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1 INTRODUCTION

EVE is a revolutionary computer software program designed to assist the dive professional in today’s competitive
market. EVE provides an end-to-end solution for dive centers and resorts, which allows you to maximize profit
and save valuable time by keeping an up to date record of business transactions. Once the records are in place,
EVE can start her magic through reporting on and analyzing your business operations. This program really does
bring profit to your fingertips. Integrated Scuba Systems (ISSYS / EVE Diving) designed this program specifically
for the diving industry.

The information stored in the comprehensive EVE database can be exported to other programs within the
Microsoft framework.

The application is modular - you can choose to display and use modules that are relevant to your business -
making EVE easy to learn and easy to use.

EVE will grow with you. You can start by running EVE on a single computer. Later, you can run EVE on multiple
computers connected by a Local Area Network in the store. When you expand to take on more than one store,
you can run EVE in the cloud in multi-store mode.

1.1 Getting Help

While the EVE system is desighed to be both intuitive and easy to use, we recognize that everyone needs a little
help once in a while. We’ve made it easy for you to get the help you need.

1.1.1 EVE Manual

This manual is available as a resource for you to reference both during system set up and for ongoing use. Print
in out or access it in EVE by clicking on the Help menu to open this file at the contents page.

1.1.2 Support

For help in using this product, or for more information about Integrated Scuba Systems software and other
products, we invite you to contact Integrated Scuba Systems technical support. You can contact us at:

Email: support@evediving.com (preferred method of contact)

Web: https://evediving.com



https://evediving.com/

2 GETTING STARTED

2.1 System Requirements
EVE is a ‘Client/Server’ program. l.e. there are 2 components to the program:
1/ the server: this controls your database and will be installed on one computer only.

2/ the client: this is the EVE program itself that you can use on multiple computers. Each client component
needs to have a permanent connection to the server - i.e. using a wired or wireless network to connect the
computers together.

Computers running the client must meet at least the following minimum requirements to run EVE:

Component Specification
Processor Pentium 1GHZ
RAM (Random- 1GB

Access Memory)

Windows Windows 10

Computers running the server must meet at least the following minimum requirements to run EVE:

Component Specification
Processor Pentium 1GHZ
RAM (Random- 1GB

Access Memory)

EVE can import data from the following:

» EVE 4.2 and 4.3

» PADI customer and certification data files (these can be downloaded from the PADI Pros website by clicking
Resort and Retailer on the Toolbox menu and then using the EVE Data link in the ISSYS/EVE section)

¢+ Microsoft Excel

EVE can export data to the following:
QuickBooks from Intuit

Microsoft Word

Microsoft Excel

Microsoft Outlook

ASCII text file

MailChimp

2.2 Installing EVE

EVE comes delivered with an easy to use installation process. To install EVE:
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%+ Make sure all other programs are shut down

< Download EVE from our web site (https://evediving.com/page/downloads ), run the setup program that you
downloaded.

< A setup form will be displayed with 2 main buttons: Install EVE Server and Install EVE Client.


https://evediving.com/page/downloads

As mentioned earlier, EVE is a Client/Server program, which means there are 2 distinct parts to the program -
the Client and the Server.

The Server is where all of your data will be held. This component is only included in the setup for historical
reasons. If you are installing EVE today, your database will be hosted on our servers in the cloud and there is no
need to install the server component.

The Client is the EVE program you will use on a day-to-day basis. You can install the Client on the same PC as
the Server if you wish. Alternatively, if you have a network, you can install the Client on several computers on
the network.

2.2.1 Installing the EVE Server Components

NOTE: as mentioned above, the EVE Server component is not required for new installations as
your database will be hosted on our servers in the cloud. This section is only present for
special cases where long-time users of EVE have a local database.

To install the server component you need to be logged on to Windows as an Administrator. This is only while
installing - you do not need to be an Administrator to run EVE.

The first thing you need to do is decide which computer to install the Server component on. If you want to
install it on the computer you are currently using, click the Install EVE Server button and then follow the on-
screen instructions. The setup program will check your computer for shared components that might already be
installed (e.g. common files from Microsoft, etc. that might already be present on your computer). If it finds
you do not have them it will install these ‘pre-requisites’ for you; if it finds they are already installed it will just
continue. These pre-requisites include Microsoft SQL Server Express and Microsoft .Net Framework 4.5.2.

Once all the pre-requisites are in place, the setup will install the EVE specific components: EVE Database
Utilities (a program that administrators can use to backup the database and perform other system tasks) and 2
EVE databases - the ‘live’ eve database that you will use on a day-to-day basis and a second database called
eveTraining that contains pre-loaded test data you can use for staff training and familiarization with the
program.

The setup may take some time depending on whether the pre-requisites need to be installed or not. Please be
aware that a reboot may be necessary.

2.2.2 Installing the EVE Client Components

Once the Server setup is complete, you are ready to install the Client. If you intend to install it on the same PC
as the Server, you can click the Install EVE Client button now and follow the on-screen instructions. If you plan
to install the Client on computers other than the Server, you have 2 options:

1. Take your CD or downloaded setup program to the first PC and run it. Click on Install EVE Client and
follow the on-screen instructions. Repeat on each PC.

2. Advanced users: when you installed the EVE Server earlier, it installed the Client Setup program onto the
server PC in the following folder:

C:\Program Files (x86)\Integrated Scuba Systems\EVEServer\Client

It also created a Network Share to that folder. On client PCs, you can use that Share to run the client
setup program over the network.

When the installation is complete, you will see an EVE icon on your desktop and another one in the ISSYS folder
on your Programs menu on the Windows Start button. Or, on Windows 8, you will see an EVE tile on your Start
screen.

Note to users of previous versions of EVE: if EVE4 was installed on the computer, the EVE5 setup program will
rename your old icons from Eve to EVE4, and the new icons will be called EVE.

2.2.3 Firewalls

This section is only relevant if you are using EVE on a local network. It is not appropriate for new EVE
installations where the database is hosted on EVE cloud servers.
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Microsoft SQL Server is a powerful database program that has strong security features in place to help protect
your data from hackers. If you have a Firewall in operation on the computer where the Server is installed and
you are using EVE on a network, you need to take the following steps to inform your system that it is OK for the
EVE Clients to access data on the Server:

Note: If you first installed the EVE Server component using EVE version 5.7 or earlier (i.e. you are using Microsoft
SQL Server 2005) - follow the instructions in part b) below. If you installed EVE 5.8 or later (i.e. you are using
Microsoft SQL Server 2008 R2) - follow the instructions in part a) below

a) Instructions when using Microsoft SQL Server 2008 R2

Click Start | All Programs | Microsoft SQL Server 2008 R2 | Configuration Tools | SQL Server Configuration
Manager

Expand the SQL Server Network Configuration (3bit) section and click on Protocols for EVE

Right click on TCP/IP and click Properties

Click on the IP Addresses tab and scroll down the list to the bottom

In the IPAIl section, remove the value from TCP Dynamic Port and enter 1433 in the TCP Port

Click OK
5ql Server Configuration Manager " . =HECN X
File Action View Help TCP/IP Properties Iiléj
‘@$|9_|B|_5>| IPﬁddresses
‘@ 5QL Server Configuration Manager (Local) Protocol Name Status ERE -
E SQL Server Services ) . . %~ Shared Memory Enabled Adtive Mo
4 _E_ SQL Server Netwark Configuration (32bit) 5 Named Pipes Enabled Enabled No
Ef Protocols for EVE e TCR/IP Enabled IP Address 2001:0:4137:9e76:2€31:1322:353
Ef Protocols feSQLEXPRESS . Disabled Enable TCP Dynamic Ports 0
isable
» .. 5QL Mative Clierg 10.0 Configuration (32bit) Disable TCP Port
y _E_ SQL Server Netwdgk Configuration B 1po
- B 5QL Native Client 1.0 Configuration Properties Adtive No [
Enabled Mo
Help IP Address feB0n2eal i 1322:3f57:fe96%10
TCP Dynamic Ports 0
i TCP Port
/ B pan B
TCP Dynamic Parts =
Opens the properties dialog box for§he current s{ection. / 1433 n
TCP Port
TCP port
oK | [ cancel Aoply Help
Click on the SQL Server Services entry in the list on the left.
Right click on SQL Server (EVE) and then Restart
Sql Server Configuration Manager " =HEEN X

File Action View Help

L2 ARAREREN 7 ARCROROR,

‘@ SQL Server Configuration Manager (Local) Mame State Start Mode Log On As
i SOl Semies Seices G, SQL Server (EVE) : Automatic NT AUTHORITY\NE...
o s Server (EVE2008) £y Automatic NT AUTHORITY\NE...
B SQL Server (EVESP4) Stop Automatic NT AUTHORITY\Me...
R SQL Server (SQLEXPRE! Pause Automatic NT AUTHORITY\Ne...
@ SQL Server Agent (EVE] Resume Other (Boot, Syste... MNT AUTHORITY\ME...
SQL Server Browser Restart Automatic NT AUTHORITY\Ne...
I / _
[ Properties
Help
4 | i b

Restart (stop and then start) selected service.
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In Windows Control Panel open Windows Firewall.
Click "Allow a program through Windows Firewall"

Click the Exceptions tab
Click Add port

In the Name box enter SQL Server Browser. In the Port number box enter 1434. Choose UDP. Click OK.

Click Add port again

In the Name box enter SQL Server. In the Port number box enter 1433. Choose TCP. Click OK.

Click OK again

-
ﬂ Windows Firewall

(=[O ]

[ ,1 Turn Wine : Firewall en or

v a program through
s Firewall

See also

Security Center

Metwork Center

Windows Firewall

Windows Firewall can help prevent hackers or malicicus software from gaining access to your

@

computer through the Internet or network.
F

" @i Windows Firewall Settings

> .

L= ]

Exceptions

program or part exception to allow communications through the firewall.

Windows Firewall is currently using settings for the public network location.
What are the risks of unblocking a program?

¢Eptions control how programs communicate through Windows Firewall, Add a

To enable an exception, select its check box:

Add a Port

S50

Program or port i

| [IBITS Peercaching
| [ iConnect to a Network Projector
Core Networking

b

o
CyberLink PowerDVD DX R
Dell Video Chat
[ Distributed Transaction Coordinator
Dropbox

[#]File and Printer Sharing

[]i5CSI Service

e twork Agent

A i fimm, Ol

A C e iiem Leet

Use these settings to open a port through Windows Firewall. To find the
part number and protocol, consult the documentation for the program ar
service you want to use,

Mane: SQL Server Browser
Port number: 1434
Protocol: ) TCP

What are the risks of opening a port?

| [ Add program... ] port... ] [ Properties ] | Del4 I = ] ’ e
Motify me when Windows Firewall blocks a new program =
Looc J[ canca J[ oy |

13




 Add a Port = |

IUse these settings to open a port through Windows Firewall. To find the
port number and protocol, consult the documentation for the program or
service you want to use.

Mame: S0L Server
Port number: 1433
Protocal: @ TCP

UoP

What are the risks of opening a port?

Change scope. .. K ] | Cancel

e m .

If the Add Port option is not present, go into Advanced Settings and create 2 Inbound Rules as above
For more detailed instructions please see: http://msdn.microsoft.com/en-us/library/cc646023(v=sqgl.105).aspx

b) Instructions when using Microsoft SQL Server 2005

1/ Open your Firewall program. If you use Windows Firewall on XP, you can do this by opening your Windows
Control Panel and then double clicking on the Security Center. Click the Windows Firewall link. If you use
Norton Firewall, you can open it by clicking Start then All Programs then Norton Personal Firewall then Norton
Personal Firewall.

2/ Once your Firewall program is open, you need to inform it that other computers on your network can safely
use the following 2 programs:

C:\Program Files\Microsoft SQL Server\90\Shared\sqlbrowser.exe
C:\Program Files\Microsoft SQL Server\MSSQL.1\MSSQL\Binn\sqlservr.exe

In Windows Firewall, do you can do this as follows: Click on the Exceptions tab and then click Add Program.
Click Browse and then go and find the first program. Double click on it or select it and click Open. Click Browse
again and repeat for the second program. Click OK twice to save changes and quit the Firewall.

In Norton Person Firewall, you can do it as follows: In the Status & Settings section, make sure Person Firewall is
selected and click Configure. Click on the Programs tab, click Add and go and find the first program. Double
click on it or select it and click Open. Click Add again and repeat for the second program. Click OK to save
changes.

2.2.4 EVE in the Cloud

EVE can be installed so that the database is stored in the Cloud so you can use it from multiple locations - e.g.
from multiple stores and/or from home or on the road. EVE Diving can host the database for you or you can
organize to have it hosted yourself. This is a powerful option and you may want to consider it even if you have
only one store. If you want us to host your database for you, we will take daily backups for you and perform
other system management tasks. It also has advantages in the area of support since, at your request (and only if
you grant us permission by giving us a valid user name and password), we can connect to your database and sort
out any issues you may have with your data.

Please contact EVE Diving for more information.
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2.3 Starting EVE

2.3.1 Choosing a Database

Select Database

Connect

Ywihich Datsbase 26 ol werl to uza?
eve on [lecal\EVE
eveTianng on (bcal\EVE

When you start EVE, the form shown above will be displayed. This lists Databases that you can use. By default,
there are 2 databases in the list: eve and eveTraining. eve is initially empty of data except for some pre-defined
pick-lists, for example, Course Types, Contact Methods, etc. This is the database you will use to populate with
your own data by manually entering information or by importing your data from an external source. eveTraining
is pre-populated with example data. You can use this database to get familiar with EVE and when training new
employees. You can enter whatever test data you want into this database without affecting your ‘live’ data.

Select the database you want to use and click OK. Alternatively, if the database you want is not listed, click on
the “Choose Different Database” link to load the Data Source form shown below:

[Data Source
Diala Souwree | [lcal"EVE _
Dalshase  evefstal @

[T Usa Integrated Securiy®

UszarMame  EVEL s

Fagmmord s

Data Source Select or type the name of the Data Source you wish to use. The Data Source
identifies the computer where your database is located. It may be the same PC
you are using, or another PC on your network or a remote server on the
Internet.

If the database is on the PC you are using, you can specify (local)\EVE as the
Data Source or, simply .\EVE

If the database is on the server computer on your network, you can specify
ServerName\EVE where you should replace ‘ServerName’ with the actual name
or IP address of your server computer. You can find the name of the server
computer by right clicking on My Computer, clicking Properties and then clicking
on the Computer Name tab. The name is shown in the ‘Full computer name’
box and you do not need the full stop / period on the end.

If EVE Diving host the database for you, you will use one of our pre-defined
names depending on where you are located:

us.evecloudhost.net, uk.evecloudhost.net, au.evecloudhost.net
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Database

Use Integrated
Security

Username

Password

If you want to change the connection details for an existing database, click on the Edit Settings link. This will

Select or type the name of the Database you want to use. You will usually use
eve or eveTraining

Integrated Security gives you the best security. It means that the security you
have set up for users on your PC and/or network (if you have one) will be used
to access the database - i.e. a user on a PC that does not have login privileges
on your PC and/or network will not be able to gain access to your database.

If you remove the check mark from the Use Integrated Security checkbox, SQL
Server security will be used instead. This means that a Username and Password
will need to be entered. One database user called EVEUser is defined by
default in each database. If you choose to use SQL Server security, you may
need to set up a new User first using EVEDBUtils or SQL Server Management
Studio. Please contact EVE Diving if you need help with this.

open the Data Source form so you can change the details.

If there are database entries in the list that you no longer want, you can right click on them and then click

Remove. This simply removes them from the list and does not delete the database files.

2.3.2 Entering Company Details

The first time you start up EVE, you will be asked to enter your company details. Enter details for your dive
center or resort. Items marked with an asterisk (*) are required fields. The more information you enter, the

more effectively EVE will work.

Introduction

Welcome to EVE

Intreduction | Company Details | Your Details | Renewal Code | Complete

Welcome to EVE

Please use this form to initialize EVE. kems marced with an asterx ()
are mandatory. Use the Tab key on your keyboand or click with your
mouse to move to the nest figld on the form.

The PADI Center #is used by EVE so make sure you enter it comectly. If you have not
been assigned a number yet by PADI, enter 539 and contact Integrated Scuba Systems
later when you have your real number.

Prefemed Language™ | English i
PADI Information
PADI Temtory™ |PADI Americas i

FPADI Center #* |5-1734
Corfim PADI Center # | 5-1734

<< Previous

Preferred Language
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EVE is currently available in English, Spanish and Italian. Choose which
language you prefer by clicking on the button with the magnifying glass. Note:



PADI Territory
PADI Center #

Confirm PADI Center
#

Company Details

you can switch between English, Spanish and Italian at any time in EVE using the
Options form see section 4.3.1.

Choose the PADI Territory responsible for your facility. Click on the button with
the magnifying glass to see a pop up list of territories to choose from.

Be careful to type the PADI Center # (i.e. IRRA number) accurately. This is used
when interacting with PADI.

Confirm your PADI Center # by entering it again.

Welcome to EVE

Introduction | Comparty Details | Your Details | Renewal Code | Complete

Compary Information

Company Mame* |Emerald lsland Divers
Comparny # | 7465237 Tax Reg. # 9667342
Last D'?Faxnf“rlgirﬁ Tuesday , December 31, 2013 @
Compary Address Cortact Info.

Country™ |LUMITED STATES EJ. Telephone #1
Address Line 1 Telephone #2
Address Line 2 Fax
City Email
State 5 Web
Pastcode Facebook

<< Previous

Company Name

Company #

Tax Reg. #

Last Day of this Tax
Year

Enter your Company Name. If you run multiple companies, choose the top level
or primary organization that represents your dive center. This is the
organization under which your EVE licensing agreement should be held.

A Cost Center record and a Store record will be created based on the
information you just entered.

Enter your business number as the Company Number. You can leave this blank
if it is not relevant to your location.

Enter your Tax Registration Number. Make sure you enter this correctly as by
default it will appear on your printed sales receipts. Again, you can leave it
blank if you choose.

Enter in the Last Day of this Tax Year. EVE uses this information when
downloading data to QuickBooks. The default is December 31 of the current
year. You may enter any date you choose.
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Country
Address Line 1
Address Line 2
City

Region
Postcode
Telephone #1
Telephone #2
Fax

Email

Web

Facebook

Your Details

Enter your company address information.

Enter your company contact details.

Your Information

Welcome to EVE

Introduction | Comparty Details | Your Details | Renewal Code | Complete

First Name™ | Matt
Middle Initial

Last Mame™ |Westem

Usemame™ | Matt

—————

Passwaord

Corfim Password =™

<< Previous

Mext ==

First Name
Middle Initial
Last Name
Username

Password

Confirm Password

18

Enter your full name.

Enter your EVE log on name and password. This information will be used to
create an EVE user. You can use your full name, your initials or any text you
choose as the Username. If you plan to use Employee swipe cards to speed up
the login process, you are advised to use initials to reduce the amount of
information held on the magnetic stripe.



Renewal Code

Welcome to EVE

Introduction | Compary Details | Your Details | Renewal Code | Complete

To unlock EVE, you must enter a Renewal Code below.

if you recently purchased EVE but do not yet have a Renewal Code, click on the ‘Request
Renewal Code’ link below to email 1555 or phone +1 405 285 1912 (US) or +44 20 8638
0034 (LK)

if you are testing EVE for a free tral period, check that your computer Date/Time is comect
and then click the Generate Tral Perod Renewal Code’ link below.

Validation # | 4747
Rernewal Code™

Reguest Renewal Code Generate Tral Perod Renewal Code

<< Previous Mext ==

If you have been given a Renewal Code, enter it in the box. If you are trying EVE for a trial period, click the
Generate Trial Period Renewal Code link. This will generate a code that lets you use EVE for 2 months.

Complete

Welcome to EVE

Introduction | Compary Details | *four Details | Renewal Code | Complete

That's it!

When vou click Finish the data will be written to EVE's database and you will be asked to
login using the Usemame and Password you supplied on the previous page.

if you have not already done so, please take a moment to register for an Account an our
website by clicking on the link below and then clicking the ‘Register’ button.

http# A issvs co.uk

Do you have multiple stores and./or would like to work from home? I so, why not let us host
your EVE data for you? That way, you can use EVE and have secure access to all of your
data overthe intemet from multiple locations amwhers in the wordd. We'll take care of
backing up your information and can remotely perform other system tasks freeing you to do
what you do best. Your data can only be accessed by you and those you approve. Your
privacy is respected; we will NOT share your information with anybody.

Request more information at: infoEissys.co.uk

<< Previous Mext ==

Once you are comfortable with your data entry, click the Finish button to complete the set up process. If you
do not remember your username and password, check this information on the Your Details tab.
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2.3.3 Logging On

Users will be asked to log on to EVE each time EVE is started. Only one employee can be logged on to EVE on a
single computer at one time. If you have a network with several computers running EVE, a different user can be
logged in to EVE on each computer. Different users can log in at any time while EVE is running.

Swipe Employee If your employees are using a swipe card system to log on and off EVE, ensure

Card the Swipe Employee Card checkbox is checked. When employees swipe their
card, they will be automatically logged on. Use the Options form (section 4.3.1)
to indicate whether you want the Swipe Employee Card box to be checked by
default.

Swipe If an employee swipes on, the Swipe field will display employee specific log on
information. Contact EVE Diving if you want us to create employee swipe cards
for you. The cards can contain employee information including a magnetic
stripe and/or barcode containing the login information.

Username If you are manually logging on to EVE, enter your Username or select it from the
pop up list box.

Password Enter your Password exactly as it was set up.

Click the OK button to log on to EVE.  Before you allow employees to begin entering data into EVE, you will
want to set up privileges for each user (See Section 21.1.User Privileges). Privileges define what each user is
able to do in EVE. Once a user logs on, those privileges come into effect.

You can bring up the Login form from anywhere in EVE by pressing the F7 key or by selecting the Switch User
option from the File menu.

2.4 General Navigation

The Main form offers you general access to all modules of EVE. From this form you can start up any of EVE’s
modules, for example, from the Main form you could create a new Customer or a new Invoice, etc.

One feature of EVE is that you can configure the system to include only the modules that you will be working
with. You can change the look and feel of the user interface to suit your business needs. You can choose the
User Interface by clicking the Ul button at the top right of EVE.

Two of the commonly used interfaces are shown in the graphics below. The first shows the Touch Advanced
interface and the second shows the Advanced Data Entry interface. Apart from the different look, the main
difference is that, in the Advanced Data Entry interface, the EVE ‘modules’ are displayed down the left hand
side and you can click one to view information relevant to that module on the right - while, in the Touch
Advanced interface, the modules appear as big buttons that fill the screen. When you click one, those buttons
are replaced by the same information relevant to that module that is shown in the Advanced Data Entry
interface.

Throughout this document, we have assumed the Advanced User Interface is selected and will describe how to
access processes and features based on that interface.
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The screenshot below shows the Touch Advanced Interface.

File

Edit  View

Tools PADI Help

EVE: Robert Aschermann on \EVE.Scubaland

Sales

Creale sales receipts, invoices, quoles

Take money, manage accounts receivables,

qift cards, efc.

Calendar

With a glance, see what's going on and

when in the store. Manage courses, trips,

schedules, etc.

Data

Organize your picklists and configure EVE
to how you run your store. Setup staff
members and user privileges

Rentals

Book equipment to customers so you can
keep track of who has what and when
Define equipment profiles for reqular

customers

Courses

Create and maintain courses. Assign
instructors and students. Submit PICs
directly to PADI

Customers

Create and find customers and related
information - e.g. enquiries, club
memberships, elc

Event Planner

Use drag and drop to assign customers to
trips, charters and courses

N,

Services

Organize your service department. Track
the work being carmed out and assign
technicians

| elog 6° @ako|dwg |enUIA 21Uos08|T :IAT

Purchase Orders

Create and send purchase orders and
receive goods into inventory

Trips

Create and maintain vacations and boat
charters. Assign staff and customers

Inventory

Manage your inventory. Setup stock items,
suppliers, stock types. Define discount
bands and tax bands

Thursday, March 27, 2014 Store View: Compound Store]

The screenshot below shows the Advanced Data Entry Interface

- o IES

EVE: Robert Aschermann on \EVE.Scubaland

File Edit View Tools PADI Help

th Store ;
User tedace . @ ‘

g .- i
f | lvoices | New find

m . =y

X7 ®, Customers . -

m s

D ) Puubines Coivce Quates New fing

0 : Clendar |

-

8 Courses = |

= L Trips | G Centficates | New And |

0 Rentals :

S * Services & % Gt Cards | New find

é K hventory

o [ Data

S . i1 Accourts New Find

m Event Planner ?

=

©

o "

-3 3

3 L7

U‘ \

LD Today's hvoices Last 7 Days’ Invoices Seles Sasrch Wizard (Marketng)

Thursday, March 27, 2014 Store View [Compound Store]
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Advanced Data Entry User Interface

This interface includes the following navigation features: Menu’s, Open Forms, EVE Icon, Hierarchy, Button Bar,
Status Bar and the Button Array

Not shown on this interface are Module Buttons, Detail Window and the Cool Bar. To access Module Buttons and
the Detail Window you will need to switch to the Administrator User Interface by clicking on the Ul button at the
top of EVE. The Cool Bar is displayed on forms throughout the system (for example, the Invoice and Purchase
Order forms, etc.). Alternatively, you can change the displayed navigation features using Toolbars on the View
menu.

You can switch interfaces by clicking the Ul button at the top right of the main screen. All available interfaces
will be displayed.

2.4.1 Menus

A number of menu items across the top of the form provide you access to some of the most common functions
within EVE. These drop down lists can be accessed from anywhere within EVE. Below you will find descriptions
of some of the menu items that are specific to EVE.

[ EVE: Roger Lockwood on (local/\EVE2008.eve Training B>
Fle Edt View Tools PADI Help Me_n u
- ACME Diving
- N S
BO0REEAES
\Sules
F(ﬂ = _J [Compound Store] )
M }[E __D Invoces New k ‘F"f -
S &\ Customers
T 2
L ] Purchase Orders ] Quotes New Find
. > 5 ez e i
8 & Courses e :
2 &+ Trips 17 Gt Ceficates New Find
5 ] Rertals A N ———
0 A Sandces Gt Cards
B‘ (= D=2 A : |
E). I..‘ M :—'”ﬁg .i_,ﬁf"“‘!;
m
-~ ,
o= v
cg
{
o Today's hvoices Last 7 Days’ Invoices Sales Search Wizard (Maketing) j
10 June 2011 Store View:: [Compound Store]
File Menu
New New brings up a listing of each of the EVE modules and their corresponding data

entry forms. This is a quick way to access a particular data entry form without
moving through the modules. Using this option will always bring up a blank data
entry form ready for you to enter data.

Open Open is only available if you have the Detail window turned on (See Section
4.4.34.User Interface Configurations) and you have one or more records
selected in the Detail window. Clicking Open at that point will open the Detail
window for each record, for example, if 2 customer records are selected, both
records will be opened.

Recent Records Recent Records gives you access to the most recent records you have been
working on. Records will be sorted by the EVE module in which they are
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Print

Import

Start Of Day Tasks

End Of Day Tasks

contained. E.g. if you recently worked on 3 invoices, 2 customers and 4 rental
bookings, an item will be listed for each and you can click on it to open the data
entry form again.

Print is only available if you have the Detail windows turned on (See Section
4.4.34.User Interface Configurations) and you have one or more records
selected in the Detail window. Clicking Print at that point will cause the Print
dialog to be opened so you can choose how the selected records should be
printed.

Import allows you to import data from EVE4.2 or EVE4.3, Microsoft Excel or
PADI. (See Section 3.Importing Data).

This option should be used very carefully as importing data may write over
existing data in EVE. Access to this option may be limited by setting user
privileges (See Section 21.1.User Privileges).

These are the tasks that you will want your employees to initiate at the
beginning of each day. EVE comes pre-configured with one start up task:

Start Of Day Tasks

Set Starting Caszh Drawer Balances

If you want to keep a close watch on the cash in your cash drawer(s) you can
inform EVE of the number and denomination of all bills and coins in the
drawer(s) at the start of day. The data is written to the Till Reconciliation
Report (See Section 18.2.Reports). You can enter cash drawer data for the PCs
that have a cash drawer attached. You can indicate which PCs have cash
drawers attached using the PC form (See Section 4.4.27.PCs).

Set Starting Cash Drawer Balances

55 Cash Drawer E]@

Usge this form to record the amount of cash in each drawer at the start of the day.
FCz zhow in the grid if they have a check-mark in the 'Cazh Drawer Attached?' box
on the PC farm.
D enamination BUSIMESS-KTGO | 155v5-SERVERT | PCPOS
3 #1100 1 7 4
#50s 2 g 5
# 20z 3 5 5
10z 4 4 4
H5s 5 3 4
1z g 2 5
Caing 7 1 5
1 | 2l
Rezet to Default Walues “ m

Type in the number of bills of each denomination that are in the draw attached
to the PC in question. If you have $3.50 (or equivalent currency) in coins, type
350 into the coins box.

These are the tasks that you will want your employees to complete at the end
of each day. EVE comes pre-configured with the closing tasks shown in the
screenshot below:
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o End Of Day “

Set Ending Cash Drawer Balances

Perform Clasing

Re-Run Closing Reports

Perform Commission Clasing

Re-Run Commission Closing Reports

Backup Database

Set Ending Cash Drawer Balances

85 Cash Drawer g@
Uze this farm to recard the amount of cash in each drawer at the end of the day. PCs
show inthe grid if they have a check-mark in the 'Cash Drawer Attached?' box on the
PC form.

D'enamination BUSIMESS-KTGO | 155vS-5ERVERT | PC-POS
» #1004 a 1 ]

# 50z a 4 1]

# 20z a ] 1]

#10: a 5 ]

# 5 a a 1]

#1: a ] 1]

Caing i} 1 0
< | 5

At the end of the day, you can count the cash drawer(s) and inform EVE of the
values. Enter cash drawer data for each PC that has a cash drawer attached.

Perform Closing

At the end of each day, you will want to run the closing reports that are
important for your business. You can configure reports to meet your specific
needs (See Section 18.2.Reports).

The closing process also includes the Set Ending Cash Drawer process described
above. This action does not need to be completed twice.

Re-Run Closing Reports

Use this option if you want to re-print the closing reports from a previous
closing. You may want to do this for instance, if a paper jam caused the reports
to print incorrectly, or if your accountant wants to view the figures again.

Select the closing you wish to re-print and click the OK button.

It is recommended that this be done by an employee that has exclusive access
to the database during this time (i.e. no other users are using EVE).



Reports

Report Groups

Wizards

Open Cash Drawer

Renew

Switch User

Perform Commission Closing

Use this option to run a closing on commission payments and print the
accompanying report(s). See section (See Section 18.2.Reports).

Re-run Commission Closing Reports

Use this option if you want to re-print the commission closing reports from a
previous closing. Select the commission closing you want to re-print and click
the OK button.

Backup Database

A full backup of the database is completed and saved (See Section
21.2.Backups).

A full list of reports by module can be accessed through Reports (See Section
18.2.Reports).

You can run specific Report Groups to meet your needs (See Section
18.2.Reports). For example, you could set up report groups containing different
types of report for the end of the week or end of the month and then print
them off at the end of each period.

Six Wizards are available to speed data entry and give you quick access to
commonly used information.

The four search wizards (See Section 18.4.Search Wizards) are available to help
you find specific sets of data and help with your marketing campaigns:

% Customer search wizard
« Sales search wizard

¢ Purchases search wizard
% Inventory search wizard

You could use these, for instance, to find a targeted list of customers and then
send them all an email or letter.

Two additional wizards are available to help you manage your purchasing tasks
(See Section 8.3.Purchasing Wizards):

®,

% Pricing Wizard

¢+ Purchase Order Top Up/Restock Wizard

This option is only visible if you have indicated on the Options (section 4.3.11)
form that a cash drawer is attached. If you have the required privilege, you can
open the cash drawer using this option.

Your licensing agreement with EVE Diving needs to be renewed annually. You
will use the Renew process to update your licensing data.

Contact EVE Diving support to obtain a renewal code. You will be automatically
prompted 30 days prior to your license expiration date to renew EVE.

Choose Switch User to display the login form; this is the same box that appears
when the application is started. Choose a user name and password. When you
click OK, EVE checks that the username/password combination is valid. If so, a
list of user privileges is built so that access to certain features of the
application can be authorized (See Section 21.1.User Privileges). If you click on
the Cancel button you will be returned to the previously loaded module with
the previous user privileges.
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Lock System

Clock On

Clock Off

Switch Database

Reconnect

Exit

Edit Menu
Select All

Find

Copy

Paste

Delete

View Menu

Tiles
Icons
List

Details

Calendar
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This acts the same as Switch User described above except that, if the Cancel
button is clicked, EVE closes. This forces a valid login to be entered before EVE
can be used again.

This option is used to create a clock-on record for an employee (See Section
14.3.Clock On/Off). This can be used in conjunction with the Attendance
Record Report to track hours worked.

At the end of the day, a user can use this option to create a clock-off record
(See Section 14.3.Clock On/Off).

Note: users are not clocked-off when EVE closes. Users need to manually clock-
off.

EVE comes pre-installed with 2 databases (eve and eveTraining). You can
switch between databases using this option. When you switch, the previous
database is closed and the new one is opened.

If you are using EVE on a network and your network connection is broken (e.g.
because a cable was unplugged) you can use this option to reconnect to the
database. Alternatively, you can close EVE and re-start it.

Select this to close EVE.

The Select All option is only available if you have the Detail window turned on
(See Section 4.4.34.User Interface Configurations). Use it to select all records
in the Detail window.

The Find option brings up a listing of each of the EVE modules and their
corresponding Search boxes. This is a quick way to access a particular Search
box without moving through the modules. Using this option will always bring up
a search box for the data element you select.

These options are only available if you have the Detail window turned on (See
Section 4.4.34.User Interface Configurations). Use them to Copy/Paste/Delete
selected records.

These options are only available if you have the Detail window turned on (See
Section 4.4.34.User Interface Configurations). Use them to change the way in
which records are displayed in the Detail window.

% Tiles will show each record with a large icon indicating the type of record.

+« lcons will show each record with a smaller icon allowing more records to be
displayed on screen at one time.

«» List will show records in a list format.

«+» Details will show each record in a list format with some detail about each
record. This is the default.

Calendar will quiclﬂy bring up the current month’s calendar. Look for the

Calendar button,z# throughout EVE to bring up the current calendar (See
Section 15.Calendar).



Event Planner

Room Availability

Audit Log

Reminders

Staff Desktop

Tool Bars

User Interface

Refresh

Tools Menu
Labels

Print Layouts

The Event Planner allows you to quickly sell places on course and trips by
dragging and dropping customers onto them. You can also use it to move
customers from trip to trip or course to course. (See Section Error! Reference
source not found..Error! Reference source not found.).

Use Room Availability to review resort reservations. Hotels are listed and you
can review which rooms are taken on which dates. (See Section 13.Resort
Reservations).

An Audit Log is maintained. When records are added, updated or deleted, a log
entry is made. Privileged users can view the log which indicates the date/time
and the identity of who performed the action (See Section 21.5. Audit Logs).

You can set up Task reminders in EVE so a prompt is shown when an employee
task is due to start. If you don’t want to wait to see what tasks are due, use
this option.

Each Staff Member registered in EVE has their own ‘desktop’ - i.e. an area they
can use to view their tasks, messages, sales completed, etc. A privileged user
can view other employees’ desktops. Non privileged users can only view their
own desktop.

You can use tool bars to customize the current view and navigation options in
EVE. You can set up standard navigation views in User Interface Configurations
(See Section 4.4.34.User Interface Configurations).

You can switch between User Interfaces using this option.

Refresh is only available if the Detail window is turned on (See Section
4.4.34.User Interface Configurations). If you are using EVE on a network, data
may have been updated on a different PC. You can use the Refresh option to
tell EVE to reload the data from the database.

You can use Labels to print and view labels containing e.g. stock item details
and barcode, as well as to configure your label printers (See Section 0.

If you choose Genius, there are additional options.

Merchant Name, All of these will be assigned to you when you sign up for
Merchant Key,
Merchant Site ID

Genius Device IP You can find the IP address of the Genius device as folloy
1/ press the 0 button 3 times on the device.
2/ at the prompt, enter the admin password (supplied to

The IP Address is shown at the top of the display.

Display Items on Put a tick in the box if you want items added to the sh
Genius device show on the Genius device so the customer can se
description.

Labels Options).

Print Layouts are used to customize EVE reports and printed forms throughout
EVE (See Section 18.1.Print Layouts). Use this to customize your printed
invoices, reports, gift certificates etc. You can change fonts, add logos, etc.



Word Templates

QuickBooks

Calculators
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Word Templates are used to customize EVE word templates used throughout
EVE. (See Section 18.3.Word Templates). Use this to customize your word
templates. Templates are used to print certain types of documents.

You can quickly access your QuickBooks wizard and export processes (See
Section 19.QuickBooks).

Three calculators come pre-installed with EVE to make it easy for you to
calculate figures and convert currencies.

Windows Calculator

2 Calculator g

Edit “iew Help

0.

[ [pecmsee) [ )&
) DG
) WOLOE
= RO
(] I

A full description of the Windows Calculator is described in the Windows
Calculator Help option.

Tax Calculator

Tax Calculator El

Tax Band |Standald R ate @

Drata Entry [5%) Results

Grosz Grosz
Met Het
Tax Tax

The Tax Calculator allows you to enter the gross, net or tax amount and have
the other two figures calculated based on the tax band identified in the pop up
list box.

Currency Calculator

Cumrency Calculator x| I

LCurrency
Exchange Rate I'I .3
Arnount |$1DD.DD
Corverted |$1 3000

Mew Currency [ Beverse

Francs

Select the Currency you wish to convert from/to. If the currency you need is
not displayed, you can click the New Currency button to add a new currency
(See Section 4.4.9.Currencies). The last exchange rate is automatically
displayed. You can change the rate if you need. Note: this does not
permanently change the exchange rate associated with the currency. To do
this, go to Currencies (See Section 4.4.9.Currencies). Enter the amount you
need to apply it against. EVE will automatically display the converted amount.
You can reverse the process by checking the Reverse checkbox.



Raw Data

Refresh Lookups

EVE Agent

Options

EVE Folders

PADI Menu
On-Line PICs

Dive Check
Pro Check
PADI Travel Network

It is strongly recommended that only the most privileged and trained users be
granted access to this option. It lets you view and change the raw data in the
database. Unless you are very careful updating data here, it is possible to
irreparably damage your database.

When EVE is started, it loads various data into memory so pick lists can be
shown quickly when required - e.g. the list of employees and stock types, etc.
If you are using EVE on a network and pick list data is changed on a different
PC, you can use this option to refresh the data in memory on this PC. You will
not usually need to use this option as EVE does an auto-refresh periodically.

The EVE Agent is a powerful tool that lets you automate the sending of emails
and text messages and automatically run tasks and commands. The EVE Agent
should be left running at all times and it checks every minute to see which tasks
you have configured for it to run.

E.g. you could configure the Agent to automatically send Happy Birthday emails
at 10am every day to everyone whose birthday is today. Or you could configure
it to send a text message to everyone whose course is due to start in 2 hours to
remind them to show up on time. Another email could go to all people that
completed their OW course 6 months ago but have not yet enrolled on an AOW
course, etc.

One of the first activities you will undertake is Setting Options (See Section
4.3.Setting Options). These options determine how EVE will react and can help
you speed up data entry as well as customize EVE to meet your organizations
operational procedures.

You can set these options to work on all PCs in your dive center, all PCs on the
database (i.e. if you have multiple stores) or just the PC you are working on.
This is particularly useful if you have a number of locations that have different
operational procedures. Options that access or commit data to the central
database are only valid when All PCs is chosen. Other actions, which impact the
hardware tied to the specific PC you are working on, are valid only when This
PC is chosen.

Items that only apply to All PCs are grayed out if you open the form in “This PC”
mode. Items that only apply to This PC are grayed out if you open the form in
“All PCs” mode.

EVE uses various files in its operation - for example, grid layout files that
determine which columns appear in which grids. EVE needs to know which
folders contain these files. Use the EVE folders option to view or change which
folders are used. The only time you are likely to need this option is if you are
using EVE on a network and you want to share files between different PCs on
the network, for example, you may want customer image files to be visible from
all PCs. In this case, you will need to change the location of the Images entry
on each PC to point at the folder containing the image files on the network (See
Section 23.2.EVE Folders).

Use the On-Line PICs feature to process PADI customer certifications (See

Section 9.2.4.PIC).

These menu items give you quick access to PADI website features. The ";‘?g-f
icon on the Main form also gives you access to this menu.



DSAT Gas Blender
PADI.com
Add Link

Help Menu

View Manual (PDF
Format)

View Manual (Word
Format)

Visit EVE Diving
Website

About ...

2.4.2 EVE Icon

You can add your own items to the PADI menu. Click the Add Link menu to
show the form below.

Link X
Lirie Test” |Contacs List
Parenl Menu® | FADI b
clion | OpenWeb Page v

URL® varve AR Ccom

Type some text into Link Text to identify the new item. Leave the Parent Menu
set to PADI - this indicates the new item will appear on the PADI menu. Select
from the pick list what action will be taken when you click the new link.
Available options are: Open Web Page, Run Program, Open File. If Open Web
Page is chosen, enter the URL (i.e. web page) that will be opened when you
click the link. If Run Program is chosen, enter the name of the program that
will be run when you click the link. If Open File is chosen, enter the name of
the file that will be opened when you click the link.

Loads this document in Adobe Acrobat Reader or Microsoft Word for Windows.

Loads the Integrated Scuba Systems web site in your web browser

Shows information about the version of EVE you are using.

The EVE icon, @ at the top right of the program gives you quick access to EVE Diving options.

Backup Now

Visit EVE Diving
Website
(www.evediving.com)

Upload File to EVE

Renew License
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A full backup of the database is completed and saved (See Section
21.2.Backups).

This option opens the EVE Diving website giving you up to date access to
system information.

Sometimes you may want to upload a file to us from your computer. Use this
option if your computer is connected to the Internet to upload a copy of the
file onto the EVE Diving web site so we can gain access to it.

Your licensing agreement with EVE Diving needs to be renewed annually. See
the File menu above for more information.


http://www.evediving.com/

View Manual (PDF
Format)

View Manual (Word
Format)

View Log File Folder

Email Log File To EVE

Open SQL Server
Ports 1433 and 1434

Loads this document in Adobe Acrobat Reader or Microsoft Word for Windows.

The log file is used to trouble shoot system problems within EVE. You can use
this option to view the log file (this option is only recommended for IT and
technical support personnel).

Occasionally, EVE Diving may request that you email a copy of your log file to
us in order to provide trouble-shooting support for system issues. This option
provides an easy way for you to email the file.

If you plan to use EVE on a network you need to change the Firewall settings
on the computer where the database is located to allow other computers to
connect to the database. Use this command if you use the Windows Firewall.
It will open TCP Port 1433 and UDP Port 1434.

2.4.3 Module Buttons

( %+ EVE: Roger Lockwood on (local\EVE2008.eveTraining2008 l‘—’l@“
File Edt View Tools PADI Help
- ACME Diving
BO0BREAES

B) = _ [Compound Store]
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= % Puchass Oders | | ] Quotes New J Fird

L " Courses — S —

&« Trips 7] Gt Cedficates l New ‘ find

k] f Services 7} Ght Cards l New L' Fd

& veriy = | ot
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y  Eo o Accourss | x| Fod
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=

5 * '
S .

i Module Buttons

o Today's hvoices Last 7 Days’ Invoices Sales Search Wizard (Maketing)

~ |

10 June 2011 Store View:: [Compound Store]

Module buttons provide a way to move through the modules. By clicking on any of the Module buttons, you move

immediately to the module identified.

Module buttons are not displayed in the Advanced Data Entry User Interface. To access Module Buttons, switch

to the Administrator User Interface or select Toolbars from the View menu and choose Module buttons.
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2.4.4 Hierarchy

' EVE: Roger Lockwood on (local\EVE2008.eve Training2008 L@
File Edt View Tools PADI Help

Hierarchy

Today's hvoices Last 7 Days’ Invoices Sales Search Wizard (Marketing)

If the Detail Window is not open, the Hierarchy provides a quick way to access the modules of EVE.

If the Detail Window is open, the Hierarchy works much the same as Windows Explorer in terms of moving
through modules. Click on the # symbol to expand a selection. Alternatively, you can double-click on the file
icons in the Detail Window which will have the same effect. As the selection expands, additional processing or
information options will become available. When you have reached the final level, you will be able to open
tables or reports in the Detail Window. Click on the # symbol to close a selection.

The Hierarchy is displayed in the Advanced Data Entry User Interface. You can choose whether or not to display
the Hierarchy in User Interface Configurations or by deselecting it from the Toolbar option in the View menu.

2.4.5 Detail Window
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The Detail Window displays the results of your search through EVE’s Hierarchy window. You can double-click on
the file icons in the Detail Window to move through modules and data elements.
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additional processing or information options will become available. When you have reached the final level, you

will be able to open tables or reports in the Detail Window.

The Detail Window is not displayed in the Advanced Data Entry User Interface. To access the Detail Window,

switch to the Administrator User Interface or select Toolbars from the View menu and choose Detail Window.
is recommended that you display the Button Bar and the Status Bar if you display the Detail Window.

2.4.6 Button Bar
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The Button Bar gives you access to some of the commonly used Navigation buttons and tasks in EVE. When the

Detail Window is open the Button Bar gives you access to the New and Find functions.

The Button Bar is displayed in the Advanced Data Entry User Interface. You can choose whether or not to display
the Button Bar in User Interface Configurations or deselect it using the Toolbar option in the View menu. If you

select Detail Window, you should also select Button Bar.

&

selected would take you to the [Compound Store] level.

Back One Level: this is most useful when you are using the Administrator User Interface and it takes you
back a level in the Hierarchy window on the left. Il.e. in the image above, clicking the button when Sales is

Refresh: again, this is most useful when you are using the Administrator User Interface and it refreshes

the data that is displayed in the Detail window. You will only usually need to do this if you are using EVE on a

network and another user on the network changes the information you are currently viewing.

A
al

the top level in the Hierarchy

Al

|

see other information relevant to them.

Calendar: this opens the Calendar so you can view all of the activity at the dive center for the month.

Home: again, this is most useful when you are using the Administrator User Interface and it takes you to

Staff Desktop: the opens the Staff Desktop so your staff members can see their activities for the day and
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&

Event Planner: the opens the Event Planner so you can drag and drop customers onto trips and courses.

*
Links: Click this to show the Links menu, which gives you quick access to useful information like
frequently used web sites, programs and documents, etc.

Aircaas Morth Central (v, airgas, com)
Andy's Typhoon Water Wares (www, andydrysuit, com)
» Bare Sportswear Corporation {aae, bare-wetsuits, com)
Other Websites » BEST PUBLISHIMNG CO (v, bestpub, com)
Programs » Better Conkainets (v, bettercontainer, conm)

]

]

Add Link,

Supplier Websites

CETACEA (s, cetbaceacorp, com)
DAM (e, diversalertnetwark, org)
DEEP QUTDOORS (e, deepoukdaots, carm)

Miva Thicrzaa Ao divackic 2aa caeah

EYE Documents
Other Dacurents

Click the ‘Add Link’ option to add your own websites, programs and documents to the menu.

2.4.7 Status Bar
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The Status Bar is most useful when combined with the Detail Window. The Status Bar displays today’s date, a
count of the number of items displayed in the Detail Window and when you are viewing a cross section of data
through the instant click-reports, for example, all discounted items sold yesterday (found by Sales / Invoices /
By Date / Yesterdays / Discounted Items in the Hierarchy) the Status Bar will include subtotals and totals
relevant to the data selection.

At the bottom right of the Status bar is the Store View link. This is useful if EVE is being used in multi-store
mode. Use it to change which data is being viewed as described below:

[Compound Store]: this indicates that all data will be shown when you do a search regardless of which store the
data was entered at.

[This Store]: this indicates that only data entered at the active store will be shown when you do a search.
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[Default Store]: this option gives you fine-tuning over which data is found when you do a search. For instance, if
one store sells diving equipment but not kayaking equipment, whilst a second store sells both, you can record
that information in the Stock Types section of EVE and then, in Default Store mode, only information relevant to
the active store will be shown. l.e. at store 1, kayaking stock items will not be visible.

2.4.8 Button Array
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You may choose to move through modules and tables using the Button Array. This is often used in place of the
Detail Window. As you select a module in the Button Array (e.g. Sales in the Hierarchy on the left as shown
above), new options to access different data types are shown as buttons on the right (i.e. in the diagram above:
Invoices, Quotes, Gift Certificates, Gift Cards and Accounts).

When you have selected Button Array, you will also have access to some of the key instant reports at the bottom
of the form (i.e. in the diagram above: Today’s Invoices, Last 7 days’ Invoices, Sales Search Wizard).

The Button Array is displayed in the Advanced Data Entry User Interface. You can choose whether or not to
display the Button Array in User Interface Configurations (See Section 4.4.34.User Interface Configurations) or by
deselecting it from the Toolbar option in the View menu.

You can also choose which instant reports (links) to display on the form through the User Interface Configuration
(See Section 4.4.34.User Interface Configurations)

2.4.9 Open Forms

One of the features in EVE is that you can have multiple windows and forms (Data Entry forms, Search forms,
etc.) open from multiple modules. This allows you to complete several related tasks at once, for example, if
you have a customer signing up for a course, you can review the course details, complete a rental booking and
sell products related to the course all at the same time. If another customer comes into the store while you are
completing the first set of tasks, you can open an invoice for the new customer without closing any of the forms
for the first customer. The Open Forms button allows you to quickly navigate through Open Forms. This option
is displayed on top of all EVE windows at all times and allows you to minimize all forms, close all forms or select
a specific form for a task you are completing.
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2.4.10 Cool Bar
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The Cool Bar is most often used on individual Data Entry forms. The Cool Bar is designed to give you quick
access to commonly used data. E.g. in the graphic above, when the Stock Items Cool bar section is opened,
items that you commonly sell are listed - in this case Courses, Trips and Gift Cards.

You can add buttons to a Cool Bar by right clicking on its background and selecting Add. For example, if you sell
a lot of Trips at your store you could add the Trips stock type to the Stock Items section of the Invoice Cool Bar.
Later, to sell a Trip, click on the item to list all ongoing Trips that are available.

You can further configure the toolbar layout by right clicking on its background and selecting Configure. Using
this option you can re-order the Cool Bar buttons (for example, so the most commonly used are at the top) and
remove unwanted buttons. If you have a touch screen and there are too many buttons to all be shown at once
on the Coolbar, you can use your finger to swipe the buttons up and down.

2.4.11 Navigation Assistance Buttons
Throughout EVE you will see a number of buttons that can be used for navigation purposes. These buttons are

described below:
Open

When a specific record has been chosen, the Open button = opens the record for you to view the details.
Within the Hierarchy, the Open button allows you to drill down through records to reach a specific piece of data
(much the same as the open function within Windows Explorer.)

Delete
When a specific record has been chosen, the Delete button, X gives you the option to permanently delete or,

in some cases, void a record. EVE will issue a warning or error message if you try to delete a record that has
links within the relational database. If you void a record, you must enter a reason for doing so.
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Delete Or Void Record?

" Pemanently Delete Becard(s)

Reasan

“ I: - I::EI

View Tiles

The View Tiles button

x]
~ 2 is available when the Detail Window has been selected. It allows you to view data in

tile format (much the same as the tiles function within Windows Explorer)

View List

The View List button “* is available when the Detail Window has been selected. It allows you to view data in
list format (much the same as the list function within Windows Explorer.)

View Details

The View Details button =% is available when the Detail Window has been selected. It allows you to view data
including related details (much the same as the details function within Windows Explorer.)

PADI Options

ITAD

%—‘5‘-
These PADI Options button &2 gives you quick access to PADI website features. These are the same features
discussed in PADI menu.

Options

The Options button %% is found on most search boxes and forms. The following options are common to all forms.

Clone

Save Form Position
& Size

Action When New
Clicked

Action When Saved
Clicked

Action When Delete
Clicked

Action When Move
Clicked

This option opens a new data item and clones/duplicates the information on the
existing data item. For example, if you open an existing Stock Item and then
Clone it, the supplier, manufacturer, price, location, etc will be cloned based
on the original stock item. This lets you quickly create new items that are
similar to the original.

This option allows you change the default size and position of a form and save
that default on the computer you are working on or on all computers.

This option allows you to determine whether or not the save prompt is shown
when the New button is clicked if an existing unsaved record is currently being
viewed.

This option allows you to determine whether or not a new record is opened
when the Save button is clicked. For instance, by default when you click Save
on the Invoice form, the form is cleared ready for you to enter details of the
next Invoice. However, when you click Save on the Customer form, the existing
record remains on display so you can modify it again if necessary. You can
change these default behaviors using the Action When Save Clicked options.

This option allows you to determine whether or not the delete prompt is shown
when the Delete button is selected.

This option allows you to determine whether or not the save prompt is shown

when a Move (Next Record or Previous Record) button A is selected.
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Printing

Audit Log

Linked Files

In addition to the above options, several special options may be displayed when the Options button is selected.

Play Video

New Special Order

View Related
Invoice(s)

Change Serial
Number

View EVE Online
Shipping Address

Show Invoice Profit

Show Line Item(s)
Profit

Email

Copy Contact Details
From Customer

Save Image Size
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Look for the Print button <& throughout EVE to print reports and other useful
information. You will be able to print information to your printer, screen,
email, file or Microsoft Excel.

An audit log is maintained. Each time a record is added, updated or deleted, a
log entry is made. Privileged users can view the log which indicates the
date/time and the identity of who performed the action (See Section 21.5.
Audit Logs).

Sometimes you may want to link documents to a particular record on the
database. E.g. you may want to scan a signed waiver form and link it to a
customer. Use the Linked Files option to view files that have been linked to the
current record and add/remove other files.

This option is available on invoices and quotes. If you have identified a video
file with the selected Stock Items on an invoice or a quote, you can play the
video with this option. For example, you could link a video of last year’s trip to
the Cayman Islands to a trip’s stock item.

This option is available on invoices.
customer by using this option.

You can create a special order for a

This option is available on invoices. You can use it to view linked invoices if
there are any. For instance, you could use it when a Refund is on display to
view details of the original invoice that was refunded.

This option is available on invoices. If you have assigned a serial number for a
stock item, you can use this option to change the serial number if a mistake was
made. This is especially useful when you sell an item requiring a serial number
that is out of stock. You will create a temporary serial number for the item and
then create a special order for it. When the item arrives in the store you can
use this option to assign the actual serial number.

This option is available on invoices. EVE OnLine is an eCommerce program that
you can use in conjunction with EVE to sell your products and services on-line.
If a customer purchases an item on-line that needs to be shipped, you can open
their Invoice in EVE and use this option to see what shipping address they
specified.

This option is available on invoices. Click it to show how much profit you have
made on the invoice.

This option is available on invoices. Click it when one or more line items are
selected to see how much profit you have made on those line item(s)

This option is available for customers and on employees. You can use this
option to create an email to a specific customer or employee. You can choose
to email using Microsoft Outlook, MailChimp or, in some cases, the default email
client installed on your computer.

This option is available when creating a new customer. Click it to show a list of
recently added customers. Click one of those to copy their details onto the new
Customer record. This is useful if you’re adding details for a number of family
members. A Search option is also shown so you can search for a customer
whose details you want to copy.

This option is available for customers. You can use it to save the size of the
customer image box just on this computer or on all computers.



Image Viewer

Reservation Form

Configure Image
Acquisition

Add to Loyalty
Program

Add Auto-email Job

Add to Group

B2B

Calculate Employee
Module Costs

Add To Invoice

Seed Barcode #

This option is available for customers. Use it to show a small image of the
customer (if you have associated one with the customer record). The image
appears in its own windows so it is visible regardless of which customer
information you’re looking at.

This option is available when creating a new customer. You can also access this
form using the F9 key.

Resort owners will find it useful to define the most important customer fields to
capture at the first point of contact and then build these into a checklist for a
sales person to use. By clicking on each checklist item, EVE will take you to the
correct data entry field.

This option is available for customers. You can attach a suitable camera to your
computer and then use EVE to capture a picture and link it to the customer
record. EVE supports 3 methods of capturing images and you can choose which
one to use on the Configure Image Acquisition dialog box:

1. Microsoft Expression Encoder. This is the recommended method. Note:
the first time you use this option, you will be prompted to install the
Expression Encoder files. You will need to do that in order to use this
option. When using Expression Encoder, you need to install the
appropriate driver that came with your camera (note: if you computer
has a built-in web cam that driver is probably already installed) and
then choose it on the dialog box.

2. Microsoft WIA Lib (WIA = Windows Image Acquisition). This applies only
to Windows XP.

3. Microsoft WIA Aut. This applies to Windows Vista and later

This option is available for customers. If you have specified on the Options form
that you want to choose which customers are in the Loyalty program (rather
than allowing all customers to be members) then you can click this option to
add the customer to the program.

This option is available for customers. The EVE Agent is a tool that lets you
automate jobs - e.g. sending Happy birthday emails or text messages. This
option lets you schedule an email to go out to the customer at a specified time
in the future.

This option is available for customers. Click it to add the customer to a Group.
E.g. you could have a group for all members of a family or for a group of friends
that often dive together.

This option is available on Purchase Orders. Once a Purchase Order has been
created you can use this option to send the Purchase Order directly to the
supplier in a format that is suitable for automatic processing by that supplier. It
is only available for select suppliers.

This option is available when tracking expenses in courses. It can be used to
quickly calculate employee costs (the amount you will pay the employee) for a
single course module or all course modules.

This option is available on rental bookings and service bookings. It will

automatically add the rental booking or service booking to an invoice.

This option is available on Stock Items. You will use it to identify the starting
number for barcodes to be automatically generated from.

Once you have set the initial value, EVE will add one to this each time you ask it
to assign a barcode number to a stock item (you will only need to use this form
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once (or not at all)).

Mext Barcode #

Use this form to initialize the value to
be used when the Barcode number is
automatically azzigned

Mext #3539 s -
“ Cancel

Customize Columns  This option is available when searching for data. If there are additional fields
that you can view in the Search results, the Customize Columns option will
allow you to add these fields to the results grid. You can click the Select All
button or Deselect All button to quickly change options.

Export You can use the Export option to quickly access the Export function. This lets
you export data in the search results grid to Microsoft Word (for mail merge or
emailing purposes), Excel or text file (See Section 18.5.Exports).

Since Search forms only retrieve a limited number of columns to show in the
results grid for speed reasons, when you export, EVE runs a command to fetch
additional columns before showing the Export form. If you don’t want that to
happen - i.e. you only want to export the information that is currently displayed
in the search results, hold down the Shift key on your keyboard when you click

Export.
Update Multiple You can use the Update Multiple Rows option to quickly make changes to
Rows multiple records of data (See Section 20.1.Update Multiple Rows).

Select All

The Select All button B is available on Search forms. Once you have completed a search for data elements you
can click this button to quickly select all the records in the results grid.

Deselect All

The Deselect All button L is available on Search boxes. Once you have completed a search you can click this
button to quickly deselect all the records in the results grid.

Views

The Views button ©H is available on Search boxes. Once you have completed a search for data you can click this
button to view the results in tile format, icon format, list format or details format. A fifth format called
Thumbnails is available on the Stock Item search form. If you have assigned product images to your stock items,
you can use the Thumbnail format to tell EVE to show the image of each item in the search results. You may
find this option useful if you use a touch screen.

Print

Look for the Print button =¥ throughout EVE to print reports and other useful information. You will be able to
print information to your printer, screen, email, file or Microsoft Excel.

Previous Record

4
The Previous Record button is available on a Data Entry form after you have opened a record from the
Search box. Click it to open the record that is before the current one in the Search box’s results grid.
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Next Record

»
The Next Record button is available on a Data Entry form after you have opened a record from the Search
box. Click it to open the record that is after the current one in the Search box’s results grid.

Default Values

.

The Defaults button = ' provides alternatives to quickly initiate data entry on any form.

Retrieve Defaults If you have previously defined default values for a data entry form, you can
click Retrieve Defaults to retrieve those defaults. For instance, if you are

Save Defaults entering new Aqualung wet suit stock items, you could open the Stock Item

form, choose Aqualung as the supplier, choose Wet Suits as the Stock Type and
click Save Defaults. Then, when you click New each time (or click Retrieve
Defaults), the default values are shown so you don’t need to pick the supplier
and stock type for each new wet suit you create.

Save Defaults As If you want to save multiple default forms (for example, you may have different
defaults for Purchase Orders from different suppliers), you can use the Save
Defaults As option to uniquely name each default set.

Lock / Unlock

Some records are locked when you open them - i.e. their data cannot be changed until you unlock them. For
instance saved invoices work this way so you don’t accidentally make changes to them.

The Lock/Unlock button & is visible on these types of records. If you have the required privilege (See Section
21.1.User Privileges) you can unlock the record to edit the data.

Linked Documents

Sometimes you might want to link documents or images to a record in EVE. For instance, you might want to link
a scanned image of a waiver form that shows the customer’s signature to their customer record. Or you might
want to save a photograph of a regulator brought in for repair and link it the work order.

Use the Linked Documents button to do this. The form below will be shown. This lists all documents
already linked to the record. Click the Acquire button if you have a camera, scanner or other device that can
be controlled from your computer and that can generate a file. Click the Add button if you already have the
document saved on your computer and you just want to link it to the record. Select a row in the grid and click
Email, Open or Print to perform the appropriate action on it.

a-) Linked Files - o2&

Dezcription Filenarme

4 AERYETED <ExportDin-%VERYE160.00C
Agualungl 272 <ErportDir-‘Aqualungl 272 et

If nothing happens when you click Open or Print, you need to install software appropriate
for the document - e.g. Adobe Acrobat Reader or Microzoft WWord for Windows

=

Add.. ‘ l Ermnail H Open

Acquire...
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2.5 Entering Required Data

Items marked with an asterisk (*) on data entry forms are required fields. The more information you enter, the

more effectively EVE will work. EVE will return an error symbol @ and the message Please Resolve the
Following Validation Errors and Try Again if you attempt to save data without the required information being
completed. Sometimes you may want to make other fields mandatory - e.g. you may want to make sure your
staff always capture an email address for new customers. To make a field mandatory, right click on its caption
and then click the Mandatory option.

2.6 Searching for Data

Searching for data is easy in EVE. Use the Find function anywhere in EVE to search for a specific piece of data
within a data type. For example, if you want to find a customer, click the Find button within the Customer
Module. Looking for a specific Purchase Order, click the Find button within the Purchase Order module. Each
time you use the find function, a Search box will open.

5. Customer Search E]@

General l Dates ]

First Mame | A Address Line 1 I

Last Mame | AT Zip AT Clear

Tel [Home] | s Customer |0 Hew

Tel fwfork] | AF Club M /ship # A lgii

Tel (Mohile] | A Dirivers Lic. #

Ermail | A Giroup Marme A

First Mame: | Last Mame Address Line 1 | Tel [Home) | Emnail | 1] | Credit | Sex|™
€ Rental .Equipment. 2 $0.00
€ wal ABKING 415 DELAFIELD AVENUE 3689862926 WL @yshoo.com 1217 40,00
€ ANDRES ABAD BOX 723 2063688336 ANDREAGEYShO... 5552 $000 Fo
€ MalR0 ABBALLE 99 CHESTHUT ST 2062569336 MaURO&Eypaha... 1889 000 M.
€ s ABBE 14-B TULIF DRIVE 2038869965 SAM@yahoo. com 5389 $0.00
€ ANNMARIE ABBOTT 23HARDING TERR 2089553343 ANMNMARIE@wa.. 9723 $0.00
€ Maplo Abbott 23HARDING TERR 2069553343 ANNMARIE®@ya.. 12243 $0.00
€ Palll A ARROTT N2 ROCK RN PNRRRZ4AN2 PAl I Afsuahnn 79R4 snnn F (¥
< ¥
: @ &}| |Found 5235 Do Mot Shiow Unavailable

Key fields related to the data type can be found in the top section of the form. These fields act as filters to
limit the data and narrow your search. You can search by typing data into any of the filter fields.

Some fields require an exact match before the data will be found. Other fields will allow you to search on close
data matches. These fields have a small box to the right of them called the Match Type box, marked as follows:

s A* - Match start of field. E.g. if you enter ‘sa’ into the First Name box when its Match Type is A*, customers
called e.g. Sam, Samantha, Sarah, etc will be found.

s *A - Match end of field. E.g. if you enter ‘son’ into the Last Name box when its Match Type is *A, customers
called e.g. Johnson, Davison, Jamison, etc will be found

s *A* - Match any part of field. E.g. if you enter ‘so’ into the Last Name box when its Match Type is *A*,
customers called e.g. Soper, Jason, Lasso, etc will be found

< A - Exact Match. E.g. if you enter ‘Smith’ into the Last Name box when its Match Type is A, only people with
a last name of Smith will be found.

You can click on the Match Type box to change the type of matching that will be performed. Searches in EVE are
not case sensitive. So, for example, if you type ‘sa’ into the First Name box, Sarah, sarah, sAraH, etc will all be
found.

Fields that are marked with a magnifying glass , allow you to filter data by using a pop up list box.

As you enter data into the search fields, that data field will turn bright yellow. If you have checked the Perform
Immediate Search when Criteria are Entered on Search Forms checkbox when setting EVE Options (See Section

42



4.3.1.EVE Options), the search process is automatic and the data that matches your search criteria will be
displayed in the Search results grid at the bottom of the box. Alternatively, you can initiate the search process
by clicking the Search button.

Note: when you see the magnifying glass icon next to a text box, you can double click on the text box to bring up
the associated data entry form. E.g. if you double click on the Customer name box on the Invoice form, the
Customer form will open for that customer in question. Alternatively, if you double click on the Stock Type text
box when you’re viewing a Stock Item, the Stock Type will open.

Some data types in EVE can be marked as Unavailable. This means that they remain on the database but are not
for general use. For example, if you used to stock a particular item for sale but no longer do, you could mark it
as Unavailable so it can no longer be added to new invoices. However, the record is still on the database so it
will appear in your end of year sales figures. Usually you will not want to include Unavailable items in your
search results. At the bottom right of some search forms is a link that lets you choose whether to include them
or not. By default, the link is set to Do Not Show Unavailable. Click on the link if you want to Only Show
Available or Show All.

When there is a large amount of data, the search process may take a few moments. If you have not selected any
search criteria, you may see a message that asks you to confirm you want to search the full database without
restriction. The message will read “You have not entered any search criteria. Do you want to see all entries on
the database?” Click OK if you want to continue or Cancel to enter some search criteria before searching.

In some cases, multiple tabs may be available in the Search box. For example, when searching for an invoice,
you can search by general data and/or by payment data. Often you will be able to restrict your search by date
categories.

55 Customer Search E]@
General Dates l
Creation D ate Between
Start of j
AndEnd of j Clear
Last Purchaze Date Between Mew
Start of ﬂ
AndEnd of = o
Last Updated D ate Between
Start of x|
AndEnd of 5 |
First Mame: Last Mame Address Line 1 | Tel [Home) | Emnail | 1] | Credit | Sex|™
€ Rental .Equipment. 2 $0.00
€ sl ABKING 415 DELAFIELD AVENUE 3689862926 WL @yshoo.com 1217 000
€ ANDREA ABAD BOX 723 2063688336 ANDREAGyaha... 5562 000 F..
€ MalR0 ABBALLE 99 CHESTHUT ST 2062569336 MaURO&Eypaha... 1889 000 M.
€ S ABBE 148 TULIP DRIVE 2038869965 SaMEyahon.com 5383 $0.00
€ ANNMARIE ABBOTT 23HARDING TERR 2069553343 ANMNMARIE GEya... 9723 000
€ Man-lo Abbott 23HARDING TERR 2069553343 AMNMMARIE s, 12243 $0.00
€ Palll A ARROTT N2 ROCK RN PNRRRZ4AN2 PAl I Afsuahnn 79R4 snnn F ¥
< ¥
: @ &p| |Found: 5235 Do Mot Show Unavailable

You can select data creation dates, update dates or specialized date categories such as last purchase date in
case of the Customer Search box.

In all cases, when you use filters and search for data, EVE will remember your data results the next time you
open the Search box. If you want to search for new results, click the Clear button or enter new search criteria.
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3 IMPORTING DATA

If you have the Can Import Data privilege set in User Privileges (See Section 21.1.User Privileges), you will be
able to import data from a number of sources into EVE. Select Import from the File menu. The following box
will appear:

Import “

Backup wour existing data first! Imports are irreversible; there 1s no way to go
back to your oniginal data once vou have run an import unless you take a
backup now.

Please close other programs before starting the Impart

() Import from an EVE version 4.2 or 4.3 database

(@) Import from Excel
Once you have imported data, you cannot undo the import. We therefore recommend taking a backup of your
database before importing data. Click the blue link at the top of the form to take a backup.

i) Import PAD| Student and Certification data

i) Import B2B data

3.1 Importing from a Version 4 (i.e. really old!) database

If you are an existing EVE 4 user, you can import your data into this version of EVE. When you click the Import
button, you will be requested to select your existing database. You should choose the EVE4.2 or EVE4.3 Back
End database - i.e. the file called EveBE.mdb. By default, this is located in c:\Program Files\ISSYS\User. If you
have a version of EVE older than 4.2, please contact EVE Diving and we will import your data into an EVE5
database for you. Once you have selected the database, EVE will show a prompt so you can confirm you want to
import the data. Only do this if you are sure you want to continue because the import process will first delete
all existing data in EVE5. Next, EVE will show a login form that lists all users of EVE4. You need to login using
your EVE4 username and password as a user that has Import privileges on EVE4. This is a security measure to
ensure untrusted employees cannot import your data into their own EVE5 database. Click OK to initiate the
import. This will potentially take several hours to complete depending on the amount of data you entered into
EVEA4.

3.2 Importing Microsoft Excel Data
You can import data from Microsoft Excel into EVE. The following types of data may be imported:

Profit Centers, Stock Types, Suppliers, Discount Bands, Tax Bands, Colors, Stock Items, Customers, Rental
Equipment, Course Types, Courses, Destinations, Boats, Trips, Hotels, Postcode Lookups, Invoices.
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o Import Excel Data H

To import data from BExcel, your spreadshest must have column headers
recognized by EVE (in amy order). For examples, please select a Data Type
and click "Show Template”. When data is in the required format, click
‘Import” and then select your spreadshest file. When you open the file the
import process will begin.

e recommend taking 2 backup of your database before running any
impaort process.

Data Type

Profit Centers ~
Stock Types Import
Suppliers

Discourt Bands

Tax Band
C?Dman ® Show Template

|Update Retail Prices

|Update Cost Prices
Customers
Rertal Equipment

Course Types

Courses

Destinations

Boats

Trips

Hrtels w7

You must ensure that the data in your Microsoft Excel spreadsheet is in the correct format before attempting to
import it. A Microsoft Excel template (containing some example data) for each data type is provided in the EVE

import folder (c:\program files\Integrated Scuba Systems\lmport). You can view the template by clicking the
Show Template button.

The first row of each template contains column headers. For example, the customer’s template contains the
following headers: First Name, Last Name, Middle Initial, Occupation, Date of Birth, etc. Your file does not
need to include all columns listed in the template. However, if your file does include a listed column, the
column header in your file must exactly match the column header in the template (for example, if you are
importing customer data, your column containing first names must have the text ‘First Name’ in the first row).
Columns in your file do not need to be in the same position as in the template. Before importing, EVE scans your
file and locates the positions of each column based on the text in the first row. Some columns are mandatory
and these columns are identified with a red header name. For instance, the customer import will fail if you do
not provide columns called First Name and Last Name. Any row containing data in the first name and last name
columns will be imported into EVE, regardless of whether there is any data in any of the other columns.

Each row (after the header row) in your Microsoft Excel spreadsheet corresponds to one record to be imported
(for example, one customer, one stock item, etc.). Each column in your Microsoft Excel spreadsheet
corresponds to one attribute of the record (for example, First Name, Last Name, etc.).

Note: once it has successfully imported a row, EVE writes an X to the first column of that row. This is so that if
the import process is interrupted, it can be resumed at a later date from where it left off. All rows containing
an X in the first column are skipped so the same data is not imported more than once. Be careful to ensure that
the first column is blank before you start the process. It does not matter what the column header is.

The Invoice import works slightly differently that the other types, because each invoice contains one record for
the invoice itself and then potentially multiple line item records and multiple payment records. For this reason,
when importing invoices, your Excel workbook must contain 3 sheets, one for the invoice record, one for the line
items and one for payments.
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3.2.1 Handling Duplicates

You may encounter duplicates when importing data. Some types of data in EVE require that each record has one
or more unique fields. For example, Stock Items must have a unique stock number and a unique barcode number
- the stock number of an item must be different than the stock number of all other items, and the barcode
number must be different than the barcode number of all other items. If you try to import a record into EVE
that would violate the uniqueness requirements, EVE will prompt you how you want to continue.

In the figure below, a stock item record is being imported that has the same stock number as an existing item.
You must tell EVE how to continue by choosing an option in the action section and optionally changing the value
in one or more of the white fields. You can scroll down to see all fields on the original and import row.

Duplicate Stock ltem

Duplicate Found

A Stock |kem iz beng mpoded that the same name as an exising item. The Stack lbem must be unigue, Fleaze
indicate how pau wenl b procesd

Esdzling lam [1 cf 1] Iergrcel Item T
StocklD | 7295 i
Stock# | G2 =2
Barcodelt |2 2 [:|
IrwvniceDesciption (12 L Tank 12 L Tank
StockTwpe |Tanks fillanks
tawfactrer | ScubzPro Scubapio
FrimarpColor [:| R
Actian
{71 Add Mes bam

(%) Oveswiite the exdzting iem with data from the Imgort file. Chick for Datalz ?
) Igrone e Impart em and continue with the nast row of Impoet data
) bt Eha Impor process

[] Do the zame whanaver this happans and dont prompt me 2gain
Apolke

Click Overwrite if you want to overwrite the existing record with data on the import record. You must decide
what you want to happen if there is no data in a particular column on the import row. You can choose to update
the corresponding column on the existing record to be blank or you can choose to leave the existing column
alone. The decision you make may depend on the circumstances: for instance, if you are importing a supplier
stock list to update prices on Stock Items from that supplier, you will probably leave the No In Stock column
blank on all rows in the import file. In this case you will not want to update the No In Stock on all existing
records as this would wipe out all your stock levels. However, if you are importing a list of suppliers because
addresses have changed, you will probably want to update existing data to blank if say the Address2 column is
blank on the import record. Not all columns have the option of being handled this way. For instance, columns
that are mandatory can never have a blank value on the import record. EVE will put an icon next to column
names for which this handling is valid beneath the query symbol. By default, the icon will be implying that the
existing value will be left unchanged if the import value is blank. Click on the tick to change it if you want the
existing value to be blanked out if the import value is blank.

When doing a stock item import it is possible that the record being imported has the same Stock No as one
existing record and the same Barcode No as a different existing record. In this case, EVE will report that
duplication errors have occurred on both stock # and barcode # and it will present both existing records to you as
well as the import record (there will be two icons next to the existing item text showing a one and a two. Click
on each icon to show the corresponding existing record). Be careful when handling this case - you will need to
choose carefully whether you want to update the existing record(s) and/or the import record before resolving
the duplicates.
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Click Retry if you want to instruct EVE to try again to import the same record. There is no point in doing this
unless you have made a change to the data in one of the white text boxes of the import item. For example, you
could change the stock # so that it is no longer the same as any existing stock #s.

Click New if you want to instruct EVE to create a new record. Again, there is no point in doing this unless you
have made a change to the data in one of the white text boxes of the import item - otherwise you will simply get
another duplication error.

Click Abort to abandon the import process. All data already imported will remain on the database.

3.3 Importing PADI Data

In the past, if you have notified PADI of customer certifications, you can import details of all those customers
and their certifications directly into EVE. This feature is only available once you have purchased EVE. Note: this
is a one-time-only download.

You can request your data at www.padi.com by logging in with your Store’s PADI Pros details and then by
clicking on the Toolbox menu and then the Resort and Retailer link. Then click the EVE data link in the ISSYS/EVE
section. Then click the Extract and Email EVE data button. An email will be sent with a Zip file attachment
containing your data to the email address that PADI have on file for your store. Save the attachment to your
computer and then Unzip it by right clicking on it and then clicking Extract All. You will be asked for a password
- this is the same password you used to login at www.padi.com. It works best if you extract the file into EVE’s
Import folder - i.e. C:\Program Files\Integrated Scuba Systems\EVE\Import or C:\Program Files (x86)\Integrated
Scuba Systems\EVE\Import. After extracting the data, you will see one file with a ‘PDI’ extension.

Start EVE. Once you have logged on, the data will automatically be imported. Alternatively, if the files are
located elsewhere on your computer disk, you can click the File menu and then Import and then Import PADI
Student and Certification data and manually choose the file to import.

PADI holds address data in a different format to EVE. So, after importing your data you may want to tidy-up
addresses by moving information between fields (for example, move data from the city field into the
postcode/zip field). You can do this by cutting and pasting.
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4 SETTING UP A NEW COMPANY

The Data Module is used to define all ‘static’ data in EVE - i.e. data that you will need to set up once and then
only change infrequently thereafter - e.g. the types of courses you teach, the payment methods you accept, etc.
Some data has been preloaded into the database. Other data, that is specific to your store, will need to be
added.

4.1 Creating New Data

'+ EVE: Roger Lockwood on (local)\EVE2008.eveTraining2008 =N o =%~
fde Ednt View TJools PADI Help
- ACME Diving
BO0AEE
\Deta

m [Compaund Store] - r Y
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S &) Customers - - =8 . & : : L
m ] Purchase Orders . Centfying Agencies New Find \ ¥ Cumencies l New \ Find
8_ & Coursas l . - : = "I =
8 £+ Trips , Cubs l New Find ’ + Customer Types l Mew I Find
=3 ] Rentals ; : : j 24
n /7 Senvicss 4 Club Membership Types [ Mew Find l <%} Denominations l New ' Find
g §, Contact Methods l New find \ *; Documents l New Find
] - ) e
g ) Cost Centers : New find ' £, Employees New Find
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10 June 2011 Store View:: [Compound Sore] V

Select the Data Module in the Hierarchy on the Main form. A list of all data types available will be shown in the
Button Array. Click New from any data type to add a new data element. A form will open allowing you to enter
information into the system.

4.2 Modifying Data

If you have converted your data from a previous version of EVE or another system, you may need to modify the
data to make use of the full functionality of EVE. In addition, EVE comes pre-loaded with a number of common
data elements (for example, PADI Course Types, Enrollment States, Enquiry Sources, etc.) that you may wish to
review for applicability to your business.

Choose the Data Module from the Hierarchy on the Main form. Select the specific type of data you would like to
modify and click the Find button. A Search box will appear allowing you to filter the data elements and narrow
your selection.

4.3 Setting Options

One of the first activities you will undertake is setting the options for your operation. Options determine how
EVE will react and can help you speed up data entry as well as to customize EVE to meet your organizations
operational procedures. To access Options, choose Options from the Tools menu.

You can set options to work on All PCs in your dive center or just This PC. A third option is available if you use
EVE in a multi-store enterprise that lets you set options for All PCs at This Store. This is particularly useful if
you have a number of locations, which have different operational procedures. Options that affect all PCs are
only valid when All PCs is chosen. Other options, e.g. those which impact the hardware tied to the specific PC
you are working on, are valid only when This PC is chosen. Options are disabled if they are not applicable.
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4.3.1 EVE Options

Use the EVE tab to set general behavior and start up options.

¥ Options (All PCs)

Prit Layouts || Printers

When EVE Starts. ..

Reminders

Staff kMemberz | Start/End of Day | Appearance || Sound | Backups | Emaill | Text Messaging
EVE Salez | Customers || Inventory | Courses | Tnps || Rentals || Services | Data Entry | Groups | Point Of Sale || Labels

[] Synchronize Date and Time with Server
The Server iz # hours ahead of thiz Time Zone

Check. for Reminders | Every Hour W

[ 1 Only show Feminders for User that is logged on

Perfarm Immediate Search when Criteria are entered on Search Forms

[ ] Show notification when incoming phone call detected [modem required]  Prefis to shrip
[] Mew PCs must be pre-registered befare gaining access to EVE

[ ] Change Ul Language when Emploves Logs In

I Language |[IJze Regional Setting: Language)

Show Database
Selector

Synchronize Date
and Time with
Server

The Server is X
hours ahead of this
Time Zone

Check For
Reminders

Show Database Selector determines whether or not the Database Selector form
will display on start-up allowing you to select the database you want to work
with. If you are in the training process, you may wish to have access to your
live database and the training database. When you are familiar with EVE, you
may want to turn off the database selector and always use the live database.

This option is only available if you are setting Options for this PC (as opposed to
All PCs).

If you want to ensure that EVE’s time and date stamps are aligned with your
server date and time, ensure this checkbox is checked. You may find this useful
so all PCs on the network write the same date and time to new invoice records.
If you are running EVE on a single PC, the checkbox has no effect.

The option is only available on Windows XP

If your database is hosted in a different time zone, you may want to specify a
time offset for the synchronization. E.g. if your database is hosted on a server
on US Eastern time, and you are located in the US Pacific time zone, you could
specify the value 3 so your local PCs are synchronized to exactly 3 hours behind
the time on the server.

The option is only available on Windows XP

You can set up reminders for employees to complete specific tasks. If you want
EVE to Check for Reminders and display them, you can set the checking period.
This is especially useful if you have remote access to EVE as you can send a
reminder to the central database from any location and have each of your
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Send Reminders
received on this PC
as SMS Text
Messages

Only Show
Reminders for User
that is logged on

Perform Immediate
Search When
Criteria Are Entered
On Search Forms

Show Notification
when incoming
phone call detected

Prefix to Strip

New PCs must be
pre-registered
before gaining
access to EVE

Change Ul Language
when Employee
Logs In

locations pick up the reminders on a regular basis.

Check this box if you want EVE to send a Text Message to the employee’s cell
phone when a task reminder is shown.

When Reminders are shown, you can either choose to have all reminders shown
regardless of who is currently logged on to EVE, or you can choose to only show
those Reminders for the currently logged on person (and those that are for ALL
employees).

If you want EVE to begin searching for data as soon as you enter criteria on any
search form, check this checkbox.

Otherwise, EVE will wait until you have completed your data entry and have
clicked the Search button to begin the search.

If you connect a phone line to your computer’s modem and then put a check
mark in this box, EVE will show a notification message when an incoming phone
call occurs. When you click on the notification message EVE will use the Caller
ID to perform a lookup of the customer’s details - much like what happens when
you call your local pizzeria and they know instantly what you ordered last time.

This service is applicable in certain regions only.

Enter the prefix to strip from the phone number before performing the search in
EVE for the matching customer record. E.g. if you have entered US phone
numbers on all of your customer records without the leading ‘1’ then enter 1
into the Prefix to Strip so EVE removes that from the Caller ID number before
searching. Otherwise no match will be found.

If this box is not checked, when a PC is used to access EVE that has not been
used before, EVE will show a list of Stores on the database so you can indicate
which Store the PC is in (if there is only one store on the database the prompt is
not shown - EVE just assigns the PC to the Store).

However, if the box is checked, EVE will only allow PCs access to the system if
the name of the PC is pre-registered on the database. You can do this in the
Data section by clicking New PC.

Leave the box unchecked if you want EVE to display text in a particular
language regardless of who is logged in. And then choose the language in the
pick list. Choose ‘Use Regional Settings Language’ to use the language that is
defined in the Regional settings of your Windows control panel (if available).

Put a tick in the box if you want EVE to change language when employees log in.
The language will be that defined in the ‘First Language’ text box on the
employee’s Customer record (if available).

EVE is currently available in English, Spanish and Italian.

4.3.2 Sales Options

Use the Sales tab to define how the Sales Module behaves. There are 3 sub-tabs: General, Accounts Receivables

and Print Action.
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General | Accounts Racsivablas | Print Action |
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Auto Generate Gift
Certificate Numbers

Auto Generate
Loyalty Card Numbers

Show ‘Source’ on
Invoice form

Use Sale Prices

Show Tax
Components On
Invoice

By default, gift certificate numbers are automatically generated by EVE. If
you have pre-printed certificates, you may want to change this behavior so
you can enter the number manually. When you are Selling Gift Certificates
(See Section 6.1.2.Selling Gift Certificates), the certificate number will
uniquely identify the certificate.

By default, loyalty card numbers are automatically generated by EVE. If you
have pre-printed cards, you may want to change this behavior so you can enter
the number manually.

Put a tick in this box if you want a picklist to appear on the Invoice form
called (Enquiry) “Source” so you can choose the reason that the customer
entered your store today - e.g. Passed the Shop, Yellow Pages, etc. The value
chosen is saved to the Invoice record. This is not to be confused with the
Enquiry Source box on the Customer form which lets you indicate how the
customer heard about your store.

This option is no longer available by default and has been replaced by the
Store Sale section on this tab (described below). If you prefer the ‘Use Sale
Prices’ method it can be re-instated. Please contact EVE Diving to do that.

Periodically you may want to have a sale at your store where you offer
discount prices on certain items. In advance you can define the appropriate
Discount Band (See Section 4.4.11.Discounts) that will apply to each item
during the sale (See Section 5.1.5.Stock Items). Then, on the day of the sale,
put a check mark in this box to activate those discounts. Remember to
remove the check mark when the sale is finished.

In some countries it is a requirement to show a breakdown of the different
taxes incurred on the printed invoice. If you want to show the breakdown (as
opposed to showing a single figure which is the sum of all taxes), check this
checkbox.
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Show Customer
Orders Prompt

Can Edit Existing Line
Items on Saved
Quotes

Perform Rounding Of
Line Items

Round Price Before
Calculating Tax

Ignore Cost Center

When Selling Stock Items (See Section 6.1.1.Selling Stock Items), the total
amount of the tax will show on the EVE form but individual taxes will display
on the printed invoice.

Check this checkbox if you want EVE to prompt you about creating a special
order for the customer when Selling Stock Items (See Section 6.1.1.Selling
Stock Items). If you add an item to the shopping basket that has no items in
stock, a prompt will appear to set up a special order. If you leave this box
unchecked, you can still create a Special Order using the Options button at the
bottom left of the Invoice form.

If this checkbox is checked, you will be able to modify the line items on a
Quote even after it has been saved.

If the checkbox is checked, EVE will round the tax and total on every
individual line item when it is added to the shopping basket. For example, if
the net price of an item is $97.50 and the tax rate is 17.5% then:

7

% If the option is checked, $17.06 will be written to the tax column and
$114.56 will be written to the line item total column.

< If the option is not checked, no rounding will take place and $17.0625 will
be written to the tax column and $114.5625 will be written to the total
column. (EVE will round the figures on the form so it will still show $17.06
and $114.56 on the form, but on the database it will save the additional
decimal places.) Rounding does not occur in this option until everything
on the invoice has been totaled.

If the checkbox is unchecked, EVE calculates the total invoice tax using
unrounded figures. Note: due to rounding, it is possible that the total tax on
an invoice may differ from the sum of the line items by a cent or two.

This checkbox is only available if you have already checked the Perform
Rounding of Line Items box. If checked, the Tax on line items is only
calculated after rounding has been performed on the Pre-Tax price. If not
checked, Tax is calculated on the pre-rounded price and then Pre-Tax and Tax
values are rounded.

By default, EVE keeps transactions relating to different Cost Centers separate.

Restrictions This is because a Cost Center represents a Company, so good book-keeping
practices require transactions to be kept separate. However, in some
situations you may want to relax these restrictions. If so, put a check in the
box.

Gift If your organization has multiple Cost Centers (See Section 4.4.7.Cost

Certificates/Cards Centers), you will need to decide whether Gift Certificates / Cards Can Be

Redeemable At Any Redeemed At Any Cost Center or only the cost center at which they were

Cost Center

purchased.

Include Tax in RP on
Stock Item Search

When the results of a stock item search are displayed, this box determines
whether the column that shows the Retail Price for each item includes Tax or
not.

Append Stock Item
Description #2 to Line
Item

Each Stock Item can have 2 descriptions. This is primarily for multi-lingual
locations that may have e.g. an English and a Spanish description. If you want
both descriptions to be appended together when an item is added to an
Invoice, put a check in the box.

Check Credit Card
Prefixes

Different credit cards have different allowed prefixes. E.g. MasterCard
numbers always start with 51,52,53,54 or 55; American Express numbers
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always start with 34 or 37, etc. On the Payment Methods form, you can
indicate which prefixes are allowed for each type of card (section 4.4.26). If
you want EVE to check prefixes each time a credit card number is entered in
the Sales module, put a check in the box.

Each Item appears on
its own Row in
Shopping Basket

By default, when you double click on an item to add it to the Shopping Basket
and then double click on it again, EVE simply increments the Qty value to 2. If
you hold down the Shift key when you double click for the second time, EVE
will add a second line to the Shopping Basket so both lines have a Qty of 1.
You can reverse this behavior by putting a check in the box. Then, by default,
each item will appear on its own row, and you can change the behavior back
so that the Qty is incremented by holding down the Shift key.

Show Prompt if no
match on Barcode
Search

If this option is ticked, when you scan a barcode on the Invoice form, a prompt
will be shown if there is no matching barcode found on file. If the option is
not ticked, no prompt will be shown.

Remember Customer
Credit Card Numbers

Check this checkbox if you want EVE to Remember Credit Card Numbers for
each customer. When you enter a credit card number into EVE, this data will
be stored in the Customers Module. If you choose to remember credit card
numbers they are encrypted on the database for security reasons. We do NOT
recommend you use this option.

Default Invoice Type

Use the Default Invoice Type to define the default invoice type when Selling
Stock Items (See Section 6.1.1.Selling Stock Items). EVE is delivered with
Sales Receipt as the default. Some locations - e.g. Resorts - may want to
change this to e.g. ‘Ongoing Invoice’ if customers usually have a tab for the
duration of their stay and make one payment at the end to settle the tab.

Refund Invoice Type

By default, when you create a Refund, EVE creates a Sales Receipt with
negative quantities. It does this so you can sell other items to the customer
on the same invoice. In some locations, it is a requirement that a different
Invoice Type is used to differentiate between sales and refunds. In that case,
choose a different Invoice Type here for Refunds.

Gift Certificate
Duration

Enter a positive number of months to specify the default duration of gift
certificates.  This will be used to calculate the expiry date when Selling Gift
Certificates (See Section 6.1.2.Selling Gift Certificates).

Quote Duration

Enter a positive number of months to specify the default duration of a
customer’s quote. This will be used to calculate the expiry date when
Creating a Quote (See Section 6.4.1.Creating a Quote).

Store Sale

If you plan to have a store sale, you can create a new pricing type/customer
type called e.g. Store Sale and assign Store Sale prices in advance for all items
that will be in the sale on the Prices tab of the Stock Item form. Then, choose
the Store Sale entry on the Options form to tell EVE that those are the prices
to use in the sale. And choose the start and end date of the sale.

Accounts Receivables

When Account
Balance Reaches Zero

Three alternatives are presented for account management:
< Automatically Close The Account

+ Ask Me If The Account Should Be Closed

« Do Nothing

When a customer makes a payment on account (See Section 6.2.7.Making
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Payments on Accounts) that brings the customer’s account balance to zero,
the option you select will determine the action when a customer fully pays off
his or her account.

Default Credit Limit Each account, when created, requires you to set a Credit Limit. EVE will warn
you when adding credit to the account if the credit limit is going to be
exceeded. You can set the default credit limit here. The default value is 999.

Print Action

Print Action When The dropdown lists in this section indicate what should happen when an
Item Sold invoice is saved that contains one of these items. The options in each
dropdown list are the same, i.e. Do Nothing, Print It and Show Print Prompt.

E.g. if you want EVE to ask if you want to print a Gift Certificate using EVE’s
template when the invoice is saved, choose Show Print Prompt in the Gift
Certificate list. If you want EVE to print the Gift Certificate immediately
without asking, choose Print It. If you have your own pre-printed gift
certificates, choose Do Nothing.

Note: the print options here do not affect whether the receipt is printed when
the invoice is saved. These options only determine whether a print out in
addition to the receipt is printed.

«  Gift Certificate

« Gift Card

« Course

< Trip

+ Resort Reservation
+» Rental Booking

< Service Booking

4.3.3 Customers Options

Use the Customers tab to define how the Customer Module behaves. There are 3 sub-tabs: General, Popup Notes
and Club and Loyalty Program.
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General

Options (ISSYSVAIO)

Print Layouts | Printers | Staff Members | Start/End of Day | Appearance | Sound | Backups | Email | Text Messaging

EVE Sales | Customers | |nventory | Courses | Trips
General | Popup Notes | Club and Loyaty Program

[ Search by Typing FirstMame first

[] Show Skype Options

[] Auto<Generate EVE Online Usemame and Password
[ Show Customer Number fields

[] Indicate when Max Length excesded for PIC Online

["] Show Reservation Form when Customer Form Loads

Auto Email when new Customer is saved
HTML file =
Subject Line |Congratulations

Default Address tab on Customer form
® Home ) Work
) Local () Reservation

(") Linked Customers

Rentals | Services | Data Entry | Groups | Point Of Sale | Labels

Customer Swipe Data

Show Swipe Information

Bxtract Info from Swipe Data on Customer form
BExtract Info from Swipe Data on Cust Search form

Save Customer Swipe Data
(®) Never

(_) Employees Only

() Customers and Employees

Y

General Tab

Search By Typing
First Name First

Show Skype Options

Auto-Generate EVE
OnLine Username
and Password

Show Customer
Number Fields

Show Reservation
Form when
Customer form loads

Check this checkbox if you wish to search for customers by first name rather
than last name whenever you use the Customer Search box, for example in the
Customers Module and when selling stock items.

When you start typing into a Customer name field, EVE will show the search
form automatically and, if you have put a checkmark in this box, the First Name
box will gain focus so the text you enter will go into the First Name search box.
Otherwise, the text will go into the Last name box.

Skype is an internet phone program that lets you make phone calls free of
charge to other Skype users. If you use Skype, put a check mark in this box to
turn on Skype features in EVE - e.g. you will see buttons on the Customer form
which you can use to automatically call the customer from EVE without having
to dial the number.

If you use (or plan to use) EVE OnLine (l.e. the e-Commerce companion product
to EVE), put a check mark in this box. Each time a new customer record is
created, EVE will auto-assign a username and password the customer can use to
log in to EVE OnLine. You can use this in conjunction with the ‘Auto Email when
New Customer is Saved’ option, to email the username and password
automatically to the new customer.

If you have imported customer data from another program, you may want to
turn on the Customer Number fields on the Customer and Customer Search
forms. Then you can see what Customer number was associated with each
customer in your old system. You may find this useful if you have memorized
customer numbers for your frequent customers.

You can use the Reservation form to indicate to EVE which are the most
important pieces of information you need to capture when new customers are
added. E.g. you may want to capture an email address and cell phone number
for everyone. You can have the Reservation form start up every time the
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Indicate when Max
Length exceeded for
PIC Online

Auto-Email when
new customer is
saved

Subject Line

Default address tab
on Customer form
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Customer form opens using this option. Otherwise you can click F9 on the
Customer form to open the Reservation form.

EVE can upload student and certification information to PADI using EVE’s
interface to PIC Online. During the upload, PADI impose a restriction on the
lengths of some information (e.g. address fields) that can be uploaded. Put a
tick in this box if you want EVE to show a red exclamation mark symbol when
you have typed more information into a field than can be uploaded to PADI.

e.g. in the screen snippet below, the red exclamation mark is shown as PIC
Online can only accept 34 characters in the Address Line 1 field and the user has
typed more than 34 characters.

Home Address | Local | Work | Reservation )
Country UNITED STATES l@
Line 1 18673 Manor - Green Grange Avenue 0
Line 2
City
State @]

Postcode |

If you have the ability to send emails on the PC, you can configure EVE to
automatically send an email to a customer when a new customer record is
added. To do this, you must create an email as an HTML file and indicate here
the path of that file. A demo HTML file called NewCustomer.htm is included
with EVE in the following folder: c:\Program Files\Integrated Scuba
Systems\EVE\User\Export

If you want, the email can contain the new customer’s EVE OnLine username
and password. To do this, add the following entries to the HTML file:

~EOLUserName~
~EOLPassword-~

Note: you may want to use the EVE Agent instead (click Tools then EVE Agent)
to perform a similar task. The EVE Agent lets you automate any number of
emails - e.g. the sending of Happy Birthday, Congratulations on Course
Completion, etc., etc.

Enter the Subject line that will be used for the New customer email.

There are 5 tabs in the address section on the Customer form: Home Address,
Local, Work, Reservation and Linked Customers. Choose which one of those 5
tabs you want to be active by default when the Customer form opens. The
default is Home Address.



Customer Swipe
Data

Popup Notes tab

Show Popup Notes
when Customer
Added to...

Show Popup Notes
when a Record is
Opened

If your customers and/or employees carry cards (e.g. drivers license, employee
card, etc.) with a mag stripe or barcode number on it, you may want to turn on
the swipe feature. If you put a tick in the ‘Show Swipe Information’ box, a
Swipe text box will appear at the bottom of the Customer and Employee data
entry and search forms. You can set focus to that text box and swipe the card.
If you have put a tick in the ‘Extract info from Swipe data on Customer form’
box then, when you swipe a card on the Customer form that EVE ‘knows about’,
information from the mag stripe/barcode will be extracted into the appropriate
entries on the Customer form - e.g. some drivers licenses hold customer name,
date of birth etc in the mag stripe and that can be extracted into the First
Name, Last Name and Date of Birth fields when the card is swiped. For EVE to
‘know about’ the information contained in the mag stripe on the cards you
intend to swipe, EVE needs to be programmed with information about the mag
stripe format. EVE Diving will charge to set that up on your database. If you
have put a tick in the ‘Extract info from Swipe data on Cust Search form’ box
then, when you swipe the card on the Customer Search form, information from
the mag stripe will be extracted into the search criteria fields.

Save Customer Swipe Data: There are two ways you can use the swipe data.
The first is to extract the information from the mag stripe as described above.
The second is to use the mag stripe information itself to search on. I.e. in this
case, EVE does not need to extract the information contained in the mag stripe.
Instead, you can save the mag stripe information to the customer or employee
record and then use the Swipe box on the customer/employee search form to
search based on that swipe data later. In the case of employees, the swipe
data can also be used to login/logoff and/or clock in/clock off. You can choose
whether the full mag stripe information is saved to customer and/or employee
records using the ‘Employees Only’ and ‘Customers and Employees’ options.

NOTE: before turning on Swipe features, make sure it is legal to extract swipe
information and/or store swipe information in your location.

Popup notes can be added to customers if you wish. These notes will popup to
remind you when you add the customer to an invoice, rental booking, service
booking, course or trip. E.g. you could add a note to Peter Smith that he left
his wallet last time he was at the store. When Peter Smith is next added to an
invoice that note will pop up to remind the employee.

You can indicate whether you want this feature to be turned on by putting
check marks in the appropriate boxes:

Invoice/Quote: notes will appear when customer added to invoice or quote
Rental Booking: notes will appear when customer added to rental booking
Service Booking: notes will appear when customer added to service booking

Course: notes will appear when customer is manually added to a course (i.e. by
opening the Course form, clicking on the Customers tab and then clicking the
Add button).

Trip: notes will appear when customer is manually added to a trip or day/trip
(i.e. by opening the Trip form, clicking on the Customers tab and then clicking
the Add button).

Sometimes you may want those popup notes to also appear when you open an
existing Rental or Service Booking. If so, put a tick in the Rental Booking and/or
Service Booking box.
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Popup Notes to
Show

Use Modal Popups

Customer Birthday: if today is the customer’s birthday, a pop-up note will be
shown to remind you to congratulate them.

Customer has no email address on file: if the customer has not told you their
email address, EVE will inform you so you can add it to EVE.

Customer has an Qutstanding A/R balance: if the customer owes you money, you
will be notified.

Customer is a Credit Risk: if you have marked the customer as a credit risk (on
the Details page of the Customer form), you will be notified.

Customer is a member of the Loyalty program: if you use the loyalty program
feature in EVE, EVE will inform you that the customer is a member.

Customer owns multi-sale items: if e.g. the customer has an Air Fill card with
fills outstanding, EVE will remind you.

Customer is Certified: the customer’s certification level will be shown if:

i) the Completion Status of the certification is either ‘Certified’ or
‘Referred to another store’.

ii) the Course Type of the certification has a ‘Certification Priority’ > 0.
This lets you specify that a certification of e.g. Open Water Diver is
reported but Drift Diver is not.

Customer is NOT Certified: if the customer does not have a Certification on file,
EVE will let you know

Customer’s Club Membership will expire within X days: if the customer is a club
member and their membership is due to expire within the number of days you
specify, EVE will remind you.

Customer’s Quote will expire within X days: if the customer has a Quote that is
due to expire within the number of days you specify, EVE will remind you.

Customer’s Invoice is due to be paid within X days: If the customer has an
Invoice whose payment is due, EVE will remind you.

Customer owns invoices of the following type: indicate which types of invoices
you want to be notified about: e.g. Ongoing Invoices and Layaways.

If this box is checked, the sales clerk will need to close the Popup Notes form
before they can proceed with other actions in EVE. If not checked, the user can
continue with other tasks - the Popup Notes form will remain open at the
bottom left of the screen.

Club and Loyalty Program tab

Automatically Set
Club Membership
Number

Automatically Set
Club Membership
Card Dates

Club Membership
Renewal Date
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If you check the Automatically Set Club Membership Number checkbox, EVE will
assigh a membership number to each new club member when you are adding
customer details (See Section 7.2.2.Adding Club Memberships).

Check this option to instruct EVE to automatically assign valid dates for club
memberships when adding customer details (See Section 7.2.2.Adding Club
Memberships). The dates will be based on the renewal date alternatives you
choose in the next field.

Four alternatives are provided for club membership renewal:

®,

% Renewal Date: A Year From Today



Loyalty Program

Automatically Assign
Loyalty Credit when
Invoice Saved

Loyalty Program Gift
Cards Type

Percentage of Net
Sales

Gift Card Stock Item

Loyalty Account
Stock Item

<+ Renewal Date: A Year From The End Of The Month
«» Renewal Date: Start Of The Year
% Renewal Date: Day XX Of MONTH

Choose the option which best reflects your club membership rules and the Club
Membership Renewal Date will be automatically set when adding customer
details (See Section 7.2.2.Adding Club Memberships). You can manually change
the renewal date for an individual if you choose - this option only determines
the default date.

You can choose to run a loyalty program in EVE if you wish. Under this scheme
you can assign credit to members of the program based on their sales activity at
your store.

The credits are assigned to their loyalty card and that card can be used as a
payment method in EVE. See section 7.7 Loyalty Program for more information
on setting up and using the loyalty program.

Put a tick in this box if you want loyalty credit to be assigned as soon as each
invoice is saved. If you choose this option, you can show how much credit the
customer earned on the printed receipt. Leave the box unticked if you want to
manually assign credit to loyalty members - e.g. at the end of each day or each
week, etc.

Loyalty cards in EVE are a special type of Gift Card. You can indicate using this
option whether you want loyalty cards to be kept separate from other gift cards
(i.e. by choosing ‘Loyalty Program’ as the gift card type) or whether you don’t
want to distinguish loyalty cards from other gift cards (i.e. by choosing
‘Standard’ as the gift card type). In the latter case, if a customer owns a
standard gift card and then becomes a loyalty member, their loyalty credit will
be added to their existing gift card.

Enter the percentage value to be used for the loyalty program. E.g. if you want
customers to get $10 loyalty credit for every $100 spent in the store enter 10.
Note: this option is only available if you have not ticked the ‘Automatically
Assign Loyalty Credit when Invoice Saved’ option. If that box is ticked, the
amount of credit to assign is calculated using the Loyalty % value on each Stock
Item sold - see section 5.1.5

If you have not ticked the ‘Automatically Assign Loyalty Credit when Invoice
Saved’ option, when assigning credit to a customer’s gift card, EVE creates an
invoice in the background as a means of keeping a paper trail for accounting
purposes. The invoice has 2 line items on it - the Gift Card Stock Item
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Loyalty Card Cost
Center

Loyalty Program
Membership

represents a stock item that assigns credit to the card. The Loyalty Account
Stock Item represents a stock item to keep track of the loss your store is making
by giving these bonuses to your customers. l.e. if $5 of credit is assigned, the
invoice will have 2 line items: Gift Card Stock Item $5 and Loyalty Account
Stock Item -$5. The invoice has a balance of zero as a result.  You are advised
to use different Profit Centers for both stock items: e.g. the Gift Card Stock
Iltem may have a stock type in the Gift Certificates Profit Center (or you could
create a new Profit Center called e.g. Gift Cards) and the Loyalty Account Stock
Iltem may have a stock type in the Loyalty Program Profit Center. When you run
your Profit Center report you will then be able to account for the credit being
assigned.

Use these 2 options to select the stock items you wish to use for the Gift Card
Stock Item and Loyalty Account Stock Item.

If the ‘Automatically Assign Loyalty Credit when Invoice Saved’ option is ticked,
EVE saves the amount of credit to each line item as its paper trail and therefore
does not need to create the Invoice described above.

Pick the Cost Center that Loyalty Cards will be assigned to.

You can choose whether all new and existing customers are part of the loyalty
program or whether you want to manually select people to be part of the
program. In the latter case you can either use a Group - i.e. all members of the
Group are in the loyalty program or you can use a Club - i.e. all members of the
Club are in the loyalty program. Choose the appropriate Group/Club in this
section.

4.3.4 Inventory Options

Use the Inventory tab to define how Inventory behaves.

¥ Options (Al PCs)

Prink Layoutz | Printerz || Staff Members | Start/End of Day | Appearance | Sound | Backups | Email | Test Meszaging
EVE Sales | Customers | Inventory | Cowrses | Trips | Rentals | Services | Data Entry | Groups || Point OF Sale | Labels

Stock Level Change Action
(%) Ask user for a reason for the change
() Record who made the change but don't ask for the reason

Perform rounding of Line [bems
[] Synchronize Retail Prices across all Cost Centers
[ *when cloning stock items, copy Fietail Price

[] ...and copy all hard-coded' customer-type Prices
[ when cloning stock, items, copy Cost Price(s)

Inventary Tracking Method

(#) FIFO [First In First Out]
() LIFO [Last In First Out)

Mewszletter Settings “ m

Stock Level Change When you change the No. In Stock on the Stock Item form, EVE can prompt you

Action
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Perform  Rounding
Of Line Items

Synchronize Retail
Prices across all
Cost Centers

When cloning stock
items, copy Retail
Price

...and copy all hard-
coded customer
type prices

When cloning stock
items copy Cost
Prices

Inventory Tracking
Method

user for a reason for the change” if you want users to be prompted. Choose
“Record who made the change but don’t ask for the reason” otherwise. You can
see who made changes by double-clicking on the gray column on the left of the
grid on the Stock Levels tab of the Stock Item form. Note: this feature was
added in EVE version 5.8, so if you see no information when you double-click
that probably means the item was added before version 5.8

If the checkbox is checked, EVE will round the tax and total on every individual
line item when it is added to a Purchase Order. For example, if the net price of
an item is $97.50 and the tax rate is 17.5% then:

< If the option is checked, $17.06 will be written to the tax column and
$114.56 will be written to the line item total column.

% If the option is not checked, no rounding will take place and $17.0625 will
be written to the tax column and $114.5625 will be written to the total
column. (EVE will round the figures on form so it will still show $17.06 and
$114.56 on form, but on the database it will save the additional decimal
places.) Rounding does not occur in this option until everything on the
Purchase Order has been totaled.

With the checkbox unchecked, EVE calculates the total Purchase Order tax using
un-rounded figures. Note: due to rounding, it is possible that the total tax on a
Purchase Order may differ from the sum of the line items by a cent or two.

If you have multiple Cost Centers defined, you can have different retail prices
for the same item in each Cost Center. Put a tick in this box if you want to
override that and keep the prices the same in each Cost Center. i.e. when you
update a price in one Cost Center it will be copied to the other Cost Centers for
the item.

If you’re creating a lot of similar stock items, you can create one and then clone
it - i.e. create a copy - and then make small changes such as the color and/or
size. You can choose whether retail prices are copied to the cloned stock item
or not using this checkbox

You can define multiple prices for each stock item based on the Customer Type.
You can either define discounts based on the customer type or you can hard-
code prices on individual stock items. i.e. manually type a price into the price
grid. When you clone an item, if this checkbox is checked, those manually
typed prices will be copied to the cloned item.

If this box is checked, Cost prices will be copied to the cloned item.

Two alternatives are provided for inventory tracking

«» FIFO (First In First Out)

+» LIFO (Last In First Out)

Choose the option that best represents your inventory costing needs.

The alternative you choose will determine which specific Stock Items are
removed from inventory when sold based on the date the stock items were
received. Using FIFO, the stock item with the oldest date will be sold first.
Using LIFO, the stock item with the newest date will be sold first.

4.3.5 Courses Options

Use the Courses tab to define how the Courses Module behaves.
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¥ Options (AllPCs)

Staff Members
Customers | Inventory | Courses | Trips

Text Meszaging
Foint Of Sale | Labels

Print Layouts | Printers E mail

EVE Sales

Start/End of Day | Appearance | Sound | Backups

Rentalz | Services | DataEntry | Groups

Wwhen Courze rescheduled, update Course #
[] Add Interest on Course Completion

Enable Swirmming Options [Course Location + Term)
on Course Search form

Course # Format | <Prefiey <StatDater <StorelDs>

Courze # Date Format | short date

Diuring Courze Creation wihen Courses are Pasted on Calendar

Inzist on at least one Module being on the Cowrse Start Date ) Link Stock Items from Course being Copied

(*) Link Stock Items bazed on Fules
() If Original ltems dan't match Fules, Ask

[] Insist on at least one Madule being on the Course End Date
[] Only Staff &lowed to Teach the Course Type can be added
[ Show Booking Wizard when Customers added on Course form

Yw'hen zeling Courses

Show Prompt if no M atching Stock ltems

() Set default amount being paid ko the full price of the course
(*) Set default amount being paid ko the Deposit amaunt

Show Course Balance Due in Invoice Line Item Nates

PICz OrLime

PIC Status when Certs are entered kanually
Do Mot Upload
‘Retum Card to' | Store

[ Update Pending Certz... ]

Mevsletter Settingz l

Course # Format

Course # Date
Format

When Course
Rescheduled,
update Course #

Add Interest on
Course Completion

Enable Swimming
options

Insist On At Least
One Module Being
On The Course Start
Date

Insist On At Least
One Module Being
On The Course End
Date.
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Set the Course # Format.
date.

The default is the course type prefix and the start

This format is used when you are Creating a New Course (See Section
9.1.1.Creating a New Course) to automatically set the course number. For
example, if you use the default format, and create a new course starting on 1
January 2008, EVE will set the course number to “OW 1/1/08”

Choose the Date Format. The default is ‘short date’. You could change this to
e.g. “long date” or to your own specific format for example, dd/MMM/yy

This affects the format that the date is shown in the course number.

Put a check mark in this box if, when the Start Date of a course is changed, the
Course number should change to reflect the new date. If not checked, the
original course number will be retained.

On the Course Types form (section 4.4.8) you can indicate course types that are
pre-requisites of other course types. E.g OW is a pre-requisite of AOW. Put a
check in the ‘Add Interest on Course Completion’ box if you want EVE to
automatically add interest in follow-on courses when a customer completes
their course - e.g. if an interest in AOW should automatically be added when
OW is completed.

If this box is ticked, Course Location and Term pick lists will be shown on the
Course search form.

When this checkbox is checked, you will not be able to save a new course (See
Section 9.1.1.Creating a New Course), unless this condition is met.

When this checkbox is checked, you will not be able to save a new course (See
Section 9.1.1.Creating a New Course), unless this condition is met.



Only Staff Allowed
To Teach The
Course Type Can Be
Added

Show Booking
Wizard when
Customers added on
Course form

Show Prompt if no
Matching Stock
Items

When Selling
Courses

When Courses are
Pasted on Calendar

Use this option to ensure only those employees authorized to teach this specific
course in Employees (See Section 4.4.15.Employees) are listed when Creating a
New Course (See Section 9.1.1.Creating a New Course). E.g. a particular
employee may be allowed to teach OW courses but not DiveMaster courses.

If the checkbox is not checked, all employees that are authorized to instruct
[i.e. the employee must be marked with a Customer Type (See Section
4.4.10.Customer Types) that has been defined as having a Course Role] will be
displayed when Creating a New Course (See Section 9.1.1.Creating a New
Course).

When you add a customer directly to a course (i.e. by not selling them a place
on an Invoice), you can choose whether they should just be added with no
further processing, or whether the booking wizard should be shown.

When a new course is created, EVE looks at the rules defined on the Links tab of
stock items to determine if any of those stock items should be linked to the new
course - i.e. whether they can be used to sell places on the course. If no
matching stock items are found, EVE can show a prompt so you can quickly
create a stock item for the course. If you want that prompt to show, put a tick
in the “Show Prompt if no Matching Stock Items” box.

Two alternatives are provided for handling course deposits when Selling Courses
(See Section 6.1.4.Selling Courses):

®,

% Set default amount being paid to the full price of the course

®,

% Set default amount being paid to the deposit amount
Choose the alternative that best meets your needs.

If you generally charge the client the full amount of the course on enrolment,
you will choose the full price default. If you generally charge only a deposit and
charge the balance at some later date, you will choose the deposit default.
This option will drive the amount being paid when Selling Courses (See Section
6.1.4.Selling Courses).

®,

«+ Show course balance due in Invoice Line Item notes

Check this box if you want EVE to show on the printed receipt how much is still
due to be paid by the customer for their course if they initially made a down
payment.

Stock Items that are used to sell Courses can have ‘rules’ applied to them that
allow new courses to be automatically linked to them. E.g. an Open Water
stock item could have rules defined so that all new OW courses starting on a
weekday are automatically assigned to it. New OW courses starting at the
weekend may be linked to a different stock item. If you copy and paste a
weekday course to a weekend start date, EVE needs to know whether the stock
item(s) linked to the original course should be applied to the new course or
whether the weekend stock item should be used instead.

Link Stock Items from Course Being Created: copy the stock item(s) from the
original course to the new one regardless of whether the rules apply.

Link Stock Items based on Rules: ignore the stock items that are linked to the
original course and use stock item Rules to find any stock items that match and
link those to the new course.

If Original Items don’t match Rules, Ask: if stock item(s) linked to the original
course do not match those that are appropriate to the new course based on
stock item rules, ask the user how they want to proceed.

63



PIC Status when
Certs are added
Manually

‘Return Card To’
option

Update Pending
Certs

Show a Prompt
when submitting PIC
if a Registration
Code is required but
none is present

Usually EVE automatically tracks PIC status - i.e. it keeps track of which
students on which courses still need to be added to PICs OnLine. However, if
you manually enter a Certification record for a student, EVE needs to know
what PIC status to assign. In most cases, you will want the default PIC status in
this case to be ‘Do Not Upload’ or possibly ‘Notified by Post’. However, if you
do not use EVE’s Courses module and you just track certifications by adding
them directly in EVE, you may want to change the default to ‘Pending’ - i.e. the
certification still needs to be added to the PIC.

Indicate the default destination of the PIC card. New certifications will be
marked with this value by default. Note: you can open any individual
certification and change the value - e.g. if the default is “return to store”, you
could change a particular certification to “return to student”.

Click this button to update all certification records that have not yet been sent
to PADI to have the value defined in the “Return Card To” box.

On the Pending PIC form, if you try to submit a PIC for which a Registration
code is required but none is present (i.e. you have not entered one onto the PIC
OnLine tab of the Certification form), and this box is ticked, EVE will show a
prompt so you can enter a Registration Code. If the option is not ticked, EVE
will not show a prompt and the PIC will be submitted without a Registration
Code. In this latter case, you will be charged 1 PIC credit.

4.3.6 Trips Options
Use the Trips tab to define how the Trips Module will behave.

Options (All PCs) - oIEN

Prinl Layouts | Prrders | St Members | Sted/End of Day | fppearence | Sound | Backups  Email | Test Messaging
EVE | Sales | Customers | knventory | Courses  1nPS | Rentals | Services | Data Bniry | Groupe | Point OF Sale | Labels

Trip & Fomat | < DestnationPrefocy <Start Dates |+ When Trp reschadulad, update Trp #
Diay Trip & Format | <BostPrefics <StedDabes [[] Show Boaking Wizard when Customers added on Trip form
Fickup & Foemal | <VanPrefocs <StarDates (| Trips: Shaw Prompt if no Matching Stock tema
Trip # Dete Format | short date : Diay Tripa: Show Prompt £ mo Matching Stock Rems

Trip & Time Fomat |

When selling Trps

Vhen Trps are Pasted on Calendar

& Sai defaull amount being paid 1o the full pice of the tip Link: Stack bems from Teip being Copied
Set default amount being pand to the Dapost amount Link Stock bema based on Rubss
[#] Show Trip Balance Due in Inwoice Line Bem Nofes | If Orignal ems don't match Rules, Ask
When e Rem price changed, change Trp price alsa Copy Customers?
[ Thps?
[ Day Trips?

Trip # Format
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[#] Simple Bookings?

Set the Trip # Format. The default is the destination prefix (defined in
Destinations (See Section 4.4.13.Destinations)) and the start date.

This format is used when you are Creating a New Vacation Trip (See Section
10.1.1.Creating a New Vacation Trip) to automatically set the trip number. For
example, if you use the default format, and create a new trip to Cozumel
starting on 15t January 2008, EVE will set the trip number to “Coz 1/1/08”



Day Trip # Format

Pickup # Format

Trip # Date Format

Trip # Time Format

When Trip
Rescheduled,
update Trip #

Show Booking
Wizard when
Customers added on
Trip form

Trips: Show Prompt
if no Matching Stock
Items

Day Trips: Show
Prompt if no
Matching Stock
Items

Use ‘Classic’ Style
Pickups - i.e. linked
to individual trips

Set the Day Trip # Format. The default is the boat prefix (defined in Boats (See
Section 4.4.1.Boats) and the start date.

This format is used when you are Creating a New Day Trip / Charter (See
Section 10.2.1.Creating a New Day Trip/Charter) to automatically set the trip
number. For example, if you use the default format, and create a new charter
on the Wave Rider boat starting on 1t January 2008, EVE will set the trip
number to “Wave Rider 1/1/08”

If you have left the “Use Classic Style Pickups” checkbox un-ticked, then you
can create Trip Pickup records that behave much like trips - i.e. you can create
a Pickup on a particular date and time and assign a bus/van driver and assign
customers that will be picked up. Use this text box to set the Pickup # format.
The default is the Van prefix and the start date.

Choose the Date Format. The default is ‘short date’. You could change this to
“long date” or to your own specific format for example, dd/MMM/yy

This affects the format that the date is shown in the both the Trip # and the Day
Trip #.

Choose the Time format. The default is ‘h:mm tt’ e.g. 9:30 AM

This affects the format that the date is shown in the both the Trip # and the Day
Trip #. Other appropriate values are : t (i.e. short time pattern taken from the
computer’s Regional Settings) and T (i.e. long time pattern taken from the
computer’s Regional Settings)

Put a check mark in this box if, when the Start Date of a trip is changed, the
Trip number should change to reflect the new date. If not checked, the original
trip number will be retained.

When you add a customer directly to a trip (i.e. by not selling them a place on
an Invoice), you can choose whether they should just be added with no further
processing, or whether the booking wizard should be shown.

Check this checkbox if you want to be prompted to create a stock item when
Creating a New Vacation Trip (See Section 10.1.1.Creating a New Vacation
Trip). To sell places on the trip, a stock item will need to be created.
However, if you run multiple trips to the same destination and the price is
always the same, you may choose to create one stock item linked to the
Destination rather than to each individual Trip.

Check this checkbox if you want to be prompted to create a stock item when
Creating a New Day Trip / Charter (See Section 10.2.1.Creating a New Day
Trip/Charter). If each day trip/charter has a unique price, you will check this
box and create a stock item for each unique day trip/charter. If, however, the
price of day trips/charters is the same for each destination and/or boat, you
will create a stock item for the Boat (See Section 4.4.1.Boats) or Destination
(See Section 4.4.13.Destinations) to which the charter relates rather than for
each individual charter.

In EVE 5.8 and earlier, Trip pickups were linked to individual Trips. i.e. you
could indicate on the trip form which customers want to be picked up from their
hotel. In 5.9 and later, you can choose to use pickups that way or to create
Pickup records which are not linked to any particular trip. In this new way, you
can create a Pickup record, assign a driver, assign a date/time and assign
customers. Busy resorts may have multiple Pickups scheduled on the same day
that service different hotels. Put a tick in this box if you want to use the
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When Selling Trips

When Trips are
Pasted on Calendar

Copy Customers?

original way of doing pickups. Leave the box unticked to use the new way.

Two alternatives are provided for trip deposits:

7

% Set default amount being paid to the full price of the trip

R/

% Set default amount being paid to the Deposit amount
Choose the alternative that best meets your needs.

If you generally charge the client the full amount of the trip when they reserve,
you will set the default to the full price of the trip. If you generally charge only
a deposit and charge the balance at some later date, you will set the default
amount to the deposit. This selection will drive the amount being paid in the
trip price when Selling Trips (See Section 6.1.5.Selling Trips).

7

+« Show Trip balance due in Invoice Line Item notes

Check this box if you want EVE to show on the printed receipt how much is still
due to be paid by the customer for their trip if they initially made a down
payment.

Stock Items that are used to sell Trips can have ‘rules’ applied to them that
allow new trips to be automatically linked to them. E.g. a Trip to Cozumel
stock item could have rules defined so that all new trips between March and
October are automatically assigned to it. New Cozumel trips between
November and February may be linked to a different stock item. If you copy
and paste a March-October trip to a start date in January, EVE needs to know
whether the stock item(s) linked to the original trip should be applied to the
new trip or whether the November-February stock item should be used instead.

Link Stock Items from Trip Being Created: copy the stock item(s) from the
original trip to the new one regardless of whether the rules apply.

Link Stock Items based on Rules: ignore the stock items that are linked to the
original trip and use stock item Rules to find any stock items that match and
link those to the new trip.

If Original Items don’t match Rules, Ask: if stock item(s) linked to the original
trip do not match those that are appropriate to the new trip based on stock
item rules, ask the user how they want to proceed.

Put a tick in the “Trips” check box if you want customers to be copied from the
original trip to the new trip when a Trip is copied and pasted on the Calendar.

Put a tick in the “Day Trips” check box if you want customers to be copied from
the original trip to the new trip when a Day Trip is copied and pasted on the
Calendar.

Put a tick in the “Simple Bookings” check box if you want customers to be
copied from the original to the new booking when a Simple Booking is copied
and pasted on the Calendar.

4.3.7 Rentals Options

Use the Rentals tab to define how the Rentals Module will behave.
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L Options (Integrated Scuba Systems)

EVE Sales

Frofile Form

Frint Lapouts | Printers | Staff Members | Start/End of Dap | Appearance | Sound | Backups | Email
Cuztamers | [nwentory | Courses | Trips

Period of Grace before [tems become Overdue |1 Hours

Stock. Type to uze when Rental Gear iz Corverted

10 of Ower of Bental Equipment |2

Create a Rental lterm when a sale iz made to the Rental Equipment Dwhner

Ornly include itere available bebween the baoking dates
whien a Profile Itenn is clicked...
() Shaow a List of Matching Items

(%) Choose a Matching Item for me
() Indicate Any [kem of this Type and Size iz required

When Rental Booking i [nvoiced
Show Check-Out Prampt
Booking will be Locked when Dpened

Text Meszaging
Rentals | Services | DataErtry | Groups | Point Of Sale | Labels

ta Stock lkem Rental Sell Of

Cancel

[ = |

Mewsletter Settings ]

Period Of Grace
Before Items
Become Overdue

Stock Type To Use
When Rental Gear Is
Converted To Stock
Item

ID of Owner of
Rental Equipment

Create a Rental Item
when a sale is made
to the Rental
Equipment Owner

Only Include Items
Available Between
The Booking Dates

Enter a positive number in the text box. When customers are Returning Rental
Equipment (See Section 11.1.4.Returning Rental Equipment) within this amount
of time after they were due, the items will not be marked as overdue. i.e. they
will not be charged a penalty payment.

EVE offers the option to convert rental equipment to a Stock Item (See Section
5.1.5.5tock Items). When Selling Rental Equipment (See Section 6.1.7.Selling
Rental Equipment) you will sell the Stock Item and then adjust your rental gear
list. Select the Stock Type to use when converting your rental gear to Stock
Items.

This is the ID of the customer that ‘owns’ all rental equipment. When new
items of rental equipment are created, they are automatically assigned to this
customer. By default this is set to the value 2 - i.e. the .Rental. .Equipment.
customer.

Inventory items and Equipment (Rental) items are 2 different entities. E.g. you
may have a single inventory item called ‘Mk25’ and 10 ‘Mk25’ equipment items
numbered Mk25-1, Mk25-2, Mk25-3, etc. To sell an item, you need an inventory
item. To rent an item you need a equipment item.

If you sell an item to the special EVE customer called ‘Equipment Rental’, you
can instruct EVE to generate an item of equipment for you. To do that put a
tick in the ‘Create a Rental Item when a sale is made to the Rental Equipment
Owner’ box.

Check this checkbox if you want only those pieces of equipment that are not
already booked out to appear when using the equipment profile (See Section
11.1.1.Adding Gear to the Dive Bag).

i.e. when you click on e.g. the Large item on the Rental Profile form when
selecting Wet Suits, if this option is checked, only Large Wet Suits that are not
already booked out will be listed for you to choose from. If the option is not
checked, all Large Wet Suits will be listed regardless of whether they are
already booked.
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When A Profile Item
Is Clicked ...

Show Check-Out
Prompt

Booking Will Be
Locked When
Opened

Three alternatives are provided for using the equipment profile (See Section
11.1.1.Adding Gear to the Dive Bag) to create a rental booking.

s Show A List Of Matching Items will display all items of the type and size
selected so you can choose which one to assign,

% Choose a Matching Item for Me will cause EVE to automatically assign an
item that matches the selected criteria.

« Indicate Any Item of This Type and Size Is Required causes EVE to indicate
an item of the type and size is required but not to assign an actual item at
that time. This may be useful at establishments with large rental
departments where it is necessary to log customers’ needs quickly and then
to assign the actual items of equipment later at the rental desk.

Check this checkbox if you want EVE to ask you whether rental items should be
checked out when a rental booking is added to an invoice (See Section
6.1.6.Selling Rental Bookings). Whether you check the box or not depends on
whether you want to check out equipment when the booking is first created or
when you charge for the booking.

You can choose if the rental Booking will be Locked when Opened, by placing a
check this checkbox.

Put a check in the box if you want bookings to be finalized as soon as they are
paid for. Remove the check if bookings still need to be changed afterwards.

Which option you choose depends on whether you assign actual items of
equipment up front, or whether you charge first and then assign the actual
items later.

4.3.8 Services Options

Use the Services tab to define how the Services Module will behave.

Options (AlLPCs)

When Service Booking iz [nvoiced

Labels | Printers | Coolbars | Start/End of Day | Appearance
EVE Customers | Sales | Purchases | Courses || Trips | Rentals| Services | DataEnty | Groups | Point OF Sale

[ Automatically Apply Mext Service Date and Pickup Date

EIBX

Automatically Apply
Next Service Date
And Pickup Date
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If you want the next service date to be automatically set based on the service
period you set up in Stock Types (See Section 5.1.6.Stock Types), check this
box. The checkbox will also automatically set the pick-up date to the invoice
date.

If the box is not checked, EVE will show a prompt when you save an invoice
containing a service booking so you can set the Next Service Date and Pickup
Date yourself.



4.3.9 Data Entry Options

Use the Data Entry tab to define how Data Entry forms behave.

55 Options (All PCs)

f=1%]

W Enfaice Character Casing

Labels ] F‘nnters] Coo\bars] Start/End of Day ] Appearance]
EVE ] Sales ] Customers] Purchases] Courses] Trips ] Hentals] Services {Dala Enlry l Gmups] PointhSaIe]

[ Detault Employee on New Records

‘wihen new Store Related record is added...

* Put a Check Mark against All Stores
" Put a Check Mark only against Active Store

Cancel

A

Enforce Character
Casing

Default Employee
On New Records

If this box is checked, EVE will automatically apply character casing
when you exit a textbox into which you have typed data. For instance,
if you type “JOHN” into the First Name field on the Customer form and
then exit the box, EVE will replace the text with “John”. Remove the
checkmark from this box if you want EVE to leave the text unchanged.

If you choose to use character casing, you can still override its
application in specific cases by right clicking on the label next to the
text box and choosing one of the following options:

UPPER CASE, lower case, Proper Case, As TyPed.

General = =
Right click f
Name (

First Mame
Translate...
Middle Initiz
Famity Mame UPPER CASE
I
Conocido p I
M Proper Case
Customer I
Az TyPEd
Customer D Mandaton
EMam

Note: character casing only applies to boxes into which you type your
own data; it does not apply to pick list boxes, as the text in those will
always appear exactly as entered in the Data Module.

Use this option if you want the employee who is currently logged on, to
be automatically assigned to new records when they are created. If this
is not checked, the user will be forced to manually select an employee
on new records.

Note: If you deselect the Can Change Employee privilege in Admin
Privileges (i.e. The user cannot change the default employee) and also
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deselect Can Save Transactions with No Employees (i.e. The transaction
must have an employee selected) in Sales Privileges, EVE will demand
that an employee has been selected but will not allow the user to
change the default employee on an invoice. If, in addition, you
deselect the Default Employee on New Record option here, the user will
be unable to complete transactions. At least one of these three options
must be selected.

When New Store EVE supports multiple stores - i.e. your database can be located on a

Related Record Is server on the internet and accessed by multiple locations (See Section

Added 2.2.4.EVE ) Some types of data in EVE relate to specific stores - for
example, you may sell surf boards at one store near the coast but not at
a second store inland.

For these types of data, three alternatives are available when a new
record is created:

% Put A Checkmark Against All Stores
% Put A Checkmark Against All Stores except EVE OnLine Stores

R/

s Put A Checkmark Only Against Active Store

When you create data items that can be assigned to stores, you can
select whether or not the data items are automatically assigned to all
stores or only the active store in which your PC is located.

4.3.10 Groups Options

Use the Groups tab to determine how Groups within the Customers Module, Courses Module & Trips Module will
be formatted. You may create groups, for instance, which include all family members or a group of friends, etc.
who are likely to book onto courses or trips together.

r-E Options (AlLPCs) E]@

Labels ] F'nnters] Cuu\bars] Start/End of Day ] Appearance]
EVE ] Sales ] Customers] Purchases] Courses] Trips ] Hentals] Services] Data Entr

Foint Of Sale |

Group Mame Format |<GrnupName> <Dates

Date Format [short date

Group Name Format Enter the default Group Name Format that you want EVE to use when creating a
group. By using a naming format, you can ensure groups are named consistently
and this will speed your data entry. Group names are used when creating a
block booking when Selling Courses (See Section 6.1.4.Selling Courses) or Selling
Trips (See Section 6.1.5.Selling Trips).

Date Format Enter the Date Format you want used in the above default.
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4.3.11 Point

of Sale Options

The Point of Sale tab can be used to inform EVE of Point of Sale hardware that is attached to the computer you
are working on. E.g. you can indicate here that a cash drawer and customer pole display are attached.

Point Of Sale: Cash Drawer
Use the Point of Sale tab to define how your Point of Sale Cash Drawer hardware will behave.

Options (ISSYSVAIO) - o IEl

Prirt Leyouts | Pinters | Staff Members | Stan/End of Day | Appearence | Secund | Backups | BEmail | Test Meseaging
EVE | Sales | Customers | inwentory | Courses | Trips | Flerfals | Services | Data Entry | Goups | Point OF Sale | Labels

Cash Drawer | Pale Display | MSR | Credit Cands

Cash Crawer Type
Na Cash Drawer Afachad

OPOS Cash Drawer Atsched

M5 POS for .Met Cash Dirawer
Dviver | CashDrwer
Browee

Serial Cash Drawer Atsched

® Microsoft POS for Net (Windows 7 or B.1 or later)
Paas-Theu' Drawer Attached

-

Cash Drawer Type

Five alternatives are available for Cash Drawer Types
% No Cash Drawer Attached

% OPOS Cash Drawer Attached

% Serial Cash Drawer Attached

%+ Microsoft POS for .Net (recommended)

% Pass-Thru’ Drawer Attached

Choose the alternative which best represents your hardware. If you choose
OPOS Cash Drawer Attached, the OPOS cash drawer fields will become
available. If you choose Serial Cash Drawer Attached, the serial cash drawer
fields will become active. If you choose Microsoft POS for .Net, the MS POS for
.Net cash drawer fields will become active.

Some cash drawers operate in ‘pass-through’ mode - i.e. they attach to your
receipt printer and 