The Company Bus Program v10
I.
Overview
The general work flow of this program is to Create or Open a File, Create or Select a Company and then Create or Select an Employee. 
II.
Running the Program

There are several methods to start the program.  

1) Double click on the ‘Desk Top’ icon.

2) Go to Start, Programs, PEAPPS and find the CoBus listing.

III.
Create and Name a New Database

The program will open without a database. To create a new database file select FILE, CREATE NEW. An input window will open asking you to enter the new database name. After entering the name select ‘OK’ and the database will be created. At the top of the screen in the Menu bar you will see the name of the Current Database file in use.

As you create additional databases, use FILE, OPEN to open the desired database. You may also double click on a file name to open it. Remember the name of the file that is currently open will always be displayed at the top of the screen in the Menu bar. 

The program will remember the last database that was in use and open to that database when you start a new session. To enable or disable this option use: FILE, PREFERENCES to open a view of the current preferences. A check in the check box in the upper left portion of the view will cause the last file used to be remembered. Please note the other option available in this view in the upper right hand corner. The feature ‘Apply Orders’ may be turned on or off.  A check in the box indicates that the feature will be used. 

BACKUP

To make a backup of your database file use FILE, BACKUP from either the dropdown or right click menu or use ‘Ctrl A’.

IV.
Company Commands

The program will open to the ‘Company Search’ tab. 

SEARCH
To search for a Company record, if the program has just opened or you have just moved to the Company Search Tab you may immediately start typing and the grid will be searched as you type. If the grid is not being searched, click on the ‘Company Search’ button, which will sort the data grid alphabetically by Company name, and then start typing the name of the Company that you are searching for. As you type the cursor will move through the data grid looking for what your are spelling.  When you find the correct Company record you can move to the ‘Company Detail’ tab by either double clicking on the left hand edge of the data grid, where the arrow is next to the desired Company name, clicking on the tab heading for ‘Company Detail’ or just hit “Enter’.  This will move you to that tab and show the Company Record data on the left and list any related Employees towards the right. Synergy relationships are in the lower left.  

CREATE 
To create a Company record click on the ‘Create’ button in the ‘Company Commands’ frame.  A new window,’ Company Record’, will open where you will enter the data. Required fields are shown in italics, ‘Company’ & ‘Type’. A type may be anything you want.  As you enter new types they will be added to a list that will be available by using the down arrow next to ‘Type’ each time you use the ‘Company Record’ window.  The same is true for ‘Sub Type’.  These will be used when you use ‘Grouping’.  To save the new record, click on ‘Enter’ and then ‘Save’.
EDIT

In a similar fashion, to edit an existing Company record, select the Company, click on ‘Edit’, make your changes, click on ‘Enter’ and then ‘Save’.
DELETE
To delete a Company, select it and click on ‘Delete’.  When the window opens click on ‘Delete’.  You will be prompted to delete the related Employee records for that Company should you choose to do so. If you wish to keep an Employee record, it is my recommendation that you edit the ‘Company’ name for that employee  prior to deleting the Company.
GROUP
One of the features of the CoBus program is the Group function.  On the ‘Company Search’ tab above the data grid is a row that says ‘Drag a column header here to group by that column’. You can create a group using any column, for example try ‘State’ first and then add ‘City ‘. I have added the command button ‘Group By Type/Sub-Type’ to make a useful group from these headings which are usually off screen to the right.  If you only wanted a grouping by ‘Type’ then click on the ‘Sub-Type’ box in the grid header and drag it out of that header to give a grouping only by ‘Type’. Any set group may be cleared at any time by clicking on the ‘Clear Group’ button.
V.
Company Detail


View a Company Record.

See Employee Commands for Creating, Editing and Deleting Employee Records
Copy Address


To copy an address, select the appropriate salutation (Mr., Ms., or Miss), select the desired employee then click on the ‘Copy’ button.  If do not want the employee name remove the check from the box next to ‘Use Employee name’ and then click on ‘Copy’. Telephone numbers may be added on a new line below the address by double clicking on the label to the left of the desired number.  The numbers that are available have their labels underlined. Any text in the text box may be edited as you wish.  You now have the option to place this text in the Clipboard or make a ‘Quick Print’ of the text. The text box and the Clipboard are cleared as soon as you move to another employee or company so copy and paste the data before moving within the CoBus program.

Web Site
If your computer has Internet access and you have listed a web site for the selected Company, you may click on the link shown in blue to access that site.

VI.
Employee Commands

When you finish creating a Company Record the program will move to the ‘Company Detail’ tab so that an Employee Record may be created. A new Employee record may only be created on this tab, all other commands related to Employees are also available on the ‘Employee Search’ tab.
SEARCH
To search for an Employee, if you have just moved to the Tab you may immediately start typing and the grid will be searched as you type.  If the grid is not being searched, click on the ‘Employee Search’ button, which will sort the data grid alphabetically by employee Last Name, and then start typing the name of the Employee that you are searching for.  As you type the cursor will move through the data grid looking for what your are spelling.  When you find the correct Employee record you can move to the ‘Company Detail’ tab by either double clicking on the left hand edge of the data grid, where the arrow is next to the desired Employee name, clicking on the tab heading for ‘Company Detail’ or just hit “Enter’.  This will move you to that tab and show the Company Record data on the left and list any related Employees towards the right. Synergy relationships are in the lower left.  

CREATE
To create an Employee record click on the ‘Create’ button in the ‘Employee Commands’ frame.  A new window,’ Employee Record’, will open where you will enter the data. Required fields are shown in italics, ‘Last Name’ & ‘Company’; however, ‘Company’ has already been set to the Company showing on the ‘Company Detail’ tab. It may be changed by clicking on the Browse Button to the right of the ‘Company’ text box and using the Dropdown Arrow. To save the new record, click on ‘Enter’ and then ‘Save’.
EDIT

In a similar fashion, to edit an existing Employee record, select the Employee, click on ‘Edit’, make your changes, click on ‘Enter’ then the ‘Save’.
DELETE
To delete an Employee, select it and click on ‘Delete’. When the ‘Employee Record’ window opens click on ‘Delete’.
GROUP
One of the features of the CoBus program is the Group function.  On the ‘Employee Search’ tab above the data grid is a row that says ‘Drag a column header here to group by that column’. You can create a group using any column. I have added the command button ‘Group By Co.’ to make a useful group from that heading which is usually off screen to the right. Any set group may be cleared at any time by clicking on the ‘Clear Group’ button.

VII.
Synergy Commands

The Synergy commands are available on the ‘Company Detail’ tab. An example of a Synergy would be when a given company uses another company or consultant on a routine basis.  Setting the relationship will help you to remember who they are and then let you quickly find that company.  Another good use is when a company has several locations in various cities. Setting up synergies between the different company listings lets you move to those listings without changing tabs.  To access a Synergy Company, double click on the left border next to the desired company name.

Note: When a company is located in multiple locations I use company names such as; Electric – City A and Electric – City B to keep the employees located in each respective city separated.  

CREATE
To create a Synergy record click on the ‘Create’ button in the ‘Synergy Commands’ frame.  A new window, ‘Synergy Record’, will open where you will enter the data. The only required field is shown in italics, ‘SCompany’. The field ‘Company’ has already been set and may not be changed. Select a ‘SCompany’ by using the dropdown arrow.  You may also add a ‘Contact’ name from the company that you selected if you so desire.  The ‘Contact’ name may be edited later as needed. To save the new record, click on ‘Enter’ and then ‘Save’. At the bottom of the Synergy window you will have the option to Create a reverse synergy record. A check mark in the box indicates that the reverse synergy will be created.
EDIT

The ‘Contact’ name is the only field that may be edited. Click on ‘Edit’, select a new name from the list using the dropdown arrow, click on ‘Enter’ and then ‘Save’.

DELETE
To delete a Synergy, select it and click on ‘Delete’. When the ‘Synergy Record’ window opens click on ‘Delete’. The reverse synergy will also be deleted.

VIII.
Printing

The data grids on the “Company Search’ and Employee Search’ tabs may be printed. Move to the desired tab and click on ‘Print’ in the drop down menu. A new window will open giving you several options for printing the data. The fourth icon from the left is for ‘Page Setup’. I recommend that when printing on letter size paper you do so in landscape and with margins of .25.
The grid on the ‘Company Detail’ tab is not printable. To print out a list of employees for a given company, go to the ‘Employee Search’ tab, click on the button ‘Group By Company’, click on the plus sign to the left of the desired Company, click on ‘Print’ from the dropdown menu, navigate to the appropriate page and print that page.

IX.
Orders

The Company Bus program provides simplified tracking for product orders. Click on ‘Orders’ from the dropdown menu or use ‘Ctrl + Z’ and the Orders window will appear. The only required field is ‘Product’. Use the ‘Save New’, ‘Save Edit’ and ‘Delete’ buttons in the usual fashion. Note: when a Company is deleted all related Orders are also deleted.
X.
Contacting PEAPPS / PE  Inc.

If all else fails, send an e-mail to:

staff@peapps.com

You can describe the problem you are having or leave a number and time where I can contact you.  

I will reply as soon as I can.   A preview of this program is available at 

www.peapps.com

PEAPPS
7240 S Gary Ave
Tulsa, OK 74136
DISCLOSURE AGREEMENT

PEAPPS grants you a non-exclusive right to use the object version of the Program solely for your own use subject to this Agreement.  You agree not to modify, reverse engineer, reverse assemble, decompile, or disassemble the Program in whole or part.  Furthermore you agree to comply with all U.S. laws and regulations relating to export of the Program.  The Program is proprietary and confidential to PEAPPS and shall not be used by any third party (with or without compensation) without the prior written consent of PEAPPS.  You agree not to remarket the program or divulge its contents to any third party, other than your subsidiaries or affiliates.  This program is based upon PEAPPS's industry knowledge; however, the accuracy or correctness of information within cannot and will not be guaranteed.  The user agrees that he shall rely upon the information provided herein at his own risk.  Further, that neither PEAPPS nor its employees shall be liable or responsible for any loss, cost, damages or expenses whatsoever incurred or sustained by the user resulting from any interpretations made herein.

Appendix I – Installation
There is one primary prerequisite application that is required to run this program, the Microsoft .Net Framework 4.0.  Most computers will already have a version of the Microsoft .Net Framework, but updates may be needed. You can see which version is currently on your computer by going to; START, CONTROL PANEL, ADD or REMOVE PROGRAMS. When the list populates, scroll down to Microsoft .Net Framework. There will probably be several you are looking for the one with a 4.0 at the end. If you do not have this program then you will most likely want to install it individually.
Go to the following link and follow the instructions to install the Microsoft .Net Framework 4.0.
http://www.peapps.com/clickonce_pre.html
