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Office Manager 6.0

Single-User Freeware Copy

Introduction:

The office management is from the simplest and the most
important operations which could be fundamental in the
success or the failure of any enterprise, thus the speed and
the accuracy in reaching the registered information; like
the phone numbers, the addresses and the balances of the
different companies, the time table and the appointments
and addresses of the international fairs. And due to the
manager large responsibilities and to the huge secretarial
duties in our enterprises today came the Office Manager
Software to make things easier.

Software Options:

1. Phone Book

2. Multi-user Version

3. Time Table Managing System
4. Automatic Mailing Lists

The “User Warranty” enclosed with the Original Copy
contains its relative License Agreement.

The single-user copy of this Software is available for
Freeware distribution for all BazarSoft users. It is equiped
only with the Phone Book option. The other options are
additional valuable options and can be licensed when
needed.

For more informations please call us..
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End-User Warranty

Thank you for purchasing “Office Manager”

software version 6.0.

You made an “ excellent ” investment , therefore, the
software publisher , would like to draw your attention to
the following rights and characteristics:

1- The warranty of the publisher is that this program is
free of any technical or scientific default while
preparing it and also that your copy is free of any
default during fabrication.So if you discover
anything wrong in the program or any default of the
fabrication (on the condition that the default is not
due to wrong using or exposing the copy to chocks
or heat or moisture....) you have the right, within a
month of the date of purchase , providing that you
signed the warranty upon your purchase :

A) Either you tell immediately the publisher, so we
correct the default and prepare an available
copy and deliver it to you.

B) Or you send back the copy and you will get back
your money immediately knowing that the
compensation includes only changing the copy
or giving back the money and does not include
any other injuries such as loosing information or
diminution of gains or any other injuries.

2- The publisher will keep your name and address so

that he will contact you when any improvement will
occur on the program so that your copy can be
upgraded if you wish, and the publisher will fix the
upgrade price according to his cost of production
and development. Also you may agree with the
publisher on an annual contract at a fixed price to
upgrade your copy, which includes every
improvement the publisher will make on the “Office
Manager”.

3- In case of injury of your copy of “Office Manager” to

any reason (except the reasons in paragraph1) the
publisher can restore or compensate the copy
against additional price for maintenance or change.
We advise you to preserve your copy by using it on
a special computer free of any virus and not
exposed to any strange program that might hurt
your information and programs.

4- Regarding the rights of the company: Purchasing

the program does not give you any rights on the
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remains the rights of the company and so:

a) You undertake to use your copy of “Office
Manager” on one computer only, knowing
that the multi-user copy gives the buyer the
right to operate the program on one central
computer connected to many computer
stations and does not allow him to install the
program on many computers no matter what
the kind of relation between them is.

b) You undertake not to let or sell this copy
modified or without modification and also not
to copy it in order to let or sell it or deliver the
program to others on purpose or by
inattention.

c) If you deceit the part (a) or (b) of this
paragraph you will be exposed to pay for
the losses of the company or any affected
side and also this will deposes you of the
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warranty rights, and the publisher will have
the right to take back your copy immediately
without any compensation and also he will
have the right to pursue you according to the

T oMl By a,ledl Gainly AL o s piate
slyadl w3 Loaoized of A7l oy Slked! W
Wl 3> o st (ST U909 g oS 80la

applicable laws.
A gl piladl 33 "5 Liad Wil Mo 3 Wbirasineg
5- This warranty is made to serve you. So it is personal i
and cannot be transferred to any other side.
S Vg Al @b SN L ool Sy W8 UL ol (o (0

6- Signing this warranty gives you the above .
mentioned rights and obligations S 4 5V gl
g Bl B ooy WA 0l wCrdyd 37m0 Of (1
o] Aandl Sl Y1 pCale

Date /] El <

I agree on what is written above. oMel sl bo e 3815
The buying side:............ooooiiii g kel g
The AddresS:. . vvee ittt Olgunl
The serial NUMDET:. ....cceutitit i e aeaaat Ll o8,

The signature( with the name and the title):.............:(aalg puw¥! 3 &) x3g!

The buyer’s stamp:..............cooo S el A L

LE 3E LE
<€ = <9 )= <9 )=



Phone Book

Phone calls:

In spite of their simplicity, phone calls may need a lot of
time and may cause some delay in the office daily tasks,
especially in case of busy lines and large quantities of
phone calls.

The “Office Manager” software gives you the opportunity
to make quick and efficient phone calls; you don’t have to
look for the phone number, nor you need to dial it, you just
have to press the key “dial” while you are in the card of the
person you need to call. The computer will then connect
you with the needed line.

Installing the software:

Installing the program is a very simple operation. Put the
CD in the CD juke box. Wait util you see on the screen a
group of options. Click with the mouse on the option
“Install Office Manager 3.0”, then you’ll see the following
figure:
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Enter the file name, Ex: OMANAGER in the Hard, then
enter your name and your company’s name. Select your
program location on “Desktop” and/or in ‘“Program” menu
ad/or in “Start” menu.

Click with the mouse on “Install”.
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Select Bazar Phone Directory Data file:

The first thing you have to do after installing the software is
to select Bazar Phone Directory Data file. Click the Open
order from the File menu, enter the file name and click ok.

Note: You cannot select Bazar Phone Directory Data file if
you are in the card, you have to escape first from the card
window, and this by clicking on the first bottom from the
right side of the Card toolbar, and then you click on the File
menu.

Select Data Directory
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The cards

Note:

For more information concerning the descriptions of the
buttons, there are some hints that appear whenever the
mouse is over the buttons. The hints appear also in the left
corner of the Task bar at the bottom of the screen.

After entering the software, you will see the following
screen:
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The screen consists of the following items:

=  Menu bar at the top of the screen

=  Main Program Toolbar

= Card Toolbar

= A field for the card number

= A field for the person’s name and his company’s

name.

= A field for the quick search on the left side of the
screen

=  The card

= Task Bar at the bottom of the screen

The following are details descriptions of these items.

The Menu bar:

The menu bar contains three menus as follows:

File menu:

Open: It is used to open a new file.

Close: It is used to close a file.

Save: It is used to save data within a compressed file.

Restore: It is used to restore the data previously saved in a
compressed file.

Registration: It is used to register the program License.

Escape: It is used to end all operations with the Office
Manager.

Cards menu:

Cards: It is used to enter the cards.

Table: See in the Tables Part P 13

Setup: See in the Phone Book System Setup Part P15.

Import/Export:

You may need to import or to export any data files to Excel
Format Files. The Phone Book Software allows you to do so,
provided that the data is sorted as in the figure hereunder.
After you click on the “Import Data” or “Export Data” order,
you get the hereunder figure, you click on the “Import Data”
or “Export Data” and so you can enter the Excel File name
from (or to) which you want to Import or Export data.

tpolis due (g0 AL [

WL el SOl milgd byl
bl o Olga¥ s m

Bladl oI Olga¥ s ®

Bladl ) Ol Ji> =

S el Blladl Lol gl Ol Jo>  ®
WLl e @l Cond! fi>

Bl =

WL il Spleatl ypd =

yoldlodg i:-).& ‘“,__71.3 Lowdg
O Lo zled Loy o
1 Sl Lowd Lino go519d BV y0 Ly 201 LTy

PPy

Yy

A Cilo gekd) 0¥ 1 Uty 1 geid

Akl EUEY 0¥ 10 purstin 1 HE]

- bgran Lilo (poo Ologhaad 1y 350 o1 108 pidtin &y 35!
iy o B el Ologlaod | 33y w1 138 putsiiun : 33y
. bgiiae

ol i Ay famadd t et

o 1 30 95l o1 1B oty s

LN

OBl Jgul ¥ 108 pusting (OBl

1Y o Jghodl mud (b i1 Sy

10 o lgl s ol Ol 5agods ud B 31 10 sngod

T OB o/ ol !

O - T Ay Sl I Ologhro &1 povad of Ll I gl w3
(oS 23 30 Dlaghradl 3950 O e iy geoms L@l s geoliy
ol T DUl " 5 e A ey L I (B e 9B
e ol e i ( JWI S oo 2BL1 e yelay" DB LT
o1 Ay ol | oo S i "L L1 " o "SLLI
A UL o o Ll g 3 (s



x|

Export Data

oS gy e gl oo ol
The Software allows wou to import # export el Slaplaoll st 4T o gol sl 2oy
D ata Files to Excel Format Files, sorted as o plaoll S50 5T e ¢ oS T danan UL
Follaves : D opks Lo i ne
os o7 0E 05 04 k] oz o1

| E =zport Data wlobul seed I Escape wlawsil

Rebuild:

The Software builds some Index files Which are assistant
files for the addresses cards. These files help to quickly
search for a specific name or company’s name.

While working, the software may need to rebuild and do
some maintenance to these files, and usually, the software
asks us to do this task by clicking on this order.

Unloading Cards:
We can unload all the cards by performing this order.

Tasks menu:
This option is not licensed in the Single-User Freeware
Copy.

Correspondence menu:
This option is not licensed in the Single-User Freeware
Copy.

About: This will display information about the Software

Main Program Toolbar:

It contains, as shown in the figure below, several command
buttons, knowing that these same commands could be
reached from the Menu Bar.

Card Toolbar:
It contains, as shown in the figure below, several
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And it can do several commands (starting from the right to
the left side):

Escape: It is used to end all operations with the cards
window (Esc)

Issue a new record: It is used to create a new card (F7)
Modify data: It is used to do some Corrections in the data
already entered into the card (F6). This same key is also
used to save the data entered (F10).
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Delete displayed card: It is used to delete the displayed
card.

Phone dialing: It is used to dial the phone number of the
person whose card is actually displayed (F4).

Cards Listing: It is used to view the table of Cards (F5).
Print Current Page.

Move to the last record (End)

Move to the next record.

Search a specific record.

Move to the previous record.

Move to the first record (Home)

After the field of the card number, the field of the person’s
name and his company’s name, and the field of his account
balance, comes the field of the quick search on the left side
of the screen.

The quick search field:
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This field is used to quickly search for a card, and this by
entering the name of the person or his company’s name in
the quick search field for the name or the company, or by
entering only the first name or the first or two or three first
letters of the persons name or his company’s name.

Then a list of all the names or the company’s names
starting with the name or the letters you entered, will
appear on the left side of the screen.

Click on the one you are searching for, and the concerned
card will appear in the card field.

You also have the possibility to use the “exclusively from
the beginning” property; Point to it and click, and the
search will start by checking the beginning of the names
entered in the name and the company fields in the cards.

But if you cancelled this property by double clicking, the
search will be then done not exclusively from the
beginning of the names, that is a word can be a name a
middle-name or a prename, it will, in all cases, appear in
the list of the names respective to the quick search data.
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It contains the initial data concerned with the person
whose card is displayed, as his name, his company’s
name, his work, title, country and city. It also contains
his phone, fax and mobile numbers.

In order to enter data to a new card, you have first to
open a new card by clicking on the second button from
the right side of the Card Toolbar, which is “Issue a
new record”, the respective card number will appear in
the card number field and the card color will change
which shows that you are in the entering or modifying
status. Open the first page “name page” by clicking on
it and start entering data.

In order to enter data to the title field, click on the title
field and you’ll see the following screen:
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to enter the different titles. Click on the button
“Modify Data” on the left upside of the screen which
is the same as in the Card toolbar, click on the first
line and enter “Mr.” For example, then click on the
second line and enter another title and so on. Knowing
that the title list can fit 100 titles.

There is also at the top of the page the possibility to
quickly search for a number (or a name) of a specific
title by entering its name (or number) in the field of
the quick search for a specific number (or name), then
you click Enter and the title will be in the title field in
the card.

You can also enter or modify a title from the arrows
up or down directly on the card, or by entering the title
number directly in the title field on the card, without
need to enter the title list.
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All that goes for the title goes too for the domains: Business,
Activity, Products, Area and Classification, which are on the
first second and third pages of the card.

As for the “City/Country” field, you click on it and you’ll
see the following screen:
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you enter the different countries in the country list as you
did in the title list, but while you are in each country you
enter its code number and its different cities with their
respective code numbers, then you click on the country and
the city of the person whose card is displayed, and the
country and the city and their code numbers will appear on
the card.

You can click on the button ﬂ for display or hide Details..

Information page: It contains additional information about
the person whose card is displayed, thus his activity, the
products he is concerned with, the area through which he
works, his classification and some other extra fields for extra
phone numbers, E-mail and Web Page.

Address page: It contains information about the office and
home address, it also contains in the bottom, for added
security, the possibility to deny the card for 2™ and for 3™
categories, knowing that the card will be denied completely
with its four pages, if it was denied. You can also deny a
group of cards for some employees, and another group of
cards for some other employees. For example: The sales
department employees have relation only with the customers
who purchased some products, and so they have access only
to their cards, whereas the service department employees
have relation only with the service customers, and so they
have access only to their cards.

Dretails
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Remarks page: It contains a field to add any other remarks
to the card. It also contains the possibility to show the
financial account and the balance account of the person
whose card is displayed, and this of course in case you were
working with the BazarSoft software. You can also see the
last debit operation and the last credit operation.

Visit Card page: It consists the possibility of scanning as
Graphic Files of BMP,ICD,EMF,WMF,JPG formats, the
visit card, and then loading it into this page, considering that
the proportions should be 5/9 and a physical dimensions of
5*9cm would be ideal.
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Documents page: It contains the possibility of loading
documents related to a card after introducing them by
scanner.

Payments page: It contains the possibility of registering the
clients’ payments in a report showing the amount, the
balance, the date and the description.
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Task bar:

It contains information about the data index and about the

mouse location on the screen.

Tables

You may need to do a table or a report of all your agents in
a specific country or city, with their phone numbers and
faxes, you may also need their balance accounts, or any
other information stated in the card. You can prepare and
print any kind of these reports by clicking on the item
“Table” from the Cards Menu in the Menu Bar. This order
is used to make a list of all the Person’s names already
registered in the Cards.

After clicking on “Table” :
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you’ll see at the top of the screen the “Table Toolbar”,
which consists of the following (from the left to the right
side):

Setup: to set up the report

Font: to modify the report font (F3)

You can change the font, style, size, effects, color and
script of the report. Then click “OK”.
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Load: to load the report (F4)
Card: to display the card (F7)
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Print: to print the report (F8)
Preview: to preview the report before printing

Close: to close the report

Two pages will appear on the screen as follows :  copiomior RSN e gl
e Report page: It contains a report with all the names U ol 5 Loy lote Tow leads 51,501 o
entered into the cards. &R R0
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e Options page: With this page you can create special
reports, according to the country, city, title, business,
activity, products, area, the classification of the client,
etc... or according to a special name or company
name. The report can be listed in an alphabetical order
according to the name or to the company name, or it
can be listed according to the account or to the
account balance. The report can state all the account
balances or it can state only the debit accounts.
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Setup the report: You can setup printing the reports by
three pages:

1Okrio SN BT Aol g iy £ Jgusell pagend
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o Settings page: Through this page you can set the
margins and the row height, you can also choose
whether you want to print horizontal or vertical

borders, page numbers, the date and the time, and
whether you want a landscape printing. Then you
click on “save”.

o Header Page: Through this page, you can set the
reports header, and their justification on top of the
page, to the center or to the left. Then you click on
“save”.

e Logo Page: Through this page, you can insert the
Company Logo (provided that it is 3cm height in
BMP Format), on top of each report, you can also
justificate the Logo on top of the page, in the center
or to the left. Then click on “Save”.
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Phone Book System Setup
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After entering the program and after selecting the Bazar
Phone Directory Data file, You have to setup the software
before starting to enter the data to the cards, and this through
two pages:

Basics page: Through this page you can select whether
you want to dial numbers through the modem, the
outside calls dial numbers, if there are any, the local area
calls dial numbers and the international calls dial
numbers. You can also select the location and area codes
according to the country and the city. You can also
select the key headers “ Title, Business, Activity,
Products, Area and Classification”, and select the items
of each key according to your company. At last, you can
also select the Quick Search possibility within the name
field or the Company’s name field. Then you click on
“Save” or F10.

Data Security page: Through this page you can select
three Passwords whereas this Software Users are divided
into three Security Degrees, while only the “first degree”
User is allowed to Edit Current “Data Security”
information. There are two additional pages:
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Phone Book System Setup
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e Data Input page: Through this page you can select to
restrict the Data File to this Software Copy. You can
also select whether the Data Export is allowed to the 2™
and the 3™ categories, whether the records adding is
allowed for the 2™ and the 3™ categories, and whether
the records modification is allowed for the 2" and the
3" categories.
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e Accounts page: Through this page you can select the
Accounts Data Directory, and select whether the
Accounts Balance Access are allowed to the 2™ and
the 3" categories, and whether the Accounts
Statements Access are allowed to the 2" and 3™
categories, and select whether the Accessing was only
to Branches of Financial A/C. Then click on “Save” or
F10.
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