

Generate

Intermien

Locations

Mapping

Meamorial

Output

Preferancas

Setup

8

Companny

Music

Add a new Title, Composer or Artist

Amend a Music Title

Add a new Music Title from a Booking

Amend a Music entry on a Booking

Add a new music title from SETUP
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Add a new Title, Composer or Artist

BACASNG

NOTE: It is helpful to
organise music titles
according to Artist or
Composer.

This makes selection of the
music for the service easier.
Follow the notes below if you
wish to add a new composer
or artist.

(A new composer can also
be added from the Music tab
of the booking)

Clients
Cremation
Climny
Finance
Generate
Intermment
Locations
Mapping
Meamorial
Output
Freferancas
Setup

8

Companmy

Select Setup from the
Outlook bar on the left hand
side.

Select Music from the
expanded selection.

Category : | -

Artist/Composer © | -

1812 Overture - By Tchalkovsky -
dth Movement of Spring from Vivald's Four Seasons

633 Squadron - R Goodwin B
A Certain Smile by Johnny Mathis

A Life On The Ocean Wave - By The Royal Marine Band

A Littie White Cloud That Cried - By Johnnie Ray

A Prayer for St Patrick

A Star Is Born - By Ronald Binge

A Suitable March from Coldstream Guards

A Summers Song by Chas and Jeremy

A Thing Called Love by Johnny Cash

A World Witheut You - Bobby Darin

Abba The way old friends Are

Abide with Me

Abide With Me - Non Choral Version

Abide with Me (Sv) Choral

Abide with Me by Emeli Sande

Academic Festival Overture OP 80 - By Johannes Brahms
Adagio in G Minor Albinoni ASM Marriner

After All These Years - By Daniel O'Donnedl

Agnus Del =
frmbedia

Media

Category :

Artist/Composer : |

Title:

1.

The Media screen will be
displayed.

2. Click on the New button

307 /350



frmbiedia

1. Select the Category from
Glegory: | = the Category selection list
HERISOpOR v 2. Type in the name of the
:lfhllifg:r::;:éf?u:lf:;lf‘r(:jl;fk\yiw?di's Four Seasons _: Cateor Popilar = ArtiSt or Composer in the
 Cotan Sl by Jobnoy Mathis i IR e = Artist/Composer field
A Life On The Ocean Wave - By The Royal Marine Band Artist{Composer : :Adele b . . .
A Ut W Cod That Crd - Joharie R 5 S— 3. Type in a title for that Artist
A Prayer for St Patrid ‘ {romeone Like You . .
A Star 5 Borm - By Ronald Bnge or Composer in the Title
A Suitable March from Coldstream Guards
A Summers Song by Chas and Jeremy ﬂ e I d
A Thing Called Love by Johnny Cash i
Aot Thoway O Hende e 4. Click on Save
Abide with Me
Abide With Me - Non Choral Version
Abide with Me (5v) Choral
Abide with Me by Emeli Sande
Academic Festival Overture OP 80 - By Johannes Brahms
Adagio in G Minor Albinoni ASM Marriner
After All These Years - By Daniel O'Donnell
| Aanus Det =
Media 1. Your entry will now appear
on the left hand side of the
Caegory : [Pepular -] screen
Artist/Compaser : [Adele =] . . .
: 2. Click on Save to confirm this
| someone ke veu |
entry
Category ; _I—'opu\ar - .
PR e — |3. Repeat the previous step to
e: —— [ add another new title or
] composer OR
4. Click on the Close button to

return to the main screen.

Add a New Music Title From A booking

News and information about help authoring tools and
software

NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking. Follow
these notes if you adding to the
music list and you wish to use a
music title that isn't already in
the Music Library:

Clients
Cremation
Qiaw

ﬁ

Show E)iaqr

1. Select Diary from the Outlook
bar on the left hand side.

2. Select Show Diary from the
expanded selection.




View : Diary Page = r)iarv : Mount Tallac Cremtorium

= |;\ L'Dm:wmmwﬁéi

Time | Titte: | Comments | Process | Agent | Location

09:00

0
11:00

Logan Medical Forms Ou... John Turmer Mount Tallac Cres

Hicks: T. R. Harris Funeral Services Mount Tallac Cres
11:30
12:00
12:30
13:00
13:30

Hope Application Recei... Cookson and Smythe Funeral .. Mount Tallac Cre

1. The Appointment Diary screen
will be displayed.

2. Select the correct Diary for
the booking

3. Select the Date of the
booking

4. All bookings for that diary
page for that date will be
displayed

5. Double click on the time of

the booking in question

5] Cremation

The booking will open on the

[E—— o e = = [nitial Info tab
|| | Location: Mount Tallac Grematarium 0
e il ko e NOTE: The names and position
T i of the other tabs in the picture
[ T e s;;gm: = below may vary from what you
Py [ s can see on your screen
|| ety et depending on whether you are
procirisb i o amending a cremation, burial or
—— = ||t b scattering - don’t worry about
RAE ;|| e e e this.
vew |
= ~ 1. Click on the Music Tab
e 2. Click on the Edit pencil
[ 3 crmtion - i E Y = 4]1. The Music for the booking will
LI e be displayed.
i ST e — o 2. Select the Event from the
A *’“m - Event selection list (Events
M ‘ ol can be added in any order
|| o m— — 7] and the music list will always
conments: Fary Wb e iy — s display in the correct order of
i T service).
10 Eny et G b e (e D) oy ety 3. Select the type of media fr'om
|k B |th(§ Type drop down selection
ist.

4. Enter any comments required
| in the Comments field.
o - - - 5. Select the appropriate

Category for the new music
title from Category drop down
selection list.

6. Select the appropriate Artist

for the new music title from
Composer drop down
selection list.

7. Type in the new music title.

8. Tick Add to Library.

9. Click on Add Music




| 53 cremation

‘ DenLasm: Mr George Fisher Logan Date :

|/ Funeral Director : John Turner [ Senvice:  Full Service

| Location : Mount Tallac Crematarium

Inital Information | Service Details| Music |Deceased Details | Applicant | Medical | Disposal | Memorials | Misc. | Finance.

Wed, 04/02/2015  Time: 10:00

o

~ 1. The Event will be added to the
music list displayed in the
bottom half of the screen and
the new music title will be

added to the Music Library for

selection the next time it is

requested.

2. Click on the Save button

{01 - Entry  Wesley Clair e Lune (Claude Debussy) Play quietly
|02- OnCue Soloist Someane Like You (Adele) Family Member ta sing

|| organist: [ 2 select | clewr |
Sumarme :
| Event : [07 - On Cue ~ | Category : =
Type: [soloist (Instrumental) > Composer ! -
Comments:  [Family Hember to perform B —
T
Add to Libeary
K Delete Music Add Music |
|00 - Holding ICD  Family's choice

105 - Committ: Wesley In My Life (Beatles) Continue until the end
07 - On Cue Sololst Unforgettable (Nat King Cole) Family Member to perform

3. Click on the Exit button to
leave the booking and return
to the diary page

Amend a Music entry on a Booking

Free Qt Help documentation generator

NOTE: These pages are
applicable to a Cremation, Burial
or Scattering booking.

Clients 1. elect Diary from the Outlook
Cremation bar on the left hand side.
Diary 2. Select Show Diary from the
@ expanded selection.
Show Diary
iew : Oory Page 7] [Pt frioune vatoc Crematorim | <l ] o weneiw [ w|[1. The Appointment Diary
Iiz | Title | Comment t: | Process | Agem Location screen W|” be dISp|ayed.
Lagan Medical Forms Ou... John Tumer Mount Talla Cre | Select the CorreCt D/ary for
1100 Hicks T. R. Harris Funeral Services Mount Tallac Cr .
150 - _ the booking
1200 Hope Application Recei..  Cookson and Serythe Funeral .. Mount Tallac Cr,
o0 3. Select the Date of the
1330 -
o booking

4. All bookings for that diary
page for that date will be
displayed

5. Double click on the time of
the booking in question




1] Crematian

The booking will open on the
Initial Info tab

NOTE: The names and
position of the other tabs in
the picture below may vary
from what you can see on
your screen depending on
whether you are amending a
cremation, burial or
scattering - don’t worry
about this.

Click on the Music Tab

Click on the Edit pencil

Dewasind My George Fishier Logan Dhate Wed, 040272015 Timao . 10:00
|\ Fummral Diwetor = Juhn Tarner (] Serdcn:  Full Service
|| Losatien : Mount Tallag Crematurium o
Initiad Information |Service Detall eoeased Ditalls | Applicant | Medical | Disposal | Memorials | Misc. | Finance
Appointment 1904 254 Deceased
* Date : I 2015
Time ! 1000 5 Title: | il =
Forenarnas: {Gecrge Fisher
Surname: Logan
Privacy [ Public = Maidenname: [
Modical Forms Outstanding | ¥ Other name: |
Address Line 1 6 Bond Street,
— Adcress Uine 2 (Tahoe,
Address Line 3 [Sussex
poip - Address Line 4:
[Mourt Talles Crematorium . Address Line 5
Type of Senviee © Address Line &
Bt — Post Code: BNG BTF
view | Comment:
Funoral Director :
[Jnkn Tumes =]
[—
| =2l Cremation
Owepasod My George Fisher Logan Dt Fri, 0622015 Timo © 10:00
| Fumeml Direstor = John Turner (L] Sendce:  Full Sorvice
Locatian © Mount Tallae Crematosium 0
initia nfiormation | Service Detaits. Music | Deceased Details | Applicant | Medscal | Disposal | Mermorials | Misc, © Finance
Organist: X = | Selet
Surmame :
Event : 02 - On Cue =] Category: | =]
Type: |Soloistiviocal) = | Composer : =]
Comments:  [Someone Like You (Adele) Family Member to sing Song : | St
Add to Library
E:

Delete Musia | At Wi

e ey

I Uil e ere
ing Cole) Family Member to perform

fmCremanices

The Music for the booking will
be displayed.

The simplest way to amend a
music entry is add a correct
entry first and then delete
the incorrect entry as follows:
Click on the Music event that
you wish to correct

The incorrect details of the
entry will be displayed in the
Event Type and Comments
fields in the top half of the
screen

| Ell crevmation

Dichisand - Mr George Fisher Logan Date : Fib, 0622015 Tise: 10:00
Fisitral Dirpetor . Jahn Tarner (L) Servico:  Full Service

|| Location Mount Tallag Crematorium 0
Initial Information | Service Detalls: Music | Deceased Details | Applicant | Medical | Disposal | Memarials | Misc. | Finance
Organist: r = st |
Surmnnse ;
Event : 02 - On Cue T Categery: 53
TV &) = | Composar: | =
Comments:  [Someone Like You [Adele} Song + x.

07 - On Cue Solotst Unforgettable (Nat King Cole) Family Member to perform

2. Click on Add Entry to add

1. Correct the appropriate
field(s)

the corrected Music Event




| il Cravsintion

Dechused
| | Locoten

Organist:

Surparm :

Event :
Type:

01 - Entry

Comments:

Mr George Fisher Logan Date : Fii, 06/2/2015

|+ Fimeral Direetor = | John Taraer (L) Serdoe:  Full Service

Mount Tallao Crematorism

Inétial Enformiation | Senvice Detaits: Music | Deorased Detats | Applicant | Medical | Dxsposal | Memarials | Misc. | Finance

- I 1 _SE‘EC! |
02 - On Cue =] Category: [
lco = Compaser
Someone Like You [Adele) Song
A to Library

{06~ Holding 1€D Family's choke

Wesley Clair De Lune (Claude Debussy) Play quietly

167 - On Cue Soloist Unforgettable (Nat King Cole) Family Member to pesform

Tiwe: 10:00

| il md

Al Masic |

The corrected Event will be
added to the music list
displayed in the bottom half
of the screen.

Click on the incorrect entry to
select it

Click on Delete Music

The incorrect Event will be
removed from the music list
displayed in the bottom half
of the screen.

Click on the Save button
Click on the Exit button to
leave the booking and return
to the diary page

Amend a Music title

Free Qt Help documentation generator

Clients Select Setup from the
Cf%f:‘:n"'fﬂ" Outlook bar on the left hand
e side. )

Generate Select Music from the
Interment expanded selection.
Locations
Mapping
Miemorial
Clut;_au!
Frelerances
Setup
Companny
e
Location
Music
The Media screen will be

Category : IF’ODulaf > d IS p I ayed .

Artist/Composer | [Beafes = Select the Category for the

gzrlu;;;lgls‘rl:;:{e;se MUS|C tltle

[l s Ul o Select the Artist/Composer

[sometiog :::‘_”C"m”"‘”' for the Music title




1. A list of the music titles for

Category s [Populer - that category and artist will
Artist/Compaoser : iBeMIes - be dISp|ayed
Across the Universe 2. Select the music title to be
Category : [Popular - amend
Let [t Be . 5 = . - -
et hpgstedd ::30‘:'“ . 3. Click on the edit pencil
e n Your e field
1. Click into the title field on
Category:  [popular = the right hand side and
Artist/Composer : [Beatles - amend it
!n(rns; UmUnive.rsn 2 C||Ck On Save
| Golden Slumbers : [Popaiar =
I;Tnlulegﬁng Artist/Composer : [Beatles =
Yellow Submarine i an.v T ‘
1. Your amendment will now
Gategory:  [Popular = appear on the left hand side
ArtstiComposes : [Bestes - of the screen
Adros the Unverss 2. Repeat the previous 2 steps
by e = Iz to amend another title for
Something Artist/Composer :  [Beatles - . .
Yeilow Submaring Tite: EI!"! M\}"I'le thIS artISt OR

3. Click on the Close button to
return to the main screen.

Add a new music title from SETUP

Free EPub and documentation generator

NOTE: A new title can also be
added from the Music tab of the
booking

Clients
Cremation
Climry
Finance
Generate
Intermien
Locations
Mapping
Meamorial
Output
Preferancas
Setup

&)
Company

Location

@

Music

Select Setup from the Outlook
bar on the left hand side.

Select Music from the expanded
selection




BACASNG

Media The Media screen will be
displayed
Vot - Click on the New button
Artist{Composer | -
1812 Overture - By Tchalkovsky - |:
4th Movement of Spring from Vivaldi's Four Seasons . — —
633 Squadron - R Goodwin E| Category : | =
A Certain Smile by Johnny Mathis
A Life On The Ocean Wave - By The Royal Marine Band AttistfComposer ;| x
A Little White Cloud That Cried - By Johnnle Ray -
A Prayer for 5t Patrick Title: [
A Star s Born - By Ronald Binge
A Suitable March from Coldstream Guards
A Summers Song by Chas and Jeremy
A Thing Called Love by Johnny Cash
A World Without You - Bobby Darin
Abba The way old friends Are
Abide with Me
Abide With Me - Non Choral Version
Abide with Me (Sv) Choral
Abide with Me by Emeli Sande
Academic Festival Overture OP 80 - By Johannes Brahms
Adagio In G Minor Albinoni ASM Marriner
After All These Years - By Daniel O'Donnell
Agnus Dei =,
frmidedia
Media Select the Category from the
Category selection list
Geoorys | = Select the Composer or Artist
AsfComposer: | ¥ from the Artist or Composer
ab s —1 ||selection list. If the artist or
s egory : opular A4
B e _ | lcomposer does not appear on
== G oS the selection list Type in the
e oy SN name of the composer/artist.
 Corti S by Dty Ml Type in a title for that Artist or
" iéiﬁfv"afﬁ.t“:é";iiiﬁk‘ﬂ??aﬁ e Composer in the Title field
rayer for St Patric .
nst:?[s Born - By Ronald Binge C|IC|( On Save
A Suitable March from Coldstream Guards
A Summers Song by Chas and Jeremy
A Thing Called Love by Johnny Cash
A World Without You - Bobby Darin
Abba The way old friends Are
Abide with Me >
frmbedia
Media Your entry will now appear on
the left hand side of the screen
Ghegory: [popular v Click on Save to confirm this
Atist/Composer : [Adele L= en t I’y
cTeone LIty You 1 - __ ||Repeat the previous 2 steps to
o - * |ladd another new title or
Artist/Composer : [Rdele -
il composer or
Titde: iChasing Pavements

Click on the Close button to
return to the main screen.

Register

314 /350

Free PDF documentation generator




BACASNG

%

Cornparny

3

Lacation

Register

e To set the last register number for cremations/burials

e Set Up A Grave Grant Register for a Single Cemetery

e Set Up A Grave Grant Register shared over 2 or more
cemeteries

IPhone web sites made easy

To set the last register number for cremations/burials

Clients

Cremation

Diany

Finance

Generate

Interment

Locations

Mapping

hMemaorial

Clutput

Preferences

Setup

B

Company

Select Setup from the Outlook
bar on the left hand side
Select Register from the
expanded selection

315/350




EE! Register Group

BACASNG

s
/4
q

=

=l —illes

|

The Select Register and Groups
screen will be displayed

Select the Diary from the list
under Register Groups heading
Click on the top Finger

The Register Group window will
open

Make a note of Last Allocation
Date recorded by BACASNG for
this diary

Click on the Close Button

You will be returned to the
Select Register and Groups
screen

Ensure the correct Diary is still
selected from the list under the
Register Groups heading

Select the correct Register under
the Registers heading

Click on the bottom Finger

316 /350
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Rty
Sageter Grg T+

Cgrrher Cravg:

Frl Narniee-

LARE harmdsr

E

The register window will open

Click on the Edit Pencil.

Rl Citcp E:
Pl CizLp

Ts
lwarrgiTm:
= L

LM bepnbd

a8 o T

Boipm gl Daiwawy

e

Amend Last Number to reflect
the last burial or cremation
number in the diary for the date
noted in step 5. (If you are
unsure refer to paper register or
go to the diary page for the date
noted in step 5 and double click
on the time for the last
appointment to check the correct
register number.)

Click on Save Button

Click on Close Button

Set Up A Grave Grant Register for a Single Cemetery

Easily create EBooks

NOTE: follow these notes if
you have only one cemetery
or if you have more than one
cemetery but each cemetery
will have its own register.
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Clients

Cremation

Diary

Finance

Generate

Interment

Locations

Mapping

hMemaorial

Clutput

Preferences

Setup

B

Comparny

Register

Select Setup from the

Outlook bar on the left
hand side.

Select Register from the
expanded selection.

Register Groups

Mount Tai ac Crematorium

Rubican Cemetery
Sunnyside Cemetery
System

Registers
Burial Body Parts Register

Burial NVF Register
Burial Register

The Select Register and Groups
_||screen will be displayed.
1.

Select the Cemetery from
the list under Register
Groups heading

The list of registers set up
for this group will be
displayed in the lower
panel.

If there isn’'t a Grave
Grant register already
set up click on the bottom
New button




58] Register [ The Register screen will
Select Grave Grant as
Register Group ID: 2 type from the drOp—down
Register Group: Homewood Cemetery selection list
Type: |Grave Grant E2 =) Enter the descri ption
Description:  _IGrave Grant Register T} Grave Grant Register
First Number: 54 - Set the Last Number at a
st Numer: i value of 1 less than the
next grant number you
j‘ want to issue for this
cemetery (For example if
frmRegister —] the next grant you issue
will be 50 then set last
number as 49)
Set the First Number at a
value of 1 higher than the
Last number
Click on Save
Click on Exit
Select Setup from the
denerate | Outlook bar on the Left
interment | hand side of the screen
Locations | Click on Location
Mapping |
kMemorial
Cutput
Freferences
Setup
Company
& 2
R
Location
Main Location : Click on the Cemetery
EDU[I! Tallac (.rpma:\l‘:;rium name Under Main Location
Ve d?.':'é:i?éw Click on the Pointing
' finger to select the
cemetery.
Sub Location :
AAB
Section B General
Square 1
Square 2

Square 4
3

€ impn
< |

‘Square 3




BACASNG

= ~ @ [[The Main Location Screen will
-
ID: 2 r open . .
Description: [Homewood Cemetery |I1. Click on the Pencil
Reglon: [East =] Duplicate Grave Check: [Query Grave Duplic = |
3 &
__tenomcoestc | _ LiOmevesk |
. ‘Humswnod Cemetery |Homewood Cemetery
Death Register Grave Register VO Reglster
‘Humewuud Cemetery - iSystem |- i’m_hican Cemetery -
Exhumation Register Grant Register 7
‘Systom w | [System -
frmidainLocations ]
 IMain Location MG = @ 1. Change Grant Register to
- -
= 5 e g reflect the cemetery name
Description: |Hnmewnnd Cemetery 2 CI |Ck on Save
Reglon: [East - Duplicate Grave Check: Query Grave Duplic, = 3. Click on the Exit button
Use Sub Locations : = ’
Main Office Details Local Office Details | _ﬂ The grant register for thls
. [Hurnewoad Cemetery [Hommﬂd Cemetery E Cem ete ry IS nOW Set u p
Death Register Grave Register VO Register
|Humﬂwuoa -C_er_ngl;:w - | iST,lstvm - |Rubican Ca-l-nelery -
Exhumation Register Grant Register
{System - IIHumE\wa Cemetery > I
rmidainLocations E

Produce Kindle eBooks easily

Set Up A Grave Grant Register shared over 2 or more cemeteries

NOTE 1: Follow these notes if
you have more than one
cemetery and they are to share
the same register.

NOTE 2: Only one cemetery (the
“main” cemetery) will have a
register set up by this. The
second and any subsequent
cemeteries must be pointed to
the “"main” cemetery grant
register.

320/ 350




Clients

Cremation

Diary

Finance

Generate

Interment

Locations

Mapping

hMemaorial

Clutput

Preferences

Setup

B

Comparny

1.

Select Setup from the
Outlook bar on the left
hand side.

Select Register from the
expanded selection.

Mount Tallac Crematorium
Rubican Cemetery
Sunnyside Cemetery
System

Registers

Burial Body Parts Register
Burial NVF Register
Burial Register

The Select Register and Groups
screen will be displayed.

1.

Select the "main”
Cemetery from the list
under Register Groups
heading

The list of registers set up
for this group will be
displayed in the lower
panel.

If there isn't a Grave
Grant register already
set up click on the bottom
New button




=2l Register The Register screen will
" open
{ ] Select Grave Grant as
Register Group ID: 2 type from the drop—down
Register Group: Homewood Cemetery selection list
Type: [Grave Grant Enter the description
?escﬁptlcn: IGrave Grant Register Grave Grant Reglster
e e 'jj Set the Last Number at a
: s
" SN value of 1 less than the
next grant number you
want to issue. (For
example if the next grant
| Hmeegister - you issue will be
numbered 50 then set last
number as 49)
Set the First Number at a
value of 1 higher than the
Last number
Click on Save
Click on Exit
o | Select Setup from the
“Faaer—| Vo Tl Cemeter Outlook bar on the Left
| nu_nl Tallac Crematorium }
e S Cotay hand side of the screen
M Click on Location
B Click on the “main”
=) Cemetery name under
Campagy || S0P tocion ARe Main Location
s o Click on the Pointing
shialal) uare 2 -
- 33 finger to select the
uare 4 .
Musio Soiaen S “main” cemetery
3
R T — {[The Main Location Screen will
-
1D: 2 £
Description: [Homewood Cametery ke Click on the Pencil
Region: [East - Duplicate Grave Check: [Query Grave Duplic, = | =
iy
__ Main Offce petalls |
. |Hornewood Cemetery :‘Homewnud Cemetery
Death Register Grave Register VO Register
|Hm‘newond Cemetery T+ Esvsmm - iﬁﬂﬁimn Cemetery 3
Exhumation Register Grant Register =
[System ~| [oystem ~ |
ArmMainLocations _E




BACASNG

= @

Main Office Details |

. |Homcwood Cemetery

Death Register Grave Reglster
Fﬁ];mewood_czm-e_tew = és;;lem
Exhumation Register Grant Register

10: 2 I~ Remote Bookings
Description: |Hamewood Cemetery

Region: ’Easl—T Duplicate Grave Check: W
Use Sub Locations : ~

Local Office Details |

|Homewood Cemetery

VO Register

= {ﬁu‘Ei‘can_l:—a_m-a-t'efy T

iéys!em

~ I:Homewaod Cemetery

=]

frmMainLocations

1. Change Grant Register to
reflect the “"main”
cemetery name

2. Click on Save

3. Clidck on the Exit
button

The grant register for the
“main” cemetery is now set
up. Follow the steps below to
point the second and any
subsequent cemeteries to the
“main” cemetery grant
register.

Clients

1. Select Setup from the

[

Reglon: |East

Duplicate Grave Check:

J&mﬂw—ow‘; n Main Location : Homewood Cemetes [
e Mount Tallac Crematorium Outlook bar on the Left
[lormsnt Saon e hand side of the screen
oo 2. Click on Location
Pt 3. Click on the “second”
& Cemetery name under
c.].:,;.,,, Sub Location I Main Location
e 4. Click on the Pointing
finger to select to select
the “second” cemetery
T — = he|The Main Location screen for the
F[ - = = |: “second” cemetery will open
|Description:  [Mont Tallac Cemetery 4
N

Exhumation Register
|§ysbem =]

ArmiainLocations

=

, ; id 1. Click on the Pencil
__ManOffcoDelals |
. |Mont Tallac Cemetery Mont Tallac Cemetery
Death Register Grave Register VO Reglster
[Mount Tallac Crematarium [w|  [System * | [System - é
Exhumation Register Grant Register —
[System ~| [System - |j
frmMainLocations _E
12 Main Location [ 1. Change Grant Register to
== - nw H/
‘ o | \ = Remota Boings reflect the “main
(“Description: [Mont Tallac Cemetery Cemetery name
Region: ’Eas[—T Duplicate Grave Check: ’mT 2 C“Ck on Save
Use Sub Locations : ~ . -
3. Click on Exit
Main Office Details Local Office Details | L
. |Mont Tallac Cematery Mont Tallac Cemetery E 1 Repeat the prev|0us ste ps
Death Register Grave Reglster VO Register fo ran y sSu bseq uen t
[Mount Tallac Crematorium | =  [System T=]  [System I3

cemeteries that are to
share the grant register.

323 /350
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BACASNG

Resources
T, Resources
F*ﬂwfﬂﬁ;ﬁ e Add A Frequent Value to a Category
£ ol Rename a Day Type
= = Set Up A Category

Set up a Memorial Resource Group

Set up a Miscellaneous Resource Group
Set up a new Miscellaneous Item

Set up a new Type of Memorial

Set up a new type of Grave

Set up a new type of Service

Set up Medical Inspectors

Set up Medical Referee Payment

Set up Miscellaneous Booking Notes
Setup Organist Payment

Add A Frequent Value to a Category

Free HTML Help documentation generator

NOTE: Categories can be set up
to record additional information
under the miscellaneous tab of a
booking. For example, a
donation category will allow you
record the charity that will
benefit from a collection at the
service.

Clients
Cramation
Diary
Finance

Generate

Intermaent
Locations

Mapping
Memaorial
Output
Preferences
Setup

&

Cnnjpan;r
P
Location
@
Music

Register

Rl!#ﬂ#:ﬁ“:

Select SetUp from the Outlook
bar on the left hand side.

Select Resources from the
expanded selection.
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Resource Selection

Resource Groups

|

The Resource Selection screen
will be displayed. This will list all

Book of Remembrance A T H 1
| existing resource groups.
Banlot Forsbronss - Soeaann Bk Biscraption: . ~|Biowk of Remewionon
Burial Start Date .
Buaia o Cremted Romains i e Check that the category you wish
to use doesn’t already exist in
Re: = .
H'{n'mrnhlaur:leilll_ ine with Motif) 1L B 1t the Resou rce Group Ilst-
g:::::g::::;z::ﬁz::; L:-j:’::) Deseription: éuukm‘Rememhram:e{n Line C||Ck on the NeW ReSOU rce
Book of R thrance {14 Line with Motif) Start Date : 01011930
B P 1 Low ik Ml Group button
[ 221 edit Resource Group @ |[The Edit Resource Group window
] will be displayed.
:anuo L Enter a name for the category as
n: i M .
" R the description.
Type of Group : Category =
Start Date: 01/01/1980 End Date: 31/12/9999 ﬁ)‘ Select Category as the Type of
L|Group
" —| ~..
Click on Save
ImResourceGroup @
| Reshurce Graups «| |[The new category will be
lz:t:::::b?’-‘:‘::: 2 Type: Category = hlghllghted under Resource
e — vl Group
T T = End Data 3/12/0990
You can now enter some
FRE o |: frequent values for the category

you have just created. For
example for a Donations
category you may wish to add
the most popular Charites:

Click on the New Resource

button




BACASNG

=] Edit Resource P S—
—

| o)

—Resource Group : |Donations
Description: l \East Grinstead Hospice
Start Date: |  o1/01/1980

"

TrmResource

31/12/9999

The Edit Resource Screen will
open

Enter a frequent value in the
Description field.

Click on Save

Repeat the previous step to add
more Frequent values if desired

Click on the Exit button

Rename a Day Type

Write eBooks for the Kindle

Clients
Cremation
Diary
Finance
Generate
Interment
Locations
Mapping
Memorial
Qutput
Preferences
Setup

&
Company
kS
Location

@

Music

Select SetUp from the Outlook
bar on the left hand side.

1. Select Resources from the
expanded selection.
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Resource Groups

The Resource Selection screen

frmResource

1 =

=1 | = = will be displayed. This will list all
et = existing resource groups.
EndDote: 01019999 1. Use the Resource Group
scroll bar to search for the
o Resource Group Day Types
Coses | o
Half Day . .
Stndard Opening Tines Descripion:  Ciosed 2. Click on the Resource Group
Start Date ; D101 /1563 1
g O Day Types to select it
Resoure Groups 1. From the Resources
Gromaton = list, click on the Day
Crematinn Contaings Description: Davy Types .
Ciuritin Mestindals Stk Date: 010171953 type y0u W|Sh to
Freibem: v rename to highlight it
Resparos | 2. Click on the Pointing
ST ORI . il Dy Finger
Start Date | 01,01/1980
End Dte : 3120999
2] Edit Resource 148 S The Edit Resource Screen will
ID: 7 open
Fiésnle Blol Doy Tiet z E 1. Click on the Edit button
Description: |Half Day
' Start Date: 1 01/01/1980 End Date: [~ 31219999 :
.
P
L
L
hmResource
[T O — I'|1. Enter the new name for the
'Lm.'\ 7 Day type in the Description
Rescurce Group : |Day Types =z fleld
Description: Mermnings Only -
Start Date: I 01/01/1980 End Date: RRIBIEEEE] 2. Click on Save

3. Click on Close




Free EPub and documentation generator

Set Up A Category

NOTE: Categories can be set up
to record additional information
under the miscellaneous tab of a
booking. For example, a
donation category will allow you
record the charity that will
benefit from a collection at the
service.
Clients Select SetUp from the Outlook
Sesion bar on the left hand side.
Finance
| Generate | Select Resources from the
Intermant X
Locations expanded selection.
Mapping
Memaorial
Outpint
Preferances
Setup
Company
5
1-
Location
)
Music
Register
Resources
T
Resource Selection The Resource Selection screen
Resaurce Groups |:J will be displayed. This will list all
E - "*"" i existing resource groups.
okl O =] Desoription:  [Bdok of Remembrance
Burial Start Date ; 01,/01/1980
E:I:ZIofC.l?mateld.ﬂemains —~ E?D::E: 31/12/9999 CheCk that the Category you
. wish to use doesn’t already exist
tr'nr:rnhlﬁnr:ﬁilIInewi!ll Muotif) - = ‘-— in_the Resource Group IiSt'
g:::jz::::::::ﬂz:::; l'l'_‘?:j:. = Description: Book of Remembrance (11 Line CIICk on the New Resou rce
Book of Remembrance (14 Line with Motif) Start Date : 01/01/1980 Group button
R D) aca - EndDate: 311209999




=21 Edit Resource Group The Edit Resource Group window
— will be displayed.
L‘i‘m _ 22 Enter a name for the category as
n: i . .
W Descrptio i the description.
Type of Group : Category -
Start Date: 01/01/1980 End Date: 31/12/9959 1= Select Category as the Type of
Ll[Group
| —| ~,.
Click on Save
]
IrmREsourc&Group E%
Rosaurce Graups «| |[The new category will be
ig:f::::gjﬂjg:;: = s ~|[highlighted under Resource
| 5 = Description: Donations
B:EI;‘:E“ 15 - Start Date ; 010171980 G ro u p
o o T End Date : 31129999
You can now enter some
Hessurcas = [ frequent values for the category
- you have just created. For
example for a Donations
category you may wish to add
the most popular Charites:
Click on the New Resource
button
‘ o L ——— The Edit Resource Screen will
| open
—Resource Group : \Danations -
Description: | [East Grinstead Hospice | .
S e T [r— Enter a freql,!ent value in the
" g|Description field.
E Click on Save
Repeat the previous step to add
more frequent values for the
category if desired
E - -
Click on the Exit button
frmResource

Set up a Memorial Resource Group

Single source CHM, PDF, DOC and HTML Help creation




Clients
Cremation
Diary
Finance
Generate
Interment
Locations
Manping

Memorial
Cutpint
Preferences

Setup
e

&
Company

[
LS 3

%,
Lncation
o
h&isin
3
ﬁaniﬁtar

Resources

Select SetUp from the
Outlook bar on the left hand
side.

Select Resources from the
expanded selection.

The Resource Selection
screen will be displayed. (This
will list all existing resource

groups.)

Resource Groups

Resource Selection

& |

Click on the New Resource
Group button

| Book of Remembrance -
Book of Remembrance - Cards el g e
Book of Remembrance - Personal Book e L LT
Burial Start Date : 01/01/1980
Burial of Cremated Remains *  EndDute: 31/12/9999
Resources e
Book of Remembrance (11 Line with Motif) = wr
Book of R b 11 Li e 5
B::k :f R:::::h::gg ::1"1 L’::'e:] Description: Book of Remembrance (11 Line
Book of Remembrance {14 Line with Motif) Start Date : 01/01/1980
Book of Remembrance {2 Line) - .
el <t SN EndDae:  [31/12/9999
3] Edit Resource Group = @ The Edit Resource Group
window will be displayed.
ID: .-
. 1. Enter a description for the
Desaription: Shrub, Tree and Conifer Plates M . | R
Type of Group : Memorial - new €emoria esource
Start Date: 01/01/1080 _ End Date: T 31/12/%9% Group

IrMmRESOUrCeGIoun

[e1lw

| [ [

2. Select Memorial as the
Type of Group Type in a
description of the fee you
are adding in the
Description field

3. Click on Save




1D:

Desaiption:
Type of Group :
Start Date:

frmResourceGroup

_:_E] Edit Resource Group

33

[Shrub, Tree and Conifer Plates

|Memnria1

01/01/1980 End Date:

@ [= ] ¥

1. Click on the Close button

Set up a Miscellaneous Resource Group

Qt Help documentation made easy

Clients

Cremation

Diary

Finance

Generate

Interment

Locations

Mapping

Memorial
Output

Preferences

Setup

i,

&
_Cﬂ"_‘IFHﬂY
%
Location
(JJ
ME?iG

Register

Resources

NOTE: If you have many
different types of memorials, it is
a good idea to organise these in
memorial resource groups for
reporting purposes. For example
different types of memorial
plates: single and double tree,
rose and conifer plates might be
held in a resource group named
“Shrub, Tree and Conifer Plates”.

1. Select SetUp from the
Outlook bar on the left hand
side.

2. Select Resources from the
expanded selection.




Resource Selection 1. The Resource Selection
Resource Groups Screen Wi” be displayed. (ThiS
T T T '“_J = | will list all existing resource
00K of Remembrance - Laris PRy
Book of Remembrance - Persanal Book Hleastgiio; Eogkiuf Hemembescs g rou ps . )
Burial Start Date 01/01/1980 .
Eulial‘ol C.n‘amateldiﬂemains ~  EndDste: 3171279999 1 CI'Ck on the NeW
Resource GrOUp button
Resources i
Book of Remembrance (11 Line with Motif) o i ‘
g::: :: z:::::::ﬂ‘;:::; Lins} = Description: Book of Remembrance (11 Line ¢
Book of Remembrance (14 Line with Motif) Start Date : 01/01/1980
ke sl < I - EndDate: 31219999
[ Gt o Croe et @ The Edit Resource Group
window will be displayed.
L‘” " 1. Enter a description for the
escriplion: Shrub, Tree and Conifer Plates f
e i — - new Memorial Resource
Start Date: 01/01/1980 End Date: | 31/12/9999 ﬁ G rou p i
2. Select Miscellaneous as
w the Type of Group Type in
a description of the fee
you are adding in the
3 Description field
—| 3. Click on Save
IrmREesourceGroup @
=2 edit Resource Group = ©  H|Click on the Close button
y 2
1D 3
Description: [Shrub, Tree and Conifer Plates :__’
Type of Group : |Memn!'ra1 - -
Start Date: 01/01/1980  End Date: 31/12/9999
X
E!.
TmResouteGroup @

Set up a new Miscellaneous Item

Full-featured EPub generator




Clients NOTE: A miscellaneous item can
C'B’;‘;‘rﬂ““ be set up in BACAS to be used in
Finance addition to the regular booking
| Ganersts | fees and can be added to a

Intermant )
Locations booking as needed

Me_@pi@
—Memoval__ 1. Select SetUp from the
Preferences Outlook bar on the left hand
et side.
‘ﬁ 2. Select Resources from the
Company expanded selection.

Location
)
Mfin
‘t}}
Register
Resources
.-jf,f-

Resource Selection The Resource Selection screen
will be displayed. This will list all
existing resource groups.

Resource Groups

[Book of Remembrance ™ = ‘ Cr

membrance

Book of Remembrance - Cards Sy i
Eou_:ro:ﬂememgrance-I’ersuna! Book l:esc:)ptlun‘ :::;n:::]membmn“ Use the Resou rce Grou ps scro”
urial tart Date ! .
Eurial.olC_n‘alnateld_ﬂemains End Dista - 31/12/0999 bar tO SearCh fOI’ the IOg|Ca|
5 miscellaneous Resource
ES0Urces - . .
l‘;nnkmHen‘mrnhranr:ﬁ(ll|i|'||=.'u.ritthriH1 'Qﬁ‘ 1 ‘ group N Wthh tO Set Up your
g::: z: :::Z:::;::::::; Ll'!:'::) = [Fcriplion: Book of Remembrance (11 Line new m|sce”ane0us |tem.
BEook of Remembrance (14 Line with Motif) Start Date : 01/01/1980
(Seskl e U] - EndDate: 3171219999 1. Click on the Miscellaneous
Resource Group to select it (*
if a logical resource group for
the new type of
miscellaneous item doesn't
exist then you will need to
create this first: Set up A
New Miscellaneous Resource
Group)
i = __ ‘ Click on the New Resource
- _ Button
Description: Miscellaneous Booking Fees
Stant Date © 01011980
End Drate | 31129999

Resources o
Additional Chapel Time i a (5

| Audio Recording (Additianal Copy) e i

I Chapel Time

IAl!dir- Recording (CD) |
| Certified Extract Start Drate ; 01/01/1860

| omorial Servine = EndDate:  31/120009




=3 Edit Resouree The Edit Resource Screen will
1D: open
| e Ij“‘w"""""*f‘""'""f'“'*“-' = 1. Enter a description for the
on: [Wideo Recording (DVD) . .
- — T e T new miscellaneous item
2. Click on Save
3. Click on Close
.‘J - - - -
nb: Follow this link if you wish to
setup a charge associated with
this miscellaneous item Set up A
Miscellaneous Charge
E])
fraREsounte
Easily create PDF Help documents
Set up a new Grave Container
Clignts Select Setup from the Outlook
Cremation
Dhiary bar on the left hand
Finance side.
Generale
Interment
Locations Select Resources from the
Mapping i
i expanded selection.
Output
Preferences
Setup
G
Company
Location
P
Music
\3
Register
Resources
Ly
[ 5 ~|[The Resource Selection screen
iy Pages Ty Momort - will be displayed. This will list all
o G . = existing resource groups.
s sty e EndOua:  [oirzpse Use the top scroll bar to search
— for the Resource Group named
I | “|Grave Containers (or similar)
— — — [ BOOK OF REM E 2 LINE ENTRY
Start Date 01011580
End Date : BN12000




5 —— | Click on the Resource Group
[DoryPoges S T Grave Containers (or similar) to
o I select it
I i T Edbme: oy If you have selected the correct
resource group the type of group
Resources . . .
hd will display as: Container Type
e S
[Cand Boned Colf E Drescription; Bady Parts Casket (Se_e green bOX ) X i
ol i G A list of Grave Containers will be
ket ? End Date : 1/12/9999 .
displayed under Resources.
[ e - /|Use the bottom scroll bar to
(oot ~ e o s ' check that the grave container
| Exchssivie Right of Burs Description; Grave Containers .
EM'““" . ; Lo doesn’t already exist.
R N Then click on the bottom New
button
Resources. o [
| Casker Dreseription: Bady Parts Casket
| Coffin Start Date : 01012002
,:ru;mng’dFlmnms Casket End Dats : B112/9900
i =] Edit Resource 8 beoaw -
|'m'-.] The Edit Resource Screen will
—Resource Group : |Grave Containers - open .
Description: [Willew Coffin | .
St E—— T [r— Enter the de_scrlptlon of the new
glgrave container in the Description
| E Select Increment Coffins in the
Increment Count if you wish
— . — ~ remains buried in this container
: : to be counted as a full burial.
Select Increment Ashes in the
SAlIncrement Count if you wish
j\remains buried in this container
—|lto be counted as an ashes burial.
rmisiusid Click on Save button

Set up a new Type of Memorial

Easily create HTML Help documents




Clients 1. Select SetUp from the
e Outlook bar on the left hand
Finance side.
Generate
e 2. Select Resourcc_es from the
Locations expanded selection.
Mapping
Memorial
Dutput
Preferences
Setup

Lncation
a3
M.'fi“
%

Register

Resources

il

Hisource SeleChon 1. The Resource Selection
screen will be displayed. This
will list all existing resource

Resource Groups

| Book of Remembrance
Book of Remembrance - Cards

Book of Remembrance - Personal Book 2T SO R i g rou p S.
Burial Start Date : 01/01 /1980
Eunafrnf L.l?mate‘rl _‘r'lemams End Ditte © 31/12/9900

Resources —
Book of Remembrance (11 Line with Motif) . J

| Book of Remembrance (11 Line)

|Bnok of Remembrance (14 Line) e Book of Remembrance (11 Line
Book of Remembrance {14 Line with Matif) Start Date : 01/01/1980

Book of Remembrance (2 Line) L, .

L L P Ll L SR S W B2 End Date : 31/12/9999

1. Use the Resource Group

s o

.Sp:z;B:Eoiisn;r; AT 'Dzscri;:h‘nn: Shrub, Tree and Conifer Plates ScrOI I ba r to Sea rCh fo r th €

Isn-n:wing of Cremated Remains onto Grave = SwnDae: 010171960 |Oglca| memorlal g rou p for
stern Defaults - g .

[ a EndDate: 317120009 your new type of memorial

e - , ‘ 2. Click on the Memorial
Zonifer (Double Bronze 6% x5’ e with spike) - L .
ifer (Single Bronze 6" 4" Plate with spike) () s b i Bronze 675+ Plate i Resource Group to select it (*

Coniter Additional {Deuble Bronze 6" x 5™ Plate with s

oot foms e bemnte s e S if a logical resource group for
Ol AC b Al ! R L T T T TR - Y the neW typeof memorlal

doesn’t exist then you will
need to create this first:
Create A New Memorial
Resource Group)

3. Click on the New Resource
Button




-8 Edit Resource

| [T

Resource Group :

iﬁhlulr. Tree and Conifer Plates

Desaription: |

[Tree (Single Bronze 6 x 4" Plate with spike)

Start Date:

Renewal Months:

Generate End Date :
Generate Start Date

Extract To Palm

frmResource

[ 010171080 End Date: 317129999

1. The Edit Resource Screen will
open

2. Enter a description for the
new type of memorial

3. If the memorial is renewable,

= A

Lo enter the renewal period in

E months (In the example

below the renewal period is

five years hence 60 months)

4. If you would like this type of
memorial to be included in

E risk assessment then tick
Extract to Palm

. Click on Save

6. Click on Close

| &
()]

Set up a new type of Grave

IPhone web sites made easy

Clients

Cremation

Diary

Finance

Generate

Interment

Locations

Mapping

Memorial
Output

Preferences

Setup

i

e

Company
Location

Music

Register

Resources

1. Select SetUp from the
Outlook bar on the left hand
side.

2. Select Resources from the
expanded selection.




Resource Selection

Resource Groups

_w‘

[ f Remembrance —
Book of Remembrance - Cards [ e
Book of Remembrance - Personal Book Desoripuun; Engkof Hensiobr e
Burial Start Date : 01/01/1980
Iiunal.ol C.n.amateld.ﬁemams End Datte : 31/12/99
Resources s
Book of Remembrance (11 Line with Motif) = T,
Book of Remembrance (11 Line) S =
Book of Remembrance (14 Line) Husvrpton: Book of Remermbrance (11 Line
Book of Remembrance (14 Line with Matif) Start Date 01/01/1980
Book of Remembrance (2 Line) = .
[ - JENS PUN 3 SR S alalel SI?: L o X B ) End Date : 31!12199%

The Resource Selection screen

will be displayed. This will list all

existing resource groups

1. Use the scroll bar to search
for the Resource Group
Graves (this could also have
the name Types of graves;
Grave Types or similar)

Resource Groups

Click on the Resource Group
Graves to select it

T AT — Description: | Graves 2. Click on the Pointing Finger
Miscellaneous Bura A StartDato:  01/01/1963
At a4 2 End Date : 01/01/9999
Resources
Cretiated Rareins Grers o s
Lawn Grave Description: Children's Grave
?:.dd‘;‘i’;:'ﬂfg::; ) Start Date : 010171995
Nderile End Date : 31/12/9999
2] Edit Resource Group o= | =] d .
= The Edit Resource Group Screen
" Z||\will open
e z 1. Check that the type of Group
o forave Tipes o is Grave
Type of Group : Flm | = — .
Start Date: | 01/01/1983 End Date: | o1/01/9999 2. Click on Close button
#
IrmResourceGroup E
[esfirs Grinys = 1. Click on the New Resource
S = ‘ | Button
Grove Memuorals Diessiption: Graves
Late Arrival s Start Date 01011983
PR - End Date 01019999
Resources
Cremated Remains Grave £ 'U J
Lawn Grave Description; Children’s Grinve
F:::;:::lﬂﬁ:_«:::r Start Date © 0011895
i gt 53 End Date = 17129999




—;.| Edit Resource - e

ID:

Resource Group :
l Description:

Start Date:

—

|Graves

Paby

01/01/1980

End Date:

31/12/9999

0 Grave Length: {2ft
Grave Width: [2ft
Grave Depth: [2r

Max Coffins:
Max Ashes:

frmResource

==

(el

L= ﬁgllfT

1.

2.

The Edit Resource Screen
will open

Enter a description for
the new type of grave
Enter Grave length;
Grave Width and Grave
Depth for this grave
type

Enter the maximum
number of coffins and
the maximum sets of
ashes to be interred in
this grave type

Enter the grant period
for this grave type in
months (in the example
below the EROB period
is 50 years. If this type
of grave is to be
purchased in perpetuity
then leave Grant Period
blank

Click on Save

Click on Close

Set up a new type of Service

Full-featured EBook ediitor




Clients

Cremation

Dy

Finance

Generate
Interment

Locations

Mapping

Memaorial
Outpiit

Preferences

Setup

&

Location
i
hel
Musie
3

Register

R |

Resources:

NOTE: You may wish to add a
new service type to BACAS
because you wish to charge a
different amount from the
standard service charge or
because you want to
differentiate between service
types for reporting purposes. In
the example below a Sunday
Burial service is created in
addition to the standard Burial
Service and Saturday Burial
service

1. Select SetUp from the
Outlook bar on the left hand
side.

2. Select Resources from the
expanded selection.

Resource Groups

Resource Selection

The Resource Selection screen
will be displayed. This will list all

— pait L existing resource groups.
ook of Remembrance - Cards PP "
Book of Remembrance - Personal Book Desoription: Cooktiiamembestice 1. U se th e ReSOU rce G rou p
Burial Start Date 01/01/1980
I’B.uuial‘ol C.n‘amateldlﬁemains End Dita : 31/12/9909 SCI"O|| bar tO SearCh fOI’ the
logical resource group for
Resources o g g p
Book of Remembrance (11 Line with Motif) T L ‘ your new type of service
| Book of Re: brance (11 Li = = T — 7
B::k :r R:::::h:lr:;: ::14 L’?:;) = Description: Book of Remembrance (11 Line w
|Bonk of Remembrance (14 Line with Motif) Start Date : 01011980
Book of R h e (2 Line :
JE e s e ~ (EndDaia:  131/12/0099
Resource Selection
e 1. Click on the Resource Group
Hook ol Hemombrans: o : to select it
| Baok of Remomshronce - Cords EEEI;FUIII\: E_,“ﬂ: . T
Book of Remembrancy - Personal Book 2 CIICk On the New FaCIIItIes
Seart Due ; 0101/1983
| BuTAT o CremeEd Fommms = e 011019999 Button
Hesnmous
& .
Dosription Barial
Stwit Dt © 010171083
End Diate 000 200
Facilities e
[Buriak -
:Buriulinn\'\-'nuudu-wn o1 Vault I.'.|-=1:r_rii:lil|r|'
| Burind Saturdiy 5 i
Start Date |
Eel Dhtis =

IS SRRt s




BACASNG

5 Edit Faciity = ZB:nEdit Facility Screen will
1. Enter a Description for
the new type of Service
. Resource Group: [ [pura - | 2. Select Publishing as the

10:

Deseription: [Burial Sunday e Publishing Type
Stort Date: " Govas  edome [ sy —| 3. Click on Save
E 4. Click on Close
Default: r
B Publishing Type [Public = nb : If there is a charge
il associated with this new
. service type follow one of
s [2] the following links to

proceed:

For a new charge: Set Up
A Service Charge for
Automatic Fee
Generation.

For an existing charge:
Link In A new Service
Type to An existing
Service Charge

Free help authoring environment

Set up Medical Inspectors

Clignts NOTE: BACAS will allow you
Cmﬁ%f‘:m to record the name and
Finante address of a member of the
Generate .

T Timanvant. | public who has requested to
L:Tcﬂ:i::nﬁ see the medical forms for a
Memorial deceased. A category

Output Resource group called
LIpleesness Medical Inspectors will need
fﬁ to be set up before you can
record any details:
Company
S 53 1. Select SetUp from the
Loeation Outlook bar on the left hand

T3 side.

: 2. Select Resources from the
%" expanded selection.

Register

Resources

341 /350



Resource Groups

Resource Selection

2]

The Resource Selection screen
will be displayed. This will list all

L] existing resource groups.
Book of Remembrance - Personal Book = | Pegndgrion: BO0KREHOMeNKHANCS 1. Check that a Resou rce Group
Burial Start Date : 01/01/1980 .
IEmiaI_ofC.n.amateld.ﬂemains ~  EndDste: 31/12/0999 Ca“ed Med|ca| InSpeCtOI"S
n Ir xist.
HResources L does Ot a eady € St
l_'innk of Remembrance (11 Line with Motif) o | STy ‘ 2 OtherWlse = CIICk On the NeW
|Book ot Remebrance (14 L) = Dosoripion:  Bookf Remenbrance (11 Line Resource Group button
Book of Remembrance (14 Line with Motif) Start Date : 01/01/1980
|§°°': of Bemembranoe (2Line} - i - EndDate:  81/12/9999
S okt Besource Croge g The Edit'Resource Group window
will be displayed.
1. Enter a Medical Inspectors as
1D: . .
e —— the description.
: Medical Ins s
N o [ - 2. Select Category as the Type
Start Date: [ otjo1/1980 End Date: [ 31/12/99%9 5 of Group
—|3. Click on Save
w{|4. Click on the Close button
L
IrmRescurceGroup [2
| Redource Groups The new category will be
IGeneralRen!en'lbram:e.l’!\-lemmial - .__‘_ﬁ“ L ‘ h|gh||ghted under Resource
Grave Containers 2 Desecri Medical I
?;?;es I Start t‘;ate 2 mm.ngsnl G rou p .
§|’.|r_:.'1|-.=||".l‘.l_r| v 'Eid Dato: 31/12/9999 1. CIICk On the NeW
— J Resource button
& [0
[E;iptinn: Book of Remembrance (11 Line
Start Date © 010111980
End Date : 3112/9999




8] Edit Resource . | @ The Edit Resource Screen
: will open
Resource Group |Medical Inspectars - 1 Enter Medlcal |nspectors
" il poes ipecrs R in the Description field
Start Date: [ 01/01/1980 End Date: 31/12/9999 .
2. Click on Save

3. Click on Close

[ellw

|f | ==

frmResource

Free EBook and documentation generator

Set up Medical Referee Payment

Clignts NOTE: The Medical Referee
e Payment will enable you to
ginanng produce a report that
T summarises how much payment
Locations is due to each of your medical
;‘m referees over a given period. A

Dutput Resource group called Medical
LIe{Endes Referee Payment will need to be
e set up:
= p
Company 1. Select SetUp from the
‘3 Outlook bar on the left hand
Location side.
0 2. Select Resources from the
' expanded selection.
Musie
N3
Register
Resources
|




Resource Selection

Resource Groups

_w‘

El

The Resource Selection screen
will be displayed. This will list all

[Bookof Remembrance =l existing resource groups.
Burial Start [ = 010171980
B::::I nlCremateldﬂemains - Eﬁ;;:i 31120000 1 CheCk that a ReSOU rce GrOUp
called Medical Referee
tn'um'nl'ulanr_:ailllil\ewith Matif) = Tl | J Payment does not already
ot sdone Wy Description:  Bookof Remembrance (11 Lnewl | €XIST. I it does it is likely
|Book of Remembrance (14 Line with Motif) Start Date : 01/01/1980 that you are already set up
ook PomembeangR ELIO) i - EndDate:  31/12/9999 for Medical Referee Payment
2. Otherwise : Click on the
New Resource Group button
I E_EIEdilResamceGmup E The Edlt Resource GI‘OUp
window will be displayed.
D: .
, 1. Enter Medical Referee
Description: Medical Referee Payment P . h
. Type of Group : {Medical = aym.ent.: |nt- e
Start Date: 01/01/1980 End Date: [ 31/12/9999 ﬁ) descr/ptlon ﬂeld
2. Select Medical as the
ud Type of Group
— . Click on Save
1. Click on the Close button
IrmResourceGroup @
Resource Groups - e The new category will be
o J _ — highlighted under Resource
P — Description: Medical Referee Payment G rou
| Medical Referee Payment Start Date : 01011980 p .
!.olﬁsclelrarluinusl!auukingFnes =  EndDate: 31 1 C||Ck on the New
—_— Resource button
- ‘ £
Description: Medical Referee Payment
Start Date ; 01,,01/1980
End Date : 31120999




BACASNG

:__E-l Edit Resource

1D: l 33

i

—Resource Group : Medical Referee Paymen

Description: | [Medical Referee Payment

Start Date: [ Dijo1/1980 End Date:

31/12/9999

[z
[lls = |

@ |-

The Edit Resource Screen
will open

1. Enter Medical inspectors
in the Description field.

2. Click on Save

3. Click on Close

Set Up Miscellaneous Booking Details/Notes/Information

Easily create iPhone documentation

Clients
Cremation
Dy
Finance
Generate
Interment
Locations
Mapping
Memorial
Clutput
Preferences
Setup

&

C'-""_"FH'TY

K

Location
Musie

3

Register

o

Hamum

—

NOTE: BACAS will allow you to
set up categories to define the
types of miscellaneous booking
information you wish to record.
For example you may wish to
record the number of people
expected to attend the service,
or select the charity that has
been chosen for donations.

1.

Select SetUp from the
Outlook bar on the left hand
side.

Select Resources from the
expanded selection.
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Resource Selection

Resource Groups

.|

1. The Resource Selection
screen will be displayed.

Book of Remembrance = | (Th is will list all existin g
Book of Remembrance - Cards Description: Book of Remembrance
Book of Remembrance - Personal Book resource g rou pS . )
Burial Start Date : 010171980 .
EurialolClu‘amateld.ﬂamains *  EndDute: 21/12/9999 2 Clle on the New Resource
Group button
Resources Bl
ook of Remembrance (11 Line with Motif) . —
g::: :: 2:::::2:22: ::::l l'l'j:'::) E Description: Book of Remembrance (11 Line
Book of Remembrance (14 Line with Motif) Start Date : 01/01/1980
Ennlk oi ﬁememtrancn E !L::llei i + EndDate: 31/12/9999
=3] Edit Resource GHSUP The Edit Resource Group window
will be displayed.
.
o 1. Enter a description for the
Description: |Cha‘ﬁt"
- . category
ype of Group = |Category -~
Start Date: [ o1/01/1980 End Date: 31/12/9999 ﬁ-j 2. Select Category as the Type
of Group
ud4|3. Click on Save
—|4. Click on Close
IrmResourc #Group @
| efouroo Growps : ‘ The new category will be
T Y | highlighted under Resource
E}'.[“;';T.’lf'."’“ = Desaription:  Charity
Da;'lTy'pcs Start Date ; 01011980 G rou p
jo- * EndDae: 31712009 1. Click on the New Resource
Resources - | button

Bescrii;!inn:
Start Date :
End Date :

01,01/1980
31/12/0909




BACASNG

=] Fdit Resource = EM[The Edit Resource Screen will
" iD: open

Femuon Ceute S [Chry - 1. Enter a value in the

Desription: |Alzheimers Sodety

Description field. (in this case
it will be the name of a
Charity)

. Click on Save

3. Click on Close

Start Date: 01/01/1980 End Date: [ 31129999

s
N

|E |a|

frmResource

Generate EPub eBooks with ease

Set up Organist Payment

Clients NOTE: Organist Pay will enable

C"'[ﬁf,\:"‘“ you to produce a report that
Finance summarises how much payment

Generate : H
i i is due to each of your organists

Locations over a given period. A Resource
Magping group called Organist Pay will

Memaorial
Output need to be set up:

Preferences
Setup

@ 1. Select SetUp from the
Outlook bar on the left hand
Company side
‘5 2. Select Resources from the
Vnntion expanded selection.

@
Music

Register

Resources

I

347 /350



Resource Groups

| Book of Remembrance

Book of Remembrance - Cards

Book of Remembrance - Personal Book
Burial

Burial of Cremated Remains

Resources

Book of Remembrance (11 Line with Motif)
Book of Remembrance (11 Line)

Resource Selection

> |
t)esclf;tinn:
Start Date ;
T EndDate:

|

Bnnk of Remembrance

01/01/1980
3112/9999

L

The Resource Selection screen
will be displayed. This will list all
existing resource groups.

1. Check that a Resource Group
called Organist Pay does not
already exist. If it does it is
likely that you are already set

Book of Remembrance (14 Line) = Description: Book of Remembrance (11 Line v
Book of Remembrance (14 Line with Motif) Start Date 01/01/1980 up for Orga nist Payment_
Book of Remembrance (2 Line) - 5 R .
D eirbe b P 86 | Jrmen vn st & dratih End Date : 31/12/9999 2 OtherW|se : Cllck on the New
Resource Group button
[ Z] dit Resource Group @ |[The Edit Resource Group window
= will be displayed.
. . .
1P - 1. Enter Organist Pay in the
n: i . . .
o : o LEEM:;;‘;] description field
H | i o .
Start Date: [ 01/01/1980 End Date: [ 31/12/9999 ) 2. Select Organist (Pay) as the
o Type of Group
| L|3. Click on Save
—j|4. Click on Close
IrmiResourceGroup [Z“
Firsfurce Govpa The new group will be
T Lzl highlighted under Resource
Ilfwwr-o Description: e gt Fany
R Jotinmen . BaiDue: GV Group
Frobie:  inome 1. Click on the New
Risein " Resource button
Descrnan Ovgari Py
St Dhadm O R
End Datn /20000
BT g - — The Edit Resource Screen will
Io: open
W e creip (ool Py ‘ 1. Enter Organist Pay in the
Description: |organist Pay I Py .
Start Date: I owoliesn End Date: 31/12/9959 DeSCI‘lptIOI‘I ﬂeld.
d[2. Click on Save
E 3. Click on Close
!
L
frmResource




How To...

BACASNG

Write EPub books for the iPad

How To..... ||. Archive the Audit Trail

How to Archive the Audit Trail

Full-featured Kindle eBooks generator

How to Archive the Audit Trail

The Audit trail can be archived
from within BACAS. Please carry
out the steps below when all
other users are out of BACAS.
Depending upon the size of your
database it may take some
time,it can be left running
overnight

1. Select Tools from the top
menu bar

2. and then Archive Audit
Trail from the drop down
menu

The Audit Trail will be saved to file:
ChPragram Files (x86)\Clear
Skies\BACASNG\SharedLocal AUDIT 20141022 xml

Ok

Cancel

A new window will open telling
you the path of the file where the
audit data will be saved (this will
vary from the example)

Click on OK
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BACASNG

The Audit Trail was saved to file:
C\Program Files (x86)\Clear
Skies\BACASNG\SharedLocah AUDIT 20141022 xmil

OK

A new window will open telling
you the path of the file where the
audit data has been saved (this
will vary from the example
below)

Click on OK

The Audit trail has archived
successfully.
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