
READ ME FILE FOR THE MAGICOFFICE SOFTWARE 20050601
This software runs a performer’s calendar and invoices as well as contacts, clients, emails and many other aspects of the entertainer’s business.

The program runs on MS Access and multiple users can be working on the same database at the same time. The trial version is free and will hold just over 30 performances before it begins to delete them and forces the user to cancel out.

The trial version used to be split into a Front End & a Back End so users could network to the same Back End. This is easy, but it is more straightforward to test this while the two are combined. Therefore, the new trial version is one file called “MagicOffice_yyyymmdd”. (The file extension is either “.mdb or mde. Mde files are locked whereas mdb files allow you to make your own reports!) In the full version, there are two files, and the tables are linked from the Back to the Front End so that multiple users/computers can work on the same database (over a network, not via the internet).

How To (for Trial Users):

FOLDERS:

Be sure to put the MagicOffice database into a folder called “MagicOffice” on the C Drive like this: "C:\MagicOffice".

You will also need a folder called “Invoices” and a folder called “AppearancesWebCalendar” inside the "C:\MagicOffice" folder.

Trial Users should note:

You need Access to be set right in Tools: Options: Edit/Find TAB – “Confirm”.
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You do not want Access to confirm Record Changes, Document Deletions or Action Queries, so they are UNChecked as above picture shows. (It may be best to set this with just Access open and not the MagicOffice database open; please verify this.)

You should have the following References selected in Access:

To view references do the following: Close the database (since it is probably a locked file), Open any old database.

Alt+F11, Tools, References.

Check:
“Visual Basic for Applications”


“Microsoft Access 9.0 Object Library”


“OLE Automation”


“Microsoft ActiveX Data Objects 2.1 Library”
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It will take you a while to figure out how great this is since there is very little documentation, but all is visible by clicking!

The number of records in the trial version will be limited to about 30 Performances.

Feel free to change and add to the tables like the PerformanceService table to see how it all fits together on the Performance Form.

When you open Reports, they may ask for date values. Realize that the fake – sample data - performances are probably in the past, so, the dates may not work. If you were really using it, the dates would be filtered from today forward in most cases, so it is quite nice!

This software is for Jugglers, Magicians, Comedians, Musicians, Speakers and anyone who books shows. It can handle multiple performers and multiple shows on the same day. The design is tight, slick and top notch. The code is very well written and the vb functions are all documented in detail. The reports are great and it even publishes the calendar to the web! This is the best software for a performer available.

You should be able to recognize from the Trial Version, offered here for free, that this system is GREAT for booking performances like magic shows or even classes in a language school! If you regularly agree to appear before groups for money, you are actually selling your Dates & Times (along with your product), and you need this integrated Calendar/Performance/Client/Invoice System to keep track of everything!

OPEN YOUR DATA BASE: To get started, open the database from inside the MagicOffice folder by double clicking on it. Choose the Favorites Tab (or use the Switchboard) and open the Client Form, the Performance Form and the Calendar Form to begin your first explorations. The sample data in those forms contains tips and hints in addition to the text in this ReadMe file.

IF YOU NEED TO PLAY WITH MAKING REPORTS, contact us, and we can send you a file that will allow this.

MASS EMAILS:

You can send mass emails to your Clients and even to your Clients AND Outlook Contacts together in one pass by getting a freeware called “WorldMerge” at http://www.coloradosoft.com/download.htm
(Or you can use more recent versions of Outlook itself to send mass emails using your MagicOffice or your Outlook Contacts.)

This WorldMerge really rocks! We are using their 4.23 version and will probably upgrade whenever they come out with upgrades.

You do not need WorldMerge in order to use the basic email feature on the Client Form.

Know that everything you see can be reworded to suit your needs. For example, when you send an email from a Client (on the Client form by clicking the button next to the email field), you get the choice of basic email subjects and text suggestions. (The email field has to contain an email address for this to function.) Well, there is a table where this text is stored. If you change the text in the table, the email routine will now run with your own text. This applies to everything you see in this system. All the names, titles and types are stored in tables. You just have to poke around to find them and then change them to suit.

PDFs:

You can print any report to PDF and then attach the pdf to an email. We use this for sending invoices via email. For this we use a free program called “Pdf995” at http://www.pdf995.com/download.html
It is a two step download.

Pdf995 is GREAT! It really works, and they have millions of users out there.

EMAILS TO CLIENTS & COWORKERS:

This is easy. Our system works with OUTLOOK! Just click the button to the right of an email field on the Client Form & it makes an email in OUTLOOK. You choose the type of email 1 through 4 or more if you want to add them. You can edit these in the tbl_EmailPromotion. We make emails using http with web image links as Signatures in Outlook and add them to these basic emails as desired. (For nice looking bulk emails, see above section on World Merge.)

And from the Performance Form, you email the information about the Performance by choosing the Option “Email this Performance Info” from the Options pull down. We use this to communicate with co-workers about our production needs.

WEB CALENDAR:

The Generate Web Calendar works with the folder called “AppearancesWebCalendar”. If you make this folder first, the Web Calendars will be created inside this folder. Make sure the path name to the files is exactly: “C:\MagicOffice\AppearancesWebCalendar” as seen on the following picture.
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	Then you publish the files that appear inside the AppearancesWebCalendar folder to your website. We check our schedule from the web and let “in-house” folks who work closely with us see our schedule. We do not use this for clients or link to it from our main website.

(Note: There is no file in the picture named MagicOffice, but this folder is where the MagicOffice database file would be for the trial version, and it would be named something like “MagicOffice_20040825.mdb”)




DATE TIME FORMATS:

About Performance Dates and Times:

Our date and time system is fool proof, but it takes some time to begin to like it and see the light. I hate military time, like I hate PCs. I love HyperCard and MACs, but, anyway, I am growing to like the fool proof part of this.

The DATE is typed in as “Jdate” and the time as “Jtime”. The format comes from a programmer named Jay.

Jdate = yyyymmdd and Jtime = hhmm

So 4/2/2004 or 4/2/04 = 20040402

And 10pm = 2200

7:30 PM  = 1930

1:00 AM = 0100

12:01 am = 0001

When you put them together, you get a unique number that constantly increases as time marches forward! This is GREAT for tracking, reporting and programming.

A 7:30pm show on 4/2/04 = “20040402 1930” in our system.

THIS MEANS that you can not have two shows at the same time. If you do, the second show begins at 7:31 pm or one minute later.

This is good and bad. It’s great for those who have only one performer because it prevents double bookings to some degree. It is silly for those who have many shows at the same time. IF YOU HAVE MANY SHOWS AT THE SAME TIME, I will rewrite the code to include the seconds, and then you can have 59, or 60 shows at the same time. This will make your invoices look better, and keep the clients from asking you about the minutes….

I just have not taken the time to change the time format to include the seconds yet….

TWO COLUMN REPORTS:

The reports do not always remember that they have been set to 2 columns which is upsetting me. But, it is not hard to fix. You simply choose Page Setup – Columns tab; choose 2 columns, choose the width (about 3.7 usually and not the same as Detail); Down, then Across and OK.

FOLDERS:

Be sure to put the MagicOffice database into a folder called “MagicOffice” on the C Drive like this: "C:\MagicOffice".

You will also need a folder called “Invoices” and a folder called “AppearancesWebCalendar” inside the "C:\MagicOffice" folder.

EXTRA TIPS & HOW Tos:

Mainly tips about CLIENT FORM:

If a Client has a Booking History (a performance in the Past or Future), you can select the History report from the Options pull down on the Client Form to see the report of all past & future bookings.

In the sample data, you should find at least one Client (on the Client Form) that has a performance in the future and the word Performance will be RED (upper right of the Client Form), and when you click on the red Performance, it should go to the Client’s next Performance in the future.

The Performance and Meeting buttons on the upper right of the Client Form turn RED when there is an UPCOMMING (future) Performance or Meeting!!! Then, when you click on them they go to the NEXT one in the future for that client. However, you must CLICK on both of the two squares to the left of the words Meeting and Performance to UPDATE the entire form (so the future ones turn red and past ones turn regular black). This code could run automatically every time you do something like open the form or even go to the next card, but we do not need that, so we do it manually at this point. Just ask, and we can tell you how to connect it with an action that fits your style.

Mainly tips about PERFORMANCE FORM:

TRIAL VERSION LIMIT: There are about 10 to 25 "Records" in the sample data on the "Performance Form" or as we sometimes call them: "Cards": that is “25 Cards”. You can make about 30 before this trial version will begin to delete the new ones! (You should delete some and begin adding your own once you have read through them and learned the basics.)

In the sample data you should find a CARD that provides an example of using the PREVIOUS DAY CHECK BOX located to the right of the Date field. WHEN it is checked, the performance will be grouped with the PREVIOUS DAYs count: so that it shows "3 of 3" (or whatever number it actually is) at the upper right of the Form/Card.

This is used to deal with late night performances: when we have many late night shows in a few weeks, like during GRAD PARTY SEASON, we need to plan our sleep schedule. You can appreciate this if you have ever been through it! (If you do not do late night/early morning shows, you will not ever need to see the little box referred to above, and you could just hide it. It likely could not be used for any other purpose since it effects the “XofY” count.)

You must requery the form by clicking on the Refresh button in order to get new numbers at the top of the card: "1 of 3", "2 of 3" etc…
You can also choose "Update Record X of Y" from the options pull down to run that code.

HINT: PageUp & PageDown on my keyboard moves left & right through forms, but in the Performance or Client Forms, my cursor must be NOT in the communications sub form for this to work. There are other keyboard shortcuts, but that is the most important one.
The PASSWORD for all the changes to fields that we wish to protect from silly mistakes or employees who do not know what they are doing yet is "1". You can change this in one of the tables… You will figure this out as you go. When asked for the password to delete something just type a “1”, and if you want to change it, you must find it in tbl_Miscellaneous and change it. (The pswd to change and delete items is always "1" until you change it in tbl_Miscellaneous.)

By the way: when you PASTE a large amount of TEXT into the little field (at the top left of the communication sub form) labeled "ClipBoard Paste" and hit enter, it will make as many communication records as needed in that SubForm for that text. (It should spread the text into the needed number of communication records.)

Why the communication subforms have many records: We chose this way of working due to the well known fact that MEMO fields can not be edited very often without getting CORRUPTED. Memo fields can have more than 255 characters. But, we did not want to deal with corruption on a regular basis, so we compromised and made this silly way of dealing with communications. It is silly IF you have communication records that are larger than 255. And we do. But it is not all that bad because it does time/date each record, so that is nice. We are hoping that having a bunch of these com records will be fine. You can see them all together on one page in reports. One such report is accessible by clicking on the BLUE "Communication" label up to the right of the communications SubForm! (The Communication SubForms on both the Client and Performance Forms should function similarly.)

The above paragraph should be revised to include this:

We changed the communications record system on both the Client and Performance Forms to add a large MEMO type field that allow for large amounts of free flowing text. We just did not like the limitations of the smaller fields. Now, there are both methods in the real, non trial version. BUT, the trial version only shows this in the PERFORMANCE FORM, so, you will have to imagine it in the CLIENT FORM as well. The report that comes up from clicking on the BLUE "Communication" label up to the right of the communications SubForm will show ALL the communications: both from the small forms and the new large memo field.
The lowest right corner of Access shows the Status Bar, and most of the fields and buttons have a description of their function that will display in this Status Bar when they are clicked or when they “have focus”.

To the right of the Date field on the Performance Form are four important buttons. The first is used to unlock the date field in order to change the date. The next one is a fish picture and will open a pop up calendar that you use to go to a date in the Performance Form. Then comes the button that takes you to the Calendar Form. Finally the Previous Day check box as described above.

About MEETINGS: We needed our MEETINGS to be in the same place as our performances because we need to see them in the flow of clicking through our Performance Form. In other words, if there is a meeting on a day that has two shows, we need to see 1 of 3, 2 of 3, 3 of 3 INCLUDE the meeting. And on the reports, of course, the meetings need to be in the same flow.

SO, meetings are a show type. In order to have a MEETING, you select the show type “MEETING” from the showtype field, and it puts a big M up on the right among other things. You can link a meeting to a performance by using the PerfMeetLink that only should be visible on “meeting cards”.

This data base philosophy of how to handle meetings is a big issue. You can schedule a meeting from a Client Form or Performance Form under the Options pull downs or you can do it from the Person Form or just fill in a new blank Performance Form and make sure to give it a MEETING showtype.

This system of having the meetings flow along with the shows is great. The drawback is that each show needs a Client, so we have a Client called Meeting Card – Appointment, and we book many meetings with “that client”. If a meeting is with a Client, then of course you know what to do. If a meeting is with a person, the code that makes the meeting from the Person Form should help create that meeting card.

The Person table/form is where we put all of the people we work with and have meetings with about business. It is tempting to put our friends and suppliers and even potential resource people into the Person Form. For now, we have decided to put anyone who is not in house into the Client Form. If we do not want them in the Client Form, and they are not in house, they are probably in OUTLOOK! The place to keep all of the potential contacts for various potential supplies we may need or resources seems to naturally be in OUTLOOK since so many come from emails, so we are avoiding double entry by also using OUTLOOK for basic contacts that are really not clients. But, you may decide to put them in Access as Clients or Persons. It is possible to send mass emails to both at once as described above, so, it seems fool proof.

Speaking of fool proof: back up your data base every day. We put a new folder named the Jdate like “20041225” into the backups folder and then make a zip file with the database (BE & the FE for those who have them split). We put the zip into the new folder. JUST DO IT! 

It is possible to IMPORT performances from a text file (from the web or a coworker). You would need a bit of help to set this up from the makers of this system or a VB code person, but the code is ALREADY THERE!!! We simply put the performance to be imported into the correct folder, and the code does the rest. We use this because there is one company that schedules us for many performances, and they send them to us via email attachments, and we import them rather than copy & paste.

IMPORTING data from old systems into this system (like a year’s worth of past performances) is also possible, but we found this to be VERY difficult and time consuming, and we are not interested in making this easy due to the amount of programming or support time it would take. You can use Excel to try a copy/paste: you can try to paste the Client, Jdate & Jtime for each performance into the Performance Table. The only problem is that the Client must first exist in the Client Table. For now, you are on your own for this. Manually entering the basics might be the easiest way to go. (I wish Access were easier to import into.)

Obviously the TOTAL field on the Performance Form is important. You click on the red Total button next to the field for the "Performance Service" SubForm to come up. You choose your services, and it adds them up for the Total field to display. If you book a show for $200, and you are not sending an Invoice or making a report that requires any information on the Performance Service Sub Form, then you can JUST use the total field by typing directly into it, and your showtype will serve as the “service”. But, the number in the field total will vanish if you click on the Total button and bring up the Performance Service Sub Form, because every time the Performance Service Sub Form closes, it calculates the sum of all the services and puts this number into the Total field! So, your $200 could go to zero. This can be changed, but it works for us as is. Feedback from users about this will be appreciated.

The Show Type in the ShowType field is its own thing and serves as an overall description of all the services. This ShowType field is responsible for what shows up on the Calendar: it changes the CalendarDescription field. These are altered in the ShowType Table (tbl_ShowType). The idea of having many services which are basically showtypes for the invoice or contract or letter of confirmation and then having one overall showtype is a bit confusing at first. I suppose we came to this because we can not show everything on one screen at once, but there is no reason for this to cause data problems. Just know the difference between these fields, where they come from and where you wish to use them on your reports, and you will be fine. The showtypes are connected with (come from) the Showtype Table, and the services come from “tbl_Service”.

Most things on a pull down list have to be on the list in order to be in the field. To get them on the list, you must find the table in which they are stored and change them and/or add them. This is one of the great things about Access: when you change one of these names, it changes all of the references to the old name everywhere in the database to the new name at once.

You may want the Performance Location field to be connected with a complex table that gives information about venues when you select the venue. This field has a pull down next to it with a few examples of suggested locations, but you can type whatever you want into the Location field, and it will accept the text, and it will not become part of the list. This way of entering data is nice, but it is an example of breaking the rule stated above that the item must be on the list to go into the field. The Location field is open for anything because we go anywhere. If you always go to the same locations or need to connect a whole bunch of data to the location, this can be easily worked out. It can be much like the Performance Service Sub Form where you choose from a list of Services and then suggested mileage comes up or directions show up or even contact information relating to the venue. Use your imagination and try to visualize what you need. We can create it for you. Also, our code is so well documented that you can create it for you too.

On the Performance Form, the CANCELLED field is the field on the lower right above ID next to the black X. If you click on the X, you can go through the routine to put the date into the field and the show will be cancelled.

This will take it OFF the CALENDAR form, but leave it in the Performance Form as CANCELLED!!!

(The pswd to change and delete items is always "1" until you change it in tbl_Miscellaneous.)

ACCESS ID FIELD: The ID field in every table is a unique number that Access automatically creates. When you make a new record (or as we say “new card”), like a new Client or new Performance, the ID for the new card should NEVER be the same number as one that already exists in the table: that table. On 20040618, I could not make new Clients on my Laptop because the IDs that Access was creating were already in the Client table. This seemed like an impossibility, and in fact, it should be impossible. I consulted a few sources and found that the best solution was to make a new database!!! Apparently, this may happen to you someday too. We can say that the database is corrupted. Fortunately, it is easy to make a new database following these steps:

1) Back up your database (even though you back it up every day).

2) Open Access (by itself – with none of your databases open).

3) Make a new database in the MagicOffice folder.

4) Get external data from the File Menu.

5) Import ALL the tables, queries, forms, reports, modules from the old version.

6) Check out the tables and add records to the one you think was not working to make sure they save.

7) Close Access.

8) Trash the old database (after copying it’s name).

9) Rename the new database with the name of the old corrupt database.

10) Open the new database and make sure everything works.

11) If these steps are not perfectly recalled here, please help me list them correctly. (That goes for anything in this ReadMe as always!)

The pull down menus that help navigate in the Client and Performance Forms may need the user to actually select one of the choices once the pull down menus have been activated. If your forms ever tell you that they can not record the data that you just entered, try to examine if these pull downs might have been the cause & let me know! I almost never get this problem, but I have seen it happen to my co-worker on occasion, and I am trying to track it. The fix is that we end up entering the data again on just that one record, so it is not a big deal, unless the data is free form poetry that only comes once.
Questions or Comments: Call ATOM at 206-232-9129 or Email at magicoffice@steffansoule.com
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