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Using TerraPro

How to use TerraPro to save time, avoid data errors and streamline
your paperwork.

TerraPro was written to be easy to use, this manual can help you by pointing out some of

the timesaving features you may have missed while using TerraPro. Throughout the

manual, you will see icons (little pictures or figures), which will point out information
you may want to remember.

P I \ erraPro Professional Funeral Home Software is designed to save you time. Although

When you see icons next to paragraphs, look for valuable information about topics of interest,
test your grasp of a particular subject, or get “hands-on” keyboard experience in trying out various
tasks.

WN We suggest you keep the manual near your computer for quick

reference.
Use the Table of Contents or Index to quickly find the answer to the question
you have. If you cannot find the answer in the manual, please don’t hesitate

to

phone us at 513-484-9729 or email us at haldemandavid@gmail.com

How to Start TerraPro

After TerraPro is installed on your computer you will have an icon (pictured at left)
ERRAM  on your main computer screen (called the desktop) or on your Windows Start Menu.
PRO . s, .

(o Using your mouse, move the cursor (usually an arrow — it’s the thing that moves
I Nsel When you move the mouse) so that it is over the TerraPro icon (at left) and click
twice quickly (this is called double-clicking). If this doesn’t start the program, try
double-clicking a little slower. If it still doesn’t start, use the right-hand mouse button and click

once over the icon, then left-click over the word Open.




Adjusting the Double Click Speed

The speed of the double click can be adjusted. Click on the Windows Start
button, choose Control Panel, choose Mouse, and adjust the Double-Click
speed to your liking. Click OK to save and close the Control Panel by clicking
the X in the upper right corner.

Choosing a Company

After starting TerraPro, you may or may not see a Company Selection Screen. If you do not, and
the program just starts opening files and presents you with the main TerraPro screen as shown
below, this means you only have one company set up. When we refer to companies, we mean
branches of the funeral home, or Pre-need companies set up to handle the Pre-need cases for your
funeral home. Each company provides separate accounting, billing and reporting functions.

® To setup a new branch or Pre-need company. See Appendix B, setting up new
companies. You will need to obtain a license file for each new company or branch
you add, if the name is different. Call TerraPro at 513-484-9729 to revise your license.

® To select a company, click on the image of the desired company.

® To quit without selecting a company, press the Escape key (upper left of your
keyboard labeled “Esc” or click the Quit button

Mouse or Keyboard->
Many times, you can use the Enter or Tab key on the keyboard rather than reaching for the mouse. To
_awgate (move around) lists using the keyboard, use the up and down arrow keys.

Somethmg to watch for: Occasionally, you may click on the TerraPro
icon on your desktop more than once, and you may start more than one
instance of the program. This can cause unexpected results, as TerraPro
will behave as if two people are using the program at the same time. This
is not a problem on a network (two or more computers linked together as one), but it is a
waste of resources of your computer.

To assure that you only have one copy, check the taskbar at the bottom of your screen (or
top or sides if you have moved it) to see if there is another copy running. If it looks like
the task bar shown above, select a copy by clicking on it, and close it down using the Quit
button in the lower left corner. Keep closing until you have only one copy of TerraPro
running. This same warning applies to other programs you might be running, too. Many
users have reported they keep two or three copies running to work on multiple cases, but
we cannot guarantee the program to work as described in this manual if you follow this
practice.




Main TerraPro Screen

We will refer to this screen often throughout this manual.

Edit Current Case
Arrangements | Events Calenda,

FIGURE 1 Main TerraPro Screen or Window.

If you don’t like the To change the picture, use the right mouse button and click on it. This
picture supplied as brings up a box known as the dialogue box. Dialogue means having a

background or conversation with someone. In this case the computer is asking you a
wallpaper for question: “What picture do you want to use as your wallpaper?” We will use the
TerraPro, youcan  1y)5y5¢ to find a file containing the picture you desire.
change it!
r 1 Let’s Do It TerraPro wallpaper picture files are stored in a folder called
- images\wallpaper. You also may have pictures in your My Documents/My
N y Pictures folder*. We suggest that all TerraPro related pictures be stored in the

boiii AV TerraPro\Images folder so they may be easily accessed from your network. If

you double click your cursor on the folder icon labeled images, then double

click again on the folder labeled wallpaper, you will see a list of files describing the wallpaper
pictures. Double click it to choose it.

If you cancel choosing a picture, you will get no picture. You will be asked if this is a permanent
change, or just for this session. This is handy if you want to have a plain color as your background.
Right click on the plain background to change the color. Unless you made this change permanent,
the next time you start TerraPro the picture will be back!

Why do all this just for a picture?

Later on, when we print memorial folders with pictures, you will use this same technique to
choose a picture for the card. Practicing it now will save you learning time later on when you
need cards in a hurry! Learning to navigate around your computer’s files and folders is
extremely helpful and strongly suggested.

* We STRONGLY suggest you place all funeral related images in the TerraPro Images folder so that all users have easy
access to them.




Adding a New Case

TerraPro is setup to allow you to quickly add a new case without having to know all the case
information. When you receive a death call (the First Call), you can start the case information
right away and then update the vital statistics gathered at the family arrangement conference later
on.

Let’s do it: Click on the Main TerraPro Screen choice labeled Add New Case.
The computer will ask for a case number. This is important, as it uniquely
identifies each case. Typically, we recommend using the year and then a
consecutive number (2021-001 for the first case of the year 2021). You can
setup other numbering schemes if required, but we suggest one that will allow
the cases to be put in order by file number for easy retrieval.

E TerraPro 9.15.86 Single User - 99 Joseph P. Sample Funeral Home, Inc. Cincinnati, OH - 31 Cases On File

Add New Case

File Number to Add: ([2020-00041

If you are happy with the file number, just click ok or press enter. Don’t worry, TerraPro
has already checked to see if the file number is unique and won’t let you enter a duplicate file
number.

If you need to change the file number, edit the file number to your liking. Keep in mind that
TerraPro will verify that the file number you enter does not already exist, but it won’t keep you
from skipping a file number. If in doubt, click Cancel and then pull-down the list of cases and
check the most recent file numbers. To start a new year, just type over the existing year to
change it.

To reset the automatic file number sequence, Choose Ultilities, Setup. On the Preferences
screen you will find a field called “Last File number Used”. Change it to the last file number used
— click on the Quit button and answer Yes to “Update System?”’

You can renumber a case file number at any time, so don’t spend a lot of time fussing about
the file number if you are not sure, or if you make a typing error. Select the case you want to
renumber from the pulldown list of cases, then choose Utilities, Renumber, and follow the on-
screen instructions.




First Call Screen

For states with Online Death Registration Systems, you can enter data online first, then come
back after exporting the data and bring it in to TerraPro. Each state has a different method for
accomplishing this, so refer to our website for specific instructions for your state. Choose whether
you want to enter the information on the Online system or locally in TerraPro first:

First Call

®

(O Enter Info Online

First Call Information

l: Cancel

The information you will type in on this screen is the basic information you might know after
receiving the death call. If you don’t know the information, just skip over it, because you can
always enter it later. However, the more you enter here, the better TerraPro can help with
information entered later. In most states, you can enter the information online and have the
certified copies of death certificate sent to you as soon as the doctor electronically signs it.

First Call

(® Enter Info Here

First Call Information O Enter Info Oniine

Date of Death: Marital Status

Name of Deceased (First (Middle) Last) | Robert Russell Bennett 12/17/2020 ZI Married hd
P]l;l::ﬂl::[ (® Inpatient O ER/Outpatient QDOA (O Nursing Home () Residence () Hospice
(O Other (Specify)
Enter Location | Providence Hospital e
City: | Cincinnati County:| Hamilton State] OH
Country:

(Leave Blank for USA)
Certifier's Address

Contact: | Nurse Kate Doctor: ||+«
(Name of perzon reporting death - NOT INFORMANT)

formant's Name : <-- Click to choose from
ant’s Name: | Joan Louise Bennett ~l| previous survivor list

What relationship to deceased?| spouse
Address:| 8§76 Blueview Terrace
City, State ZIP | Anytown, OH 45567
Phone: | 513-585-6878 Arrangements Conf. Date/Time

—— Check box if decedent 121712020 12:3IJ|PMH
Cancel O

had Pre-Arrangements
Click here when finished

Figure 2 - First Call Screen

Enter the name of the deceased in standard format: John William Doe (first, middle, last). If
the person has a hyphenated last name, enter it like this: Mary Beth Smith-Doe. Keep in mind
the case will be alphabetized under Smith-Doe, not Doe-Smith. If you do not know the full name,
just enter as much as you know; you can always change it later.

Pressing Enter or Tab will allow you to enter the date of death (if known) (be sure to use zeroes
in front of single digit days and months). Use the pull-down calendar for easy and accurate date
entry. Hint: for dates falling in the current year, you can just enter the month and day — the year
will be automatically entered.



https://terradise.net/

Note:

You may notice that sometimes the cursor seems to jump ahead to the next
entry spot (called “fields”). This is because you have reached the end of one
field by filling it completely with data. If you don’t reach the end by typing
information, you MUST press Enter or Tab to go to the next entry spot. You
will soon get used to this feature and know when to press enter and when you
don’t need to!

Choose the place of death by clicking on one of the choices required by your state death
certificate. Or you can use the left or right arrow key to highlight the desired place and then press
the space bar to select it. Depending on your choice, the next line will allow you to enter the
address of the place of death (if residence) or the facility name (hospital, etc.) If the facility does
not exist on your list of facilities, TerraPro will ask if you want to add it.

Note:

. When adding new locations to your list, we highly recommend you fill

in the address, city, county and state, otherwise these fields will be
blank. If you add this information, the next time you select this facility
(by using the pull-down list), the city, county and state will be filled in for you.

The contact is the person who called you about the death (not necessarily the next of kin or
informant). This is optional, unless you want to be able to reach the person with any
questions that may arise before the body is transported to the funeral home.

The informant is the person who will give the funeral director the information about the
deceased. Ifnot known at this time, leave blank — it can be added later. If you are serving a family
you have served before, you can choose the informant from the pull-down list.

The relationship of the informant to the deceased is important. It can help if you know the
relationship, because if it is the spouse, it can save entry of that information later on. Use the
FAMILY relationship using full words like son, daughter, sister, brother, wife, husband or spouse.

Enter the address and phone number of the informant. If the deceased died at home, and the
relationship of the informant is spouse, the address will be automatically copied from the place
of death entered above.

The date and time of the arrangements conference can be entered here and is then available on
your calendar and on the informant screen.

After you have filled in the information, press the button labeled “Click here when finished”.
TerraPro will ask if the informant is also the person responsible for the bill. If not sure, you
might want to answer yes anyway, because you can very easily change the person
responsible later.




Editing Case Information

Once the case has been added to the system, you can finish entering data using the information
screens. If the deceased’s name does not show at the upper left, click on the down arrow to open
the list of cases. Right clicking will alphabetize the list, Right-clicking again will put in file
number order.!

WIEN If the case information screen is not open, use the Edit Existing Case button
on the main TerraPro screen menu to open it.

Hint:

If you want to enter the obituary before entering the case data, you can
do so by selecting Write Obituary from the main TerraPro screen, or clicking on the
Obituary tab of the case information screen.

The case information screen shows information devoted exclusively to this case. For the different
aspects of case information, there is a separate tab: Vital Statistics, Disposition information,
Service information, Obituary and if the deceased was a veteran, tabs for each of the veterans
forms. Clicking on a tab will select that tab.

File Number 2015.004 Robert David Probos Maximize Screen
VITAL Disposition Service Obituary Benefits | Benefits- iHV
Name of deceased _(First, Middle, Last) Sex Nickname Social Security Number
STATISTICS [Robert [pavid [Probos M ["Butch” [12345.6789
Birthdate Deathdate Time of Death  Age - Yrs-Months-Days If under 1 day - Hrs/Min State File No.
SCREEN [o2i2171936 [t2it72020 [ [6am 8t [ 9[2 02730 r SENSITIVE

Birth City Birth County Birth State Birth Country Date Filed
[Prospect [marion OH ~ [usa 1
Place of Death (Pick) Foreign Cntry? Facility Name City Inside City Limits? ~ County State _ ZIP
[Nursing Home [ =] [Roger Hemmerty Memorial Rest Hom [ <]~ [Daytona Beach I I FL |
Occupation Employer Business Yrs Employed Still Actively Working? Year Retired
[Baker [Kroger [Retail Grocery 25 ~ 1989
Residence Address City, State ZIP County _Inside City Limits? On Farm?
[2122 Beechmont Ave. Cincinnati, O 45230 [Hamitton KA check census ~
Marital Status istory (verbose) (Right-Click to edit para,
Separated [Mr. Probos was a 1363 graduate of Withrow High School, and
Citizen of Origin Race Education K12 College Education History
[ [Yes, Puerto Rican [ ~|[Native Haw ] [ 6. BACHELORS DEGREE (E.G., BA, AB, BS) - Mr. Probos Graduated from Maric
Father (Right-Click to Edif] Mother (Right Click to Edif) Informant - Spouse (Right Click to edif
[Sator John Probos [Mary Etlen Sator [Georgia May Footery

In Armed Services?[Y [=]  Military Status [v[¢] ~Honors Received: Address

= 1536 Whetstone River Rd N

Type of Discharge Honorable o | Icny stote 21

Burial Benefits Claimed: (Honorable Discharge Only) T CTT T

¥ Burial Benefits 17 Flag ¥ Marker IP: edom,

¥ Presidential Memorial Certificate : one:

m =l |[740383:9657

Figure 3 - Vital Statistics Screen

Most of the data entry on this screen is self-explanatory so we will cover only those items needing
elaboration.

Last name
Although many states require that the last name be all UPPER CASE on the death certificate, do

NOT enter it using upper case letters. It will be formatted when you print the death certificate

U If your file numbers do not indicate the order in which the cases were entered, use Utilities/Setup to make this list show
in reverse death date order instead of file number order.




or other forms that need it in UPPER CASE. If you enter it in UPPER CASE, It will show up
that way in places that would be inappropriate, like the memorial merchandise.

Birth and Death Dates

When entering dates, you MUST enter single digit months and days with a leading zero, so for
January 5, 2021 enter 01/05/2021. If the year is in the current century, you do not need to enter
the full four-digit year. If it is the current year, just enter month and day. The year will fill in. You
can also use the pull-down next to the date to choose a date from a calendar.

Time of Death
Free form — enter in any format

Age (Years, Months, Days)
This will be automatically calculated from the entry of birth and death dates.

Birth State
Use the two-character state abbreviation. If in doubt about the abbreviation, use the pull-down
list by clicking on the arrow next to the state entry.

Facility Name (or Residence Address)

If the place of death was not at home, you can pull-down a list of previously used facilities. Of
course, if you already indicated the facility name or place of residence on the First Call Screen,
this information will already be there.

Editing Locations

. Use the right-hand mouse button to click on the pull-down list arrow and
you will be presented with the Location Editing screen. See details on

using this screen in Chapter Two.

Tool Tips are the little help messages that appear as you pause the mouse over a
ToOL TIPS data entry field.

For example, the military honors that a veteran was awarded can be listed in the Honors field on
the Vital Statistics Screen (only visible for veterans)

In &rmed Services? m Military Status |T|T| Burial Benefits Claimed: Honors Rec'd:
: T == : Burial Benefits Flag ‘
Ty of Discharge | Honoratle R | []Plot Allowance Only htarker

Right-Click to Edit Honors Received While in the Milicary
[VETER.AMNS. Honors]

As your mouse passes over this field (without clicking) the tip shows up for a few seconds.
Using these “tool tips” can save you time, since you may not need to look in this manual to find
an explanation for this data item.

What are those brackets for?

-The information shown in brackets, for example, [VETERANS.Honors]
tells us what data table and field the information is stored in. Later, when




you feel comfortable designing your own forms, you use this information to pinpoint
the data item you wish to show on a form.

DISPOSITION

SCREEN

This screen allows you to enter information about the final resting place of
the deceased. You can choose the method of disposition by pulling down
the list of acceptable types of disposition. Then you can choose the location
of disposition from a list of cemeteries or crematories. This pull-down list

works like the one on the Vital Statistics screen, right clicking allows you to edit the list.

| File Number 2015004

. Disposition

Robert David Probos [ Maximize screen

Service Obituary Benefits | Benefits- iHV Marker It

Method of Disposition: Cemetery: Cemetery Location: (City, State) Crematory:
ICremation E ILittIe Hope Baptist Cemetery Izl IAIbany Creek, Queensland IGreater Cincinnati Crematory Ij
Place of Inurnment: |Scattered inthe Olentangy '~ Cemetery  Place of Inurnment County |Scmer j

H 3 [ to Receive
i Inurnment: City, State: |1535 Whetstone River Road e Notes about

1/2 go in the River at Terradise, other h:

Disposition:

Service Date:[121922020 =]

Inurnment Date: |42/22/2020

Cremation Date: |1219/2020 #| Disposition Time: |3:00 PM G Case Status
Click to View Re-Interment Jewelry: Flight Information

- |[Ethan Allen Prob : i
Lot Owner: [[Ethan Allen Probos Glasses: Floral Tributes
Interment|

Lot: [17

Section: [GARDEN2

Block:

Oraers: Cemetery Google Ma
Grave: |1 ¥/ Need Stone [ Need Final Lettering e = E

| Mausoleum:

Cause of Death: | Stopped Breath

@ Acciden Indeterminate

" Homicide Work:

Director: ~| License #

¢ Natural ¢ Pending IEICenifier: " Coroner Case INew

r suid Dr. John J. Vornholt Certifier Data Registrar District #:
Suicide Unknown 2345 Five Mile Road, Cincinati, OH 45230 EI

Removal by:[E1 [] oigger A oDen Body In 11262012 =
I” Prep

Embaimer: |[E1  «| Digger A. O'Dell License # 6666A I~ Embalming Authorized

ing A"‘OPSY?:IY_IZI Registrar Name:

5000

513-999-9997 Embalming Rpt
Date Permit Issued:

Room First Call Contact:
Where is Body Now? I

RemovalRelease Status I

=] [Hospital

Notes re: Place of Death I

Figure 4 - Disposition Screen

The Method of Disposition will determine the headings of some of the items on this screen.
When there is a cremation, the place, city & state and date of inurnment will appear. This
disposition of the ashes may also be indicated. If an item seems inappropriate for the type of

disposition, ignore it.

Re-interment information can be entered if needed.

Case Status is like your whiteboard — it gives you an overview of all upcoming cases and their

status.

o Ramexal Rl
|| cosian  oeceosed_peshone e of et e Aemorty " ate oes ormart
NOVZZ, | Wentworth Harold | JAN 14, 2021 | Burlsl Arbors st Wford Raiph Viaido | REMOVE Prop Reom = try Loutas dunley Home
cuincy - = Emarzon COMPLETE Bosy si34e49720
9 inHouss
NOV 13,2020 | Patncia Hayres | JAN 18,2021 | Burial St Not = [Dmvia Pare
P - Rehabiltation ssigne:
= B
WOV 13,2020 Kenneth Wiliam | JAN 16,2021 | Cremation) Home. Dinger 0=t | SREMOVAL =R souder
BeaPH | Souder - o R
= Bocy Releazed
AUG 21,2020 | Josesh Howard | JAN 18, 2021 | Burial Cincinnati Chidrens | Found inhallof | John Roberi | REMOVE Prep Room 1 = Margaret Beckel Home:
S3PH |Backsl - o |Pespmimesicaics | ncaptal B COMPLE TE Boay 132325747
B inHouse
JUN2,2020 [Georgelenry | JUN1,2020 | Burial L Bad Samaritan Hospital Stadt ot = rene Hazotis Homs
Kanots o aasignea 138855085
SEP 20, 2015 |RobertDavid | JAN 18, 2021 | Burial Roger Hemmerly Weighti= 400 /b | Raiph Wiaida | REMGVE =] Way Faslery Home:
Probos . v Emerson COMPLETE Body RELEASE ANY | 740-303-0657 Work:
= Itleas by cuting intisuze INFORMATION | 613-268 7845 Mablle:
ot a fewags. WE 8103057485




You can also see and print the status of upcoming services.

sssssssssssssssssssssss Case Status

All cases where disposition or service date is in the future or has not been determined

Created On
NOV 22,2020 |Wentwor
Quincy

DeathDate _Disposition_Service Date _Service Time Service Place Wake Time Visitation ___Family Viewing_Limo Pickup Place _Limo Pickup Time
arold | JAN 14,2021 | Burial T00AM | Ch of Jesus Christof Latier Day I
Saints

081252015

NOV 13,2020 | PatriciaHaynes | JAN 18,2021 | Burial 11:00AM | Joseph Sample Funeral Home
B:08PM ot2512021

NOV 13,2020 | Kenneth Wiliam | JAN 16,2021 | Cremation 12:00PM | Joseph Sample Funeral Home
8:00PM Souder 12012021

AUG 21,2020 [ Joseph Howard | JAN 18,2021 [ Burial 200PM [ Joseph Sample Funeral Home
5:33PM Beckel otzti2021

JUN2,2020 |George Henry JUN1,2020 |Burial

3:30PM Kasofis "

[ [seP 25, 2015 [Robert David JAN 18,2021 | Burial 10:00AM | Joseph Sample Funeral Home | Thursday, January | Wednesday,
21from 9:00 AM to [ January 20 from

o202 11:00 AM at 4:00 PMto 7:00 P

atJoseph P. Sample

Flight Information can be entered for ship-in or ship-outs. A flight schedule can then be printed
which can be given to the family or the attendant transporting the body. See Appendix D for
detailed explanation.

Floral Tributes can be recorded with images of the flowers. A list can then be given to the family
for acknowledgement purposes. See Appendix D for details.

A map locating the cemetery, with directions, can be shown and printed if the address of the
cemetery is known.

The Cause of Death will usually be filled in by the physician who signs the death certificate. It
could be omitted here. Clicking the Certifier Data button will allow you to enter or check all the
data normally entered by the doctor. Check your funeral home policy for whether or not to fill
this in.

The Certifier or physician can be chosen from a list of previously used doctors by clicking on the
arrow next to the word Certifier. If the correct doctor is not on the list, right-click the arrow and
you will be asked if you want to add a survivor record for the doctor. Answer yes, then fill in the
doctor information. Fill in as much as you know, such as name, address and phone, because this
will serve as the Rolodex™ of doctor’s names and addresses. When you click on quit/save,
TerraPro will ask if you want to save the doctor to the list. Answer Yes, and next time the doctor
will be on the list. To edit the doctor/clergy lists, choose Doctor/Clergy Lists from the Main
Menu.

Registrar and First Call Contact is optional — this is the person who called the funeral home
about the death, and is not necessarily the informant. Since most states use online death
registration, the registrar data is stored there.

Embalmers and Funeral Directors and Removal Personnel are setup in advance when your
system is setup. To edit them, right-click on the pull-down list arrow. Remember that the code
for a funeral director MUST start with F, embalmers E and Removers R, for them to show up on
the pick lists. Then you will assign each staff member a consecutive number (F1, F2, F3 etc).

10



SERVICES

SCREEN

Robert David Probos

I File Number 2015-004

Disposition Obituary Benefits |

Benefits- liHV

This screen gives you information about the service and visitation as well
as choosing the clergy and record other information about the service.

Maximize Screen

Marker il

Visitation Friday, December 11, 2020 from 3:00 PM-11:00 PM at Joseph P. Sample Funeral Home, Inc
Graveside Saturday, December 12, 2020 from 2:00 PM-4:30 PM at Little Hope Baptist Cemetery
Burial Saturday, December 12, 2020 from 3:00 PM-6:00 PM at Little Hope Baptist Cemetery

i
‘ ﬂ Type of Ceremony: | Graveside IZI
|
|

=

Pastor Rod L. Kincaid - Work: 440-536-8575

Clergy: IEI
and [+]
3rd []

| Church Afﬁliatiﬂf* Our Lord Christ the King Church

i Religion: IChristian

Rev Horatio Robinson - Home: 513-555-6666 Work:
£13-666-5555
John Johannsen -

=]

Date and Time:
|12.f13.f2ﬂ2|] 01:00 PM

Deliver Flowers:
¥ To Funeral Home
" Te Other Location:

]

Casket: |Woodlite State Silver - $4850

Vault: ICIark Custodian 10 Guage STEEL, Painte

Comments Hobbies:
DO NOT RELEASE ANY INFORMATION TO ANYONE EXCEPT =1 |Mr. Probos was also interested in his Garden Railway, Nature, and =
INFORMANT OR MOTHER OR FATHER Technology
Mother needs help with stairs ~| =l
Memorials: Fraternal

Memarial Contributions may be made to Cincinnati Association for the
Blind, 2045 Gilbert Avenue, Cincinnati, OH 45273-8798 Phone:
513-221-8558

==
E

Mr. Probos married his wife on September 15, 1956 and they lived happily ;ll;'
until her untimely death on September 16, 1956.

=l

I” Pre-Arranged?
I Pre- Paid?
I Indigent?

Source: I - Symbols: E

Walk In

Clear Symbols

Figure 5 — Services Screen

The Type of Service is required information: some forms may require knowing this, or you may
wish to do a statistical analysis of the different types of services you provided within a given time
frame. Choosing the Type will fill in the Type of Ceremony which indicates Mass of Christian
Burial, Funeral Services, or some other type which could show up on a Memorial Folder or Mass

Program.

The dates and times of services are shown here but MUST BE EDITED FROM THE EVENTS
CALENDAR. To bring up the events calendar, right-click any date field or choose Events

Calendar from the main menu:

Bl e o

Event Calendar for Robert David Probos

Add Another Event

E=B

bt

Delete Event Help
Start Date/Time End Date/Time Event Type Event Description (Click an Event to Edit) Location
December 11, 2020 December 11, 2020 Visitation Visitation Friday, December 11,2020 Joseph P. Sample Funeral Home, Inc.
3:00 PM 11:00 PM from 3:00 PM-11:00 PM at Joseph P. 6404 Coffey Street
sample Funeral Home, Inc. Cincinnati, OH
December 12,2020 | December 12, 2020 | Graveside Graveside Saturday, December 12, 2020 | Little Hope Baptist Cemetery
2:00 PM 4:30PM from 2:00 PM-4:30 PM at Little Hope 2222 Chickasaw Street
Baptist Cemetery Hope, KY
December 19,2020  |December 19,2020  |Burial Burial Saturday, December 12, 2020 Little Hope Baptist Cemetery

3:00 PM 6:00 PM from 3:00 PM-6:00 PM at Little Hope

Baptist Cemetery

2222 Chickasaw Street
Hope, KY
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The Events Calendar allows you to enter detailed information about each event, such as
Visitation, Service, Burial or other events you are responsible for scheduling. Click on the Help
button for an overview and tips for using this screen. The clock makes it easy to enter start and
stop times for events, after a date has been entered.

Make sure every event has a date, start and stop times, event type and location. The
description of the event will be automatically entered for you.

The calendar at the upper left allows you to see your company calendar for scheduling purposes.
If you use Outlook Calendar or Google Calendar, the event can be automatically copied to that
calendar by clicking the button below the calendar icon.

You can edit the list of types of events by right-clicking the pull-down arrow, and you can edit
locations or add new ones by right-clicking the pull-down arrow next to the location field.

Add as many events as needed for this case. When finished, click the Quit button, then click
anywhere to update the Services information.

12



The Church Affiliation and religion are also optional. For Jewish funerals, if “Jewish” or

“Judaism” is entered as the religion, additional inputs are visible to indicate choice available:

Rabbi: | ., ||Rabbi Bob Alper

Congreqation Herb Alper - 4493 Sundance Highway - Pocono, PA

2nd |«

Ird |«

Congregation: | Congregation Herb Alper

Religion: | jawish

Shomer?
[1Tahara?
[+] Shiva Candle?
[1Tachrihim?
] Tallit?
Hebrew Deathdate:
21 Tishri, 5772

Frint Yahrzeit Calendar

The Hebrew death date is calculated, and a Yahrzeit Calendar may be printed for the next 50
years anniversary dates.

Muslim faith preparation rites information can also be gathered if the religion is indicated as
Muslim:

Imam: [, | (Imam Huhammad Ali Ben Sarik - Home: NIA Viork: NIA
[J&hus! (Bathing)
2nd | v | |(none) Enshrouding
3rd | v | |inone) [[JJanazah Prayer
Mosque: Residence v

Religion: | puslim

The Casket and Vault will be entered later on the bill, and then will show up here. You can type
them in now if desired.

Checklist allows you to check off tasks as they are completed, avoiding duplication of effort, and
assuring that nothing is missed. See appendix D for more details on customizing the checklist.

Comments allow you to provide notes about the case that others may need to properly serve the
family. Right-click on comments, memorials or fraternal fields to enlarge them to full screen size
for editing.

Memorials is used in case you want a separate place to record the wishes of the family for
contributions. If you right-click on this field, it will enlarge to a text editing box. Pressing CTRL-
M while on that box will bring up the list of Charities (which can then be edited) and choosing
one will type the appropriate language into the text.

Fraternal is used to record fraternal organizations the deceased may have belonged to. If these
are recorded in the Obituary, there is no need to re-state them here, unless you have a form that
requires them to be separated. This field could also be used for custom information — ask TerraPro
personnel how to use it for that.

Hobbies also can be used to record interests and other information about the deceased’s life.

Symbeols can be indicated, and used on memorial merchandise or website entries.
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OBITUARY

SCREEN

Obituaries and death notices vary widely in format from town to town. Larger
city newspapers typically charge for death notices, but publish obituaries (longer

stories usually with a picture and having general public interest) as news items.

between a death notice and an obituary is less distinct.

Smaller town newspapers usually do not charge for obituaries, and the line

Since the obituary is one of the first items needing completion, we have given you complete
freedom in the way you create it. You can type it yourself, composing it from the information
gleaned from the family arrangement conference. You can also have TerraPro start to write it for
you, based on the information you have entered. The more information you enter, the more
complete will be the writing of the automatic obituary. Because of newspaper deadlines, you
may not have the luxury of being able to enter all information first, so choose the way that works
best for each case.

Let’s suppose you have entered all the case information and wish to use the automatic obituary
writer: Place the cursor on the empty Obituary text screen, and hold down the CTRL key and then
tap the letter O (for Obit, naturally!) In a few seconds, TerraPro will compose the information in
a narrative style and place it on the screen for editing. If you are not happy with what is presented,
just edit it, or erase it and start over.

Some of the choices
shown are optional
add-ons. If you have an
internet website, you
can automatically add
this obit and picture to
websites we host or
partner with.

You can also email the
obit and picture directly
from this screen to the
newspaper or other
email recipient.

Optional: TerraPro can
link this data to ASD
(Answering Service for
Directors), and your
website or our own
WordPress sites to save
you precious minutes re-
typing data.

Robert David Probos

File Number 2015-004

Vital Disposition Service Obituary Benefits | Benefits- IHV

Cincinnati Association for the Blind, 2045 Gilbert Avenue, Cincinnati, OH 45273-9798 Phone:
513-221-8558

Haw many days of
obits to send to
web page?

143‘,
Check Boxto NOT
I Putthis Obit on

IR Joseph P. Sample Funeral Home, Inc. serving the family.

Website: http://www josephsample.com
ASD. Update ASD

800-838-8299
513-759-9330

Bethesda Avenue, Cincinnati, OH 45219 Phone: 800-840-2732

Preceded in death by:

@ Obituary 1 Probos, Robert David preceded in death by an uncle, Heironymous Bosch. (nee Uxor), loving father of J
Q Obituary 2 Richard Henry Probos, Sarah E. Filiamento, Veera Mae Tochter, brother of Fred Norman Probos,

Tess Marie Sanctimonialis, December 16, 2020, age 84 years. Residence Cincinnati. Mass of Christian
O Family Burial at Little Hope Baptist Cemetery, , on Saturday, December 19, 2020 at 2:00 PM. Friends may call

Friday, December 18 from 4:00 PM to 7:00 PM at Joseph P. Sample Funeral Home, Inc. Cremation at
Little Hope Baptist Cemetery, Albany Creek, Queensland. Memorial Contributions may be made to
American Kidney Fund, 6110 Executive Boulevard Suite 1010, Rockville, MD 20852-9813 Phone:
American Diabetes Association, 8899 Brookside Avenue Suite 102, West Chester, OH 45069 Phone:
Tristate Parkinsons Wellness Center, University of Cincinnati College of Medi PO Box 670525 231

National Wildlife Federation, 11100 Wildlife Center Drive, Reston, VA 20190-5362 Phone: 800-822-9919

Edit Survivors an uncle, Heironymous Bosch J
Modify Obituary Format

I” Count Words

=

Adjust
Width of
Obituary

505 =+

Maximize Screen

Marker ll

I” Check Box if Video Tribute

Select Source (Scanner or
Camera)

NSTANCE 2 TERRAFROVSTER MAGES FECRLE:

File Size of Image = 78 Kb
(DbI-Click to Select Image)

Today is Monday, January 4, 2021

Special Characters (é)

Scanning pictures
has never been easier
with our built-in EZ
Twain"™ scanning
utility. Just place the
picture on the
scanner, push this
button,

crop as necessary
and accept the
picture. It will
automatically be
placed in the
TerraPro Images
/People folder so that
all your network
users can access the
picture.

You can also
Double-Click the
filename box under
the picture to assign
an already scanned
or emailed picture.

Figure 6 — Obituary

TerraPro allows you to store three different obituaries for each case. Click on the Obitl, Obit2 or
Family buttons at the upper left, and you can create a long obit, a short death notice or a family
listing quickly. When you choose to email the obit to the newspaper, first click Obitl, Obit2 or
Family to select the obit you will be emailing.

The photo you scan can be edited to apply frames, fuzzy borders, color correction or hundreds of
other artistic options by using a separate program such as Adobe Photoshop. A free program
we recommend is called PhotoScape and is available by clicking the button to the right of the
photo on the obituary page. Once installed, clicking the Edit Photo button will load PhotoScape
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with the selected picture ready to edit. If desired, it can then be saved as a different name to
preserve the original picture.

If you want to embed a link to the Video Tribute, you can copy and paste the link on this screen
(upper left) or if you use a service, you may be given a tribute ID to enter. Call us for individual
help on this topic.

There is a shortcut to the Survivors Screen here in case you need to check some information or
enter more Survivors.

You can adjust how the obituary is written by clicking on the Modify Obituary Format button.
See Appendix D for information on how to use the “Modify Obituary Format” button.

The Print/Fax button will let you print or fax the death notice in a customized format. See
TerraPro personnel for advice on how to customize this form, or read Chapter 10 if you would
like to do it yourself.

Count Words gives you a word count and lets you estimate the cost of the death notice based on
the number of words per line and the line charge from your local paper. This is an estimate only
and may not reflect the actual charges incurred.

Manage Other Images and Documents is the door to a complete
TERRAPRO image and document tracking system for a particular case. It can be
DOCUMENT used to scan documents related to the case, such as military or legal

MANAGEMENT documents which normally would be copied and placed in a file.

[ TerraPro Image Database E@
Select an image:
Click Image Mame to see it Tribute? Display Time f Tk I -...—i & b g h g
EATERRAPROWPDFIFILIAMENTO INS CLAIM.PDF O 0 Scananew| |Seananew =i Help
EATERRAPROIMAGESIFERN_LOGO.JPG ~ 0 Picture Picture o
EATERRAPROUMAGES\FLOWERSIELEGANT TRIBUTE JPG O 0 (IPG) (FDF) el st s
E{TERRAPROUMAGESIFLOWERSIFTD LOWING REMEMBRANCEJR [ 0 Tribute Clear Music List
¥ [E/TERRAPROUMAGE SIPEOPLEIDAVIDHALDEMAN 1963 JPG O 0 B
FATERRAPROWM USICIBACH-CHAC ONNE-SHORT.WAY ~
Ad”Ff\D”E”“E gd” "V”’dt FATERRAPROW USICH/LA A
peumen FATERRAPROWMUSIC\PAGANINIMOSES FANTASY Y
FATERRAPROW USICIBACH-AIR ON THE 5 STRING.MP3
Add Saved e
L Ficture

1< > Email
Highlighted v
Dbl-Click on Picture to View Full Screen Dacurment
& < I} >
I

Eclit Picture Using

- Clnsiieeerps Flay Fause

High School Picture of David Haldeman "~

Select Image
Source

|
- f
g
— {Stanner or
I Camera)
‘ e x

£\ TERRAFRUY IMAGET\ FEOPLE [&VIDHALTEHARLIS & . JEG Description Floss

It is also the place where a slide-show tribute can be created for families who decline a DVD copy
of a Tribute Video. Your large screen TV or monitor can show this slide show, broadcast
wirelessly using a VGA broadcaster and receiver available from ioGear™ for around $300.
Optionally, a laptop or other networked computer near the big screen can connect directly to it.
The tribute feature is an option, but is included to try out in all versions of TerraPro. Music can
also be added to the tribute. The music files should be in mp3 format, and are placed in the
TerraPro\Music folder. Any PDF document can be signed and emailed from this screen.
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These screens are only accessible if you have indicated they are needed on the

BURIAL first screen (Vital Statistics). See page 8 for a close-up of the bottom of this screen
BENEFITS showing how to select these forms. Unless the deceased was a veteran, they will
SCREEN not be on the screen.
File Number 2015-004 Robert David Probos
| Disposition . Seiw'ce ! Benefits- IHV . Marker il
\‘_',:_\ Department al Veterans Affairs CLICK
s romu 21P53 APPLICATION FOR BURIAL BENEFITS BELOW 0
APR 20017
(Under 38 U.S5.C. Chapter 23) VIEW
1. FIRST, WIDDLE, LAST NAVE OF DECEASED VETERAN - Wlsen
|Robert |Dawd |Probos ON VA
2. S0CIAL SECURITY MUMBER 3. VAFILE 8. RELATIONSHIP OF CLAIMANT TO DECEASED VETERAN WEBSITE
OF VETERAN 123-45-6789 982989 ‘ \ - View A
4. FIRST. MIDDLE, LAST MAME OF CLAIMANT G. TELEPHOME NUMBER(S) (Include Area Code) Form
‘ A DAYTIME - - B. EVENING - -
7. E-MAILADDRESS OF CLAIMANT 5. MAILING ADDRESS OF CLAIMANT (Number and street or rural route. city or PO., State and ZIP File Online

|H |

PART | - INFORMATION REGARDING VETERAN

9ADATEOFBIRTH [02/211936 | °F-PLACEOFBIRT [Green Camp [oH ||
10A. DATE OF DEATH 10B_PLACE OF DEATH 10C, DATE OF BURIAL | 10D. WHERE DID DEATH OCCUR?

12/16/2020 ‘Daytnna Beach |FL j |12i19i2|]2|] ‘Roger Hemmerly Memorial Rest Home j

SERVICE INFORMATION (The following information should be fumisped for the periods of the VETERANS ACTIVE SERVICE)
114 ENTERED SERVICE 11B. SERVICE NUMBER| 11C. SEPARATED FROM SERVICE 11D. GRADE, RANK OR RATING, ORGANIZATION
DATE PLACE DATE PLACE AND BRANCH OF SERVICE
|umzr1ss4 ‘ San Francisco, CA ‘999999999 ‘uwmmar ‘ San Diego, CA |WestPac 234
K | | K | |
‘ i

12 IF VETERAN SERVED UNDER NAME OTHER THAN THAT SHOWN IN ITEM 1, GIVE FULL NAME AND SERVICE RENDERED

UNDER THAT NAME

Figure

7 - Burial Benefits Screen I

This screen is a close approximation of the actual VA form 21p-530 which is used to claim burial
benefits from the Veterans Administration. Information you previously entered is automatically
transferred to the veterans’ forms from the case data previously entered. Anything that is missing
can be filled in, or boxes checked as appropriate.

Claimant information can be typed in, or one of the survivors can be made the claimant by giving
them a code “CF” in their other relationships. You can right-click to edit the claimant.

VA FORMS

A US:

WE WA
Form

Whenever you see the above button, you can double-click it to bring up the actual VA
form in Adobe Acrobat™ format from the VA website. If you do not have the Adobe Acrobat
Reader, it is readily available for free download from Adobe’s website, www.adobe.com.

Having an original, blank copy of each of the veteran’s forms right here in TerraPro is an easy
and convenient way of using it for reference, or to give to the family.

BURIAL III and IV.. See the actual VA instructions for details.

BENEFITS I1

This screen allows you to enter the actual amounts due the claimant for parts II,
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File Number 2015-004 Robert David Probos

Disposition Service Obituary Benefits | Marker I!

_..Benefits- MV

PART II - CLAIM FOR BURIAL ALLOWANCE

13a, TYPE OF BURIAL ALLOWANCE REQUESTED (check one) 138. WHERE DID THE VETERAN'S DEATH OCCUR?
& NON-SERVICE-CONNECTED DEATH € VAMEDICAL CENTER £ NURSING HOME UNDER VA CONTRACT
 SERVICE-CONNEGTED DEATH " STATE VETERANS HOME
" VAMEDICAL CENTER DEATH (if other, Speciy): |

14.IF YOU ARE THE DECEASED VETERAN'S SPOUSE, DID YOU PREVIOUSLY RECEIVE AVABURIAL ALLOWANCE? yag @ No

15A. DID YOU INCUR EXPENSES FOR THE VETERAN'S BURIAL?  ( Yes @ Mo

158 ARE YOU SEEKING BURIAL BEMEFITS FOR THE UNCLAIMED REMAING OF AVETERAN?  Yes & No

PART IV- CLAIM FOR PLOT OR INTERMENT ALLOWANCE

17A.DID YOU INCUR EXPENSES FOR THE VETERAN'S 17c. WAS VETERAN BURIED IN A STATE VETERAMS CEMETERY?
PLOT OR INTERMENT?
" Yes Mo © Yes & No

17b. WAS VETERAN BURIED IN ANATIONAL CEMETERY OR | 18A. DID AFEDERAL/STATE GOVERMMENT OR THE VETERAN'S
OME OWNED BY THE FEDERAL GOVERNMENT? EMPLOYER CONTRIBUTE TO THE BURIAL?

T Yes @ No “Yes & No

PART V - CLAIM FOR TRANSPORTATION REIMBURSEMENT
19. EXPENSES INCURRED FOR THE TRANSPORTATION OF THE VETERAN'S REMAINS FROM THE PLACE OF DEATH TO THE FINAL RESTING PLACE
(Attach itemized receipts)

—

wwrore 2 P53 Revissd APR 2017

Figure 8 - Burial Benefits I

You can download the latest versions of all veterans forms at the VA website, http:/www.va.gov

Keep in mind that the Benefits I and II print on the front and back of the VA Application for
Burial Benefits Form 21p-530. You will print these forms from the Print Forms dialogue. If you
set your printer to duplex printing, the form will print front and back on the same sheet of paper.

17


http://www.va.gov/

The most commonly used Veteran’s Benefit is a US Flag for draping the casket

and presentation to the survivors. Make sure the survivor that is to receive the

FLAG SCREEN - . ] .
flag has an “FL” code in their other relationships, then proceed to the flag form:

File Number 2015004 Robert David Probos

Obituary | Benefits] | Benefits- IV
t:‘_\ Deprrment ol Veterans Affairs APPLICATION FOR UNITED STATES FLAG FOR

1. LAST NAME, FIRST NAME, MIDDLE NAME OF DECEASED I Probos | Robert IDavid View VAForm
2. BRANCH OF SERVICE (Check box) 3. VETERAN'S SERVICE (Check box)
©OARMY 5 NAVY O AR FORCE I~ World Warll ™ Persian Guif [~ Afghanistan M Iraq
" MARINE CORPS " COAST GUARD [ Korea I Other (speify)
" OTHER (Speciy) [V Vietnam
4. CONDITION UNDER WHICH VETERAN WAS RELEASED FROM SERVICE (Check bax) (See Item 2, Instructions on Reverse)
'7 A VETERAN OF A WAR, MEXOCAN BEORDER SERVICE, OR OF SERVICE AFTER 13185, '- €. BY DEATH N ACTIVE SERVICE AFTER MAY 27, 1941, AND FLAG NOT
DISCHARGED OR RELEASED FROM ACTIVE DUTY UNDER CONDITIONS OTHER THAN FURNISHED EY SERVICE DEPARTMENT
DISHONORASLE [ D-SEPARATED FROM PHILLIPNE MIITARY CRCES, UNDER
[~ B-DISCHARGED FROM OR RELEASED FROM ACTIVE DUTY INWLS. ARMED FORCES CONDITIONS OTHER THAN DISSONCRASLE, AFTER SERAVNS WITH
UNDER COMDITIONS OTHER THAN DISHONORAELE, AF TER HAVING SERVED AT THE UNITED STATES M SUCH FORCES UNDER THE PRESDENTS
LEAST OHE \ORDER OF JULY 26, 1941, AND DIED TN OR AFTER APRL 25, 1951 N
5. NAME OF PERSON ENTITLED TO RECEIVE FLAG 6. ADDRESS OF PERSON ENTITLED TO RECEIVE FLAG b 7. RELATIONSHIP TO DECEASED
IGeorgia May Foolery |1ura East Church St IMarion, OH 43302 SP spouse
PERSONAL DATA OF DECEASED (To be completed if possible) 4
8 VAFILE NUMBER 9. SOCIAL SECURITY NUMBER
|982989 123-45-6789
11. DATE OF ENLISTMENT  12. DATE OF DISCHARGE | A DATE OF BIRTH 10. SERVICE SERIAL NUMBER A, DATE OF D)ZATH
|umz;1954 |um1:1957 Il]2iZ1.f1935 |999999999 | 121151/020
15 DATE OF BURIAL 16. PLACE OF BURIAL (Name of cemetery, city, state)
|12.|'19i202l:l IAIbany Creek, Queensland
17 REMARKS | ] | 19 ADDRESS OF AFPLICANT  Funeral Djrector

/

4

Figure 9 - VA Flag Form /

You will need to indicate the relationship of the recipient to the deceased. If you have entered the
FL code as Other Relationship on that survivor screen, the address will fill in from that record.

HINT: When entering informant or other close relatives, add the FL code at that time to save
time on this screen.
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Free Government Markers are available from the VA. Filling out this form

MARKER will let you apply for one:

SCREEN 1

File Number 2015-004

Robert David Probos

Screen
Disposition Service Obituary Benefits | Benefits- IHV Marker il
v e " IMPORTANTPleass read the General Information Shest befors completing this form
\-2' Departmen of Veterans Aftairs View VA Tupe or print clearly all information except for sisnatures. Tlagible printing could result in
Form Online heidstons or marker or delivery. BLOCKS OUTLINED I BOLD are optional inscription

items. Unless indicated otherwise , all other blocks must be completed,

MILITARY DISCHARGE DOCUMENTS OR RELATED SERVICE INFORMATION IS REQUIRED.
2. NAME OF DECEASED TO BE INSCRIBED ON HEADSTONE OR MARKER (O ACANAMES OR TTLES FERMITIED, |3 GRAVE 1S:
FIRST for el MIDDLE (0r Il LAST I~ CURRENTLY MARKED
Ethan Allen Probos
VETERAN'S SERVICE AND IDENTIFYING INFORMATION (Use numbers ouly, e.g. 05-15-41)
NOTE: Faifue to complete Ttem 4 will delay PERIODS OF ACTIVE MILITARY DUTY
§. SOCIAL SECURITY NO. | SERVICE NO 114 DATE(S) ENTERED 11B. DATE(S) SEPARATED
123-45-6789 999999899
I I st Senice Ery Do | 07/02/1964 1s Senice ExiDz= | 0710111967
4. DATE OF BIRTH 4B, DATE OF DEATH
[ [ s [ [z0t0 Ind Servce Eniy Dse [ | Ind Senvce ExtDee [ ]
12 HIGHEST RANK(N pay grades) 13- BRANCH OF SERVICE

COARMY O NAWY ¢ MARINE CORPS ¢ COASTGUARD " AIR FORCE
Lt. Commander

" ARMY AIRFORCES ¢ MERCHANTMARINE " OTHER (Speciy)
14, VALOR OR PURPLE HEART  (Decumentation must be provided) 16. WAR SERVICE  (Check applicable box(es)
[~ Congres. Medal Honor [~ Distinguished Svc Cross [ Bronze Star F‘:::]"r’;:waf Il ™ Persian Guif ™ Afghanistan W Irag
[~ Mavy Cross [~ AirForce Cross [ Silver Star [~ Purple Heart ¥ Vietnam I Other (spcify)
15 TYPE OF HEADSTONE GR MARKER REGUESTED

17. DESIRED RELIGIOUS EMBLEM OPTIONAL: MEDALLION SIZE (FORM VA40-1330M)

[" FLATBRONZE ¥ FLAT GRANITE I UPRIGHT MARBLE

[ SMALL FLAT EMBLEM NUMBER: I~ NONE € gmen c e V&
r [” BRONZENICHE [~ UPRIGHT GRANITE ~ GRANITE "JI}I [o1 =]  chistian Cross  2inch € Mone e o
FLAT MARBLE 0 x © 15inch Form Onling
vaForRM  40-1330 pec ooy

APPLICATION FOR STANDARD GOVERNMENT HEADSTONE OR MARKER

Figure 10 - VA Marker Application I

Again, any information entered on any veteran’s form carries to the other forms. Fill in data as
needed, check any appropriate boxes and continue to the second Marker Screen:
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File Mumber 2015-004

Disposition Service

Robert David Probos Maximize Screen

Obituary

Benefits | Benefits- ii-IV

;) Department of Veterans Affairs

APPLICATION FOR STANDARD GOVERNMENT HEADSTONE OR MARKER (Con't)

[V Next of Kin
[~ AUTHORIZED REPRESENTATIVE ON BEHALF OF DECEDENT (Include Written Authorization)
[~ AUTHORIZED REPRESENTATIVE ON BEHALF OF NEXT OF KIN {Include Written Authorization)

|
1/ l| 13A. NAME AND ADDRESS OF APPLICANT
i
!

13B. DAYTIME PHONE

14. Emal Address {Cpiional)

19. NAME AND ADDRESS GF BUSINESS (CONSIGNEE) WHO
(WILL ACCEPT PREPAID DELIVERY

(No., street, cify, State and ZIP Code)
BO_BOXIS NOT ACCEPTABLE

| Joseph Sample Funeral Home

6404 Coffey Street

Cincinnati, OH 45230

20. DAYTIME TELEPHONE NO. . NAME AND ADDRESS OF CEMETERY

(Inchide Area Code)

Little Hope Baptist Cemetery
2222 Chickasaw Street
Albany Creek, Queensland 41254

Right-Click to Edit Cemetery Information

27.REMARKS  (dvailable optional inscription space may be limited by fype of marker)

=l
=

28. CHECK BOX BELOW IF REMAINS ARE NCT BURIED AND EXPLAIN IN BLOCK 27

(e.g. fost at sea, remains scatiored) o,
[~ REMAINS NOT BURIED

STATE VETERAN'S CEMETERY AND GRAVE LOCATION [Cemetery Use Only)

294 SECTION / GRAVE

e FoRM 40-1330  APPLICATION FOR STANDARD GOVERNMENT HEADSTONE OR MARKER

Figure 11 - VA Marker Application I

Once you have learned how each of the screens in this chapter works, you are well on your way
to mastering TerraPro. The remaining chapters will help you learn to enter survivors, print forms
and cards, modify your forms and learn the inside scoop about TerraPro.

NOTES:
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Using the Right-hand Mouse
Button

Your mouse has two or more buttons. You paid for them, why not use
them all?

If you’ve read the previous chapter, you probably are getting the idea about the right-hand mouse
button. If you press it at certain spots in TerraPro, it gives you access to editing information
related to the spot you pressed it. For example, right-clicking on the informant’s name on the
Vital Statistics screen will bring up the Survivor’s screen, where you can change information,
track After Care, or write letters.

Let’s explore other uses for this button!

First of all, when you pass the mouse over certain parts of the data entry screens, TerraPro will
provide tips about how to enter data, or let you know you can right-click to “drill-down” to more
information.

Let's do it

From the Vital Statistics Screen, move the mouse to the name of the informant.
Click the right-hand mouse button. The survivors (or people) screen will pop
up. For now, close it using the red X or the Save and Quit button.

Another way to use the right-hand mouse button is to maintain your lists which

DIFFERENT pop-up from the pull-down buttons. For example, the cemetery locations pull-
cLicks For down button on the Disposition tab allows you to make changes to the details
DIFEERENT about each cemetery.

TRICKS On the Service tab, you can edit Places of service by right clicking on the pull-

down for place of service, and edit the list of churches by right clicking on the pull-down for
churches. In fact, at any point where prompted by the tips, you can right click to do more with
the data. If you happen to right click where not prompted, no harm is done.
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Editing Locations

Now that you know how to get to the locations editing screen by right-clicking on certain pull-
down lists, let’s find out how to make changes to our locations list.

What are Locations?

Locations are defined as facilities where death occurred, churches and
other places for services to be held, cemeteries or crematories and so on.

Let's do it

As with other editing in TerraPro, you get behind the scenes for data lists by
right-clicking on the appropriate pull-down list. If not already editing a case,
click Edit Current Case (1) on the Main TerraPro Screen menu. Click on the
Service tab (2), then right-click on the Church Affiliation Arrow (3):

Probos, Robert |+ |[§
R File Number 2015.004

Edit Sunivors

Disposition

»
Edit Current Case Tvpéwraveslde B

Arrangements | Events Calenda Visitati ay, December 11, 2020 from 3:00 PM-11:00 PM at Joseph P. Sample Funeral Home, Inc. =l
Edit Bill Bl ‘eside Saturday, December 12, 2020 from 2:00 PM-4:30 PM at Little Hope Baptist Cemetery
— - Burial Saturday, December 12, 2020 from 3:00 PM-6:00 PM at Little Hope Baptist Cemetery
2 |
s, Reports i
/ Eorms B Clergy: I:, Pastor Rod L Kincaid - Work: 440-536-8575 Deliver Flowers: Date and Time:
Reports ‘| 2nd E Rev Horatio Robinson - Home: 513-555-6666 Work: F To Funeral Home 12/18/2020 01:00 PM EI
Card Shop B 513-666-5555 3 ™ To Other Location:
Envelopes-Labels _: < srd E John Johannsen - /
Office i Church Mﬂiliﬂ|i°'1 Qur Lord Christ the King Church |;| Casket: IWDndlite State Silver - $4850
Checklist - Religion: [ Ghristian Vault: [Clark Custodian 10 Guage STEEL, Painte
Dactars/Clergy Lists | @
Price Lists _ Comments Hobbies:
Manthly Stat " [ DO NOT RELEASE ANY INFORMATION TO ANYONE EXCEPT i’ Mr. Probos was also interested in his Garden Railway, Nature, and =]
LV Sl SR INFORMANT OR MOTHER OR FATHER Technology
Cash Receipts | Mother needs help with stairs | =
Utilities | Memorials: Fraternal
Memeorial Contributions may be made to Cincinnati Association for the ﬂl;l Mr. Probos married his wife on September 15, 1956 and they lived happily ;Il;l
u Quit Blind, 2045 Gilbert Avenue, Cincinnati, OH 456273-97988 Phone: until her untimely death on September 16, 1956
513-221-8558 | =l

Links

Our Website | TerraPro Website Checklist I” Pre-Arranged?  Source: - Symbols: Iz[
- § ™ Pre- Paid? Walk In = :

= ™ Indigent?

Marquee

Tribute

Figure 12 - Getting to the locations editing screen via right-click on a location pull-down list
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LOCATION

EDITING
SCREEN
f Locations =R
Use mouse to select a location (or start typing location name to select): Click on a check
Kemper Home Companies Home Serwvice InsuranceSt. Louis ~ thh?'mNtD
Liberty Life Insurance Company PO Box 19038 Greenville filter list to show:

Liberty Hational Life Insurance Compallhsurance Services DivMcEinnew

Life of Georgia [lcemeteries

Lifeplan Australia Friendly Society L []Cremataries
Lilydale Lawn Cemetery 120 Victoria REd Melbourne [ Churches

Little Hope Baptist Church 12349 Little Hopse RoadlCave City

Little Hope Cemetery Hain Road Hope [IFraternal Organizations
ﬁz;:;ﬁz 2d [JInsurance Companies
Make a Wish Foundation Southern COhio Office |Mason [JInstitutions

Maple Grove |5549 Mechan 1rg—Cat)

Marion Cemestery 1800 Delaware Avenue |Marion [IMemarials
Melbourne General Cemetery []Places
Metropolitan Life Insurance Company
Miles Dawvis Memorial Hospital 2891 Loui= Arm=trong HCincinnati [1Registrars
Honumental Life Insurance Company 2 East Chase Strest Baltimore
Mornington Cemeter [8ources
g v

Mount Carmel East Hospital b4

Quit Labels Edit Selected Location Add Location

Figure 13 - Location Editing Main Screen

When first entering the locations editing screen, the list shows ALL locations. If you want to edit
just Places of Service, check the box next to the word Places by clicking on it. Now you see just
the locations coded as PLACE:
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Locations

Use mouse to select a location (or start typing location name to select):

Disaster

Freeman Funeral Service, Inc.
Freshwater, HMcDonald & Vernon Funeral
Greater Cincinnati Airport

Holyoke Chapel

JC Battle and Sons

Joseph P. Sample Funeral Home & Crema
Joszeph P. Sample Funeral Home. Inc.
Joseph P, Sample Pet Cremation

Joseph Sample Honuments

Little Hope Baptist Church

Our Lord Christ the King Church
Fesidence
Skillman., McDonald
St. Vincent Ferrer
T. P. White & Sons Funeral Home.
T. P. White & Sons. Inc.
Templeton Family Funerals
Vernon Funeral Home

& Vernon Funeral H
Church
Inc.

Gluit Labels Edit Selected Location

2939 Terminal Dr

1536 Whetstone River H

543 Rockdale Avenue

6404 Coffey Strest

12349 Little Hope Road

2050 Beechmont Avenus

Add Location

Cincinnati
Clay
Horth Lewisb
Hebron
Caledonia
Cincinnati
Clay
Cincinnati
Cincinnati
Cincinnati
Cave City

Mechanicsbur

Cincinnati
Columnbus
Van Wert
Urbana

A

Lo & =

Click on a check
hox helow to
filter list to show:

[]Cemeteries

[ Cremataries
[]Churches

[IFraternal Organizations
[Jinsurance Companies
[Jinstitutions
[IMematials

Places

[ Registrars

[J5aurces

Figure 14 - Locations Editing Main Screen Filtered for Places only

separately, so be sure you make any changes under both entries.

To edit the data for any location, highlight the desired location by single clicking on it, or find it
in the list by starting to type its name. As you type, the list will move to the letters typed. (If you
are a slow typist, the list may jump around. Try typing the first two letters quickly to get near the
right entry, then use the arrow keys to move up or down to the right entry.) Click on Edit, and

the editing screen will appear:

You might see a lot of churches listed. These are the entries coded as Place of Service when the
church is where the service is held. These same churches might appear on the Churches list
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)

S Editing Locations = B2

Edltlllg L.ocations  Msp-cClickto ShoworClose | Tvne! CEMETERY v

Location: | Maple Grove Cemetery

Address]: | 9949 Mechanicsburg-Catawba Road Print hap
Address2: Google Map
City: Mechanicsburg Inside City Limits?

Tuwip:

County: Charpagne

State: OH Zip: | 43044

District: % | <-- Choose Claim Form Report Lavout

Contact:

Fhaone:

Fax:

Cellohaone:

Email:

Motes:

Fee:

Top Prew et Battom Find Frint Save Revert Delete Exit

Figure 15 - Editing details about locations

Make the changes as needed. Notice the upper right part of this screen has a pull-down list that
allows you to decide which pull-down list this location will appear on. Right now, it says PLACE,
but you could change that to another list. Click on Save to save your changes, or Revert if you
don’t want to save your changes.

Note: You may see the same location on your list two or three times. This is because it is there
under PLACE and CHURCH. That way, when you pull-down a list at the Churches selection, it
will be listed as well as under the PLACE of service. If it listed under PLACE twice, then one
may safely be deleted.

You can print labels for all locations (memorials, places of service, cemeteries, institutions and
churches) from the Figure 15 screen also. Just filter for the type of location by clicking one of the
filter check boxes, then click on Labels — you can preview them first to assure all addresses are
complete.
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: Editing Locations

Editing Locations Tvoe | PLACE <]

Location: |Andersnn Hills United Methodist Church Chapel
Address1: |?599 Beechmont Avenue

Address2: |

City: |Cincinnati
Twvp:

County: Hamiltan

State: OH 7 [45230
District:

Phone  |513-222-9959
FAX

Mermorals: — J
=l

Edit | Delete| Exit |

Top | Erew ‘ et |ﬂottom| Eind ‘ Print |

Figure 16 - Editing Screen after saving
After saving, you have many choices:

Top — Go to the first entry alphabetically.

Prev — Go to the entry alphabetically before the one displayed.

Next — Go to the entry alphabetically after the one displayed.

Bottom — Go the the last entry alphabetically.

Find — Brings up a dialogue box that lets you search for the location by any of the fields listed.
Print — Print a Rolodex™ Card for this entry.

Add — Make a new entry (in any category — Place, Church, Cemetery, etc)

Edit — Make changes to this entry

Delete — Delete this entry (you will be prompted to confirm delete)

Exit — Leave the editing screen, return to the locations main editing screen.
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Editing Survivors

TerraPro uses the term “Survivors” rather loosely. It refers really to “People”, living or dead,
related to the deceased or not, but sharing the common property of being a part of the case
information for this deceased.

You can get to the survivor-editing screen by right clicking on the informant’s name, or by
clicking Edit Survivors on the Obituary screen. You can also get there by right clicking on the
pull-down arrow for the clergy or doctor pull-down list or the father or mother’s name. In other
words, wherever a survivor is referenced on the main editing screens, you can “drill-down” to the
survivor-editing screen by using the right hand mouse button.

Survivors File for Robert David Probos - Case # 2011-501- Died June 30, 2015

. <_CHOOSE

PERSON

Spouse Information Post Service Followup Letters Labels/Cards Texting Center

Other Relationships (use 2 letter codes)

Relationship to SP ] IN-PR- - - - - w Insurance Policies

Deceased:
Title First Middle Last Sex
v ||| Georgia May Foolery
Salutation: Date Married: I Marriage Info: memo
Maillist Codes: W
P.0. Box/Apt: [] List with Survivors
[ Deceased
Street & #:| 1076 East Church 5t

City: | Marion OH v | ZIP: 43302

Arrangements Conference
Date/Time

10/04/2012 12:00 AM Z|

County: Twp: [Jinside City?

How Contacted: v
Evening or Home Phone: Daytime or Work Phone:  FAX Cell Phone:
740-383-9657 - - - - - -

E-mail: Birthdate: SSN:
I - -

Save & Quit

When adding MEW records, fill in C te & ZIP Automatically 1l

Figure 17 - Survivor's Screen

An important part of this screen has to do with defining the relationship(s) of the survivor to the
deceased. TerraPro uses two letter codes to define relations. Most of the codes use the first two
letters of the relationship. For example, FA-Father, MO-Mother, DA-Daughter, SO-Son, UN-
Uncle, AU-Aunt, etc. Where not obvious what the relationship is, use the pull-down list to choose.
If the relationship is not listed, use the right hand mouse button to edit the list. Once in the list,
press CTRL-Y (hold down the CTRL key and then tap the Y key). Enter the new relationship
and code, and then under male and female, enter the relation if the deceased is male or female.

The other relationships this person has are also important. It is possible for one person to have
many relationships to the deceased and many duties to perform. For example, the Spouse could
also be the informant, person responsible for the bill, flag recipient, marker claimant, etc. In order
for TerraPro to know who has these responsibilities, you MUST enter the other relationship codes
into the other relations’ field. There is room for up to seven codes, each separated by a space. If
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your cursor is not properly placed it is possible that using the pull-down list will cause a code to
be divided over the preset spaces in the field. Make sure each relationship has two characters. If

entering codes manually, the space is automatically entered for you, do not use the space bar in
that field.

The button labeled Browse/Add can be used for quick, spreadsheet-style
QuicK ENTRY entry of family members. It will be necessary for you to know the family
OF FAMILY relationship codes before you start entering family members, as there is no
MEMBERS pull-down available during entry. You should also remember to mark the
members as family by putting a T in the “List with Survivors?” column.
Later, when creating an Obituary or Family List, CTRL-L will build a list of relations, names and
cities for those survivors marked as family members.

TerraPro 9.06.48 Multi-User - 99 Joseph P. Sample Funeral Home, Inc. Cincinnati, OH - 12 Cases On File =

TerraPro Survivors Easy Entry

Click in leftmost column to delete an entry

Click on * column headers to sort by that heading

['Birth Order*Code Relationship "Last Narne First Name Middle Name City State | List wiFamiy? Dec'd? A
Cl 2|DA | Daughter Filiamento Sarah E St. Paul N T
0Nl Niece Jules Rhonda Los Angeles CA |T
0|FG Flag Applicant  |O'Dell Digger Cincinnati OH
0|ct Clergyman Praedicatio Verendus A Chesters Mills ME
0|BR  [Brather Probos Fred Norrman Marian OH |T
0|MM  |Mothers Married |Probos Mary i
0|5F  |Spouse Probos Mary Ellen Cincinnati OH
1[S00 [Son Probos Richard Henry Cincinnati OH |T
0|SE | Self (Deceased) |Probos Robert Horace Cincinnati OH i |
0|FA  [Father Probos Sator .John Il
4|AS Adopted Son Probos ‘William Verne Caledonia OH |T
0|3l Sister Sanctimonialis Tess Marie Las Vegas NV T
0|MO  |Mother Satar Mary Ellen
0|CE  |Physician/Certifif Sucadem Alonzo J Cincinati OH
3|DA | Daughter Tochter Vera hae Denver CO|T
0w [Wife's Maiden NgqUxar Manry &

[ Just Show Family
Quit

Farily Advisar™

[] Show Carmments

i Main, JPG - Paint

Figure 18 - Browse/Add Survivors Quick Family Member Entry Screen

AFTERCARE LETTERS

See Chapter 6, AfterCare, for details about using the built-in Post Service Follow-up system in
TerraPro.

TEXTING

If you enter a cell phone number for any survivor, you can text directly from TerraPro and hear
back from them. This gives you a record within the case file of any texts sent to the survivor.
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Printing Forms

After data is entered that appears on a form, you can print the form.
This chapter tells how to print forms.

From the main TerraPro screen, select Forms by clicking on the button labeled forms.

Visual TerraPro Forms Printer %

Use mouse to select forms (or start typing form name.) Forms to Print

Selected Forms:

Agreement to Authorize Cremation
Attendance Form Agreement to Authorize Cremation

Batesville Warranty

Clergy Record

Death Report

First Call Sheet - Y City Crematory

Info Sheet

QLD Death Registration Apglication

VA Presidential Memorial Certificate

VA21-2008 Flag Form (rev. 2013) Forms Printed

VA21P-530-Burial Benefits (Front and Back) ~
V/A40-1330 Marker Application

VA40-1330M Marker Medallion Order Form

[ show Insurance Forms

Quit Purchase New Farms Online (Clone this Form |l Export Form  [lEdit Form Name

Figure 19 - Form Selection

Your list of forms may look different than the one above, because this list can be fully customized
to add or modify forms to fit your exact needs.

As indicated on the screen, you can click on a form name to select it for printing. When you do,
its name appears on the right hand side of the screen under the list of selected forms. You can add
as many forms to the list as you like. When you are ready to print, TerraPro will pause between
each form to assure that you are ready with the appropriate paper in your printer.

When you click on the Print button you will be asked if you are ready to print. Then you have
five choices:

TerraPro Form Printing

Ready With Agreement to Authorize Cremation?

Optional: Create
[P ) Document o
L4 Instead of Print

o Webpa

ates
O JPG (image) File
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Yes — Go ahead and print — Printer is ready with paper.
Preview — Look at the form on the screen first to check for errors
Skip — Oops, I selected this one by mistake, let’s skip over it

Modify — Change the way the form looks. This requires some knowledge of the FoxPro Report
Designer. Although not terribly difficult to use, you may want to read chapter 9, Modifying
reports and cards, before attempting to modify your own reports. TerraPro personnel are more
than happy to make modifications for you at a reasonable cost, so give us a call and let us know
what you are planning.

Create Webpage — Any form you can print can be made into a web page. This might be useful
for creating online price lists, memorial folders, or other pages.

Optional Output — Any form can be made into a PDF, Word Document, Excel Spreadsheet or
an image file (jpg). Check the output you wish and click on Print. If you choose PDF, you will
be asked for the title of the PDF and where to save it (We recommend the PDF folder). Next you
will be asked if the document should be added to your documents database (accessible from the
obituary screen)

After printing, you are returned to the form selection screen. Notice that the date and time and
name of the form have been added to the list of forms printed. You can edit this list to remind
yourself of tasks that need completed.

Other choices are available from the Forms screen:

Clone this form — Although cloning humans is not a good idea, cloning your forms can allow
you to make modifications in a form without harming the original copy. Clone means make an
exact copy.

Purchase New Forms Online — This takes you to the TerraPro Store on the Internet where you
can order special forms.

Edit Form Name — Change the name of the form, or add FoxPro commands that gather data or
summarize information for the form. You should do this ONLY under guidance from a TerraPro
representative, unless you are comfortable using the FoxPro command language.

Quit — return to main TerraPro screen.
Print — discussed above.
Export Forms — Copy a form to a floppy disk for modification by TerraPro personnel.

Import — Copy form from floppy disk after modification by TerraPro personnel.
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CardShop

Using TerraPro s CardShop makes printing memorial merchandise a
snap. Pictures and verses can be changed to customize your folders
and prayer cards to meet your family § requests.

Choose CardShop on the TerraPro main screen menu by clicking on the button labeled CardShop.

TerraPro CardShop

Choose Card: | v | X
Quit

ImportaCard | [ AddiEdit verses

Figure 20 - Opening CardShop presents you with this screen

The first thing you must do when starting CardShop is to choose a card to
cHoosE cARD print. Click on the arrow at the end of the box labeled Choose Card: and
you will see a list of the cards or other memorial merchandise that have
been setup for you by TerraPro personnel. These are grouped as Acknowledgement Cards,
Memorial Folders, Prayer Cards and Register Book. Other types of printed memorials may also

be listed, depending on your needs.

Once you have chosen a card, the following screen will appear:
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Show/Print Card| |Add a New Card Choose Card: | Memorial Folder v ; Q
W

Choose Verse: |[Psaim23

Edit Card Refresh Data . Help Quit Tribute Center
Text Font = Times New Roman |Change  TeXt Color Change
Edit Data Send to Word Verse Font = Times Roman |Change
Maodify Layout of 29088 FRX Make Webpage Top Margin for Verse | 13 Verse has 2 Lines
i 12 C t FontSize is 13
Export Card Import a Card Add/Edit Verses bontiszegforlierse = urrent Fontsize (s

He leadeth me in the paths of righteousness

The Tv Third Psalm IN MEMORY OF
e Twenty- 5,
- Robert David Probos

The Lord is my shepherd; T shafl not want. Shlomo Kaditz

He maketh me to lie down in green pastures: F ]?ATE_BZ?I:ESG
He leadeth me beside the still waters. eoruary 22
He restoreth my soul: DATE DIED
June 30,2015

Mass of Christian Burial

Edit Card RTF

for His name's sake.
Yea, though I walk through the valley
of the shadow of death. I will fear no evil: Marion,Ohio
for Thou art with me: Thursday, July 2, 2015
Thy rod and Thy staff they comfort me. 11:00 AM

Trinity Baptist Church

Thou preparest a table before me OFFICIATING

in the presence of mine enemies: Rabbi Bob Alper

i : i - Rev Horatio Robinson
Thou aneintest my head with oil: b -
my cup runneth over. Cremation

Surely goodness and mercy shall follow me Marion Cemetery
all the days of my life: and I will dwell Marion, Ohio

Arrangements by

in the house of the Lord for ever.
Joseph P. Sample Funeral Home, Inc.

Figure 21 - After choosing a card, these buttons appear and the card information can be edited.

If the card looks good, just click the Show/Print Card in the top left corner of the screen and print

on your card stock. (See item

If you need to change the data, you can type over it on the screen, or use the Edit Card RTF option:

The layout of the card can be changed, along with new data and font changes.

EDIT CARD Click on the Edit Card RTF button and you will see the following screen:

RTF
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IN MEMORY OF @

Robert David Probos Quit Tribute Center
Shlomo Kaditz
DATE BOEN Insert Picture

February 21, 1936
Meodify Layout of ZMEMORIALFOLDER FRX
DATE DIED

June 30, 2015

MASS OF CHRISTIAN BURIAL Edit Card Data || Save and
Trinity Baptist Church View/Print
Marion Ohio :

Thursday, July 2, 2015 Font Properties Change

11:00 AM Font Name: Arial 14

OFFICIATING
Rabbi Bob Alper
Rev Horatio Robinson

John Johanmsen Character Properties
CREMATION
Marion Cemetery B I Ul |c
Marion, Ohio
Offset: o +|[]Protected
Asrangements by

Joseph P. Sample Funeral Home, Inc.
Oseph L. Sample funer Home, e UPPER Case | Proper Case

lower Case

Paragraph Properties
%  Bulletindent 0

Mote: takes effect on
next bullet use

Left w

Just like in a word processor such as Microsoft Word™, you can use your mouse to highlight
certain areas of the text and change the font properties. The buttons on the Font Properties window
will act on the highlighted text only.

If you need to change the layout drastically, we suggest consulting a detailed explanation of the
FoxPro report generator as it pertains to the CardShop. A little learning here can help you create
almost any card, page or folder you like. The method is described in Appendix D.

(Press the button labeled “Edit Card”, if you do not see a screen similar
EDIT CARD to the one above.)

The information on the card can be edited on the screen. For example, the location of the Funeral
Service is Trinity Baptist Church, but the city and state are missing. You can type them in on this
screen. (due to centering issues, when clicking on a line, the line may disappear, just press the
TAB key and you will be at the beginning of the line)

The headers (such as DATE BORN, DATE DIED, etc) can also be changed. If you have been
using TerraPro for a while, you may require a little help from TerraPro personnel to change the
layout of your cards to enable this feature. The method is described in Appendix D.
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Press the button labeled Show Card, and you might see this:
SHOW CARD

i TerraPro 6.40.52 Multi-User - 01 Donald O'Connor Funeral Home, Inc. Cincinnati, OH - 4,478 Cases On File

Print Preview | x|

=]

===
1]« m| [ o =] 2 & EEII

In Memory of
The Twenty- Third Psaim
The Lovd is my shepherd: I shell not want

P d ;OIS i —-J
p p (>
Heriirelee / / c_,//?;y;/,-’fu

He maksth me fo le down in green pastures: Born

He leadeth me beside the 61l wers.

He restorefimy soul: /Lﬁ_) 7
He loadisth me in the paths of rightecusness Cetider 78 7575
Jfor His names sake. Di
ied

Yeq fough Iwalk fhrough the valley .

of the shadow of death, T'will fear no evil: /é/ 2 2 . o
Y Saiatess 85 BO0F
JFor Thou aré with me. Cotoder 25 200
Thy rod and Thy staff they comforf me. Al

Thou preparest a fable befors me ge

inthe presence of mine evemies: ST sseta & rricriding & abviss

Thou anoinfest my head with o1l E Servi L

iy cup runmeth over RV
Strelp goodness and mercy shall follow me 67/ g 4 /;‘”

all the days of my life: and ITwill dwell Lecrocdacry; (ole

11 fhe house of fae Lord for ever,

et 6 2608

7 T2 o 5
seris T i %

kx.%(ltf&)ﬁﬂi @ g2 :-/VI!Z;?Z [ /é’(‘f‘i,f-(ld‘)[(

g0 A

Officiating
o S e
=%, cﬁi;. secrre (Orrzsrectd

Danald O omnor Funeral Home, Inc.

] = start [ 2l Mar

b By o e e
g TerraPro 6.40.5..

[ untitled - Paint

Figure 22 - Show Card brings up a preview of the card with print option
(in this case, data is different to show unlimited combinations of fonts and styles)

This looks pretty good, but the verse is a little small, and not centered vertically very well. Let’s
close this up using the print dialogue box exit button: (We call it “going out the exit door.”)

Print Preview

| JEI J,

[0 -] | &

Choose Card: |Memuria| Folder (2-up)

Choose Verse: |F'sa|m 23

it Top Margin for Verse 0 El: Verse has 19 Lines

Font Size for Verse |10 Current FontSize is 8

Since the verse font size (the size of the printing) was a little small, we will
ADJUST CARD jdjustit from 8§ points to 10 points. Either type 10 in the Font Size for Verse

box, or click on the up arrows to increase the font size. (This type of control is
called a spinner, and is handy when using the mouse to change the value of the object.)
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Preview the card again by clicking on Show Card. If it looks good, you can go ahead and print
using the Print Preview box Printer Icon.

Print Preview

| <] m| > [vi] [o0> -] R4S

If needed, you can adjust the font size further, or adjust the top margin
PRINT cARDS yntil you are happy with the position and size of the verse. Print one
copy of the card to assure everything looks good in print, then make any
other adjustments you like, and then use the print dialogue to print as many cards as needed:

S 4] ] > 1] v =] B S

Print E|g|

Frinter

MName |hp deskjet 3820 series ﬂ Properties

Status Ready

Type hp deskjet 3820 series

Whers: USB001

Camment:

Frint range Copies

o All MNurnber of copias:

P 1 : (9999
ages from: o Iﬂ B Gl

~

Ok | Cancel

Figure 23 - Print Dialogue Box

Sometimes the card looks good, but the data which prints is wrong. You
EDIT DATA can edit the data on the screen or by using the Edit Data button. If you

press it, the Data Editing box shows up:

Choose Card: }Memnrla\Fmﬂer ~| X
Text Font = Times New Roman Text Color [cnange]
Maclfy Layout of IMEMS.FRX ] [ Wake Webpage ] Top Margin for Verse EE\ Verse has 10 Lines

Font Size for Verse | 0 7| Current FontSize is 12

Export Card | [ importa cand | [ AowEdi verses |

t!nals:[ Senvice/Disposition Family | Pall Bearers Music/Clergy = Photograph Funeral Program

Name | David Joseph Haldeman | Firstname |David Joseph | Lastname | HALDEMAR

Name2 | |

| Placard1 [FUNERAL THU. 10 AM

Placard? | |

Birthdate | January 26, 1945 | Birthplace [Marion, Ohia

Deathdate [anuary 21, 2008 Deathplace | 5ymsonia, Kentucky |

Age |62 | Yearsold [62 | Monthsold 11 | Daysold 26 |

This Data is for Memorial Folder ONLY:

Figure 24 - Clicking on the Edit Data Button allows changing the data appearing on each card
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There are seven tabs on the data editing screen to allow you to change almost any data which
might appear on the various cards. Some data does not apply to a given card, for example when
printing the Memorial Folder, there is no need to enter Family data, as it does not appear on a
Memorial Folder. A reminder appears at the bottom of the screen to let you know that this data
will be saved with this card, but changes will not appear on other cards.

Although the data shown is copied from the case data you entered originally, changes made
here will not be reflected on the case data. This allows you to make changes for the cards (like
nicknames, etc.) which would not be appropriate for death certificates and other government
documents.

Think of the data items you are editing as building blocks for constructing the
VITAL various cards you are printing. The first and last names can be printed
staTisTics  separately if needed, or the birthdate can be shown as October 19, 1915 instead

of all numbers 10/19/1915 as originally entered. At some point, you may want
to read Chapter Ten to learn how to modify cards to customize them. When you do you will be
referred to these screens to discover the data items which will be placed on cards.

TerraPro CardShop

SERVICE/ [ Show Card ] [AddaNewgard] Choose Card: | Mamarial Folder - X
l Edit Card ] [ Refresh Data ] Choose Verse: | 231d Psaim b o
DISPOSITION Tmpn,“qmsmwm..m'rext cmor
[ Wodity Lsyout of ZUEMS FRX ] [Make vebpage | Top Margin for Verse | 0 2 | Verse has 10 Lines

[ i A ] [ I ] [ Ad/Edit varsas ] Font Size for Verse | 0 2 | Current FontSize is 12

Vitals | ServiceDisposition | Family || PallBearers | MusiciClergy || Photograph | Funeral Program
Ceremony Fueral Senice | Service date

Ceremony2 | March 20, 2008

Ceremony3 Time of service| 10 Al
Ceremony4 Month  Day  Year
Service ‘iednesday, January 23, 2008 January |23 | | 2008
Place | Trinty Baptist church City of Service |,
Disposition | Crematinr| Cemetery Location (City, State)
Cemetery | Cincinnati Cremation Compay Cincinnati, Ohio
Cem. Address | 1200 Dimyth Ave i
Cemetery City | Cincinnati County | Hamilton State Ohiél

Burialdate | VWednesday, January 23, 200 Time of Disposition |
Lot | gection Garden Grove Lot 345 Grave 2

This Data is for Memorial Folder ONLY:

Figure 25 - Service and Disposition Editing

Why so many Ceremony fields? If there are multiple services in other towns, there may be a
need for them. Otherwise, they can be used for other information not gathered by the program.
In other words, just because data is labeled Ceremony4 doesn’t mean it HAS to contain
information about the 4™ ceremony. If you never use 4 creremonies, that data spot can be used
for something else.

Why is the cemetery state blank? If you have been using TerraPro for a long time, you may be
aware that cemetery locations used to be stored with the city and state in the same field (like the
example above where it says Union Twp, Ohio). Newer versions of TerraPro store the state in a
separate field, and would have filled in the state. New users won’t have to edit their location
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lists to move the state out of the city field and into the state field, but older users may want to

make this change. See index entry under Locations for more details on how to do this.

The field called Lot contains information about the cemetery section , lot and grave. This will

probably need some editing if certain terms do not apply.

TerraPro CardShop

FAMILY

Show Card I [Add a Mew Card I Choose Card: !Register Book 3 - Family Record vi x

[
[ Edit Card ] [ Refresh Data ]

( Modify Layaut of REGFRFRX | [ wiake webpage

[ Emotcad | [ Importacand | [ adwEditverses |

Luit

Edit Data Text Font = Times New Roman Text color

\Vitals ServiceDisposition | Family I Pall Bearers | Music/Clergy | Photograph Funeral Program

SPOUSe | aren Sue Haldeman | Father lywater ciiton Haldeman

[C1Enter family using memo Mother | Tya)i5 Frances Hemmerly

Children1 | garah gapp

Children2 | jash Haldeman

Children3 | jed Haldeman

Childrend |jyi5annah Halderan

Children5

Childrené

Children?

Childrens

Children9

Children10

This Data is for Register Book 3 - Family Record ONLY:

Figure 26 - Family Data Entry

Family data is usually used for the Family Record Page of the Register Book, so the card

selected has been changed to that page.

TerraPro CardShop

[ Show Card ] l Add a New Card ] Choose Card: ‘ Register Book 3 - Family Record

le

[ Edit Card I [ Refresh Data ]

[ Wodity Layout of REGFR. FRX | [ ake webpage |

[ Eyport Card ] [ Import a Card ] [éddIEngerses]

Vitals | Service/Disposition | Eamily |EaIIBearers MusiciClergy | Photograph

Quit

Edit Data Text Font = Times New Roman Text Color

Funeral Program

Spouse |Karen Sue Halde | Father \wapter Clifion Haldeman

Enter family using separate lint

Mother | Trgia Frances Hemmerly

Haldeman, David Joseph his father, Walter Halderan and his uncle, Harold W. Rockwell
and his step-father Ray Romine, , beloved hushand of Karen Sue Haldeman,(nee Meister),
loving father of Jedediah Thaddeus Halderman, Benjamin Jacob Halderan, Sarah Hilary
Sapp, Joshua Joseph (Flavia) Haldeman, Susannah Elizabeth M. Haldeman, brother of
Kathi Haldeman Sands. grandfather of Thaddeus David Sapp, Crystal Shanda Lear, Dee
Lari Ann Haldeman great-grandfather of 3

April 1, 2008, Age 63 years. Residence Cincinnati. Funeral Service at Trinity Baptist Church, ,
on Friday, April 4, 2008 at 10 AM. Friends may call Tuesday, April 8 from 4:00 PM to 8:00 PM.
Cremation at Cincinnati Cremation Compay, Cincinnati, Ohio. Memorials may be made o
American CGancer SocietyJoseph P. Sample Funeral Home, Inc. serving the family.
www.samplefuneralhome.com

This Data is for Register Book 3 - Family Record ONLY:

Family members can be entered in two different ways: to appear on lines preprinted on your
register book, or free form as you want them to appear. Check the button marked Enter family
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using memo to use the obituary or family data (constructed by clicking on the family button on
the Obituary page of the Case Data). If you use the separate lines method, remember that you
can use more than one name per line, but you are limited by space to ten lines.

TerraPro CardShop

PALL [ Show Card I [AddaNewgard] Choose Card: !ReglsterBuuKE—FaH BearerPage v x

[ Edit Card J [ Refresh Data ]

BEARERS St vt 5008 (] Text Color ]

Quit

[ Moify Lyon o REGPAFR. | [ Wiake Webpage |

[ Export Card ] [ Import a Gard ] [édthngersesl

Vitals .Servir:e@ispnsilinn | Family ‘ Pall Bearers ‘ Music/Clergy || Photograph | Funeral Program

Pall1 | David Devon Decker |

Pall2 iPamck Freminger |

Pall3 | Robert Edwin Hinkiin

Palld | Harold . Rackwell

Pall5 | George . Bush

Pallé | Barack Obama

Pall7

Pallg

Pallg

Pall10

This Data is for Register Book 6 - Pall Bearer Page ONLY:

Figure 27 - Pall Bearer Data Entry

If you know the names of Pall Bearers in advance, here is where you can put the names.
Honorary Pall Bearers can be so indicated.

TerraPro CardShop
MUSIC |/ [ showcard | [addanewcard]  Choose Card: | Register Book3- Music and Clersy v | X
Quit

[ Edit Card J [ Refresh Data ]

CLERGY s = 9t Sy 8 [chne] Text Color Erare]

[ Moy Layout o 19089.FRX | [ Wake wetpage |

[ Export Card ] l Importa Card ] IanthdleersesJ

Vitals Service/Disposition | Family =Ealllilearers .i| Photograph Funeral Program

Music1 \ Brahms Requierm |

Music2 }Muzan Reguiem |

Clergy1 | Rev. Dr. Herschel T. Roper

Clergy2 | Rev. Marcus Atha

Clergy3 | RevJohn Brown

This Data is for Register Book 8 - Music and Clergy ONLY:

Figure 28 - Music and Clergy Data Entry
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You can list a few of the musical selections by grouping them on a single line. The clergy is
brought over from the case data, but can be changed here for any reason. You can also add a
fourth, fifth or sixth clergy by grouping them on a single line.
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A photograph on a memorial folder can be a meaningful tribute to the
PHOTOGRAPH (deceased, and if you have a scanner or the family can supply a picture in digital

format, you can add photos to any of your memorial merchandise offerings.

TerraPro CardShop
[ showcard | [ddaNewgard | Choose Card: |Memorial Foler v|
[ Edit Card ] [ Refresh Data ] Choose Verse: iPsaIm23 VI 6
Text Font = Times New Roman [cnange] Text Color [cnangs]

Werse Font = Times New Foman
[ Wodfy Layout of 2MENS. FRX ] Make Wehpage Top Margin for Verse | 3 C_ Verse has 11 Lines

i 12 = | Current FontSize is 12
[ Exporicare | [ impontacard | [ acwediverses | Font Size for Verse |12 3| Current FontSize is

Vitals | Service Disposition | Family Il Pall Bearers | Music/Clergy | [ Funeral Program [

Select Source
(Scanner or
Camera)

Scan Picture

Filename of Image (Double Click to Select)

| C:\TERFAFROY IMAGESY PEOPLEERANDON MULLINS (5MALL).JPG

Edit Picture Using
Photoscape

This Data is for Memorial Folder ONLY:

TerraPro can scan a photo using your scanner software. Place the picture on your scanner, click
the “Scan Picture” button and crop and scan your picture as usual. It will be saved
automatically to the TerraPro\images\people folder so that everyone on your network can

retreive it.
If you have already scanned or received a photo outside of TerraPro, you
SELECT MUST know where the photo is stored on your computer. Typical scanner
IMAGE programs save your pictures in a folder called My Pictures. The exact location
SOURCE of My Pictures can be discovered if you use the My Computer icon on your

desktop or the Start Menu to explore your computer’s folders. It is important
you know where the photo is saved, and if given the opportunity to save the picture after
scanning, you should put them in the TerraPro (or VTP) folder under a folder named People
within a folder named Images. (typically C:\TerraPro\images\people)

What are Folders?

Just like file folders that hold related information in your filing cabinet,
folders on the computer hold files (pictures, documents, etc.) that are
related to each other.
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Just like your filing cabinet, the computer does not care what you call your folders or files.
However, if you don’t remember where you put a folder (what you called it) then you could
have trouble finding it later on. It is best to write up some rules about where you will be saving
your pictures and placing them near the computer so everyone knows where they are stored.
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Printing Reports

Getting information back that you have entered is easy with the
TerraPro Report Generator. It can help with accounting and

bookkeeping tasks, or give you information about the status of your

business.

Visual TerraPro Forms Printer

AfterCare Report

Bad Debt Report

Case List by Date
Cash Receipts Journal

Counts - Referrals

Counts - by Dispasition
Counts - by Race

Accounts Receivable Aging
Assignment of Proceeds

Case List Alpha (This Branch Only)
Case List Alphabetically

Copy of Accounts Receivable Aging
Counts - Cemetery Usage Inf List
Counts - Cemetery Usage List
Counts - Cemetery Usage List
Counts - Church Usage Listing
Counts - Funeral Director

Counts - Funerals by Month
Counts - Place of Death Report

Counts - Type of Funeral

[ show Insurance Forms

Use mouse to select reports (or start typing report name

~

Reports to Print

Reports Printed

Quit Purchase New Forms Online

Output Help

mport Report

You can Print Reports very quickly. Choose Reports from the Main Menu. The screen above
will appear and you can choose to print any report on the list.

Use the mouse to click on the desired report, and it will be added to the list of Reports to be
printed. When you click on print, each report will be brought up in turn, and you may then be
asked for some input, such as starting and ending dates for the report (if appropriate). Enter the
information required and the report should appear on the screen. You may then choose to print
the report or close it.

Figure 29 - Reports Screen
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Microsoft Visual FoxPro

Report Designer - openar. frx - Page 6

Donald ©'Connor Funeral Home, Inc.
IR Ak 5] B¢ ’ .

M ] o] [ ] & & Accounts Receivable Aging Report ol
Deceased Filenumber Eill Date(days) Amount Balance LastPay Person Responsible
Margaret Thompson 199342 112701 (414) 4,492.19 449219 Ralph F. Thormpson
William Adarms 1993-402 127199 (1145) 4,688 94 -1000 A2 Alberta A. Adams
Hazel McComas 1993-402 112881 (4085) 311420 233320 08M14 Ken McCornas
Fannie O'Meal 1993-402 120801 (406) 1,814 530,00 (728102 Brian O'Neal
Walinette Lapsley-Rooster 1093402 12006058 (1502) 3,138.82 181362 044599 Marty Rooster
Elizabeth Coon 1993-402 1200893 (3325) 1,267 .63 1,187.63 0212102 Ruth Coon
James Sapp 1993402 12008196 (2228) 34220 296220 DBHEBIT
Christina Reeves 1993-4(2 12H201 (39) 5,608.48 560848 Shannon .Johnsan
Mark Gautt 1993402 121205 (2591) 104.00 104.00 Kim Baoher
Carol Coley 1993402 12042 (5145) 3.467.73 181273 1217104
Lura Curnrmings 199342 1201685 (2587) 4,118 15400 0841999 Billy Curnrmings
Juanita Goodrman 199342 121686 [221) 4,373.64 26567 0227102 Larry Goodrman
William Miller 1993-402 12H71 (4047) 3,498. 22 270,00 020296
Carol Brawn 1993-402 12H3184 (2349) 5,168.88 449368 (205106
Edward Crossley 1093402 12027100 (749) 3,668.04 366804 1/ Famela Bromagen
Jacob Bustle 1993-42 122757 (1845) 748,90 7880 0128108
Margaret DeVf ore 1993-402 12028058 (1479) 1,369.46 1,169.46 1118100 Wiliam J. DeVore Il

Subtotal Over 180 Days Past Due 1241270 7042778
Total 911,001.88 564,377 36
Ll ;H
Arlist (e pparlist dbf) Record: EQF/215 Exclusive

NOTES:
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AfterCare

Keeping contact with your families promotes goodwill in the
community and enhances your image as a caring business.

TerraPro comes with a complete Post Service Follow-up system. It can help you keep in touch
with your families and provide information for them to make decisions about preplanning and
other services you offer.

To access the system, you will use the Survivors screens. Each survivor can be approached
separately for After Care services and recording of contact information. Use the help button for
guidance.

Survivors File for Robert David Probos - Case # 2015-004- Died January 20, 2021

SURVIVOR: Georgia May Foolery
Prospect? :::
[ Approach for Marker? Staff
Due Made initials Help
Post Service Followup | 02/01/2021 0210112021 DH
Six Month Call | g7/21/2024 [
Anniversary Card | 01/10/2021 il
Annual Followup: | 01/20/2022 i
One Month Followup | n2/19/2021 oA

Results: Sympathy Letter to Georgia Foolery Letter Printed on 01/26/2021 10:54.24 AW ~

Quit

Figure 302 - After Care (Post-Service Followup) Screen

Checking the box next to the word “Prospect?” will automatically fill in milestone dates such as
follow-up calls and anniversary dates. You can change the descriptions of your aftercare
milestone dates and the elapsed time before these dates by right-clicking the date box you wish
to change. These changes will then apply to ALL subsequent survivors tracked by the system.
You may freely change the dates for a particular survivor without affecting others.
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When dates for follow-up are entered on these screens, a report can be generated showing the
past due contacts which need to be made. At that time, the After Care consultant can make those
calls and record the results of the call. With this system in place, everyone who has access to the
computer can see what is happening with each of the After Care recipients, and step-in to follow-
up in the event of a phone call from the survivor.

{5 Report Designer - psfp. frx - Page 1

g L8] s o ]
Donald O'Connor Funeral Home, Inc.
Post Service Followup Report

Name of PreNeed Contact Deceased / Funeral Date
Relation to Deceased: Informant
Also MotherPerson Responsible

Marcella Haley Brent J Haley

2623 Saddleback Drive March 24, 1993

Cincinnati, OH 45244 :

Home Phone: 513/737-7384 Post Service Followup Due:
Waork Phone: Aprl 7, 1998

Post Service Call Made:

Results:

Figure 31 - Sample After Care or Pre-need Solicitation Report
As with all other TerraPro reports, the content of this report can be edited if necessary.

You may wish to place this survivor on a mailing list for mass mailings. If so, use the main
survivor screen tab, and enter two letter codes to indicate your different mailing lists. See Chapter
Seven, “Envelopes and Labels”, for more details about mailing lists.

If' you are having any trouble understanding this feature, please use the Rescue button on the main
TerraPro screen to call for free help.

Probos, Robert ||

Add New Case

Amangements | Events Calenda
Edit Bill
Crematory

Forms, Reports
Eorms
Reports
Card Shop
Envelopes-L abels
Office
Checkiist
Doctors/Clergy Lists
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TerraPro comes with a wide assortment of pre-written letters, all of which can be
LETTERS modified or copied to make new letters. Choose the Letters tab on the Survivors

screen to access letters. These letters can be sent to a specific person or group of
people (Standard Letters), or can be sent to all those requiring followup. (After Care Letters).
Click the help button for a quick reminder of how this system works.

To start, choose a letter to be sent using the Choose Letter button at the upper left. Upon
selection, the letter will be previewed, and can be printed if desired. If you want to make changes,

‘
just opt to exit out of the preview using the door icon. = i
Survivors File for Robert David Probos - Case # 2015-004- Died January 20, 2021

Sympathy Letter to Georgia Foolery

Choose Letter: | :::

Help

Choose Recipients for this Letter

After Care Letters:

O Post Sewice Followup
() SixMonth Call

() Anniversary Card

(O Annual Followup

O One Month Fellowup

Quit

Figure 32 - Followup Letters

Choosing Edit after you have selected a letter will allow you to change the content:
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Survivors File for Robert David Probos - Case # 2015-004- Died January 20, 2021 I}

Spouse Information Post Service Followup Labels/Cards

Sympathy Letter 1en click Save:
Letter Name

Dear ==f0salutation("SURVIVORS )=#;

We atthe ==m0cname=>= would like to take today as an opportunity to once again express our
deepest sympathy at the loss of your loved one.

This letter could then be personalized in any manner you wish. If you want to merge data with
your letter, right-click the mouse to see a list of data expressions. Press CTRL-W when you
have selected the correct data item. Edit as necessary, and print! After Care Letters:

Ifyou want to show the cemetery name do this =<=ALLTRIM{CASES.CEMETERY == (O Post Service Followup

Sincerely, () Six Month Call
) Anniversary Card
() Annual Followup
(O One Month Followup

==f0name("STAFF" CASES DIRECTOR)=>
Funeral Director
==mOcname=»

Quit

Figure 33 - Editing the Letter

You can change the name of the letter and setup what the data environment will be before printing
the letter. YOU CANNOT CHANGE FONTS ON THIS SCREEN. You will need to choose
Modify when printing the letter to modify fonts and paragraph styles.

You can type the letter to say whatever you want. To insert a merge field (data that will change
when the letter is sent to a different person), you can surround the merge field with << and >>
delimiters.? If you don’t know what to put within the << >> delimiters, right-click where you
want the merge field to go. You will see the following list:

elect Data Item, then Press CTRL-W E|EH§|

Descript Sourcefld
Date of Death - long farm {January 26 19594) fOlongdate(CASES Deathdate) e
Date of Death - shart form (JAN 26 19943 fOshortdate(CASES Deathdate)
Date of Funeral Service {as entered) ALLTRIM{CASES Service)
Date-Today - long form like January 10, 1994 fOlongdate(DATED)
Date-Today - shart form (JAMN 10, 1594 fOshortdate(DATED)
Deceased's Bithplace (City, State) TRIM{CASES-=Cityborn)+IIF{.MOT. EMPTY(CASES
Deceased's Date of Birth {Mumbers) CASES Birthdate
Deceased's Date of Burial {(Numbers) CASES. Burialdate

Deceased's Date of Death (Mumbers) CASES. Deathdate b

E ne widdl deceased
Deceased's Mame [ First, Middle, LAST Upper ALLTRIM{CASES. First+IIF(EMPTY({CASES Middle)
Deceased's Mame [ Last, First Middle ALLTRIM{CASES Last+", "+ALLTRIM{CASES First
Deceased's Residence (Address) fladdress"SURVIVORS" "SE")
Deceased's Residence (City, State ZIF) fOcsz{" SURVNMORS" "SEY
Deceased's Residence (Streef) fOstreet SURVINORS" "SE"
Deceased's Residence - State Only fOstate("SURVIVORE" "SE"
Deceased's Residence - ZIP Code Cnly fozip{'SURVIVORS" "SE™
Deceased's State of Death ALLTRIM{CASES Statdeath)
Disposition ALLTRIM{CASES . Disposal)
Dispaosition of Body - Prints COther Method IF{UPPER{ALLTRIM{CASES. DISPOSAL)="0OTHEF
Disposition of Body - Puts X if Burial IIF{UPPERALLTRIM{CASES. DISPOSAL)="BURIA
Disposition of Body - Puts < if Cremation IF{UPPER{ALLTRIM{CASES. DISPOSAL)="CREM.
Disposition of Body - Puts XX if Donation IIF{UPPERALLTRIM{CASES. DISPOSAL)="DONA" w

1 | v

Figure 34 - TerraPro data merge expression list

2 This is very similar to the way Microsoft Word handles data merging except your data source is your TerraPro data.
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You can choose any data expression that matches what you need to merge into your letter. If the
data expression does not exist on the list, you can add it by pressing CTRL-Y and filling in the
appropriate data expression. This could be copied (using CTRL-C) from another form by
modifying that form and grabbing the data expression and then pasting it here (using CTRL-V).
Or you can call TerraPro personnel and they will help you determine the expression you need in
order to retrieve the data.

Pressing CTRL-W then pastes the correct merge field into your letter:

Dear <=Msalutation("SURVIVORS" "IN")==;

We atthe ==milcname== would like to take today as an oppartunity to once a
our deepest sympathy at the loss of yvour loved 0ne]<<deceased>>. <

Ifthere iz amything we can do for you aver the next fewe weeks, please letus kr
understand that during a time of loss, there may be things to do that fall outsi

ranitina Faal fraa ta rall e far advira an anw thinae that rmaw ha traohlinn won

Figure 35 - Letter with new merge field << deceased >> added.

You can also copy (clone) an existing letter to make a new one. Just be sure you give it a unique
name and letter code. Edit the letter to say what you want, and you have a new letter ready to go.
If you need to change fonts on the letter, add your letterhead or otherwise customize the letter
format, choose Print, then choose Modify. See the Chapter Ten for a tutorial on how to modify
reports.

After Care is one of the best tools you have for maintaining a presence in your
AFTER CARE  community. When your community knows you, and remembers a positive
LETTERS experience at your funeral home, they are more likely to call you in time of need.

Fortunately, you have purchased a very powerful tool to help you maintain contact with those
you have served. TerraPro’s After Care System can handle your contact management, mass
mailings, to-do reminders and follow-up all in one place.

The concept is simple: You make yourself visible and accessible as you serve your families.
Make mental notes, or hand out a card or fill-in (short) form. Later, these cards can be entered
into the After Care System.

Following the steps outlined at the beginning of this chapter, you can start developing your
contact list into a very valuable tool. After-Care Letters can be sent using the built-in schedule of
Post-Service Follow-up — 2 weeks after service, Six Month Call, Anniversary Card and Annual
Follow-up and a Pre-need Solicitation Letter at any time.

Six Month Letter (2 Due.] | ¢ FostSerice Followup

Preview Each Letter # | ¢ Anniversary Card

; " Annual Followup
Frint Aftercare: “ Preneed Call
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We recommend hand addressing of letters to assure that they will be read. If this is not possible,
window envelopes make addressing easy. Labels can be printed after letters are printed, if desired.

NOTES:
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Envelopes and Labels

A complete mailing list program is provided within TerraPro, to ease
the task of addressing envelopes and tracking names and addresses
of all your contacts.

To access the Envelope Printer, select Envelopes — Labels on the Main TerraPro Menu. You will
see the following screen:

:}y Envelopes / Labels EI@

Joseph P. Sample Funeral Home, Inc.
6404 Coffey St
Covington, KY 41040

Georgia May Foolery
1536 Whetstone River Rd N
Caledonia OH 43314-9458

Choose Recipient: Cipoctor (O Cemetery (O Clergyl (O Clergy2 @ |Informant () Spouse (O New
or Choose Survivor:

w

Choose Envelope (@ #10 Envelope () 30-up Labels () 10-up Labels () File Folder (8266) () File Folder (5201)
or Label Type: O Monarch Envelope () 14-up Labels (O 6-up Labels O Priority Mail Label (O Custom

Figure 36 - Envelopes and Labels Screen

If you want to use a plain envelope, click on the box labeled Print Return Address and your funeral
home address will appear. You can print a Self-Addressed, Stamped Envelope (SASE) by
clicking the Swap Address button at the top.

You can type over any address that appears (return address or main address) to create a custom,
one-time envelope for immediate use.

To select commonly used addresses, you can click on Doctor, Clergy 1 & 2, Cemetery or
Informant. (informant comes up first by default). The list of survivors for this case is below those
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choices; click on the arrow to the right and the list will pop up. Then the address (if entered) will
be placed on the envelope.

There are two envelope and four label formats available — to choose one, click on the appropriate
check box next to its name. For labels, use Avery 5160 labels for the 30-up labels, 5162 for 14-
up and 5164 for 6-up shipping labels. The post office can supply you with Priority Mail labels.

When you choose a label format such as 30-up, the following appears on
PRINTING the screen:

LABELS
*7 Envelopes / Labels [E=R{EcR=
Choose Starting Label
C] (o] O
o] o O
(e} (] (o]
Georgia May Foolery o] @] O
1536 Whetstone River Rd N O O (@]
Caledonia OH 43314-9458 o fe) o)
o O O
o] O O
(o] o O
(o] o] (o]
inient: File Folder Label
Choose Recipient: o pyoor Cgemetey OClsry1 OClery2 @ lformant Oispouss Olew LIie Folder Labels
or Choose Survivor: ~
Choose Envelope O#10Emelope @ 30-up Labels O 10-up Lavels OFile Folder (3368) O File Folder (5201)
or Label Type: OMonarch Envelope O 14-up Labels O g-up Labels O Priority Mail Label O Custom

Figure 37 - Label Guide

The diagram at the right side of the screen allows you to select which label to start printing on.
This can save many sheets of partially-used labels and avoid excessive costs of purchasing labels,
only to throw away half of them. We recommend starting at the bottom of the sheet to lessen
jamming in the printer when some labels have been used.

At the lower right you can choose how many of the labels you need (in case you want to produce
more than one label to the same address.)

For the 30-up labels only, you can also check the box labeled “File Folder Labels” and the address
will change to the Decedent Name, File Number and Death Date so that you can print a spiffy
looking label for your paperwork file folder. You can also print Avery File Folder Labels by
choosing that option. We also have included a spare “custom” label for special needs.

When you have made your selections, click Print, load labels in the printer and check the preview
screen for any last minute changes, and then click print. (click on the Exit button if you don’t
want to print.)

Print Preview

L] ] o] o] € &)
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Click on the Mailing List button, and you will see the screen below:

MAILING
LISTS 7 ADDRESS BOOK - Choose Name by typing Last Name - press SPACE twice to Select (Click Once to Edit Name) (=N
Last, First Address City, State ZIP Code/Rack
Zbbott MD, Susan 100 River Valley Blwd. New Richmond  OF 45157 -
Abbottsmith MD, © 2123 Auburn Eve. Suize 13¢  Cincinnati om 45215
Abend, Vicki
Abnez, Ellis
Abrahamyan MD, Lusine 793 West State St. Suite 3N0% Columbus OH 43222
Zche MD, Andrew 1881 So. Re. 125 Georgetown om 45121
Zcree, David
Adams MD, Domna 4777 = Galbraizh Rd. Cincinnati om 4523¢
Adams MD, John 205 N. Chillicothe P.O. Bex l4Plain City of 43084
2dams, Mendle
Adamson, Don
iddis, Leroy
Zgnew, Bob Wycming Presby. Ch.
Zhmad MD, Salman 10555 Resd Hartman Cincinnati om 45242
Ahmed MD, Aman €15 Oak St. Suite €45 Cincinnati O 45208
Zhmed MD, Husam €30 Viex Dr. Zrlanges XY 41018
Ehsan MD, Muhammad 3000 Mack Rd. c/o Mercy FairfiFairfield OH 45014
Zichels, Raymond
air Force, US
aix MD, Zllen 234 Gocdman Ave. Dept. of NeuzCincinmati o 45215 v
O Doctors [JClergy []Mailing List [ Staff Oan [ Select:
[ Locations (Select for Envelope ONLY - no Edit here)
(O Labels by ZIP
Quit () Labels by Last Name

Figure 38 - Mailing List Screen

Your mailing list is made up of all the Doctors, Clergy and Staff you have been entering as you
enter Case Data. In addition, whenever you place a survivor on a mailing list by adding up to 10
two-character codes in their record, they will appear on up to 10 mailing lists. It’s up to you to
define the codes you create for these lists. TerraPro will maintain your code list for you. Choose
the list you want by clicking on one of the check boxes. The box labeled Select: will let you
choose from your mailing list codes you defined on the Survivors Screen.

To choose a name, you can just start typing the last name. The list will automatically move to the
letters as you type them, so long as you do not pause too long between letters. When you get
close, switch to the arrow keys (or mouse) to make the selection. Clicking on the name and then
clicking on Paste will paste the name and address on the label or envelope you selected previously.
You can also press the space bar twice quickly to paste the name. Highlighting the name with
the space bar or mouse also allows you to Edit the name:

. ADDRESS BOOK - Choose Name by typing Last Name - press SPACE twice to Select (Click Once to Edit Name) =N |
Last, First Address City, State ZIP Code/Reck
Anbott MD, Susan 100 River Valley Blvd. Wew Richmond O 45157 cezals A
Asbottsmich MD, C 2123 Auburn Ave. Suite 136  Cincinnati on 45218 ce-1182

753 West Scate St. Suite 3N03 Columbus oH 43222

4881 St. Rc. L oH 45121

a Galbraith 2d. oH 4823¢

208 N. Chillicothe P.0. Box 14Plain Cit: OH 43064 cz-185¢
c1-10%¢
c1-2358
C1-243%

Wyoming Presky. Ch. c1-1143

10928 Reed Haxr
€15 Ozk St. §

€
3000 Mack Rd. o/o Mercy Fairf

234 GCoodman Ave. Dept. of NeurCimeinnati OH 45213 cE-1778 v

O Doctors [IClergy [IMailing List [1Staff AN O Select:
[ Locations (Select for Envelope ONLY - no Edit here)

JR— (O Labels by ZIP

Figure 39 - Mailing List Edit Choice (Note Highlighted Entry)
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Here is the editing screen:

Certifiers List

Code: |ICE License: Inactive: []
Title: Salutation: (Dear...)
First Name: | Husam Middle: Last Ahmed MD
Position: Sex:
PO Box or Suite
Street: | 630 Viox Dr.
City: Erlanaer State: KY | Zip; 41018

Phone:
Workphone: §59-727-6700
Cell Phoney - -

Faxphone:| - - E-Mail:

Jop: Erew Dest Baottam Eind Fritit Add Edit Delete Exit

Figure 40 - Mailing List Edit Screen

You can make changes on any field. The Code determines which mailing list this name appears
on. CE is the standard TerraPro code for Certifier or Physician. The Salutation refers to how you
would address the individual in the greeting of the letter.

When finished, you can Save (use Revert only to cancel any changes you might have made in
error.)

Use the other buttons to navigate around the list, Deleting duplicates if desired, or Finding on any
of the fields listed. At this time, the Print button should not be used until instructed by TerraPro
personnel.

If you use Add, the record may not appear on the list when Exiting the Edit screen, but will be
there next time you come into the Letters — Envelope screen.

NOTES:
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Price Lists

The FTC Rule is completely supported by TerraPro. You can
maintain your price lists within TerraPro and then print them out for
your families to review, and use them when creating your bills so that
all prices agree with your price list.

Select Price Lists from the Main TerraPro Menu, and you will see the following
GENERAL screen:

PRICE LIST

Geglal Price List
Item | LINE0O20 ~|=2 Select ltem Setup Default Bills

For variable pricing, enter negative .01 (-.01)

For Category Heading, enter price of zero (0.00)
Tax Taxable

Description Price Code * Portion
onfessional Services Of Funeral Director & Staff 1600.00 N
Qur professional Service Charge includes, but never limited to: ~

*Consultation with a licensed funeral director, family and
clergy.

*Desired wishes of family and deceased verified and instituted.

*Carefully prepared Life Story/Cbituary

*Legal authorizations and consent for necessary services
selected by family.

*Direction of licensed funeral director and staff prior to,
during, and after the services selected.

*Legal submission of necessary paperwork mandated by state and

W

Included in Package Code Price List Print Sequence sgega []Putin Print Order
Package Sequence 1 Services of Staff bl * Required Items
General Ledger Link Code  sEr v Free Miles Allowed (if applicable) 9 Copy to Preneed

& Other Branches

QuickBooks Income Item Description |Staff Services:Basic

Add New ltem || Delete this ltem Caskets/Maults/Merch. Quit

Figure 41 - General Price List Editing Screen

The FTC requires certain language to accompany each item on your price list in order to
standardize what families see when making arrangements. This allows comparison shopping,
and can work in your favor if you are offering greater value than your competition.
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TerraPro uses Item Numbers to uniquely identify every item on your price list. The item numbers
MUST start with the word LINE followed immediately by a three digit number to indicate in
what order the items occur on the price list. We suggest that the items be numbered by 10’s, so
that you can squeeze another item in between two items if necessary.

To see what you have on the price list, click on the arrow at the top of the screen:

=2 Select ltem Setup Default Bills

General Price List
LINEO11 Term=s Of Payment 55
LINEQZ0 Professional Services Of Funeral Director & Staff 55
LINEQ30 Embalming 55
LINEQSQO Other Preparation Of The Body 55
LINEQS2 Dressing & Casketing Remains 55
LINEOQOS4 Disinfection With No Embalming 55
LINEOSS Facilities, Equipment And Stcaff UF
LINEOQG&O Visitation/funeral At Funeral Home or Other Location UE
LINEOQO&EL One Day Visitation/Funeral UF
LINEQTO Memorial Service At Funeral Home Or Other Location UF
LINEQTL One Day Visitation/Memorial Service UF W

Notice the line number scheme; you should become familiar with it as you edit your price list.
Use the mouse or arrow keys to select a price list item to work on. For now, let’s choose LINE030,
embalming:

General Price List

Item | LINEO30 [v|=c3 select ltem Setup Default Bills

For variable pricing, enter negative .01 (-.01)

For Category Heading, enter price of zero (0.00)
Tax  Taxable

Description Price Code * Portion
Embalming €50.00 N
Except in certain spscial cases, embalming 1s not required by ~

law. Embalming may be necessary, however, if you sslect certain
funeral arrangements, such as funeral with viewing. If you do not
want embalming, you usually have the right to choose an
arrangement which does not require to pay for it, such as dirsct
cremation or immediate burial.

v

Included in Package Code Price List Print Sequence sggs  [JPutin Print Order

Package Sequence Services of Staff v *Required Items

General Ledger Link Code |szr ||+ Free Miles Allowed (if applicable) 0
QuickBooks Income ltem Description |Staff Services:Embalming & Other Branches

Add New ltem [ Delete this ltem Caskets/Vaults/Merch |

Figure 42 - General Price List - Embalming Item

The description is the short description identifying the service or facility charge. The price can
easily be changed. The Tax Code indicates whether or not the item is subject to tax. (N =No, Y
= Yes or H = Taxed at half value.) Below the description is the FTC wording required for this
item. This may vary according to your preference of the various suggested FTC wordings.

The rest of the items on the General Price List screen have to do with
how your price list can be customized.

Included in Package Code allows you to indicate that this item is part of a package. Enter the
package number(s) or letter(s) that include this item.
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Package Sequence allows the item to appear in the package in a different order than it does on
your General Price List.

General Ledger Link Code allows the item to linked to your General Ledger via a code which
indicates what accounts are effected by the sale of this item. Typically this is used when linked to
the SBT Accounting Software.

Price List Print Sequence allows you to print items in a different order on a special price list
you may have. For instance, although your package prices may be further down on the General
Price List Item numbers, you could list them first when you print the price list.

Class uses standard classifications like Services of Staft, Facilities, Livery, Merchandise, etc. to
generally code the price list items. This is VERY IMPORTANT to determine, as items without
a class will not show up on pull downs located on the billing screen.

Free Miles Allowed is for Automotive or Livery Charges that you wish to impose a limitation
on the number of miles radius that you provide the service before charging additional mileage
charges.

Adding New Items

The button labeled Add New Item can be used if you want to add a new charge to your price list.
Before you hit this button, you need to know where in the price list the item will appear. Take
a look again at the pull-down list of General Price List items, and determine a number that falls
between two others where you want to insert the item.

For purposes of example, let’s assume you want to add Hairdressing as one of the chargeable
items under Other Preparation. Pull-down the list to see what numbers are used:

Other Preparation is LINE050 and the Use of Facilities Header is LINE059. Let’s use LINE056
for our Hairdressing Charge. That way, if we want to add other preparation charges, we can use
57-58 for them. Now click on the Add New Item button. All you have to do is type the number,
TerraPro will add the correct formatting.

TerraPro General Price List

General Price List tem # (Blank to cancel)
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Item |L1nEOSS ¥|=<> selectitem
For variable
For Category
Tax
Description Price Code
rares

ks

pricing, enter negative 01 (-01)
Heading, enter price of zero (0.00)

Figure 43 - New item Added to General Price List

Notice that Item LINEO55 has been added. You can type any description you like, but for
purposes of illustration we are showing the word Hairdressing. You can choose any price you

like, and depending on your state sales tax code, determine whether the service is taxable or not
(Y or N or H for half'is taxed)

Because the FTC allows some General Price List Items to have a range of
VARIABLE prices (such as the casket and vault), we can indicate this by entering a

PRICING negative penny (-.01) into the price field. Then the price list will print the
word “Variable” whenever it encounters this coded price.

To make a heading, such as “Facilities Charges”, just make the price zero
CATEGORY (0.00). When the price list is printed, this line will be formatted as a
HEADINGS heading, which will give your price list an easy to read format.

Casket and Vault Price Lists

TerraPro can handle an unlimited number of caskets on your price list. However, we recommend
entering only the caskets you usually use. (The ones on your current Casket Price List)

If you prefer to have ALL caskets from your casket vendor, call TerraPro support to get help with
adding an Excel or other electronic format list.

If you use Batesville, Astral or Aurora Caskets, and enter Batesville, Astral or Aurora as the
vendor, TerraPro can link to the webpage, E-Litho or Digital Litho programs from those vendors
to use the vendor supplied pictures, descriptions, etc.

Printing Price Lists

The FTC funeral rule states that you must have your price lists available for public inspection.
These include the General Price List and Casket and Vault Price Lists.

TerraPro comes with a standard format for price list printing, but you can choose from several
formats, or have our staff design one to fit your needs.
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Default Bills

The word default, when applied to computer programs, means the data that shows up
automatically, without having to enter it. Usually this data is provided by the programmer who
anticipates this data based on other data you may have entered.

Default Bills can be especially useful. The charges that you normally use can be setup in advance
so that when you are entering a bill, you do not have to enter these charges. Of course, you can
modify any bill to add or subtract charges, so the Default Bill (or Billing Template) is merely a
tool to make your job easier.

You can have as many Default Bills as you like. For example, you can have a bill setup for Direct
Cremations or one for Immediate Burials. Perhaps you sell package plans, where the charges are
all included in a package price. Here is how you setup those templates.

Make sure you are on the General Price List screen (select Price Lists from the
SETTING UP  Main TerraPro Menu). Then click on the button at the top that says “Setup
DEFAULT Default Bill”. You will see the following screen:

BILLS

Setting up Default Billing Templates

Dbl-Click the Billing Format to Setup that Default Bill | Edit List | Quit

Funeral Type Code ~
» Basic Cremation CREMA
Basic Cremation with Graveside CREMG
Basic Cremation with Off-premise Memorial Service CREMO
Default Statement of Goods
Traditional Graveside Service GRAVE
Traditional Memorial Cremation Service TRMCS
Traditional Service and Casket Package TRADI
Traditional Service and Cremation Casket Package TRCCP

I

I >

D;Modify (browse) Billing Formatr

Figure 44 - Setup Default Bills
The above screen shows one possible setup, with different default bills for different funeral types.

Notice that the Default Statement of Goods MUST be present, and that it gets NO Code Name.
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Selecting Traditional Service and Casket Package, we see the following:

Qty  Merchandise Price Tax
R . . Casket ~ 0.00
Professional Services Price  Tax Vault v 0.00 Ext
105 [Basic S_e""":es of Funeral Director & Staff _|1¥ 1562.00/1 1000 [+]| Register Book plus 50 acknowledgement carc| |¥ 30.00 $ 30,00
105 || Embalming Lo 495.00 |1 1.000 [2]| Prayer Cards (memorial cards) (per 100) ~ 40.00 $ 4000
00 = ~ 0.00|0 0,000 & v 0.00 $ 000
s v 0.00|0 e = 000 O $ [oo
L] - 00010 000 [£ - 0.00| $ 000
0oL ~ 0000 0000 5 v 0,00 s 0.00
00 (% ~ 0.00 (O
Cash Advances $ 70.00
cooi § 2,067.00 1000 [+]] Certified Copies of Death Certificate (Hamilto| | 18.00/ 01 s 18.00
acil It"_ES_ _— 1.000 =] Newspaper Notices 1~ 0.00 00 $ 0.00
1.0 (5|[ Viewing/Vistation (One Day) 1> 375.00 (0 - .
- 1000 (4| Clergy '™ 0.00| $ 000
1.0 r=|| Funeral Ceremony 1w 370.00 O - .
0.000 [ Flowers iv 0.00 $ 000
00 v 0.00| -
= 0.00 0.000 (£ ~ 0.00 1 $ 0.0
Ll i 2a 1.000 +{| Cemetery Charges v 0.00 O $ 000
: § 745.00 2000 2 v 0.00|0 $ 000
Automotive 0000 |2 v 0.00 0 s 0.00
1.0 (51|| Transfer of Remains kA4 238.00 O 0.000 (£ ~ 0.00 | [ $ 0.00
1.0 || Funeral Coach (Hearse) 1~ 254.00 | 0.000 £ ~ 0.00 O $ 0.00
002 ~ 0.00| 0000 12 ~ 0.00 1 $ 0.00
00 - 0.00 | 0.000 (£ ¥ 0.00 1 $ 0.0
002 22 0000 0000 |5 v 0.00 O $ 000
$ 492.00 $ 18.00
Other Services
000 [ @ 000/ Total Amt of Bill $3,386.73
Alternative Services )
000 2 - o00l0 Total Finance Charges $ 0.00
Quit .
Total Taxable Amount |70.00
Tax Rate 6.75%
Total Tax 473 O irrevocable

- Copy to Preneed & Print List of Selected
Figure 45 - Setting up Default Statment of Goods

This screen contains the charges that will appear for a standard funeral with a prior day visitation.
Editing this screen looks and feels exactly like editing a bill for a specific client, but only serves
the purpose of determining the standard and usual charges which will appear on a bill when first
created.

To edit this screen, click on any item. You can type a different price, or use the pulldown to the
right of each price to choose a different service from the General Price List. Pressing Enter on
the price will jump to the next item, where you can leave things as they are or change or add
another item. The key to using this screen is organization: you must first setup your General
Price List to reflect the actual way you do business. Secondly, you must bring those charges onto
the screen.

Whether you itemize every charge or simplify your billing by grouping

ITEMIZING services into Package Plans, you must follow FTC regulations throughout
vs. the process. By itemizing, you are essentially doing your billing the same
PACKAGES way the FTC requires you to do your Price Lists. When you package your

services together, it might be necessary to explain in writing using a
Statement of Goods and Services to explain what is included in each charge. Either way works
in TerraPro, so feel free to choose whichever suits your way of doing business.

TerraPro supports “Itemized Packages”. Right clicking on any item adds that item to the package,
and when the bill is printed, it can show the package price by totaling those items. This gives you
complete freedom in setting up and modifying package pricing.
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It is usually a good idea to work with TerraPro consultants to assure the way you have configured
your price list will produce the results you wish. For example, if your accountant requires reports
regarding the quantity and dollar value sold of each of your price list items, you probably will
have to itemize on the bills so the sales data is available. On the other hand, if the sales journal
just needs to summarize services, automotive, merchandise and cash advances, a one line package
price can provide this information.

When setting up the Default Bills for the other offerings, such as Direct

ADDING Cremation, just change the items included on that particular type of funeral. To
DEFAULT add other default bills, Click the Edit List button. Then follow the on-screen
BILLS directions, making sure to give each default bill a 4-5 character code.

Default Contract Statement of Geods & Services
Billing Formats

Description |Basic Cremation

Code CREMA Company Number (blank for all)

Bottom Find Print Add Edit Delate Exit

Figure 46 - Adding More Default Bills

After adding the definitions similar to the above format, you can setup each default bill as you
like.

NOTES:
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TerraPro is a complete Accounts Receivable System. Billing is the
heart of this system, and allows you to present Statement of Goods,
Invoices, Monthly Statements and Contract Forms. In addition, once
a bill is entered, it automatically appears on the Accounts Receivable
Report, in addition to your Sales Journal and Sales Tax Reports.

If you have completed Chapter 8, Price Lists, you are already an expert at doing billing. If you
setup your Default Statement of Goods, you will have a template from which all bills can be
created. Your standard and usual charges will appear automatically on each bill, but can be
changed, added to, deleted or prices modified at will.

Clicking on the Edit Bill Menu choice on the Main TerraPro Menu will produce one of three results:

Famaly Advisar™
(] Ehow Commants

Figure 47 - Choose Edit Bill from Main TerraPro Menu

1. You will be taken directly to a previously entered bill for this case.
2. You will be asked to choose which billing format to use, then taken to the bill editor.

3. You will be denied access because you have not determined who will pay the bill.
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NO PERSON
RESPONSIBLE

ENTERED

Let’s look at result 3. Although the informant is usually responsible for the bill,
this is not always the case. For example, if the case was a Pre-need, a trust
account may be the person responsible. No matter who it is, that person or entity
must be identified before a bill can be entered. If you don’t know who will be
responsible, just assign a PR code to any survivor, remembering that it can be

changed at any time.

Survivors File for Robert David Probos - Case # 2015-004- Died January 20, 2021

|
=

Other Relationships (use 2 letter codes)

Choose another person:

Relationship to Birth o
Deceased: P~ order: | 9| |FLCRIN-PR-CF-PU- -
Title First Middle Last AKA Sex
+| | Geargia Way Foolary
N N . Dec'd Age When Married
Salutation: | Georgia Date Married: | /! Marriage Info: | memo D
Maillist Codes: -
P.0. Box/Apt: [ List with Survivors
[lDeceased
Street & #:| 1536 Whetstone River RdN
City:| Caledonia OH |~ ZIP:| 43314-9458 | [N Fdld
Arrangements Conference
. . 2
County: Twp: [Jinside City? DatelTime
How Contacted:
. ) 10/04/2012 12:00 AM ﬂ
Evening or Home Phone: Daytime or Work Phone:  FAX Cell Phone:
740-383-9657 614-258-7845 321-356-5899 818-985-7485

E-mail: Birthdate:  SSN:
tomf@goofy.com it -

Browse/Add m When adding NEW records, fill in Cty, State & ZIP Automaticall[]
SoouiENep l— Quit

Figure 48 - Spouse Record - Note PR code in Other Relationships

If later you need to change the Person Responsible (PR) code, remove it from one survivor and
place it on another. If there is more than one Person Responsible, at this time TerraPro can only
address a bill to one person responsible. If you need to send a bill to two parties, the work-around
would be to print the bill, then change the person responsible, and print it again. You would have
to manually indicate the amount each person was to pay, if needed. See also the ability to assign
different individuals to pay different items on a bill.

CHOOSE
BILLING

FORMAT

If no bill has yet been started for this case, you can choose which billing template
to use. See Chapter Nine for details. You can have an unlimited number of
default (pre-set) bills covering Direct Cremations, Immediate Burials, Memorial
Services, etc. that will simplify billing. Choose the format you want to use by
clicking on the arrow at the end of the pull-down list, and then clicking on the

billing format you want:

| Dbl-Click the Billing Format you wish to use: ‘ \:g-m
[Funeral Type Code ~
N
Basic Cremation with Graveside CREMG
Basic Cremation with Off-premise Memorial Service CREMO
Default Statement of Goods
Traditional Graveside Service GRAVE
Traditional Memorial Cremation Service TRMCS
Traditional Service and Casket Package TRADI
Traditional Service and Cremation Casket Package TRCCP

Figure 49 - Choosing a Billing Format
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Once you click on the format, you will be taken to the bill editing screen:
EDIT BILL

[ Goods and Services Selected for Robert David Probos - File Number 2015-004 - Bill # 10065 frmStatementfrp Screen Size = 1920 x 993 Form Size = 1880 x 977 o
Reason for Embalming: | Family Request “aty Merchandise Price  Tax Comments
Reason for Vault: )| casket |Woodiite state Silver Tv)| 4850.00 4
Professional Services Price  Tax Vault | Clark Custodian 10 Guage STEEL, Painted Fit| (v | 1540.00 | Ext
1912/ Basic Services of Funeral Director & Staff _[fv 00|00 +000[5][ Register Book plus 50 acknowledgeme g 2000 2 s 3000
10 5] Jason's Product M 895.00 1,000 2] Prayer Cards (memorial cards) (per 100) v 40.00 & $ 4000
105} Special Restoration & Cosmetology when net/iv 195.00 /0 1.000 [ Visual Tribute Program (included with Comple|{v 175.00| 1 $ 175.00
10 Other Preparation of Remains & 208.00 O Py g 000/ o s 000
19 5] Autopsy and Anatomical Donation Care i~ 90.00| oo = 5 000/ s 000
00 S 00010 1.000 2]/ Men's suit I~ 100.00| $ 100.00
= A Lnjn Cash Advances $6.735.00
$1,388.00 6000 [2]| Certified Copies of Death Certificate (Hamilto| v 1800/ O $ 108.00
T wwlo 1,000 f Newspaper Notices i~ 0.00(0 $ 000
wioolo 100 51| Clergy & 0000 s 000
= wam0] 1000 31| Burial Transit Permit v 3000 s 200
= 000/ 0000 |+ 1 0.000 $ 0.0
100 || Cemetery Charges 5 0000 s 000
- $1115.00 o000 5 v 0000 s 000
Automotive 0000 |+ v 0.00 0 $ 000
00l - 000|0 00 £ - 0000 s 000
00t - 000/ oo = = 0000 s 000
= & 0.00/ 0 0000 [ ) 0000 $ 000
(= B 0.00 |1 0000 £ | 0001 $ 000
oofs E 0000 0000 [ v 000/ $ 000
$_0.00 $ 111.00
Other Services
000 4 0000 Net30D Total Amt of Bill $12,852.28
. . Terms et 30 Days
Alternative Services Billing Date 12/1612020 Tota Finonee, ac):‘r:regr:: 0 :
100 5| Complete Funeral Service E 2995.00 O Last Bill Sent 121612020 EEE— —
NetDue (#Days) |30 Balance m Quit
i ” Quit [ Billing Complete
167558 e
X 5177.38 Total Taxable Amount [7,630.00 O Funded
Sarah €. Filiamento - Daughter 108,00 Tax Rate 6.75% O Guaranteed
Total Tax 508.28 Olirrevocable
Default Bill TRMCS iv
. Traditional Memorial Cremation Service Do Not Send Statement
1< B [1Do Not Add Finance Charge

Figure 50 - Billing Screen

Note: If you can’t see the entire screen as shown above, your screen setting
may need adjusted — this screen only works properly at a resolution of
1024x768 or better — you can minimize TerraPro by clicking on the Minimize
button at the top right of your screen. Then you can adjust your screen
properties by right-clicking on the desktop background or using the control
panel from the Start menu.

You can Enter the Price if you need to change it. For even-dollar amounts like $395, just enter
395 and press tab or enter. You don’t need the decimal OR the dollar sign. It is best if your
cursor is at the beginning of the price entry box, not somewhere in the middle, so try to get into
the habit of using the TAB or ENTER key to move around the screen, saving the mouse for big
jumps.

If you want to choose a different item than the one shown, use the pulldown lists to select
from the Price List. Click on an item and both the description and price will be placed on the
bill. If the item you want to use is not on the list, go to the Price List screen and make sure the
“Category” has been assigned (Services of Staff, Facilities, etc.)

Most items are assumed to be a quantity of one. For some items, however, it might make sense
to indicate a quantity; for example, death certificates or memorial folders. Even if you price by
boxes of 25 or 50 cards, you may need to indicate 2 or more boxes. If you want to indicate how
many were sold, Click on the spinner at the left of the description to Change Quantity. Hint:
For a No Charge Item, enter a Quantity of 1, Price of Zero. The item will show “No Charge”
on the bill. EXCEPTION: For Casket and Vault, entering a description without a price will

allow you to define which casket was used in a package price which includes a casket. (version
9.00.36 or higher)

Toggle Tax Occasionally, you may have to change the tax as charged on a given item. To change
it, click the check box to the right of the price and you will see this screen:
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You may then choose to make the item taxable, non-taxable or taxable at half value. When you
do, you will be shown the tax amount calculated on the item. Closing this window will update the
totals on the bill, and the total tax. You may also change the taxable amount of the item if it is
different than the price charged. For example, the casket price can include the entire funeral
service, so you should change the taxable amount to the appropriate figure to tax the items that
are included in the package that are taxable.

You can add a comment to a bill by filling in the comment area. You may need
COMMENT to contact TerraPro personnel to add this comment to your custom invoices.

Let’s explore the buttons at the bottom of the billing screen:

As payments are made toward this bill, they are entered using the payment screen.
SPAYMENT To access this screen, click on the Payments button. You will see this screen:

Current Balance is $69.40
negative numbers in the Amount Calumn}

Status Code: l:|

WMaking Payments

Date Metin Collection pferAmount Description Batch Print Receipt# A
405/19/2010 |Check 2345 1000.00{Insurance from Musicians Ur 0 302
09/01/2011 Discount 100.00|Courtesy Discount 0 348
07/23/2015  |Check Payment 100.00|Buck Ewing - Brother-in-Law| 0 4
02/24/2016 | Check 1 50.00|From an donor O 6
10/27/2020 [Check 5465 11532.88 m| 1

Write Off (PreMNe:

Print Receipt

Edit (click on line to edit first)

Browse Payments

Quit

Figure 51 - Payment Entry Screen




Any of the previously entered payments can be edited from this screen, or new ones can be added.
Click on Add Payment or one of the other buttons to add Finance Charges, Refunds or Discounts.
Pull down the Status list to choose a status for this bill. (optional)

You can set the status of a bill (Making Payments, In Collection, etc.) Right click on the status
pulldown to edit status descriptions.

The finance charge is calculated on the monthly finance charge percentage rate entered into your
setup when TerraPro was first installed. If you need to change it, select Ultilities, Setup, and
change the percentage rate. As with other entries, you have the opportunity to Save, Edit or
Cancel.

By default, the refund amount is the balance remaining on the bill. Since most refunds are issued
on a disputed amount, this is the most likely amount. Of course, the amount can be edited.

Once again, the discount amount is the balance on the bill. Occasionally, you may find the need
to adjust a Pre-need bill downward to match the contract amount, or to discount the entire bill or
a certain item. Enter the date, amount and description and an account number if linked to SBT.

Deleting an entry is done by clicking in the leftmost column. Make sure the line says DELETED
once you have deleted the payment

Click the Edit Receipts Button to allow editing of previous receipts on the payment grid.

Receipts can be printed for each payment or for a group of payments. The receipt printer is an
extra cost add-on which can be purchased using PayPal (or your own credit card) from this screen.
Just click on Print Receipt for details.

We see we can adjust the Sales Tax charged on this bill using the Tax Rate
TAX RATE button:

Clicking the button labeled Change Tax Rate will highlight the Tax Rate box. where you may
change the tax rate, or the Total Taxable Amount, along with the Actual Tax Charged. This
is particularly handy when transitioning from a manual to the computer system, as many times
the tax is rounded differently when calculated using a calculator. (It has to do with whether a total
taxable figure is calculated, then multiplied by the tax rate, or whether each item’s tax is added
together.)

The date of the bill can be changed to reflect your wishes in aging this bill.
DATE By default, today’s date is used when the bill is created. Edit the date as
need for proper aging of this bill.

If you wish to adjust the number of days before the bill is considered past
NET DUE due, change the Net Due Days. This bill will be aged accordingly. (The
DAYS default net due days is controlled by your setup, under the Utility Menu.)

TerraPro will allow you to send monthly statements automatically (see
po NoT SEND [tility Menu). However, in some cases you may want to avoid sending out
STATEMENT a statement for a particular customer. If so, check this box.

If you have entered your overhead costs (with optional costing module),

SHow TerraPro will calculate your gross profit on an individual bill, allowing you
COSTS to make decisions about your pricing and costs. Click here to see your
profit!
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You can print an envelope after printing the bill by clicking here. You can also
ENVELOPES & click on Person Responsible to edit addresses and names.
LABELS

It is possible to erase the current bill and start over if too many lines need changed
START OVER  orthe wrong billing format was chosen. Use this option only as a last resort, and

never if the bill has already been sent to QuickBooks. (You will need to manually
delete the invoice in QuickBooks if you create a new one here.

A shortcut to the checklist for this case is provided here for your convenience.
CHECKLIST

A shortcut to the insurance policies for this case is provided here for your
INSURANCE convenience. You can enter the insurance information and print claim forms or
POLICIES proof of death forms from this screen. See Chapter 10 for details.

A list of insurance policies entered above can be printed to verify information
LIST ALL with the informant..
INSURANCE

POLICIES

You can set up periodical payments if necessary. A payment book and payment
INSTALLMENT gchedule can be printed.
OPTIONS

Printing Bills

TerraPro comes supplied with many billing formats but can be customized to print almost any
type of bill you wish. Complete instructions for modifying bills are beyond the scope of this
manual, but TerraPro personnel will be happy to assist you in achieving the results you desire.

When you press print, you are presented with a choice as to whether you want to show payments
that have been made. Click on the check box if you wish payments to be shown.:

Let’s choose Invoice. Next, we have a list of possible formats for the bills. These are setup for
you when TerraPro is installed but can be added to, deleted or revised.

Other Services

Alternative Services

Print —Choose Bill Format  Total Taxable Amount

Prin
Statement of
Goods

Billing Date TE::IRT:‘:
Figure 52 - Choice of Bill Formats

For now, just choose the Bill with Payments. You will see a bill that looks something like the
following:
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"-,"”f-._[ Joseph P. Sample Fumeral Home, Tnc.
v m::mamo J Zoor - E J

T# Earen Sac Hadcaun Tamary 1, 203
64 Coffry Streee
Chuciona, OHL Y10
Servioes fur the Fumersl of David Feceph Habdeun
Diain ofDeals Fekrmry 26, 2002 Diake of Searvioe: Hovroke 14,1991
Descripim Ter  Amoow
Services of Faoal Dircctac ad ST w0000
Exbidoy mo0
Eosir Dveconr 33.00
Woshiag a0l disnficting roatins whei 13 cnbalaing .00
Urs o focibitivs Sov visming (per dy) .00
Thoe oF Facsbitca T Smoeral service 121.00
“Trausfir of Recains to Froeal Home 100
Fee Conchs Frusrd Hrave 125.00
100.00
mmmmmcum .00
SBT Borial Vakt 1210.00
Candls {Pes 25 oard) 15.00
B 1000
Prayur Cards [pec 100) 1100
& Comified Copies 1o
Pulice Esuat 100
Flowm B1.0D
Ceaxtary 110.00
Duath Hetioes 00
Clargymu 3000
Total Amormt of B 7L
Salia T 21186
Gramd Totd 985.96
Tiancs CTER
1L 21993 Novasbe Fismovs Cargs .0
0023/195 sl = Firmmes Clrarge 15.08
Total Finsmce Charges )
EOM/1000 O Accous - Kares Haldenac 000,00
091261993 T el Fil e » Ll S avimgs 0560 40000
09281993 On Acarunt - Exren Habdsrn. -1300.00
23987 10.00
104021953 Tusraace Poct o - Chti Mwsician 09633 -2000.00
L20/1064 oo Actarat - Knrea Hulda 4436 -1000.00
Toal Faymes S0l0.00
Bulmmce Dur Mureh 21, 2402 [

Figure 53 - Standard Invoice

You can preview each of the billing formats provided to understand the differences in each. If
you don’t check the detail payments box, the payments will be summarized:

Joseph P. Sample Funeral Home, Tnc.
G0 Caffey Blrast
Chiocannati, Ohia 45230
Btntenent
Te Esten Suc Hildeann Tamary 23, M03
640 Cofiry Street
Ceucinnnti, OE 43230
Servioes fur the Pumeral of David Feeeph Haldemun.
Dinte ofDaativ Febmuory 206, 2002 e of Servine: N mvemher 14, 1903
Bervice of Footral Dircotar sl 5 odf 0.0
E‘lﬁlﬂ.‘l{ 700
35.00
Wﬂn a0d disinfictieg reaing when 1o cubalasg 000
Wi of Fieikilies Sor vdming [per day 0,00
e of Facdities far fmneal aercics 13300
Traweher of Esmesrs bo Fooersl Hoos o0
Praveral Cosch ot Fruersl Home 125.00
Limonsise 10000
Bt Blist/1E G ik Bloe Cadit ZIM.00
HLT Prmsial Vardt 128000
Ackrerindparat Cards (Por 25 aards) 1500
Bpecial Exgirter Book 0.00
Frayw Cordo (per 100) 11.00
6 Clentified Copien 4100
Fulica Esonrt 4100
Flowan B3.0D
Ceantery 130,00
Trmath Natines TL00
Clargyman 10.00
Total Paymris STT3.00
Nulmace Dur Mareh H, 2602 .47

Figure 54 - Detail Invoice, Summarized Payments

Next let’s look at Statements. Click on the button labeled Statement of Goods. You will see this
dialogue box::
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0w EE | s sl o]

Printing Statement of Goods

| STATEMENT_PEACHTREE.FRX

i 5 v Sh Pri STATEMENT_AMDERSOMN.FRX «
| AT-NEED s STATEMENT BUM.FRX

STATEMENT_PEACHTREET.FF «

Figure 55 - Statement of Goods Dialogue Box

This screen allows you to choose the Statement of Goods format to be used (if left empty,
STATEMENT.FRX is used). The Pre-need Funeral Contract separates the Guaranteed and Non-
Guaranteed items. Uncheck the Show Prices box if you want a blank form to use at the
arrangements conference.

There are several formats supplied with TerraPro, and others are available:
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Joseph P. Sample Funeral Home, Inc., Inc.
6404 Coffey St
Cincinnati, Ohio 45230
510/484-9729

pATE  January 26, 2007 SERVICENG. _ 2007-850
DECEASED NamE David Joseph Haldeman
DATE OF DEATH April 1, 2008 PLACE OF DEATH. _ St. Joseph Hospital

Charges are for only those ffems that you selected or that are required 1T we are required by law or & cemetery or crematory to use any lems, we will explain In wrifing befow
if you setected a funeral which required embalming, such as z funeral with wewing, you may have fo pay for embaiming. You do not have to pay for embalming vou did not
apprave If you selected arrangements such as & direct crematon or immediate burizl [fwe charged for embalming, we will explzin the reason below.

[ STATEMENT OF FUNERAL GOODS AND SERVICES SELECTED

A, CHARGE FOR SERVICES C. SPECIAL CHARGES

Fi ding of Remains to Anather F | Hi .
1. PROFESSTONAL, FACILITIES, and AUTOMOTIVE CPTEILING O Semalls o AnAior Funela ome
Receiving of Remains from Ancther Funeral Home

Eﬁq’slijz‘fn?;vices of Funeral Direclor & Staff _ §1,562.00 Direc! Cremation (as selected)
i s ains s At __ #436.00 Immediate Burial (as selected).
$208.00
Yiewing/Vistalion (One Day) —$375.00 TOTAL OF SECTION C. SPECIAL
Funeral Ceremonys siws semanis soamims suamii. $370.00 D. CASH ADVANCES
3 Certified Copies of Death Certificate. .. .. . $30.00
Burlal Transit Permit. ... ... ........ ... $3.00
Transfer of Remains to funeral home/mortuary. . . .. $160,00
Funeral Coach (Hearse) $254.00 : T aaRE.a
Flower/Utlity Vehicle —s107.00 g‘eWSpﬂpef Notces 42600
BIIACRISIERE somvenen somvemen: sevemmms o] $137.00 ey 100,00
—_ Telephone Charges §76.30
Transportation Charges. . ............... $100.00
TOTAL OF SECTION A. SERVICES $3,609.00 TOTAL OF SECTION D. CASH $735.39
B. CHARGE FOR MERCHANDISE SUMMARY OF CHARGES
CASKET A.CHARGES FORSERVICES. ............... $3,609.00
B. CHARGES FOR MERCHANDISE. .......... $1,410.00
BURIAL WAULT: $1,210.00 C.SPECIAL CHARGES. ... vuvvuvivuiiiiiiins $0.00
Wilbert MONTICELLO D.CASH ADVANCES. ...ovvvviviiiiiiiiiinn $735.39
Acknowledgment cards (100) $100.00 E.SALES TAX, IF APPLICABLE. ......0uuuu. $91,65
TOTAL FUNERAL HOME CHARGES. ..... $5,846.04
LESS CREDITS & PREPAYMENTS
TOTAL CREDIT APPLICABLE $1,485.25
TOTAL OF SECTION B. MERCHANDISE $1,410.00 TOTAL BALANCEDUE........ $4,360.79
The only warranty on e caskef andior outer burial containersoid in connection with If any law, cemetery or cremalory fequirements have required the purchase of
this service is the express wiitlen warrany, ifany, granted by the manufactwer any of the tems listed ahove the law or requirement is explaned below.

This funeral home makes no warranty, express or implied, with respect to the casket Cemetery requires outer container

andfor outer burial expenxe.

Billing to:  Karen Sue Haldeman Reason for smbalming

6404 Cottey Street Family request

Cincinnati, OH 45230 Home: 513/232-4076 Work:

| hereby agree that | have examined the above-stated items and found them to be corredt and according to the arrangements requested, and | hereby acknowledge receipt of

a copy of this memorandurn and agreement. | hereby represent that | hawve sufficient funds and assets legally available for payment of cash price and hereby agree and

covenant jointly and severally to make payment of § 4,360.73 within 30 days. A late charge of 1.50% per month amaunting to 18.00% per year is applied to the

unpaid balance beginning 30 days from the date of this agreement. Any additional services or merchandise ordered or requested after the date of this agreement will be considered
part of this agresment and the cost thereof will be reflected on the final statement. | acknowledge that | have received the general price list and have heen offered for review the
casket price list and the outer burial container price list

Slgned Date: Relationship to Deceased
Ca-signed Date Relationship to Deceased
Name of funeral home representative Initials

Figure 56 - Statement of Goods and Services
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A Pre-Need contract looks like this, with Guaranteed and Non-Guaranteed items separated:

Joseph P. Sample Funeral Home, Inc., Inc.

6404 Coffey St
Cincinnati, Ohio 45230
513/484-9729

PRE-NEED FUNERAL CONTRACT

Arrangements For: David Joseph Haldeman  Date January 26, 2007 Arranged by:
GUARANTEED ITEMS TOTAL 1310.00
! SERVICES SELECTED NON-GUARANTEED ITEMS
Erar;sli)caﬁn?nn/gices of Funeral Director & Staff 122288 4. CASH ACCOMMODATION ITEMS
Other Preparation of Remains 208.00 Certified Copies of Death Certificate 10.00
ViewingVistation (One Day) 375.00  Burial Transit Permit 3.00
Funeral Ceremony 370.00  Flowers 0.00
Transfer of Remains to funeral home/mortuary 160.00 ~ Cemetery 0.00
Funeral Coach (Hearse) 25400  Newspaper Nofices 426.00
Flower/Utility Vehicle 107.00  Clergy 100.00
Limousine 137.00  Telephone Charges 76.39
Transportation Charges 100.00
TATAL 980800 Paid in Advance 1485.25
2. ALTERNATIVE SERVICE SELECTION TOTAL 2200.64
TOTAL | 0.00f SUMMARY
3. MERCHANDISE SELECTED TOTAL FUNERAL HOME CHARGES 5019.00
" SALES TAX 91.65
V37 DaVinci Bronze Casket 0.00
Wilbert MONTICELLO 1210.00 ;?{;’;‘LDCTAOST"/L’L*DVANCES Sgiz-gi
Acknowledgment cards (100) 100.00 )
Register/Attendance Books 0.00
Memorial Folders/Prayer Cards 0.00
DDITIONS/CREDITS
Register/Attendance Books 0.00 Al
Visual Tribute Program (included with Complete Service) 000  10/25/2007 From Howard 200.00
Additional Prayer Cards 0.00 10/25/2007 From Mary Hecker Estate 300.00
Clothing 0.00 10/25/2007 From Ivaloo Hemmerly Estate 400.00
DISCLOSURES:

If you selected a funeral that may require embalming such as a funeral with viewing, you may have to pay for embalming except in certain cases, if any.
You do not have to pay for embalming you did not approve if you selected arrangements such as direct cremation or immediate burial. If we charge for

Reason for Embalming: Length of Time, Viewing
The cemetery requires the use of a concrete of steel outside burial container. The crematory requires the use of a casket or an alternative container.

TERMS AND CONDITIONS

When all goods and services that have been contracted as part of your specific Pre-Need plan have been paid in full, said goods and services will be
initialized into a Homesteaders Life Insurance Company Pre-Need Policy.

Joseph P. Sample Funeral Home, Inc. will then guarantee the price of those specific goods and services at the time the pre-arrangement is made. THIS
DOES NOT PERTAIN TO CASH ADVANCED ITEMS DUE TO THE FACT THE FUNERAL HOME DOES NOT CONTROL THOSE CHARGES.

All cash advanced items, which are charges that originate outside the funeral home are NON-GUARANTEED ITEMS. These costs are putinto a separate
Homesteaders Pre-Need policy under Non-Guaranteed Items and will incur interest over the length of the policy term, but if said costs should exceed

the policy’s interest growth, additional funds may be due at the time of need. Should interest exceed costs, then a refund of the difference will be issued to
the beneficiary of the policy.

At the time of need, the total GUARANTEED ACCOUNT, including the principal interest, will be transferred to Joseph P. Sample Funeral Home, Inc.
These funds are transferred in exchange for guaranteeing the goods and services provided by the funeral home as part of your specific pre-need plan
described on the attached itemized memorandum.

All funds are placed into two Homesteaders Life Insurance Company Pre-Need Policies - one being for Guaranteed goods and services provided by the
funeral home; the other being Non-Guaranteed items (also known as CASH ADVANCES) into a second policy.
The policies are then made irrevocable and said funds may not be removed from the policies until the time of need.

If any merchandise and/or services are unavailable at the time of need. Joseph P. Sample Funeral Home, Inc. shall furnish merchandise and/or services
similar in style and at least equal in quality and workmanship.

PURCHASER ACKNOWLEDGEMENTS

|/We hereby agree that I/'We have acknowledged the terms and conditions as outlined above. I/We have examined the charges stated and found them to be
correct and according to the arrangements requested.
|/We hereby acknowledge receipt of a copy of the statement of the Funeral Goods and Services selected.
By His/Her signature on this agreement, the purchaser acknowledges receipt of a current General Price List, a current Casket Price List, a current Outer
Burial Container Price List and each of said documents,
were made available to Him/Her prior to His/Her selection of services and merchandise.
This agreement is binding on the Heirs, Administrators, Executors, Successors and assigns of the parties and is subject to the lllinois Funeral or Burial
Funds Act under which this funeral home is and will remain licensed and Bonded.
Billing to:

Karen Sue Haldeman

6404 Coffey Street

Cincinnati, OH 45230

ACCEPTANCE: The funeral establishment agrees to provide all
services, merchandise and cash advances indicated on this statement.

By

Home: 513/232-4076 Work: 513/232-4076 Date:
Signed X Cosigned X
Date:
cosigned X

Figure 57 - Pre-need Contract Statement of Guaranteed and Non-Guaranteed Items
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Linking to Other Accounting Software

TerraPro links its Accounts Receivable data to Intuit’s QuickBooks™" If you have QuickBooks
and would like to link to it, our staff can help you make this happen. If you would like to do-it-
yourself, the steps are as follows:

1. Indicate to TerraPro that you want to link to QuickBooks by going to the Utility
Menu, Setup and checking the box indicating you want to link to Accounting
Software. Choose QuickBooks, and then double click to navigate to the path where
the QBW file (your company data in QuickBooks) is installed. If you are on a
network, you need to make sure all users have access to that folder. You will also
have to setup Sales Tax Rates if your branches charge different sales tax rates.

Accounting Options

Link to Accounting Program?
Name of Accounting Software  [elledilds Use Deceased Name as Customer Name
Accounting Software Data File
IS ¥ X0yl Accounts Receivable

Miscellaneous Cash Receipts Customer Name

QB Class -lDESCf} _ Update Accounting Lists
Sales Tax Di xell Hamilton Ci| +

Figure 58 - Upper Right Portion of Setup Screen

2. On your General Pricelist Screen, indicate the QuickBooks item name for EACH
pricelist item. If you use sub-accounts, separate the names of the accounts with a
colon, as shown below.

: TerraPro 6.70.01 Single User, - 99 Joseph P. Sample Funeral Home, Inc. Cincinnati, OH - 2 Cases On File

General Price List

Item |LINEOZO | = Select ltem Setup Default Bill Print
Forwvariahle pricing, enter negative 01 (-.01)
For Category Heading, enter price of zero (0.00) -
a

Description Price Code
[Basic Services of Funcral Director & Staff [ 1s6z.00 u

Our charge includes funeral counseling, hecesSsary arrangements, _'j

recording vital statistics, securing permits, filing and

ohtaining death certificates and other forms and claims,

preparation of necessary notices, and coordination of service

plans wich parties involwed in the final disposition of the

deceased. This fee for our services will be added to the total

cost of the funeral arrangements you select. This fee is already

included in our charges for direct cremations, immediaste burials

and forvarding or receiving of remains.
Included in Package Code Price List Print Sequence 9s9a [ PutinPrint Order
Package Seguence 1 Senvices of Staff B QDPS;‘%&'EWE“

=4
General Ledger Link Code |SER '1 Free Miles Alowed (if applicable) o Branches
QuickBooks Income Iterm Description ]Staff Services:Basic
it Add New Iteml Delete this Item ] Picture =- Back ] Enr‘ward> Costs ] CasketsivaultsiMerch ]
Qui

Figure 59 - Pricelist Screen with QuickBooks Link Activated
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3. The Casket, Vault and Other Merchandise Screens also need these item names or
the QuickBooks Link will fail:

Casket Price List l More Pictures
Item |CASKETO10 3-:.:‘_;. Select ltem i
Description Price Code
| surora Bronze 718 kngelic | 1a7s5.00 [¥

Exteriar: |Bronze Class Mot Determined YW= Choose -> E

Caolor: | White/Gold . - .
; R Far variable pricing, enter negative .01 (-.01)
Interiar: |Velvet For Category Heading, enter price of zero (0.00)
Materials:| Yelet Interior J

¥ Track Inventory

Our Cost 0.000
Reset CQty on Hand 1

YTD Amts | Qty on Order
¥TD Oty -1
¥TD % Sold |¢  -14,795.00

|

Filename of Image (Double Click to Select)

| C:4 VTP, IMAGESY CASKETSY AURORAY A1

I Inventory Report By Dates

+ Caskets
Inventary  Vaults
General Ledger Link Code |cas Report Erint Pricelist O Clothing
QuickBooks Income Item Description I Monuments
|Herchandise:Casket " Other
Quit adoNewttem | Deletethis tern | < Back | Exportto Website

Figure 60 - Merchandise Screen - note QuickBooks Income Item Description

4. That is it! Now TerraPro will automatically update QuickBooks whenever you make
changes in a bill. Payments and adjustments will also be sent to QuickBooks.
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Insurance Policies

Insurance forms can really slow your day down. Wouldn t it be great
to enter the insurance information in one place and then print the
appropriate form? Read on!

Note:

Not every insurance company’s forms are included with TerraPro, but

any insurance company’s forms can be added. We will show you how to

scan a new form, add it to the list of insurance forms, and populate it with
the appropriate information

Anyone who has ever filled out a form (who hasn’t?) is familiar with the idea of

FORMS AND forms and data. A blank form is filled in with data that you gather and place in

DATA the correct areas of the form. Same applies here!

Getting a form into the computer is simple:

= You use your scanner (or hire someone to scan the forms for you), save the form as
either a jpg or bmp type file (both work with TerraPro, and so does a png file®).

=  You add the form to the TerraPro list of forms
* You modify the form and add the appropriate data items.*

Turn the page to get started.

WHERE DO |

GET Forms2 lypically, you can call or write an insurance company and ask them to send or

fax you a Life Insurance Claim Form. Many insurance companies have their

3 These abbreviations refer to the file extension for a given picture (a file extension is what comes after the period in a

filename.

4 This is the hardest part, but the most fun once you get the hang of it. TerraPro personnel will be happy to assist you in

this step.
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forms online. For example, Standard Insurance Company’s Proof of Death Claim Form is
available at http://www.standard.com/eforms/1794.pdf

If you bring the form up on their website, your browser will give you the opportunity to save the
form. For example, if you use Chrome™ as your browser, you move your mouse to the lower
right area of the screen and you will see a series of buttons that allow you to print or save the pdf
document:

Sample Insurance Form found online with save options in Chrome Browser

If you use Internet Explorer™ as your internet browser, your screen may look like this:

et foww.standlrd, comfeforms 1754,k

SBL G e oofwm- H @I -

You cannak s
you wod ke 3 cop

Internet Explorer’s save button is at the top of the browser screen.

Regardless of which browser you use, once you save the PDF to your computer, we are ready to
convert it to something TerraPro can use.*

We mentioned the bmp or jpg format as a file format that can be used as a background for our
form design. Converting to those formats can be handled easily by Adobe Acrobat (full version),
or some inexpensive pdf converters found on the internet. Here is one we use:

3 It would be great if FoxPro, which TerraPro is written in, supported a pdf document as a background in our forms, but it
doesn’t!
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http://www.pdf2bmp.con/ - just upload your pdf and they will convert and send it back as a jpg
file.

Alternatively, you can scan a printed form into your TerraPro folder and save it as a jpg or bmp
file.

Now we are ready to add the form to TerraPro’s forms list. Click on Forms and
SETTING UP  Reports from the main TerraPro menu:
THE FORM

Case Information .
Frabas, Robart | Choose Show Insurance Forms from the Form Selection Screen:

Add New Case

Edit Survivors Visual TerraPro Forms Printer

Write Obit

Use mouse to select forms (or start typing form name.) Forms to Print
Edit Current Clase Click Once to Add to List - Click Again to Remove from List
Affidavit for Corrections to DC -
— Agreement to Authorize Cremation
Edit Bl Allison & Rose Funeral Senice Rec
Allisan & Rose Funeral Service Rec. Back
Application DC Fanesville/Muskingum
Forms, Reports Application Death Certificate - KY 9/08

Application Death Certificate - TN

icaps / Reports | |

s B Application for Cert. of Public Record
Card Shop Application for Certified Copies - Cincinnati

Favelopes-Labels Application for DC Athens County Forms Printed

J

= Application for DC Franklin County (Mew) Insurance Rssignment AMERICO printed 10012012 A
Office Application for DG Franklin Gounty Ohio 044235 Pt
Doctors/Clergy Lists Application for DC Gallia County Wew Vork Lt Insurznce Corapany Cleirn Forr -
- Anplication for DG Meigs Count Report Form BANKF . FRX printed 10022012 08:23:19
Attendance Form New Vark Life nsurance Company Glaim Form -
Momkfy Statements Authorization to Embalm & FTC Discl Repott Forr BARKF F R prirted 100242012 03:26:23
Cush Receipls Authorization to Embalm OFDA Phi . .
= Batesville Living Memorial v Mew York Life Insurance Compatny Claim Form - v

Lilikies - P
e Purchase New Forms Qnline | [ Show Forms <%
Our Wiebsite ||TemaPro Wiebsite

i
i

Ii
=

Checkfor Update

@ Now you can see any insurance forms that may already be setup in your system.
Quit
Visual TerraPro Forms Printer
Use mouse to select forms (or start typing form name.) Forms to Print
Click Once to Add te List - Click Again to Remove from List
AETMA Life Insurance Claim Form ~
[ show Comments AGLA Claimant Form ppi-3

AGLA Claimant Form ppd-G

AGLA Proof of Death

AGLA Proof of Death Claimant Statement p 3-6
AlG Disclosures

AIG Pages 1-3

AIG Pages 45

AMERICO Insursnce -

American General Life Assurance ormekrintod [
American Income Life Insurance Reassure Amerca Lik suance Company Claim A
American Life and Accident POD o Report o RAACL PR s 137122013

Ametican National Insurance Ca. 06:22:38 Phi
Assignment of Procesds Reassure America Lite Insurance Sompany Claim

Fom - Report Form RANCL.FR prired 03202015
Sthene Annuity & Lifs Assuranca D250 P
Atlanta Life Insurance Reassure America Lifs Insurance Corparty Claim
Biankers Fidelity Fom - Report Form RAACLFRSX prired 031202015
Bankers Life & Casualty v | | 062408 M v

6 Purchase Mew Forms Online (| Show Standard Forms

Quit Expart Farm Impar

(If there are no insurance claim forms in your copy of TerraPro, a sample one from Standard Life
Insurance is included and you can add it to your list by answering yes to the question that comes
up when you choose Show Insurance Forms.)

The ONLY way to add a new form is to CLONE (COPY) an existing form that is similar to the
one you are creating. This saves you the time of creating a form from scratch.

Click on the form you wish to copy so that it is highlighted:
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Visual TerraPro Forms Printer

Use mouse to select forms {or start typing form name.)

Click Once to Add to List - Click Again to Remove from List

Forms to Print

Selected Forms:

lairn Farm

Standard Life Insurance Claim Form

Forms Printed

Insurance Assignment AMERICO prirted 100172012 A
04:12:36 P
Mew ork Life Insurance Company Claim Form -
Report Form BAKKF F R prirted 10402/2012 08:23:18
PR
Meu fork Life Insurance Gompany Clait Forn -
Report Form BAMIE . FRX prirted 10/02/2012 06:26:23
P
+| | Mews York Life Insurance Corpany Claim Fomn - 3

Purchase New Forms Online [ []Show Standard Forms Clone this Form
Expot Form

The button to Clone this Form will show up. Click it!

Give the form a name and a 5 character Form Code Names¢:

4 Cloning Standard Life Insurance Claim Form (STAND)

Form Name | New LiféMsurance Form

Form Code Name |NEWLF

FoxPro Commands to be executed BEFORE form runs:

SavelExit

Delete Form

After you type the Form Code, the Scan

Form button will become visible and you
can scan the form from your scanner. It
will be saved in your TerraPro folder and
will be named after the form code (in this
case, NEWLF.bmp) We save in bitmap
form so that the form is clear and bright.
You can convert it later to any format you
want. Ignore the FoxPro Commands
unless you know what they should be.
Click Save/Exit and the form will be
added to your list.

Use mouse to select forms (or start typing form name.) Forms to Print

Click Once to Add to List - Click Again to Remove from List

Mew Life Insurance Form A
Standard Life Insurance Claim Form

Forms Printed

Insurance Assignment AMERICO printed 10412012 A |
| 04:12:36 P I
| hew York Life Insurance Gompany Claim Form -
| Report Form BAMIKF FRX printed 10022012 05:23:19

Pl

Mew York Life surance Gormpary Claim Form -

Report Form BAMICF F RX printed 100262012 08:26:23
| P
| Mew York Life Insurance Company Claim Form - |

6 Purchase New Forms Online | []Show Standard Forms:

v

If you already have insurance forms in your system and would like to convert them to be on
the Insurance Forms list, just highlight the form on your standard forms list, click Setup Form,
and change the Type of Form to INSURANCE.

This completes adding forms. You may add other forms, or proceed to the next step to add data

to the forms.

¢ The form code name doesn’t matter to us — it is for the computer to use to make sure it has the right form even if you
change the name of it. It will be checked to make sure it isn’t already in use.
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We will now move to the Insurance Screen, where the data for the forms will be
added, and the forms modified and printed.

PUTTING

DATA ON THE  Remember, when we created the forms, we just made copies of existing forms, so

FORM the form(s) you created above won't have the correct form or data. That’s what
we’ll do now.

Case Information
Probos, Robert | o

Click the Edit Survivors Button on the TerraPro main menu.

Add New Case
Edit Survivors
Write Obit
Edit Current Case

Survivors File for Robert John Probos - Case # 2011-501CM- Died October 6, 2012

Spouse Information Post Service Followup Letters Labels/Cards
Arrangements _— R Other Relationships (use 2 letter codes)
Relationship to [ Birth |
- 5 FRE V0| [PRFLM-PMVTIN v Insurance Policies
Fait Bill Deceased: Y Orden:

Title First _ Middle  Last Sex

Chramatory v | mary Elen | Probos

Date Mamied: | 04/361969 | Marriage Info: | memo |

Salutation: [ Mary

Foms, Reports

Then click the Insurance Policies Button on

L orms f Reporis

P.0. Box/Apt:
Street & #| 2063 Beechmant Ave.

Card Shop

Envelopes-Labels

City: | Cincinnati

County: | Hamitan

Mailist Codes:| }<ML D1 [~
| [t with Surivors.

Do the Survivors screen. (The Insurance
o W Policies can be reached from the person

Twp: [inside City?

o
E
o
t4

DoctarsiClargy Lists
Price Lists
Ionthly Statements
Cash Receipis
Uhilities

Our Website |[TeraPro Website

i
i

Amangements Conf. Date/Time
Evening or Home Phone: Daytime or Work Phone:  FAX Cell Phone: | 0813172012 11:30 AM@
_513—55575555 513-666-6666 993-888-7777 513-232-4076

responsiblevivor record.)

E-mail: Bimhdate:  SSN:
probos@terradisenet 0772711943 || 987-65-4321

ANOTHER
PERSON

e ing 1 1]
Save & Quit

Now you can see The Insurance Policy
Screen:

Wihen

Check for Update
[ Insurance Policies for Robert David Probos - o X
Quit
Policy Information 1 of 1 Policies Choose Policy: |~ :::
Margues Filenumber: Insurance Company Name: Claim Form Report Help
Tribute 2015-004 Aetna Life Insurance Company UAGR

Family Advisart™

Policy Number(s) Date of Current Value  Current Value

[FJERowGamranE 3462436 0101/2013 5,000.00
Beneficiary Social Security No. Birth Date Claim Number
Mary Ellen Probos ~ 987-65-4321 0712711943
Address Relation to Deceased Beneficiaries on this Policy
2063 Beechmont Ave. Spouse Geargia May Foolery - Spouse - 1076 East Church St Marion OH 43302
City State P Phone
Cincinnati OH 45230 513-555-5555
e-mail Group Policy?

P .
probos@terradise.net

Top Previous Next Bottorn Print | Add | Edit Delete

Listall Policies | Quit

You can move through the various policies by using the navigation buttons, print a policy, add
new policies or edit the existing policy and beneficiary information.

If you have multiple policies from the same insurance company, you can easily add them without
retyping all the information. When you click add, just say yes to the question about using current
information.

If the insurance company information is not on the pulldown list of companies, right-click the list
button to add a new insurance company (HIGHLY RECOMMENDED) (see page 24 for more
information on how to edit locations such as insurance companies.)
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The last step is to choose what form you want to use for this insurance company. Since you have
already created the form, Click Edit and use the Claim Form Report pulldown list to select it.
Click Save, and the Click Print and choose to modify the form. Here you will change the form
you Cloned in the steps above, and change the background and data items to match the form. See
next chapter, Modifying Reports and Forms for more help, or call TerraPro personnel at 513-484-
9729 for remote support.

When you print insurance forms, keep in mind that some forms want to list ALL policies, and
others want only a specific policy. For this reason, before you print, you will be asked whether
you want to show all policies for the deceased, or only this policy. If the deceased has multiple
policies with the same beneficiary, you can enter them all on one record, separated by commas.

This chapter has hopefully made it easier for you to handle the insurance forms that come your
way. Use the space below to add any notes for yourself or others.
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Modifying Forms, Reports and
Cards

TerraPro has extensive tools to help you create new forms, reports
and memorial merchandise. A little study of how these work can pay
off with improved productivity and a sense of understanding how the
data you have entered can be retrieved.

Waming:

You must be the curious type to be effective at modifying forms, etc. If

you have fear of computers or are afraid you might make things worse,

this chapter might not be for you. However, if you follow the precautions
covered here, there is no reason that anyone cannot learn how to change forms and
reports. Learning FoxPro’s quirks and tricks is key to becoming proficient in
modifying forms and reports.

One of the questions that bugs users a lot is “What happens to the data when I
WHERE’S THE type it in to the screens?”
DATA?

The simple answer is that it is stored on the computer’s hard drive. For those
interested, a hard drive is actually a metal disk inside a case inside you computer box which spins
very fast (7200 rpm is not uncommon) and is magnetically charged in tiny, tiny increments into
plus and minus electrical charges. These charges can be remembered by the disk because they
stay there even when the power is shut down. Starting your computer activates a file access
system (Windows) which can also run programs (TerraPro) which can “read” the magnetic
charges on the disk and convert them to data, pictures, forms etc. Sounds like magic, doesn’t it?
The amazing thing is that this data is stored much the same way that telegraph messages were
sent in the early part of the twentieth century. Each step along the way, data has remained
compatible with the old binary method of coding letters and numbers first established by Western
Union!

So much for the GeekSpeak: We don’t need to know about binary coding or any of these
details, fortunately!
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It is helpful to know, though, about databases, and specifically data tables,
DATA ABOUT  which are like phone books: they provide a list of information in a specific

DATA order. The advantage to computer data tables is that they can be re-
arranged in any order, queried for records that match a certain set of
criteria, copied, modified, edited and deleted. So it’s like having a phone book that would allow
you to look up a name if you knew the phone number, instead of the other way around.

FoxPro is the leading database language used around the world to track information, write
programs and reports. Most of the funeral home software available today is written in FoxPro,
and for good reason. Its’ lightning-fast data retrieval and simple yet powerful programming
language make it the ideal choice. Microsoft has a long-term commitment to improving and
marketing FoxPro, and although you may not see it for sale in the computer stores, it is behind
the scenes in a lot of businesses, tracking inventory, sending direct mail, fulfilling magazine
subscriptions. Even the Air Force uses FoxPro! So you are in good company.

HOW IS DATA
STORED? Data Tables are like ledgers — rows and columns of data tabulated
(“table-ized”). Here is an example:

First Name Last Name Address City State ZIP

1 David Haldeman 6404 Coffey St Cincinnati OH 45230
2 Karen Haldeman 6404 Coffey St Cincinnati OH 45230
3 Josh Haldeman 6558 Corbly Rd Cincinnati OH 45230
4 Trella Romine 1536 Whetstone Caledonia OH 43314
5 Jed Haldeman 2476 Adams St. Columbus OH 43202

There are five records in this table (data rows). There are six fields (data columns).

When you want to retrieve data, you tell the computer which row to get the
How Is DATA data from, and then tell it what column you want to print. For example,
RETRIEVED? thedatainrow 3, column 3 is 6558 Corbly Rd.

Retrieving data is easy in TerraPro, because we have done the hard work in the background of
making sure that you are looking at the right row of data when you select which case you are
working on. Then all you have to do is tell us what column you want to show. We use the term
“field” instead of column, but they mean the same thing. Since data is stored in several different
tables, it becomes necessary to preface the field name with a table name, like CASES.Last to get
the last name from the CASES table. There are tables for survivors, veterans information, billing
and files for storing locations, staff members and mailing list recipients. TerraPro takes care of
finding the data for you, all you have to do is tell it what data you want printed on a form or report.

Although we make a distinction between these types of computer output,
FORMS, they are really all from the same FoxPro Report Designer.

REPORTS,
We only call them by different names so that your job of getting the

CARDS, BILLS . ) e X
paperwork out is easier. It’s called “Divide and Conquer”. If we listed all

the forms and reports in one big list, it would be harder to find the report or form you wanted.
Ok, so why call them forms and reports?

A form is usually based on a pre-printed form that used to be manually filled-out by hand or with
a typewriter. It typically deals with information for just one case. Forms and Cards are examples.
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A report is a list or reporting of data for more than one case: for example a Sales Tax Report will
show all the taxable sales and tax collected for a given period.

FOXPRO
REPORT FoxPro gives us the ability to use the Report Designer for either type of output.

DESIGNER

Let’'s Do It

First, we’ll take a look at a simple form to see how information shows up on
the form, and how we make it show up.

Open TerraPro, if not already open, and go to Forms on the Main TerraPro Screen. You will see
a list somewhat like the one below:

B TerraPro 9.06.48 Multi-User, - 99 Joseph P. Sample Funeral Home, Inc. Cincinnati, OH - 12 Cases

Visual TerraPro Forms Printer

Use mouse to select forms (or start typing form name.) Forms to Print
Click Once to Add to List - Click Again to Remove from List | colected Forms:
Federated Record of Funeral A D Tag

Federated Record of Merchandise
Floral Cards Envelope

Florida DC Info Only

Flotida Death Cerificate

Free Death Motice - Louisville
Funeral Ledger (Data Digger)
Funeral Serice Record

Generic Info Sheet Back

Generic Info Sheet Front : :
ID Tag : Counts - Chursh Usage Listing printed 07/28/2010 »
llinois Certificate of Death (2008) 0G:54:40 Ahd

lllinais Coroner Death Certificate Kentucky Death Gertficate July 2010 printed

: : : | 072802010 065851 A
Indisna, Gadnty: Soldier Bl Baek 21-530-Burial Benefits [Fron) printed 030082010
Indiana County Soldier Burial Front

Forms Printed

11:43:03 AM

Indiana Death Certificate 2008 1821-530-Burial Benefits [ Front] printed 09/18/2010

Info Sheet 12:5805 Ph

Journal Gazette Death Motice Submission Farm e ¥021-530-Burial Bznefis (Back) printed 0362010 )|

6 [ Purchase MNew Forms Online ] [QlonethisForm] [Ed'rtFormName]
Quit | Repors | | EportFamms | [ impont |

Figure 61 - TerraPro Forms List

You should have a form called ID Tag. This is the federally required casket id tag that is slipped
into a tube on the side of the casket to identify the remains.

When you print it, it looks like this:
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Pamelee W. Duffus
Mame of Deceased

OCT 191915 OCT 252002
Dete of Bith Date of Death
268-28-1937

Social Secunty Mo,
Mt Moriah Cemetery 1

Cemeteny Plot #
Donald O Conner Funeral Home, Inc.
Funeral Home

Figure 62 - ID Tag

When select a form to print, remember that you are given the choice to Modify:

B TerraPro 9.06.48 Multi-User - 99 Joseph P. Sample Funeral Home, Inc. Cincinnati, OH - 12 Cases

TerraPro Form Printing

Ready With i) Tag? P
| G 8 Q
Yes Preview Skip

' Report Designer - idtag. frx - Microsoft Visual FoxPro

File Edit ‘iew Format Tools Report Window Help
N PP NP P PO PRI PO PR MUY TP Y NN HNY (PO I O PO NOPRNN 1 PO PO NV ;1 AU PO P 2 O

& Page Header

0] [deceased |
Mame of Deceaszed

—]  [wshortdate(CASES.B [ioshortdate (CASES->Del
Date of Birth Date of Death

[ssH |

11 Social Security Mo

] [MLLTRIM{CASES.CEMETERY)+" "tALLTRIM{CA{
Cemetery Flat #

[mocname |
— Funeral Hame

Figure 63 - The FoxPro Report Designer editing idtag.fix

Let’s notice some things right away. Compare Figure 75 (above) with Figure 74 (previous page).
Some words are the same, such as the captions below the lines. Others seem to be some kind of
code. The captions are text, and within TerraPro, cannot be edited. However they can be
formatted or deleted. Let’s change the caption labeled “Name of Deceased” so that it is bold face
type. Click on top of the words “Name of Deceased” and they will be selected. You can tell they
are selected because four little “handlebars™ appear at the corners of the object. (An object is one
of the items shown on the screen, such as deceased, “Date of Birth”, etc.)
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-II I 1 I 1 I I.I I 1 I 1 | 1 I I-"LII 1 I
& Fage Header

ldeceased
Mame of Deceased
foshortdate({CASES. B [foshortdate(l
Diate: of Birth Date of Death

Now pull-down the Format Menu at the top of the screen by clicking once on it:

! Report Designer - idtag. frx - Microsoft Visual FoxPro

File Edit Wiew N ™ Tools Report  Window Help

4 Page Header Size »
0] |deceased Harizantal Spacing v
7] Narne of Deceased Yertical Spacing 4
] EllshurldateiEASE
Diate of Birth Bring to Erant CirH+G
7] SSN Send to Back Cirl+]
N Social Security No.
i ALLTRIM(CASES |
1 Cemetery .
— Snap to Grid
1 micname _
] Funeral Home Set Grid Scale...

B

Text Alignment

|
- v v w w

3] Made

When you open the Format Menu, slide the mouse down to highlight the Font choice. Notice that
it has an ellipse (...) after it. That means choosing it will bring up more choices. Go ahead and
click on it. You will see the Font Dialogue Box.
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[deceased, |
Marne of Deceased

foshortdate (CASES.B] [fishortdate(CASES»Dd
Dt of Birth Diate of et

Font W‘§|

Fant style: Size:

|Fegular [10 oK. |
~

T Avial Founded MT Bold Caneel
T Baskerville Old Face 12
TF Bauhaus 93 Bold ltalic 14
T Beesknees [TC 16
T Eemard MT Condensed 18 Help
T Bickley Script ~ 20 N

Effects Sample

[ Strikeout

[ Underline AabibYyZz

Caolor:

I CI=ck - Seript:
| I

This is an OpenType font. This same fontwill be used on both your printer
and your screen.

Figure 64 - Font Dialogue Box

There are lots of things about this text object we could change. Each one of them is called a
property. For instance the font name could be changed, or the style (regular, italic, bold, bold
italic) or we could choose to underline the text, etc. This is just like the font dialogue box in other
Windows programs and in fact is a part of Windows, not FoxPro or TerraPro. So if you have
used a word processor like Microsoft Word or Word Perfect or Microsoft Works, you probably
have used this same box to change fonts.

Let’s make a simple change. Click on Bold Italic and then click OK. You will be back at the

FoxPro Report Designer and you will see that the caption has changed to look like this: Name of
Deceased

Italics make the letters slanted, as you probably were aware. It looks a little strange to have one
of the captions in Bold Italics and the others in Regular, but let’s take a look at the finished product
before we change the other captions.

To save your work, we recommend pressing CTRL-W. This is the fast way to Save and Close at
the same time. You could click on File, Save and then File, Close, but why click four times when
you can do it all with two keystrokes? Of course, you could just press Escape to indicate you
want to leave, and then the program would ask

\'Microsoft Visual FoxPro

\_:.:‘/I Discard changes?

Yes

to which you would have to answer No by clicking on No or pressing N, and then click on File,
Save, File, Close anyway. The only time you will use Escape is when you DO NOT want to save
your work because you were playing around or made a serious error and want to leave the editing
process before things get worse! If you answer Yes to the above question, then none of the
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changes we made would be saved and everything would be the way it was. It’s kind of nice
knowing you have an out when learning new things, isn’t it?

If you want to save your work in increments, you can press CTRL-S after making a change that
you know is right, then continue making other changes, saving only when you know everything

1s ok..

PREVIEWING
YOUR

CHANGES

You can choose File, Preview to see what your changes will look like BEFORE

saving them. This lets you try things without penalty of making a change you
don’t like.

‘'Report Designer - idtag. frx - Microsoft Visual FoxPro

A NEEN Edit view Format Tools Report Window Help

10 Close 5= I I | IR I I
A

of] e U —
— Save As... -
] Save Ag HTML... @_

Revert of Death
] Page Setup...
BE Print Preyview
] Print... Cir+F ¥y#" ALLTRIM(CA

Plat #

|mocname

— Funeral Harme

Figure 65 - Previewing before saving

Just like before, click on File, then slide the mouse down to Print Preview and click. You will
see a preview of your changes:

: Report Designer - idtag. frx - Microsoft Visual FoxPra

@ Fle Edt Wiew Format Tools Report Window Help

Pammelee W. Duffus

Name afDeceased
0CT 191815 0CT 25 2002 e K
Date of Bitth Date of Death L 100° -] ¥ &
268-28-1937

Social Secunty Mo

Mt Moriah Cemetery 1

Cemetery Flaot #

Donald O’ Connor Funeral Home, Inc.

Funeral Home

This kind of change is called a cosmetic change, because it really doesn’t change the data, just
the way it looks. It’s now up to you to decide if you want all the captions in Bold Italics or revert
back to the old way by pressing Escape when in the Report Designer.

WARNING: DO NOT press the Print Icon @ shown at the right of the Print Preview box (blue
caption with arrows and 100% above). This will cause an ID tag to be printed for everyone in

your case file. To end the preview, press ESCape or click on the Exit button L
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Let’s make another change to this form. Supposing the ID Tag had to be printed with the
deceased’s last name first, then first and middle, like Doe, John Allen. Or even better, let’s say
the requirement was that the last name must be UPPER CASE, like DOE, John Allen.

Return to the Modify screen if not already there, following the steps outlined above.

This time, double-click the box with the word deceased in it.

' Report Expression E|

D ——

Expression: |

Format: | Cancel ‘
Field position
" Float Calculations... ‘
&
— ¢ Fix relstive to top of band BrintYWhen, ‘

" Fix relative to bottom of band

[ Stretch with owvedflow

Comment

[
[~

Figure 66 - Report Expression Builder

The Report Expression Builder box allows you to change the data (expression) that will appear
on the form. Notice that the word deceased is highlighted. If you start typing from the keyboard,
you will replace the word deceased with whatever you type. Type the following: CASES.Last
(you can type the capital letters as shown or all lower or upper case, but it makes it easier to
understand if you use the convention shown, so please follow it.) Then click on OK and click
File, Preview.

Duffus

Name of Deceased

OCT 191915 OCT 25 2002
Date of Birth Date of Death
268-28-1937

Social Securnty Mo.

Mt Moriah Cemetery 1

Cemetery Plot #
Denald O Connor Funeral Home, Inc.
Funeral Home

Now we have just the last name from the CASES file.

Let’s add the first name to this. Press Escape to get back to the Report Designer. Double-click
the box that now says CASES.Last, and change it to read as below:
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‘'Report Expression _‘

Expression: [I::.ﬁE:EE:.La:s:t + CASES Firs | oK, |
Format: ‘ Cancel |
Field position
—  Float Calculations... |
@ o
* Fix relative to tap of band Erint'When... |
" Fix relative to bottom of band

Click OK and Preview:
Duffus Pamelee
Name of Deceased
OCT 191915 OCT 25 2002
Dzte of Birth Date of Death
268-28-1937

Social Secunty Mo,
Mt Moriah Cemetery 1

Cemetery Plot #
Donald O Connor Funeral Home, Inc.
Funeral Home

Not quite what we are after, is it? The problem lies in the way FoxPro Data Tables are set up.
When we make a column for Last name or First name, we have to tell FoxPro in advance how
many characters we expect the Last name to take up. Obviously, Bach is shorter than
Tchaikovsky, but we have to allow for the longest name we expect to encounter. So we have
allowed 15 characters for the last name. Since Duffus is only 6 characters, we have 9 spaces after
the last name, then the first name. To show only the name and not all the empty spaces, we TRIM
the trailing and leading spaces using a function called ALLTRIM. Functions are little computer
programs already in FoxPro or TerraPro that you can use to alter the way data looks. To use a
function, state the function name, then surround the data to be altered with parentheses:
ALLTRIM(CASES.Last). Edit the box again, changing the data expression as shown in Figure
79:

\ Expression Builder

Expression for Field on Repaort:

T
i

! ALLTEIMICASES Last) + ALLTREIMIC J K, |

H J Cancel

|  Functions .
String: tath: Ll
|"te>ct" j " j Options...
Logical: Date:
0 | e [

4 Fields: Yarighles:

Figure 67 - Expression Builder Detail
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Because this expression is too long to see in the box, you can click on the ellipse (...) at the end
of the box to open the Expression Builder and see more of what you are typing. Notice we have
now told the computer to print the last name (trimmed) plus the first name (trimmed). Click OK
and then OK again and then File, Print Preview and let’s take a look at what we have done:

DuffusPammelee

Name of Deceased
OCT191915 QCT 25 2002
Date of Bith Date of Desth

Whoops! Now we don’t even have a space between the last and first names! We can fix that by
editing once again. Press ESCape and double-click again on the box we have been editing.

This time we’ll do it right. Type the expression as shown below:

ALLTRIM(CASES.Last)+”, “+ALLTRIM(CASES.First)+” “+ALLTRIM(CASES.Middle)

Note the quotation marks — use either single or double quotes, but always use the same for opening
and closing. Also note that there is a space after the comma within the quotes because we want a
space after the comma when we print Doe, John Allen. All we are doing is adding words and
punctuation together, sort of like vocabulary math.

Now this will give you what you want, except for the upper case last name. Fortunately, FoxPro
gives us a function for upper case, called UPPER! Edit your expression builder to read as follows:

UPPER (ALLTRIM (CASES.Last))+”, “+ALLTRIM(CASES.First)+” “+ALLTRIM (CASES.Middle)

Be sure to get the correct number of parentheses right. Always match beginning and ending
parentheses within an expression. Now click File, Print Preview and here are the results:

DUFFUS, Parmelee W.

Name of Deceased

OCT 191915 QCT 25 2002
Date of Birth Date of Desth
268-28-1937

Social Security Mo,
Mt Moriah Cemetery 1

Cemetery Plot #
Donald O Connor Funeral Home, Inc.
Funeral Home

Whoopee! We got it right. Now if you like what you have done, you can save it with CTRL-W
as we discussed above. Otherwise, press ESCape and don’t save changes. The form will be as it
was when we started this chapter, and someone else can practice the changes.

It is beyond the scope of this manual to teach EVERYTHING about making forms, but with a
little curiosity and snooping around the existing forms, you can pick up a lot of the “tricks of the
trade”.
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Modify Obituary Writer

Let's Do It
Here’s a resource you may not have been aware of:

Go to the Obituary tab of the Case Data screens. You will see a button labeled

“Modify Obituary Format”. Don’t be afraid, we’re just looking around. When
you open this screen, you see the FoxPro expressions that will automatically write your obituary
for you. Click Add, then scroll down to the empty line just added. In the column labeled “Data
to Print”, Right-Click and Voila!, you will see a table of expressions for almost every function
available in TerraPro.

Copy them down, or better yet, highlight them with the shift and arrow keys and then use CTRL-
C to capture the expression, then use CTRL-V to paste it into the expression builder when you
are modifying reports. (Of course you could also refer to Appendix C which has them all listed,
but then you wouldn’t have learned about the obituary format writer!)

Oh yes, as usual, press ESCape to leave the expression list without choosing one.

See Appendix D for more about the Obituary Writer.

NOTES:
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Crematory

The Crematory module is available as an add-on to TerraPro. A
separate company is setup for the crematory cases. A special screen
lets you import cases from your other branches, or you may enter
cases for cremation cases from other funeral homes. You can then
send statements to those funeral homes for the services rendered.

If the crematory module is installed, you will have a menu choice on the TerraPro Main

Menu to open the cremation screens: \

The screen looks like this:

& CREMATORY 9[(=E3)
Joseph P. Sample Crematory Oscar The Grouch
Deceased | Billing Process Log Emissions
Filenumber:
First: Middle:

Last:
| QEcar ”ﬁ || Frouch M

Race: sex: E social Secumy# <. Search by SSN
Birthdate 251345 06282008 | e of Death: Age:

Weight: Autopsy? [JEmbalmed? []Pacemaker?

Artificial Joints or Limbs: | Titarium Rod Right &chiles Heel

Family to be Present at Cremation? Cremation Date; | 08/30/2009 | » | <.- Search by Cremation Date
Time:
Disk # 1243 |T| District # County of Death

Cause of Death: M

’ Bottormn ” Copy ” Print Label ” Print Infa ” Print Process Log ” Print Certificate ll Delete ] e
[]Modify Report Layout
Exit

BB TerraPro 9.09.02 Muli
ase [nformation

Grouch, Oscar

[E=i]

Add Mew Case

Write Ohit
Edit Current Case
Arrangements
Edit Bill

Crematory

il

Forms, Reports
Faorms / Reports

Card Shop

Envelopes-Labels

i

Office
Doctars/Clergy Lists

Price Lists
Monthly Statements
Cash Receipts

Utilities

TermaPro Viebsite

Check for Update

(x B2

hlarquee

Our Website

|

|w]

Tribute

Family Advisar™

O
ol
=
o
£
(9]
o
3
E
o
=
W
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If you have entered the case into TerraPro screens, you can import that data using the Import
button. You will be presented with a composite list of all cases for all branches, and you can
search by last name by starting to type the last name.

Alternatively, you could enter the information here. However, that will not allow for billing using
your price list for the Cremation Company. We recommend entering the case first into TerraPro
and assigning a Person Responsible (PR code) for payment. If it is another funeral home, make
PR the MAIN relationship, and you will be able to choose from a list of previously used funeral

homes.

When it is time to send statements to the funeral homes you serve, go to the billing tab and choose
Print Statements for Range of Dates to print all open invoices for those dates.

I
=¥

CREMATORY (=8 |l

Joseph P. Sample Crematory Robert David Probos
Deceaszed Biling Process Log Emissions
Customer Number: | HIT001 Sales Order # 10065 Cremation Permit #: w | <— Search by Cremation Permit #
Funeral Home Name: | Clepper Funeral Chapel Print Statements for Range of Dates

Joseph P. Sample Funeral Home Joseph
= <— For Finding another cremation, Choose Clepper Funeral Chapel
Customer or Funeral Home Name Clepper Funeral Chapel Clepper
Top Prev | Mext || Bottomn Copy || Print Label || PrintInfo || Print Process Log || Print Certificate | Add | Delete 6
[ modify Repart Layout Import
Exit
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Utilities

There are lots of other things you can do in TerraPro! Here is a
detailed explanation of each of the items on the Utility Menu.

& TerraPro Utility Menu [g@gl

[ Search Mames

’ Copy Case to this Company

l Copy Case TO External Media

| copy Case EROM Extemal Media

l Create Spouse Case

ReMumber

Archive Cases

Delete Permanently

Relndex

Pack

Lookup Cash Receipts

Calendar

InstallmentPromissory Mote

Reset Uger Count

What's Mew

Burial Permit

Crematary

Export

Bulk Email

sl
l
l
|
l
|
l
l
l
|
setup |
l
|
|
l
l
l
l
|
l
l
l

l
l
l
l
l
l
l
l
[ Change Compary
l
l
l
l
l
l
l
l

Figure 68 - Utility Menu
Open the Utility Menu by clicking on Utilities on the Main TerraPro Menu bar.

We will explore each item on the next few pages.
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What’s the good in entering all this data over the years if you can’t retrieve it
SEARCH quickly? This utility will let you find names of people or text you might have
NAMES entered in obituaries or other locations.

sy
@i TerraPro Search

Last Name |

First Name |
Or Text |

Search

Figure 69 - Search Dialogue Box

If you enter the last or first name of an individual, TerraPro will search for that individual in the
survivors file. If you enter Text, you will be asked what text you want to search. Let’s try a name.
For example, someone may call and say “This is Sarah. You buried my husband a few years ago
and I would like to make arrangements for Pre-need.” And you can’t recall her first name,
although you don’t want to ask. Just type Sarah into the First Name area, and click Search.

B TerraPro Search E@@
Last Name | |
First Name | Sarah
First Mame Last Mame Is the For Deceased File Mumber ~

¥ [Sarah |5app Daughter David Haldernan 2008-001

| | [steve Schasfer Friend David Halderan 2008-001

| | [susannah Haldeman Daughter David Halderan 2008-001

|

|

|

[

|

|

|

|

|

[

|

| ~

I< - - 3

i i
| \
o 9

Gt Search Open iis Case New Search

Figure 70 - Name Search Results

Select the correct name by clicking on it and then clicking the Open this Case button. Then you
can open the case associated with the name you entered, and retrieve data as needed.
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Wouldn’t it be great to have instant recall of any text you ever entered into
SEARCHING comments, obituaries, fraternal or memorials areas? You can! Just type

TEXT the text into the box on the search screen and TerraPro will recall that item
and highlight the text using <<highlighted text>> delimiters.

TerraPro Search

Last Name |
First Name |
Or Text [Harding High School

Search

Figure 71 - Searching for Text

Here are the results:

ﬁTerraPrn Search

Found in Obituary for David Haldeman
Filenumber: 1991-003

HALDEMAN, David Joseph a

Mr. Haldernan attended Mark Street Elementary School and Caledonia School and is a
1963 graduate of ==>HARDING HIGH SCHOOL<== in Marion, Ohio and received his
Bachelor of Science in Education (Music Major) from Ohio State University in

1967

He was employed by the Pleasant Local Schoal District, the Mt Gilead
Exempted Village Schools and Forest Hills (Cincinnati) Schoaol District as a
rmusic teacher In 1968 Mr. Halderan married the farmer Karen Sue Meister,
at that time County Extension Agent (Home Economics) for Marion County

In 1872 Mr. & Mrs. Haldeman purchased Yielhauer Paork Products located in

historic Findlay Market in Cincinnati, which they operated jointhy until

1885, when Mr. Haldeman bhecame president of Terradise Computer Systems,

which he founded. Mr. Haldeman also served as president and Chief Executive

Officer of Hemmerly's Flowers & Gifts, Inc. of Marion, Ghio. j

New Search

Figure 72 - Search for “Harding High School” Results

Keep
Searching

Open this
Case

Search

If the results shown do not match what you were trying to find, you can click on the Keep
Searching Button or start a New Search. Or you can go immediately to this case using the Open
this Case Button.

This function is used mainly when you want to copy a case from Pre-need

copYy A cAsE to At-Need. Clicking on it will bring up the company selection menu

TO THIS (minus the company you are currently in). Use the mouse to point to the
COMPANY Pre-need company (or other branch if copying between branches)
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& TerraPro Case Copying Utility

Use this to copy a Pre-Need Case to At-Need, or
to copy a case from one branch to another.

Copy from: (case will be copied to company 99, Joseph P. Sample Funeral Home, Inc.

TPO1 - Joseph Sample Prenced
_ Joseph Sample Preneed
6404 Coffey Street
Cincinnati, Ohio 45230

TPO2 - Brown Funeral Home
Brown Funeral Home At Heed
6404 Coffey Street
Cincinnati, Ohio 45230

| TPO3- John Sample Funeral Home
John Sample Funeral Home At Heed
123 Main Street

= = Anytown, US 12345

TPO7 - Joseph P. Sample Pet Cremation
Pet Crematory

415 Main Street

Cincinnati, OH 45202

TPO4- Jones Funeral Home
At Need

123 Main Street

Anytown, US 12345

Figure 73 - Branch or Company to Copy FROM

You will be asked to choose a case to copy. Enter a few letters of the last name and TerraPro will
find a close match and let you choose:

& TerraPro Case Copying Utility

Use this to copy a Pre-Need Case to At-Need, or
to copy a case from one branch to another. @
Quit

v | Choose Name of Person to Copy to company 99, Joseph P. Sample Funeral Home, Inc.

| Adcinns 2004099G 8
\ddarns 120040490H
| Adains Mary |2005060PC
| Adans \Robert 2003300PC
| Adaims |Steven 12003109PC
\ddkins \Eclna 2002375PC
|Alwrens [Naney 12005182PC
\Albright \Barbara 2003153G

L Allemnan feanry 12003374G
|4llen Delphia 2004050PC
| 4llen George 12008133G
|4llen [Nancy 2005139PC
\Almagier  |Concepsion 2003336G
\dmbrose William 2005046G

| dmbrozy [Manry 12003385 PC
|Ames \Harold 2005067 PC
ldmos \Robert 12004136 PC
| dndarverde \Edelmiro 2005124G
\dnderson \Bravdan 12005066 PC

Figure 74 - Choosing a Case to Copy

Or you could right-click to put the list in order by File Number. Choose the right case, then
answer the questions presented. TerraPro will automatically assign the next case number, but
you can override it if you wish. The case will then be copied into the current company. If you
wish for it to remain in the other company as well, answer No when asked if you want it deleted.

COPY CASE
TO/FROM
EXTERNAL

MEDIA

This function is used when you need to move a case from one computer to
another. For example, you may be using a laptop computer to make
arrangements at a nursing home or residence or other location. Feel free to enter
the case, then copy it to RAM Drive or a 3.5” floppy disk and take the disk to the
office so that the case may be copied into the TerraPro data files. This requires

that TerraPro be setup for use on the laptop or other non-networked computer.

TerraPro personnel can do this for you at a nominal cost.
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CREATE

SPOUSE CASE

RE-NUMBER

ARCHIVE

CASES

This allows you to add a new case for the spouse of someone you
previously buried. Family information common to both spouses is copied
to save re-entry. Use this option carefully — remember that family
information can change in the time since the original spouse died.

Occasionally, your file numbers may need adjusting. This utility quickly
re-numbers any file number to another, and checks to make sure you are
not duplicating a file number already in existence.

Occasionally, your case file may become overly large. After about 6000
to 10,000 cases are entered, the computer may slow to a few seconds
refresh time when selecting a case. If you think this may be a problem on
your computer, ask TerraPro personnel to create an archive company and

move survivors to that company. When needed, the information will be copied from the archive.

DELETE

PERMANENTLY

Usually this is used only when a case was entered twice by mistake or
when you entered a practice case that needs deleted. Once you have
used this function, you will not be able to retrieve the data, so be sure

RE-INDEX

before proceeding.

TerraPro uses indexes to keep things in order ad provide a quick way to
retrieve information. It is possible that these indexes can get damaged, and
unexpected results will happen. If you see any errors like “Index does not

match database” or other index related problems, try the Re-Index before calling us. This may

fix the problem.

Since indexing requires exclusive use of TerraPro data files, you must make sure NO ONE ELSE
HAS TERRAPRO OPEN ON THEIR COMPUTER before re-indexing.

SETUP

MONTHLY

STATEMENTS

INSTALLMENT

PROMISARY

NOTE

WHAT’S NEW

BURIAL

PERMIT

Setup is covered in Appendix B

This function allows you to print monthly statements for everyone in the
Accounts Receivable List. You are given full control over which bills to
print and what billing format to use. You can even print labels or 2 or 3 up
statements on special perforated stock.

This is a quick way to provide for financing for your clients so that they
might pay their bill over time. You can enter the financed amount, the
percentage rate and the length of the loan, and then print out an
amortization schedule.

Every version change in TerraPro comes with a listing of the changes made
since the last version. It is helpful to read this list to keep up with changes
in the program.

TerraPro can handle Burial Permit Tracking for Deputy Registrars. This
option is extra cost, and can be added to your system upon request.
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If you have purchased the option crematory package for TerraPro, this will allow
CREMATORY  youtoaccess it.

This is for TerraPro personnel to use during a Remote Access Rescue Session to
. (poT fix problems. It is not recommended for use unless told to do so or you feel very
PROMPT) confident working with FoxPro data files. Internet Remote Support is available

24-7 from TerraPro Staff by clicking the Rescue button on the Main TerraPro
Screen. You will be taken to a website where you can enter a 6 digit PIN to allow knowledgeable
helpdesk staff to guide you to an answer, or merely fix a problem or add a new form.

100



Appendix A - Behind the

Scenes

You may be curious about how the data in TerraPro is stored and
what happens behind the scenes. If not, skip this section!

FoxPro and TerraPro

TerraPro uses Microsoft FoxPro™ to both store data and as a programming language. In fact the
name TerraPro reflects the combination of Terradise Computer Systems and FoxPro. This
language is used by most of the funeral home software packages available today. The reason is
simple: FoxPro provides the best tools for storing, retrieving and presenting data using a language
that has its roots in the dBase, an early database language derived from the Jet Propulsion
Laboratory Viking Mission data storage system. (Ifit’s good enough for NASA, it will probably

do for us!)

If you haven’t read Chapter Ten, Modifying Reports, Forms and Cards, please do so before

continuing. It will greatly enhance your understanding of what is to follow.

The data used in TerraPro is stored in the following data tables: (nn refers to a two-digit number

which corresponds to the company number (01, 02, 03, 99 etc)

TPCASEnn.DBF
TPSURVnn.DBF
TPVETSnn.DBF
TPMASTnn.DBF
TPTRANnn.DBF
ARCUSTnn.DBF
ARCASHnn.DBF
ARINVTnn.DBF
TPCREMnn.DBF
TPGOODnn.DBF

SYSDATA.DBF

TPDATA.
TPSTAF'.
TPLOCA.
TPRELA.
TPFORM.
TPROMP.

DBF
DBF
DBF
DBF
DBF
DBF

TPVERSE.DBF
TPLETTER.DBF
TPSTATES.DBF

Vital Statistics about the deceased

Survivor or People Information

Veterans Information
Billing Master File

Billing Transaction File

Customer File
Cash Receipts File
Price Lists (General,

Casket,

Crematory Information File
Goods & Services Description File (one for each default bill)

System Setup File

Data about Data! (Metadata)
Staff Information File
Hospital, Cemetery Location File
Relationship Lookup File
Forms Description File

Prompts for Screens,

TerraPro Card Shop Verse File

Windows

Letters Description File

State Lookup File

Vault, Etc.)

101



SYSTABL.DBF

SYSDATA.DBF

List of Forms, Reports, Cards
When you start TerraPro, the first file opened is SYSDATA.DBF
This file lists all your branches (“‘companies’) and allows you to choose which
one you want to work with. This file records the company number, name,

address, tax rate, and many other data items that are unique to this particular branch.

TPDATA.DBF

The table named TPDATA.DBF is where TerraPro gets information about what
files to open when TerraPro starts up. It also knows the structure (what data fields
are in the file) so that any changes to data fields are made in this file and this file

is updated whenever you run the automatic update.

Because you can have up to 99 branches for which you track data, and the data is stored in separate
files for each branch, TerraPro assigns a number from 01 to 99 to each branch, and appends the
number to the case files name to keep the data separate. When you select which “company” or
branch that you want to work with, you are really saying, “Open the files that end in 01 or 02 or

03, etc.”

Some of the files are used by all branches in common, such as the staff listing, the list of forms
used, the locations of various nursing homes, hospitals, cemeteries, etc. and other system-wide

data.

TPSTAF.DBF

Next, the staff file is opened, in order to provide lists for choosing Funeral
Director, Embalmer, Doctors and Clergy. This is a file common to all branches,
so when a doctor is used at one branch, he can be selected from another branch

without re-entry.

TPLOCA.DBF

TPRELA.DBF

TPFORM.DBF

TPROMP.DBF

TerraPro.

The locations file is opened, providing pull-down lists of Cemeteries, Hospitals,
Nursing Homes and other locations you have used in the past.

Knowing the relationships between people are critical in the funeral business. In
order to standardize these relationships, a series of two character codes is used.
Here is where they are stored.

The names of the forms you use are stored in this file, along with any commands
which tell TerraPro what data is needed to be gathered before the form is printed.

Because some versions of TerraPro support foreign languages, a method of
storing certain prompts and data headings was devised so that the text could be
derived for other languages. This file may or may not be used by your version of
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Price lists are stored in this file. Each branch can have its own price list.
ARINVTNN.DBF

The default bill is stored in this file, and it acts as a template for the other
TPeoobp.pBF  defaultbills, such as direct cremation or immediate burial, or other package

plans.

If you have the optional crematory program, this file is used for
TPCREM.DBF  ipformation about the cremains

This file contains the list of verses or prayers which are printed on
TPVERSE.DBF memorial folders, prayer cards or other memorial merchandise.

The letters you can send to families, contacts or businesses are stored
TPLETTER.DBF here. Remember that FoxPro can store long text in Memo fields and

using special commands, that text can be merged with data.

This is a lookup table to assure that you are using the correct
TPSTATES.DBF  abbreviations for the 50 states.

Lastly, this file is used to list all the forms and cards in your system. This
SYSTABL.DBF fjle is redundant, in that it contains the same data as TPFORM.DBF, so it

may go away in future versions of TerraPro.

Each of the above tables has many fields of data within the file. To see a complete description of
the data stored in it, run the Data Dictionary Report on the Reports List. (If you do not have this
report, please contact us at 513-484-9729)
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Modify (Browse) Billing Format

Back in Chapter Eight, Price Lists, you were told you could setup a wide variety of billing formats
for Direct Cremation, Immediate Burial etc. There is a button on tHat setup screen (Choose Price
Lists from the Main TerraPro Menu, then Edit Default Bill) as shown below:

" Billing

Select Billing Format to Setup /|

/]
Default Statement of Goods
Direct Cremation
Immediate Burial

[ Modify (hrowse Billing Format

Figure 75 - How to modify bill to allow description edit

When you have the checkbox checked, and then select a billing format to modify, you will be
presented with the following browse of data: (it has been scrolled down to show the pertinent
items)

B Billing

Group Descrip
1T TOTAL SERVICES SELECTED
2H 2. ALTERNATIVE SERVICE SELECTION
2H (As per General Price List)
2G Immediate Burial
3H 3. MERCHANDISE SELECTED
3H Casket
ac
3H Vault
awv
3 A Cards
3 Visitors Register
3 Memorial Cards {per 50)
3 Crucifix or Cross
3 Prayer Cards (per 100)
3
G
k<]
G
3z Teotal Mer ise Selected
3T Sales Tax
4H 4. CASH ACCOMMODATION ITEMS
4 Certified Copies of Death Certificate
4 Clergy
4 Cemetery/Crematory Charges
4 Newspaper Notices
| || 4G Flowers
:F_ Music
4G
!4G

Figure 76 - Browsing the Default Bill File

Pay close attention to the left hand column labeled Group. This is the key to how items are
grouped on your bills. Notice that some of the items have a C, V, G, H, T or Z after the group
number. This is a code to allow TerraPro to decide how to format the items when they appear on
the editing screen. C is reserved for the casket line, V for the vault. Headers are identified with
an H. Lines that total the lines in the group have a Z, and sales tax is reserved with T. That leaves
G, which stands for Get description. If you put an Upper Case G (not g) after the number, you
will be able to edit the description. You may wish to explore other parts of this browse, and if
you have further questions, TerraPro personnel will be happy to answer them.
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IT ISNOT RECOMMENDED THAT ANY NEW ROWS BE ADDED TO THIS TABLE, OR
THAT THE ORDER BE CHANGED. THIS INFORMATION IS PRESENTED AS
INFORMATIONAL ONLY

NOTES:
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Appendix B - Setting up
Companies

TerraPro personnel will setup your companies. For further
information, call us and make notes on this page.

Occasionally, you may need to change some aspect of your setup, such as Sales Tax Rate, or
company address or finance charge rate.

To reach the setup screen, use the Utility Menu on the Main TerraPro Screen and choose Setup.
You will be setting up information for the currently opened company only, so if changes need to
be made to all branches, you will have to repeat these steps.

TeraPro Setup

Company Defaults

5
Re r# x|

T Cincinnat

Figure 77 - Setup Editing Screen

Most of these items are critical to the way TerraPro behaves, so use care in editing
COMPANY this screen. Your funeral home name is licensed to you and cannot be changed
INFORMATION except by TerraPro personnel. The address and phone, company email and

website may be changed at will. Branch name lets you call different branches
by the familiar names by which you refer to them. The default City/State/County and ZIP are
what will appear by default as you enter survivors or other data. The registrar # can be filled in
if you are a deputy registrar for purposes of filing death certificates or other papers.
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TerraPro Setup.

Company Information

FINANCIAL

AND TAXES

Update Accounting Lists

Tax Options

salesTax rate: [[RERY

Additional Sales Taxes

Delete Company.

Link to Accounting Program allows you to export customer and invoice detail to your
accounting program. Y ou must first setup your accounting program with the items you are selling
and transfer their descriptions to TerraPro, using the Pricelist Editing Screens.

Choose which accounting program you are using by pulling down the list and selecting with the
mouse. TerraPro currently supports linking to QuickBooks and Xero only. See Page 68 for setup
instructions.

Default Payment Terms: Although you can extend terms to any individual contract, these
establish the normal or default terms.

Credit Card Surcharge percentage you want to add to total bill to compensate for using credit
card.

The Finance Charge rate per month is entered here. If you never charge finance charges, enter
0.00. (18% per annum would be entered as 1.50 (1.5 times 12 = 18%)).

Calculate Tax Per Line should be set to L. It is possible in some circumstances to change this to
G, which means to calculate tax on the Total of all taxable items, but most funeral homes now
use itemized bills, showing the tax charged on each item.

Set Bill Date to death date or Service Date according to your policies.
Fiscal Year Ending Date is used merely to inform you of your preference.

Next Bill Number is the internal billing number to be assigned next. Do not change unless
instructed by TerraPro personnel.

Pricelist Effective Date may or may not be referenced on your forms. See TerraPro personnel to
determine whether this is used. It is usually part of the Topline Memo asked for when you print
the price lists.

Sales Tax Rate is your local sales tax rate. If funerals are not taxed in your state, this must be set
to 0.00. Additional sales tax tables may be created if your business is subject to them.

Group Tax or Tax by Line is used in the calculation of sales tax. If G (Group) is chosen, then all
taxable items are added up and then multiplied by the tax rate. If L (per Line) is chosen, tax is
calculated on each item, and then the taxes are added together.
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TerraPro Setup.

Company Information

PREFERENCES

Security

Backup Interval (Days):
ime

Appearance

List Cases by Filenumber or Deathdate? (F/D) Double Click Speed

ames even if entered ALL UPPER or case

Last File TR 2020-00041
Language: [EAEEL]

Help Desk
M Show Tip of the Day at startup

R EEIG R R LY ET Y 513-484-9729 or haldemandavid@gmail.com

o Add Company Delete Company

Choose Price List

Use Passwords allows you to lock out certain sensitive portions of the program using a two level
password system. This may not be fully implemented in your version of TerraPro.

Backup Interval in days. TerraPro automatically creates a ZIP file of your data when you exit.
How often this occurs is controlled by this setting. You can also force a backup on the Utility
Menu. You should then backup the file CA\TERRAPRO\VTPBACKUP.ZIP to a ZIP drive,
RAM Disk, CDR or other removable storage media. (On older installations, the TerraPro folder
is C:\VTP)

Timeout Interval determines whether the system will automatically exit the TerraPro program
after a certain number of minutes without mouse movement.

Billing Timeout closes the billing screen only after the number of minutes of idle time.
File Number Format allows you to setup your file numbering scheme. The suggested format is
something like 2021-040 for the 40™ case in the year 2021. But other schemes are possible. Here
are the rules for the File Number Format template:
YYYY — year — this will remain constant until changed each new fiscal year.
nnn — consecutive number. TerraPro will automatically increment this part of the file number
as each new case is added. (This can be as many digits as required to handle your funeral
home’s annual funeral count.)

CC — any character

Last File Number Used lets you reset the file number in case the automatic file numbering
becomes misaligned.
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TerraPro Setup

Company Information

LINKS

File Location Setup
Update Website Obits
from TerraPro? v
Mast Interactive WordPress
CFs

. I < 1) orive:Folder

eMail Setup

Port (usually 25) -25

Add Company Delete Company
Chaose Price List

Choose Memorial Merchandise

Quit

Update Website Obits Your website can be updated with case and service information. Choose
the website provider from the drop down list, and fill in appropriate linking information provided
by TerraPro or your web host.

Data File Drive / Directory should NEVER be changed — you will lose contact with your data!
It should read C:\TERRAPRO on single user systems, or indicate the drive letter of a shared drive
on a network system (usually T:) Optionally, it can be left blank as it will use the data files in the
same folder where TerraPro is installed.

CardShop Data Folder is used for determining where the CardShop will store it’s copies of the
cards you print. This can be useful for later archiving or deleting of these files, which store
information about each card you print.

Send e-Mails from TerraPro~ If you have purchased the optional email add-on.

Server is for using TerraPro’s Obituary Email Utility. You will also need to know your user
account and password. This can be obtained from your Internet Provider or by inspecting the
settings in Microsoft Outlook.

When you finish making changes or reviewing this screen, you will be asked if you want to
Update System File. If you have made changes, say Y for Yes, or N for No if just looking.
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Adding a Company or Branch

You can add another branch with the same funeral home name by using the Add Company button.

Unless previously licensed for other company names, you will not be able to add other branches
until you contact TerraPro personnel. At that time, a determination will be made whether you
must pay for additional branches or not.

NOTES:
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Appendix C - Expression Listing

This list is only a sample of the many expressions available in TerraPro. Some are
FxoPro expressions and others are exclusive to TerraPro. Use ‘em!

(This list is for reference only — use right-click when editing letters or Modifying
Obituary Format to see the list and automatically type the expression for you)

Age in Days (if under 1 year)
Age in Months
AGE 1IN Y AT S . it ittt ittt e et e e e e et e
Armed Services - puts XX if NOT member
Armed Services - puts XX if member

(if under 1 year)

Attorney - Address + Street........iiiiitiiiineennn.
Attorney - City, State ZIP.......iiiiiiiininnennnnn.
Attorney — Name. ...ttt ittt nnnnnnens
Attorney - Phone NUMDET (S) v v v v ettt iiieeeneeneeennnn
Branch of Service = XX if Ailr Force........cevvunn..
Branch of Service = XX 1if Army..... ...

Branch of Service = XX if Coast Guard...............
GUARD', 'XX','")

Branch of Service = XX if Marines..........ccvvinn..
Branch of Service = XX 1f Navy.....oiiiiiiiin..
Branch of Service = XX if Other.......... ... ...

Business o0f Deceased.. ...t
Casket Price (number may vary with price list
Cemetery - Grave Number

Cemetery — Lot Number........iiiiiiiiiiiiieiennneens
Cemetery — LOL OWNner ...ttt ittt it
Cemetery — SeCtion. ..ttt ittt tiieieean
Cemetery Location (City, State).......iviiiiiinnn..
Cemetery Name. ...ttt ittt ittt ettt ttinenneeens
Cemetery Name, City, State.........oiiiiiiiiinnn..
Certified Copies - Qty Ordered........ ...
Certifier - Doctor's Name and Address...............
Ciltizenship. .ottt e e e e e e

City O0f Death. .ttt ittt et et i e
City of Residence - Deceased......c.uiiemeeeenennenns
City, Locale or Twp for Death Certificate
Clergy Name - 1lst Clergy
Clergy Name - 2nd Clergy

Comments — Line Ll....iutiiii ittt eeneeneenns
Comments — Line 2. ...ttt enneeneenns
Comments — Line 3. ..ttt ittt it

County Of Death. ...ttt ittt iiiiaeenn
County of Residence - Deceased......uuevuweeeemnennenns

Date of Birth - long form (January 26 1945).........
Date of Birth - short form (JAN 26 1945)............
Date of Burial - Long Form (January 29 1994)........
Date of Burial - Short Form (JAN 29 1994)...........

IIF (CASES
IIF (CASES
CASES.AGE
IIF (CASES.Armedserv="'N', "XX"','
IIF (CASES.Armedserv="Y"', 'XX',"'
fO0address (SURVIVORS, AT)

fO0csz (SURVIVORS, AT)

fOname (SURVIVORS, AT)

fOphone (SURVIVORS, AT)

IIF (UPPER(VETERANS.Branch)='AIR FORCE','XX','")
IIF (UPPER (VETERANS.Branch)="'ARMY', 'XX','")

IIF (UPPER (VETERANS.Branch)="'COAST

.AGE < 1,Daysold,'")
.AGE < 1,Monthsold,'")

")
")

IIF (UPPER (VETERANS.Branch)="MARINES', "XX','")
IIF (UPPER (VETERANS.Branch)='NAVY', 'XX','")
IIF (UPPER (VETERANS.Branch)='0", 'XX','")
ALLTRIM (CASES.BUSINESS)
getbillitem (35, 'price"')

ALLTRIM (CASES.Grave)

ALLTRIM (CASES.Lot)

ALLTRIM(CASES.Lotowner)

ALLTRIM (CASES.Section)

ALLTRIM (CASES.LOCATION)

ALLTRIM (CASES.CEMETERY)
TRIM(CASES.Cemetery)+', '+TRIM(CASES.Location)
ALLTRIM(STR(INT (getbillitem (50, 'gtyord'))))
fOname (SURVIVORS,CE) + '

'+f0address (SURVIVORS, CE) +'

'+f0csz (SURVIVORS, CE)

ALLTRIM (CASES.Citizenshp)

ALLTRIM (CASES.Citydeath)

fOcity (SURVIVORS, SE)

f0twp (SURVIVORS, SE)

fOname (SURVIVORS,C1)

fOname (SURVIVORS, C2)

MLINE (CASES.Comments, 1)

MLINE (CASES.Comments, 2)

MLINE (CASES.Comments, 3)
ALLTRIM(CASES.Cntydeath)

fOcounty (SURVIVORS, SE)

fO0longdate (CASES.Birthdate)

fOshortdate (CASES.Birthdate)

fO0longdate (CASES.Burialdate)

fOshortdate (CASES.Burialdate)




Date of Death - long form
Date of Death - short form (JAN 26 1994)
Date of Funeral Service (as entered)
Date-Today - long form like January 10,
Date-Today - short form (JAN 10, 1994
Deceased's Birthplace (City, State)

(January 26 1994)

Date of Birth
Date of Burial (Numbers)
Date of Death (Numbers)
Deceased's Name / First Middle Last
Deceased's Name / First, Middle, LAST Upper
IIF (EMPTY (CASES.Middle),'', +

ALLTRIM (CASES.Middle))+" !
Deceased's Name / Last,

Deceased's
Deceased's
Deceased's

(Numbers)

+ALLTRIM (CASES.
Deceased's Residence (AdAresSsS) .« v vv it eiieeeeennnnn
Deceased's Residence (City, State ZIP)..............
Deceased's Residence (Street) ...t iennnnnnn
Deceased's Residence - State Only........coievuenennn..
Deceased's Residence - ZIP Code Only.......ocvuvenennen.

Deceased's State of Death........ ... i
Disposition
Education Level of Deceased - Primary
Education Level of Deceased - Secondary
Embalmer's FAX (function can call any field)
Embalmer's License Number
Embalmer's Name
Father of Deceased
Filenumber

Flag Form Remarks - Line 2......c.cuiiitiiinninnnnnnn
Flag Recipient - Address, Street......... ... ...
Flag Recipient - City, State ZIP........ciiiiiennon.
Flag Recipient — Name. .. ..ttt ittt itnennennennnnn
Flag Recipient - Relationship to Deceased...........

Funeral Director's Name
Funeral Home Address (Line 1)
Funeral Home City, State ZIP
Funeral Home Name. ... v ittt ittt enneeneenenn
Informant FAX (function can call any field)
Informant's Address and City, State
+f0csz (SURVIVORS, IN)

Informant's Name
Informant's ZIP Code
Inside City Limits? Prints Yes,

No or Unknown
ES.INSIDE) =N, No, Unknown))
Marital Status

Y 0T s = Y N
Mother of Deceased. ... .ttt iiinneeeennn
[0 0 I w6 1= B Y
Occupation of Deceased. .. ...ttt tnnneeennennenns
Origin - Puts X if Hispanic..........coiiiiiiin..
Origin - Puts X 1if NOT Hispanic.........c.cvuiuvuievn..
Origin of Deceased (Hispanic Origin)................
Person Responsible - Address + Street...............
Person Responsible - City, State ZIP...............
Person Responsible — Name.........oiiiiiiiinnnnnn.
Person Responsible - Phone Number(s) ................
Phone Number - Home Only - Informant................
Phone Number - Work Only - Informant................
Phone Number (s) = AttOorney......c.iiiietttenneeennnn
Phone Number (s) - Certifier (Doctor) ......eueeeenene...
Phone Number (s) - Clergy/Church..............ovov...
Phone Number (s) - Clergy/Church (2nd)...............
Phone Number (s) - Informant............uiiemeennnnn.
Phone Number (s) - Person Responsible................
Phone Number (s) - Person Responsible................
Phone Number (s) — SPOUSE. ... ittt ittt nneeeennn
Place of Death - Name of Facility...................

Place
Place
Race of Deceased. .. ...ttt
Relationship of Deceased to Niece
Relationship of Informant to Deceased

fO0longdate (CASES.Deathdate)
fOshortdate (CASES.Deathdate)
ALLTRIM (CASES.Service)
fO0longdate (DATE () )
fOshortdate (DATE () )
TRIM(CASES->Cityborn)+IIF (.NOT.
EMPTY (CASES.Statborn), "', '+TRIM(CASES-
>Statborn),'")

CASES.Birthdate
CASES.Burialdate
CASES.Deathdate

deceased

ALLTRIM (CASES.First)+

+ALLTRIM (UPPER (CASES.Last))
First Middle ALLTRIM(CASES.Last)+,

+ALLTRIM (CASES.First) +

Middle)

fOaddress (SURVIVORS, SE)

f0csz (SURVIVORS, SE)

fOstreet (SURVIVORS, SE)

fOstate (SURVIVORS, SE)

f0zip (SURVIVORS, SE)

ALLTRIM (CASES.Statdeath)

ALLTRIM (CASES.Disposal)

ALLTRIM (CASES.PRIMARY)

ALLTRIM (CASES.SECONDARY)

fO0field (STAFF,CASES.Embalmer, FAXPHONE)
fOlicense (STAFF,CASES.EMBALMER)

fOname (STAFF, CASES .EMBALMER)

fOname (SURVIVORS, FA)
ALLTRIM(CASES.Filenumber)

fOmemo (VETERANS.Flagremark, 5,85, 2)
fO0address (SURVIVORS, VETERANS.Flagrecip)
fO0csz (SURVIVORS, VETERANS.Flagrecip)
fOname (SURVIVORS, VETERANS.Flagrecip)
fOrelation (VETERANS.Flagrecip)
fOlicense (STAFF,CASES.DIRECTOR)
ALLTRIM (SUBSTR (SYSDATA.ADDRESS, 1,35))
ALLTRIM (SUBSTR (SYSDATA.ADDRESS, 36, 35))
mOcname

f0field (SURVIVORS, IN, FAXPHONE)
fOaddress (SURVIVORS, IN) +

fOname (SURVIVORS, IN)
f0zip (SURVIVORS, IN)

IIF (UPPER(CASES.Inside)=Y, Yes, IIF (UPPER (CAS

ALLTRIM(CASES.Marital)
ALLTRIM (CASES.Memorials)
fOname (SURVIVORS, MO)
fOmemo (CASES.Obituary)
TRIM(CASES.OCCUPATION)
IIF(.NOT. EMPTY (CASES.ORIGIN),
IIF (EMPTY (CASES.ORIGIN), 'X', "'
ALLTRIM (CASES.ORIGIN)
fO0address (SURVIVORS, PR)
f0csz (SURVIVORS, PR)
fOname (SURVIVORS, PR)
fOphone (SURVIVORS, PR)
fOphone (SURVIVORS, IN, .t.)
fOworkphone (SURVIVORS, IN)
fOphone (SURVIVORS, AT)
fOphone (SURVIVORS, CE
fO0phone (SURVIVORS, C1
fO0phone (SURVIVORS, C2
fOphone (SURVIVORS, IN
(
(
(

lxxl,l
)

")

fOphone (SURVIVORS, PR
fOphone (SURVIVORS, PR
fOphone (SURVIVORS, SP)

ALLTRIM (CASES.Institute)

IIF (UPPER(CASES.Placdeath)='DOA"', 'X',"'
ALLTRIM (CASES.Place)

ALLTRIM (CASES.RACE)
fOrelation(NC,, .t.)

fOmainrelation (IN)

)
)
)
)
)
)

")




Sex — Print Male oOor Female. ... oot eennnnnnn IIF (UPPER(CASES.Sex)="'M',Male, Female)
Social Security NUMbETr...... .ottt iinetttenneennnnn ALLTRIM (CASES.SSN)

Spouse's Name (maiden name if male deceased)
.................................................... IIF (SUBSTR(CASES.Marital,1,1)="'M',IIF (CASES
.Sex="M"', fOname (SURVIVORS, WM) , fOname (SURVIVORS, SP) ) , None)

Spouse's Social Security Number..................... ALLTRIM (CASES. SpouseSSN)

State - First Funeral Director...........euuuuiunnn. fOstate (STAFF,F1)

State of Residence — Deceased. . .vuueee e eeeeennnnnnn fOstate (SURVIVORS, SE)

Time O0f Death. ...ttt ittt i e ALLTRIM (CASES.timedeath)

Time oOof Funeral ServViCe. .. .uu i et eeeeeeeeneennennns ALLTRIM(CASES.Timeservic)

Title for Clergy 1 (Rev., Father, etc) ..., f0title (SURVIVORS,C1)

Vault - Container - Outer Burial Container.......... ALLTRIM(CASES.Vault)

Veteran's Branch of Service........iiiiiiiinneeeennn ALLTRIM (VETERANS.Branch)

Veteran's Date of Entry into Service (numbers....... VETERANS.Entrydate

Veteran's Date of Exit from Service (numbers)....... VETERANS.Exitdate

Veteran's Discharge Status (Honorable or Dis-....... ALLTRIM (VETERANS.Discharge)

Veteran's Flag Recipient........c..oiiiiiiiiinnnnen. fOname (SURVIVORS, FL)

Veteran's Organization..........c.iiiiiiiiiinneeennnn ALLTRIM(VETERANS.Organizati)

Veteran's Place of Entry into Service............... ALLTRIM(VETERANS.Entryplace)

Veteran's Place of Exit from Service................ ALLTRIM (VETERANS.Exitplace)

Veteran's RankK. . ...ttt eeeeennnnnnns ALLTRIM (VETERANS.Rank)

Veteran's Service = XX if Armed Services............ IIF (UPPER (VETERANS.Vetservice)="'A", 'XX"','")
Veteran's Service = XX 1f KOIr€a. . v v i it iiiinnnnnnnn IIF (UPPER (VETERANS.Vetservice)="'K', 'XX"','")
Veteran's Service = XX if Spanish American.......... IIF (UPPER (VETERANS.Vetservice)='S"', 'XX"','")
Veteran's Service = XX if Vietnam................... IIF (UPPER (VETERANS.Vetservice)='V', 'XX"','")
Veteran's Service = XX 1f WW T.....citiiiinnennnn IIF (UPPER (VETERANS.Vetservice)="'1",'XX"','")
Veteran's Service = XX 1if WW IT...ui v onnnnnnn IIF (UPPER (VETERANS.Vetservice)="'2",'XX"','")
Veteran's Service Serial Number.........uuueuuunnnnn ALLTRIM (VETERANS.Servicesn)

Veteran's VA File Number..........oiiiiiiiiiinnnnnnn. ALLTRIM (VETERANS.Vafilenum)

Veteran's War or Period of Service.................. fOvetservice (VETERANS.Vetservice)
Visitation Days and TimesS. . ...t itiiitienenneennns ALLTRIM (CASES.Visitation)

Words - Funeral Director.......c..ciiiiiiininnnnnnn. Funeral Director

ZIP — First Funeral DirecCtor.. ..o eeeeeeeeeennnnnnn f0zip (STAFF,F1)

ZIP — INnformant ... ...ttt ttttteeeeeeeeeeeennnnnens f0zip (SURVIVORS, IN)
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Appendix D - Supplemental

Screens

FLIGHT INFORMATION

You can enter information about flight schedules complete with notes for the attendant
accompanying the body to the airport. Having this information handy with the case information
can avoid confusion about schedules.

& Flight
Flight Information
Leg:
Flight #

Depart Day & Time:
Depart Airport:

Arrival Day & Time:

, R
1564 | Airline Deta |

093002006 12:00:00 AR |
Dy |E James M. Cox Dayton Int'l Airport, Dayton OH
0903002006 1 2:00:00 Ahd |

Arriveair: ATu'E Atlanta-Hartsfield-.Jackson International Airport, Atlanta GA
Prepaid:
Notes: i Have casket at sirport by 11 PM Saturday Septemnber 29, ~
| v
| Mewt || Botom || Find || Pint || add || Edt |[ Detete || Est |

A complete database of all airports in the world is included with this feature

can be printed:

. The schedule
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Joseph P. Sample Funeral Home, Inc.
6404 Coffey St
Cincinnati, Ohio 45230

Flight Schedule

Name of Deceased: David Joseph Hald eman

First Leg
Have casket at aitport by 11 M Saturday September 2%,
Airline:  Delta Flight # 1564 Propaid

Depart: DAY - James M. Cox Dayton Int'l Sdrport, Dayton OH
Saturday 093002006 12:00: 00 AT

Armive:  ATL - Atlanta-Hartsfield-Tackson International Awport, Ltlanta GA
Saturday 09302006 12:00: 00 AN

Second Leg

Airline: Delta Flisht # 1062 Collect
Depart:  ATL - Atlanta-Hartsfield-Tackson Intemational Atrport, Atlanta GA
Saturday 03/30/2006 12:00:00 AN

Armrive:  SRQ - Sarasota-Bradenton Intemational Airport, Saraseta/Bradenton FL
Satnrday 05/30/2006 12:00: 00 AW

Third Leg
Please make sure thew zet the casket off the plane in Botosand
Airline: EBotswana Fhght # 2289 Prepad

Depart: SR - Sarasota-Bradenton Tntemational Limport, SarasotaBradenton FL
Monday 10/01/2007 12:00:00 AN

Amive: QDD -, Botosam
Tuesday 10/02/2007 12:00:00 AN

@ | ) ) e 9] ¥ &
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FLORAL TRIBUTES

As an added service for your families, digital photos of the flowers can be taken and recorded
within TerraPro. A list of the tributes, complete with photos can then be given the family for
acknowledging the expressions of sympathy.

& TerraPro Floral Tribute Screen

Floral Tributes for David Joseph Haldeman  File Number: |2007.250

Description: | Fresh Flowers in Basket |m

Sender(s): | George, Randy, Kim, Harry and Marty Smith e Y F

| €

Florist: l.Jan:k Herb Florist |

Photo: |C:\TERRAPRO\IMAGES\FLOWERS\FTD LOWING REMEMBRANCE.JPG

Top o Boton [Hnd [ Pt |[ add ][ Edt ][ Delete J[ £t |

04212008 11:27:53 AM 2007-550
Page 1

Floral Tributes for David Joseph Haldeman
From:  Joyce Van Wys

: B
Frash Flowers in Vase
Hemmerly's Flowers and Gifts

From: Hodapp Funeral Home

Civinity Backet
Jack Herh

S Frem: The staff ar Hermmerly's Flowers
i Red Roses and Cametions

g&m ding Spray
Hemmerky's Flowers

From: George, Randy, Kim, Harry and Marty Smith

Print Preview [x]

=S

Fresh Flowers in Basket
Jack Herb Florist
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CHECKLIST

A checklist of to-dos and tasks can be printed for staff to use. Clicking the checkbox will
indicate the task needs done for this case. When the task is completed, Double-Click the
Completed By column. The user and date and time completed will be filled in automatically. You

can edit this if desired.

This checklist can be modified by right-clicking items to change their descriptions.

Default Checklist for Raymond G. Starkey

Item (Click to add
10 TO DO Lisf

[“iNewspaper - Obit

Completed by (Dbl
Click to Complete]

David.ha_terrapro-10i
Newspaper - Picture | Davidha_terrapro-10
Cemetery TO DO
[ vault Ordered
Clergy Notified
[] Organist

[ vocalist

[ Florist

TO DO

[ Hairdresser
[ Fraternal
[T Flag Box

Completed by
David

Special ltems

Fly me to the moan, Alice

You can change the descriptions at the top of the form by right clicking on them. For example

hema
hema
hema
memo
hema
memo
Mema
memo
memo
memo

mema

Merma
memmo
memmo
mermo
mermo
mermo
memo

memo

Details:

tem

L] Obits Mailed

[] Service Quest
[1Portrait Requested
[ Portrait Ordered
[ Tribute Ordered
[ Tribute Delivered
[ Final Date Ordered
[ Presidential Cert
[[1Tree Ordered

[[I Creative Concept

‘You can change the itern descriptions by right-clicking on them. Thenyou can

Completed by

TerraPro Checklist - CHECKLISTDEFAULT.DBF

Details:
merma
merma
mema
mema
mema
mema
mermo
mermo
mermo

memo

Item

[ Social Security
[1DC to Doctor
[1DC to Health Dept
[DC to Family

[ Insurance Claim
[ Insurance Ordered
[ VA County

[ VA Headstone

[ VA Flag Form

[ Interment Ordered

save these descriptions for future cases by checking the check box to the right.

Hearse Driver
Limo Driver

Limo Pickup Time
Limo Pickup Place
Funeral Attendant
Funeral Attendant
Funeral Attendant

Funeral Attendant

Personnel

Shaving
Hair

Cosmetics

Notes

Prep Room

oG

Completed by

Print Checklist

Print Funeral
Schedule

[Jinclude All Checklists
~

Quit

=

Details:
mema
mema
mama
mama
mama
mama
mema
mema
mema

memo

[ Sawe these ltems as Custorn Checklist

right-clicking the “Creative Concept” description allows you to enter a different item:

[] Organist

[ vocalist

[T Florist

[ Hairdresser

I Fraternal

]| Type Your Own Here]

Special ltems Completed by
Fly me to the maoaon, Alice Doavid

memo

Memo [ Final Date Ordered
rmerme [] Presidential

memo

mi

rmema

[ Tribute Delivered

[[] Creative Concept

memao

memao

rema

memao

memao

[T Insurance [%rdered
[[] WA County

[] vA Headstone
[]WA Flag Form

[ Interment Ordered

‘You can change the item descriptions by right-clicking on them. Then you can

save these descriptions for future cases by checking the check box to the right.

Personnel
Wema Hearse Driver
memo Limo Driver
memo Limo Pickup Time
memo Limo Pickup Place
- Funara I Attandant

Shaving
Hair

Cosmetics

Prep Room

Frint Checklist

Print Funeral
Schedule

If you want to save this description for future cases, click the button labeled “Save these

Items as Default”.

When you start TerraPro, you will be notified of any items that still have not been
completed. (Turn off this feature by clicking cancel on the reminder screen. You can still
access the reminders by right-clicking the yellow checkbox menu item on the TerraPro main

menu)
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MANAGE IMAGES

More and more documents are being generated electronically, such as PDF files, Word
Documents and digital images. Having a single place to keep these documents, or a place to scan
paper documents for permanent digital storage is becoming a fast way to retrieve these documents
for future use. TerraPro allows you to manage the “paperless” office by storing documents related
to a case right within the program. To get started, click the “Manage Images” button to the right

of the Obituary.

Robert David Probos

File Number 2015.004

© Obituary 1
© Obituary 2
© Family

e made t
e 452 513-221-¢
iney Fund, 6110 Executive Boulevard Suite 1010, Rockville, MD 20852-9813 Phone:

renue Suite 102, West Chester, OH 45069 Phone:

P on
Website

‘
'ASD). Update ASD

1 [ comtmorss At E2@R
Width of
Obituary Manage Other Images and
| 5055 Documents
I =

|

You can store an unlimited number of documents in TerraPro’s filing system, and instantly
retrieve them. Document formats include Adobe PDF, Microsoft XPS and MDI, and scanned
images in JPEG or Bitmap (bmp) formats. You can also enter a short description of the document,
including the source and the date received.

[ image Database [E=8 BB ==
Select an image:
lclick Image Name to see it Tribute? Display Time ~ 5 5 » Qﬁ ﬂ
VASOURCECODEIMAGESIPEOPLEDAD.JPG [ 0 Scananew  Scananew P Help
o [V1SOURCECODEIMAGESIPEOPLE\GOLFER JPG O 0 Picture Picture
\SOURCECODEUMAGESIPEOPLEWIKLOS ROZSAJPG O 0 WPG) (PDF) e T
|SOURCECODEIMAGESIPEOPLEWDAVID J HALDEMAN JPG O 0 Tribute Clear Music List
| V\SOURCECODE\PDFWBA-27-2008-ARE.PDF ] 0 @
'VASOURCECODEMUSICINOMOGNATALL MP3 -~
AddAdbobe | Add Word
FDF Document
@
Add Saved 7
v .
1< R Picture =
Highlighted -
Dbl-Click on Picture to View Full Screen Document
Edit Picture Using E i
Photoscape Ba s o
~
SelectImage
Source
(Scanner or
Camera)
. X
Description (Bl

On the image list, click the name of the image to bring it up. If it is a picture, Dbl-click the
picture to use the Microsoft Windows Picture and Fax Viewer to examine or print the image.
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OBITUARY WRITER

This section is for users who feel they can handle a little bit of FoxPro to change the way the
automatic Obit Writer (CTRL-O) writes the obit. Others may wish to call Terradise Computer
Systems, Inc. personnel for help (free for the first few minutes — then we can let you know if you
are getting into some chargeable time.)

On the Obituary Page click the button in the
lower left that says “Modify Obituary Format”:

Vel Shfistes | Dispostion | Serviee

obituary | Benefts| || Bererts-n | Plot | Flag | Warker || Marker-n

@O0t [ Holieman, David Joseph bis fafher, Walter Haldeman and bis uncle, Harold W. Ay
©Obit2 | Rockwell and his step-father Ray Romine, , beloved hushand of Karen Sue Obituary
OFamily | Haldemar (nee Meister), loving father of Jedediah Thaddeus Halderan, 505 8
This wi i ; T N ot o Sty
his will bring up a pulldown list of the types [§ e Hones s sissben . Htdomn, o of Katioldemen L LEHE
obitsto | Sands. grandfather of Thaddeus David Sapp, Crystal Shanda Lear, Dee Lori E
. sendt0web | Ann Haldeman great-grandfather of 3 LAl
of obituary formats you have stored on your [ = m: i i e S Cocsn neorsseve s Tty
52| | Baptist Church,, on Friday, April4, 2008 at 10 AM. Friends may call Tuesday, Picturs

RN April 8 from 4:00 PM to 800 PM. Cremation at Cincinnati Cremation Compay,
B s puttis | Cincinnati, Ohio. Memorials may be made to American Cancer SocietyJoseph P
Obton et Sample Funeral Home, Inc. serving the farmily. wrow, sample funerathorne. com

Update
Website
[
o
Ermail Obit T .«
Preceded in dealh by: | his father, Walter Haldeman and his uncle, Harold W, Rockwell & oct)

and his step-father Ray Ramine

computer:

& TerraPro Obituary Designer

\ ~ | Choose Obituary Format

Shart Obit

v
Images

[ count words
Standard Ohit Edit Survivors PrintFax
Standard without Top
[ oo ooy rorma] [ pencreer

Today is Tuesday, April 22, 2008

If you choose Standard Obit (the one which CTRL-O writes by default), something like the
following will appear:

& TerraPro Obituary Designer

;|Standard

Ohit

R

Choose Obituary Format

| lorder Text Befure Dat Data to Print Text Ater Data Print When

L 10 ALLTRIM({ALLTRIM(CASES.Last)+", "+ALLTRIM({CAJES.First)+" "+ALLTRIN

| 20 ALLTRIM(CASES. preceded)+”, MNOT EMPTY{CASES.Preceded)
30/, beloved IIF(CASES. $ex='F',” wife of "," hushand of ")+E0name("SURVIVORS",], UPPER(CASES Marital) = 'MARRIED'
32 "inee "+flname ("SURVIVORS™, "WHM",.t.)+7), CASES. Sex= M AND NOT EMPTY(fUname(]
40| lowing IIF(CASES. Sex='F',"™ mother of "," father of ")+f0survivors("S0~D4' NOT EMPTY(f0name" SURVIMORS" "DA" +11
44|, IIF(CA3SES. 3ex='F',” step-mother of "," step-father of ")+£0surviw MOT EMPTY{Mname" SURVIVORES" "S0M+1]
a0, IIF(CASES. Sex='F'," sister of ",” brother of ")+f0surviwvors(|"ER~5]. MOT EMPTY(f0name("SURVIMORE" "BR")+
55 IIF(CASES. Sex='F'," grandmother of "," grandfather of ")+f0surviw MOT EMPTY{flname{"SURVIMORS" "GD") +1]
57 IIF(CASES. Sex='F'," great-grandmother of "," great-grandfather of MNOT EMPTY{f0name{"SURVINVORE" "GG")
B0 folongdate (CASES. Deathdate)
|44} " Age "+ALLTRIM(3TR(CASES.AGE) )+ years.”
70 " Reazidence "+f0city("SURVIVORS™,"SE™)+". ™
a0 ALLTRIM(CASES. Ceremony)+"” at "+ALLTRIM(CASEJ.FPlace)
99 ", "+f0placelos ("ADDRESS1™)+", ~
92 IIF(EMPTY (f0placeloc("TWE™)],E0placeloc("CITY") ,fiplacelos ("TWE")

B >

Create new Obit Type

Showe Current Ohit from Current Type

Add A Data ltem ‘

Standard Obit

This is nothing more than a list of all the FoxPro expressions (formulas) that construct the
obituary from the data you have entered. They do so in the order specified at the left. If there is
fixed text to put BEFORE the data, the next column shows that text.

The Data to Print column contains FoxPro expressions or formulas that extract the data from
the case files. WE DO NOT EXPECT YOU TO MEMORIZE OR KNOW ALL THESE
EXPRESSIONS. You can, however, use them as a basis for constructing your own customized
obituary text.
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If you click on the button that says “Show Current Obit” you can see how this group of
expressions produces the obituary. You can also click the pulldown list and see other formats (if
they have been saved).

To see how data items can be added to your obits, scroll to the bottom of the Data to Print
list, and add a new blank line (if not already a blank line at the end). Place the mouse on the blank
Data to Print column, and right-click. You will see this list:

& Microsoft Visual FoxPro
Fle Edt Wew Tools Program Table Window Help

w Select Data Item, then Press CTRL-W

Descript

Sourcefld

IIF(CASES.AGE < 1, Daysold,
IIF(CASES.AGE < 1 Monthsold,
Age in Years CASES, AGE €3
Arned Services - puts XX if NOT member IIF(CASES. Arnedserv='N', '
Armed Fervices - puts XX if nember
Attorney - Address + Street

Attorney - City, State ZIP £0csz (" SURVIVORS" Marion, OH
Avtorney - Naue £0name { " SURVIVOR; Frank 1. Phillips

Attorney - Phone Mumher(s) £0phone (" SURVIVORS™ Home: N/B  Work: W/A
Branch of Jervice = "MR" if Air Torce IIF(UPPER(VETERANS.Branch)='AIR FORCE', JX','') b

Branmch of Service - "MK" if Army IIF (UPPER (VETERANS, Branch) - ARMY', 130C!, ' 1)

Branch of Service = "XX" if Coast Guard TIF(UFPER (VETERANS. Branch)='COAST GUARD ', '3X', ''}

Branch of Service = "NX" if Narines ITF(UPPER (VETERANS . Branch)='MARTNES', '334', ' ')

Branch of Service = "XX" if Navy ITF(UPPER (VETERANS . Branch) = NAVY', 130!, ' ')

Branch of Jervice = "MX" if Other IIF(UPPER(VETERANS.Branch)='0','XX',"']

Business of Deceased ALLTRTH[CASES. BUSTNESS) Computer

Casket Price [nuaber may vary with price list getbilliten{3s, 'price') 0.00

Cemerery - Addressl from Locationa File £0cenl oo (" ADDRESSL") 1200 Dixmyth Ave

Cemetery - hddress? from Locations File £0cenl oc {"ADDRESS2")

Cemetery - City frow Locations File £0cenloc("CITIT) Cincinnati

Cemetery - County from Locations File £0cenl o ("COUNTT™ | Hamilton

Cemstery - Grave Nuuber ALLTRIN[CASES. Grave| F]

Cemerery - Lot Humber ALLTRTH[CASES. LoT) 345

Cemetery - Lot Ouner ALLTRTH[CASES. Lotowmer) David Joseph Haldeman
Cemerery - Newe of Contact £0cenloc("CONTACT™) Brenda Starr

Cemetery - Phone from Locations File £0cenloc (" PHONE") 513-232-3336

Cemstery - Section ALLTRIN[CASES. Section) Garden Grove

Cemerery - State from Locations File £0cenloc (" STATE") [i:4

Cemetery - Tup from Locations File £0cenloc{"TWE™]

Cemerery Location (City, State] ALLTRTH[CASES. LOCATIOH) Cincinnati, Ohio

Cenetery Neme ALLTRTH[CASES. CENETERY) Cincinmati Cremation Coupay
Cenetery Name, City, Htate TRIN(CASES. Cemetery|+', '+TRIM{CASES. Location) Cincinnati Crenation Cowpay,
Certified Copies - Oty Ordered ALLTRTM[STR(INT (gethilliten (50, gtyord')]))+" certified copies of death certificate,” 3 certified copies of death
Certifier - Doctor's Neme and Address £0nane ("SURVIVORS","CE"}+ ' '+f0address |"SURVIVORS","CE")+' '+£0csz ("SURVIVORS™,"CE") Fercy L. Grainger M3 DO 123
Citizenship ALLTRTN[CASES. Citizenshp) IETN

City of Death symsonia

City of Residence - Deceased Cincinnati

City, Locale or Tup for Death Certificate
Clergy Name - Ist Clergy

Anderson Towmship
Rew. Dr. Herschel T. Roper

Clergy Neme - 2nd Clergy £0nane { " SURVIVORE" , Rev. Marcus Atha
Comnents - Line 1 MLINE {CASES. Comments, 1}
Comnents - Line 2 MLINE [CASES. Comments, 2)
Counents - Line 3 MLINE [CASES. Comments, 3}
County of Death ALLTRIN(CASES. Cntydeath) Graves
County of Residence - Deceased £0county (" SURYITORS", "SE"] Hamilton
Date of Birth - long form {January 26 1945) £0longdate {CASES. Birthdate) January 26, 1945
Date of Birth - short form (JAN 26 1945) f0shortdate (CASES Birchdate] JAN 26 1548
Tpobie [ \terraproipobie.dbf) Fiecord: 74171 Record Unlocked OVR [NUM

You can scroll down through this list and choose any FoxPro expression that gives you the
data you wish to see. Scroll to the appropriate line and press CTRL-W and the expression will be
pasted to the empty line. (For a complete list, see Appendix C) Note that the value of the
expression is calculated and presented in the third column (far right).

It is also possible to add new expressions to the list—use CTRL-Y to add a new line. You can
cut and paste an expression that is close to the one you want, and then modify it. To find out how
to use a user-defined function (they start with f0), put a question mark in quotes (“?”’) right after
the first parentheses. When you leave the field, a message will pop up showing the usage of the
function:

Microsoft Visual FoxPro

FOField() FUNCTION
This Function looks up a survivor, vekeran or staff member and returns whakever information you need from the Fils,
USAGE: FOfield{mfile, mrelation, mF)

FOR EXAMPLE: FOfield("SURVIYORS", "FA","PHONE") would Find the home phone of the Father, Since almost every Figld in the SURVYIVORS file already has a
function ta retrieve it, a better example would be pulling a field from the veterans file,
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You can create new obituary formats by saving one of the existing formats as a new one, then
modifying the new one to suit. The new format will be added to the list automatically.

If your list contains more than one style of obituary, when you press CTRL-O, you will be
asked to select which style of obituary you wish to use.

With nearly unlimited obituary formats, and the ability to save up to three obituary styles with
each case, you should be able to meet the needs of several local papers at the same time.

ADDING HEADERS TO MEMORIAL CARDS

One of the features of CardShop is the ability to edit the card on the screen, without having to use
the Edit Data button to change information.

However, the headers (such as DATE BORN, DATE DIED etc.) may need to be adjusted so that
they can be edited, too. In the past, the headers were fixed text added to the card in the FoxPro
Report Generator.

The current version of TerraPro now allows those headers to be edited by using a reference to
them such as Header1, Header2, Header3 etc through Header20.

Edit the Layout of the card by clicking the Modify button:

& TerraPro 9.00.01 Single User. - 99 Joseph P. Sample Funeral *:ome, Inc. Cincinnati, OH - 1 Case On File

TerraPro CardShop.

Choose Card: | Memorial Folder

EditData [ RepeefiData | Choose Verse: | Psalm23 v
: =@ .
a 2 8
oty 2hENS.FRY)  [Add/Edit verses X Top Margin for Verse % Verse has 19 Lines
Quit

Font Size for Verse | 12 3| Current FomSize is 12

vitals | ServiceDisposition | Eamily | PallBearers || MusiciClergy | Photograph

Name | David Joseph Haldeman | Firsmame |David Joseph | Lastname | HALDEMAN |

Name2 | ]

FUNERAL SAT. 10 AM

Placard1 |

Placaraz |

Birthdate | January 26, 1945 | Birthplace | Marian, Ohio |

Deathdate | January 31, 2008 | Deathplace | springfield, linois |

Age [51 | Yearsold [61 | Monthsold [0 | Dayso [5 |

This Data is for Memorial Folder ONLY:

=8 A @ el -

A warning will come up advising you that you will be making changes to the form. Click Yes to
continue. (if you feel uncomfortable editing a working card, use the “Clone this Card” button to
make a copy of it — then you can make changes freely without affecting the original)

TerraPro Forms

WERNING! ! Chanaing anything on the Following screens may require
a service call From TerraPro Technicians.

Are you SURE you wank to use the FoxPro Report Generator ko Modify this card?

Yes ] I Mo
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Change your card to match the sample below:

& Report Designer - 2mems. frx - Microsoft Visual FoxPro
@ Fle Edt View Format Tools Program Report Window Help
DI NPT SEE N m— Y
P el e dl ol an dl g e ol Alenl o Bl o ol o Blan el e ol an ol e Bl o
[ 2 Page Header

1 [REPLICATE(CHR(10),n_topmargin)+ALLTRIM(]

* |UPPFR( TITEIM{CARD Headerh

1] [Name

| IName2

. A gl U ey —
[birthdate

A QPO Gy T —
3 £ |
A UPPER(ALLTRIMICARD Ceremony))
= LLTRIM(Card Place)

Al IALLTRIMCC ARD CrivSeric)
LLTRIM(Card Service)

LL TR Card Timeserwc)

= ﬁ ALLTEMMUPPER(CARD Headerdly
4 Clergyl
Clergy

ALLTEINVITPPER(CARD Dicpogal))

cemetery

= [Location

5 [iunmgements byt
pullcname

a Detail

2 Page Footer

Notice that the ceremony type will be extracted from the CARD.Ceremony field, so it does not
need a CARD.Header field. The same applies to the Disposition (Burial, Interment, etc)

Replace your old fixed headers with new objects as shown next toyy above and save the new
card using CTRL-W.

The next step is to setup defaults for what those headers will be.

RIGHT-CLICK the pulldown next to the “Choose Card” selection. You will see something
like the following:

i Click in Leftmost Column to Delete, CTL.-W when finished

Thidesc Tbichar Header 1 Header2 Header3 Header:!
#2 Acknowledgement Card-The Family ACKTF
#3 Acknowledgement Card-During the ACKDT
#4 Acknowledgement Card-Your Kind ACKYK
#5 Acknowledgement Card-Thank You ACKTY
Bookmarks BOOKM
Copy of Foster Wall 29089
Foster Wall REGWL
Foster Wall2 REGPL
Mass Program - Duplex MASS1
e 2 MIE RIS “TN MERORY OF DATE BORN DATE DIED OFFICIATING
|| [Memorial Folder (2-up) Script Font IMEMV
Memorial Folder - Picture & Verse MEMPI :In Loving Memory of Born Died Age
Memorial Folder 2-up with picture 2MEMP :In Loving Memory of Born Died Age
Memorial Folder Dbl Fold w/Picture MEMPX
Memorial Folder Duplex 28514
Memorial Parchments MEMPA
Memorial Parchments (back) MEMPB
Prayer Cards BHOLY
Register Book 1 - In Memory of Page REGIM
Register Book 2 - Services Page REGSV
Register Book 3 - Family Record REGFR
Register Book 4 - Final Rest Page REGFP
Register Book 5 - In Memory Foldout REGFO
Register Book 6 - Pall Bearer Page REGPA
Register Book 7 - Floral Tributes 18514 :Foral Tributes
Register Book 8 - Music and Clergy 19089 :Music Clergy
Register Book Allison & Rose REGAL
Register Book Stand Placard REGPL
Register Book WebPage HTML1
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Be careful editing here, this is your master list of cards in the CardShop. For now, make
changes ONLY for the card you want to change, add default headers in the Header1, Header2,
Header3 etc. columns.

Once you have set the default headers, use CTRL-W to close this window. You may need to
click Edit Data, then Refresh Card to have your headers show on the current case, but any new
cards you create will now have editable headers.

NOTES:
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Appendix E - Crematory

MANAGE YOUR CREMATORY

With the optional cremation module, TerraPro can work with your existing cases to gather the
information required for running a crematory. You will be able to bill other funeral homes for
performing cremations, and print cremation certificates, cards and reports.

Call Terradise personnel at 513-484-9729 to add this module to your existing TerraPro
installation.

If you intend to cremate for other funeral homes in your area, a separate company will be added
to your TerraPro installation. This will allow you to set up a price list for cremations and other
services and merchandise you provide.

To access this company, choose it from the list of installed companies from your TerraPro
opening screen:

~TP99 - Joseph P. Sample Funeral Home
R " B
6404 Coffey St.

Cincinnati, Ohio 45230

it TP96 - Joseph P. Sample Crematory
3
'Sample Data
| Coffey st.
- innati, Ohio 45230

Select the Crematory from your list of installed companies

Just like in the funeral home version of TerraPro, your cases may be accessed using the pulldown
menu. But notice the menu selection titled Crematory. This is how you access the screens which
show cremation-specific information.
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Add New Case

YWyrite Obit

Edit Current Case

Arrangerments

Crematory | <

Forms, Reports
Forms / Reports |

Card Shop |

Clicking the Crematory button brings up the Crematory Case Screen:

& CREMATORY

Coi=|
Joseph P. Sample Crematory Joseph Norman Thomas

Deceased |

Filenumber: I 2014-018

First: Middle: Last:

I Jozeph I Morman IT_homas Ij

Race: [y Sex: [ Social Security#[sss 66.6888 | ¥] <--Searchby SSN
BirthdatlJ UBMBAS0E paathdate: |°'3’°9’7014 Time of Death: |1 A Age: |1°8

Billing | Process Log | Emisgsions

Weight: Is? [ Autopsy? [~ Embalmed? [~ Pacemaker?
Artificial Joints or Limbs: |

[~ Family to be Present at Cremation? Cremation Date: | 090672014 I 'l <-- Search by Cremation Date
Time: |10 A

Disk # |U1 G E District #I County DfDeathI

Cause of Death:

[
-

Top | Frey | I et | Bottam | copy | Print Label | Frint Info | Frint Process Log | Print Cerificate | Add | Delete | @

[ Maodify Repart Lavout Import |

Exit

Deceased Vital Statistics

This is the main editing screen for your crematory. From here you can copy a case from the
current TerraPro case file, or import one from the other branches. If the cremation is for another

funeral home, you can Add a new case and enter the information directly on the screen, and bill
the charges to the funeral home.
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Two Scenarios:

1. Ifthe case is for another funeral home, the billing is done on the TerraPro Billing screen.
Then a monthly statement can be generated from the Crematory Billing Screen for each
funeral home you serve. TerraPro personnel will assist you in setting up your crematory
price list and default bills when you purchase the crematory module.

2. [If the case is from your funeral home, use the Copy option on the crematory screen to
copy the current TerraPro case into the crematory. You will not need the billing screen
unless you treat the crematory as a separate accounting entity.

Process Log:
The process log lets you keep track of the details of cremation:

S CREMATORY 1 =] I
Joseph P. Sample Crematory Joseph Norman Thomnas
Deceased | Billing Process Log | Emissions
Special Instructions: |Remaove Rings ;I
-

Date Delvered to Crematony: | 09/06/2014 09:45:00 AM Bry: |Funeral Home
Logged in by Crematory Rep:  |DJH
Type of Cremation Container ICardboard Bl

Remains placed in retort n: |DJH Date : Time Placed: |09/08:2014 |10 &M

Remains taken from retort by IDJH Date : Tithe Removed: | 09065201 4 02:30:00 PM
Type of Urn/Container |Batesville UB7E2R

Cremains placed in urnicontainer | Date : Time Inurned: | oo AM
ChapelFuneral Home notifled Date : Time Notified: | /1 - : an
cremains ready by
Spoke to {contact): |
Who Returned Cremains to FH? | Date : Time Accepted: | LIV |
Special Hotations: ;I
Top | Prey | Iext | Bottorn | Copy | Print Label | Frint Info | Print Process Log | Print Cerificate | Add | Delete | @

[ Modify Report Layout Import |
Exit

Details like pickup, delivery, urns and personnel are recorded on this screen. When you print the
process log for your files, all this information is reported, along with emissions, if any:
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¢ Y-CITY *
i CREMATORY |

J ‘
'\Ib.'ll.—'.\ilm =l Linzedle VR 15.‘.|Iy"
e =

"
i
;

CREMATION PROCESS LOG
CrREMaTION # 2014018

NAME 6F DECEASED: _Jn_seph MNaorrman Thomas

CHAPEL OR OTHER FUNERAL HOME: _Clepper Funeral Chapel

SPECIAL INSTRUCTIONS; Remove Rings

DELIVERED TO CREMATORY: Date: U962 fyme; 945 AM  By: Funeral Home
LOGGED IN BY CREMATORY REPRESENTATIVE: [JH

TYPE OF CREMATION cONTATNER: _ oardboard Box

APPROXIMATE WEIGHT OF CONTAINER B DECEASED! 5/

REMAINS PLACED IN RETORY By: D1 Date: VSNUEZ. teme: 10AM

CREMAINS TAKEN FROM RETORT By: DJH Date: US0B2.. _ Trme: _230PM

TYPE OF uRnfconTarner; Datesiille US7E2R

CREMAINS PLACED IN URN/CORTAINER BY! Date !/ _ Trmae: 12200 AM

CHAPEL/FUNERAL HOME NOTIFIED CREMAINS READY BY:

pare: ‘! Time: _1200AM  spoxeTe:

WHO RETURNED CREMAINS TO FUNERAL HOME?

DATE: _ C_ Tomez _1200AM

SPECIAL MOTATIONS:

TEMPERATURE MONITOR: UN FILE

VISIBLE PARTICULATE EMISSIONS: ABSENT PRESENT
{IF PRESENT COMPLETE THE FOLLOWING}

COLUR: B|a[:k
ToTAL TIME DURATION OF EMIssIons: | Mminute

CORRECTIVE ACTION TAKEM: ope

As with all TerraPro forms, this report can be customized for your crematory.

TerraPro will also print a certificate of cremation and a label
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4

\ CREMATORY

15 Madison St, Zanessille, O 3701/,

CERTIFICATE OF CREMATION

Zanesville, Ohio September 8, 2014

The undersigned, being on this date the manager of Joseph P. Sample Crematory hereby
certifies that the remains of

Joseph Norman Thomas
were cremated on the suth day of September, 2014,

I further certify that the burial permut, prerequisite to the cremation of remains, accompanied
the same, and that it shows June 9, 2014 as the date of death, as the cause and 108 as the age.

Cremation Certificate

Joseph P. Sample Crematory
6404 Coffey St., Cincinnati, Ohio 45230

—remation... 018 Digte:  09/06/2014

JJame of Deceased
Joseph Norman Thomas

Jate of 06/06/1906

Jate of. . _D6/09/2014
—ause of Death:

Zermit Mo, District No.

Representative, Joseph P. Sample Crematory

Label
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Appendix F — Australian Version

DIFFERENCES FROM THE U.S. VERSION

Although TerraPro was written for use in the United States, it can adapt itself to use in Australia.
When the Setup screen is modified to indicate Australia as the country, several screens change
their appearance.

The underlying databases remain the same, but may be presented to the user in a different format
that that shown in this manual.

The screens affected include the First Call Screen, and the Edit Case Screens (Vital Statistics,
Disposition, Services and Obituary) . In addition, the flag, marker and burial benefits screens
have been removed and the military benefits are entered on form D307 from the Vital Statistics
Screen.

To simplify data entry, the First Call Screen serves also as the launch screen for accessing all
relevant Australian data:
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DATE

First Call Date:  04/10/201

THE LATE:

ADDRESS AT PASSING

Other (5

RESIDENTIAL ADDRESS

RELEASE FORM FAXED?

NAME

VITAL STATISTICS

Inpatient

Roger Hemmerly Memorial Rest Home

Date/Time Release Faxed | 13/04/2015 01:35 P

FAMILY / CALLER CONTACT

RELATIONSHIP | §pouse

ADDRESS

TOWN/SUBURB, STATE POSTAL CODE
HOME PHONE

CELL PHONE

SERVICE DETAILS

TIME

212:00 AM[~ DO WE HAVE
J Uere

-ARRANGEMENTS?

Robert David Probos

(O ER/Outpatient () DOA () Nursing Home () Residence

_ Hospice
pecify) | Other (Specify)

TOWN/SUBURB | Daytona Beach STATE | FL
Date of Birth: Date of Death:  Age - ¥rs-Months-Days
2110211936 Z| 25/09/2014 Z| 78 7 4
DOCTOR / CORONER CASE# ||¥| CORONER CASE# | 5000

Certifier's Address

GMo? []

|

Georgia May Foolery

993 Roo Way
Springtown, VIC 44359
+34 31121

+61 3 3444 2222

EMAIL emf@gmf.com

Click here to continue...

The 2" tab of this screen includes service information:

VITAL STATISTICS

<- RIGHT CLICK TO

SERVICE DETAILS

USE EVENT CALENDAR

SERVICES

SERVICE DATE AND TIME

27 September, 2014 4:00 PM

CREMATION /BURIAL

Cremation ¥

Crematory: | Greater Cincinnati Crematory v

Cemetery:

Marion Cemetery

Cemetery Location: (City, State)
Zanesville, Ohio

Notes about Ashes

W

Place of Inurnment: | Scattered in the Olentangy Riverat T
Inurnment: Town/Suburb, State: | 1536 Whetstone River Road

Notes about Disposition:
SECTION: GARDEN2
LOT: 17 GRAVE: |1
CHAPEL / CHURCH Joseph P. Sample Funeral Home, Inc. v

VIEWING / ROSARY Saturday, 27 September, 2014 from 2:01 PM-4:30 PM at Joseph P. Sample |

CELEBRANT / CLERGY | v | |{none)

ADD'L CELEBRANT / CLERGY | + | |(none)

FUNERAL NOTICE Probos, Robert David preceded in death by an uncle, Heironymous Bosch.
American Kidnev Fund 6110 Frercutive Boulevard Suite 1010 Rockville M
DEATH NOTICE Ethan Allen Prabos, age 65, died Monday, September 20, 2010 at his resid
. . CHEQUES ENTER PAYMENTS
Click here Continue
to Billing Selections ENTER Births, Deaths and Marriages BDM

Quit
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From these two screens, the user can access the Event Calendar and Billing Screens. The BDM
button allows the entry of Birth, Death and Marriage information, as well as parents, spouse(s)
siblings and children. This information can then be electronically submitted to the proper state
authorities’ websites.

Remember to pass your mouse over each field for tips on entering data into that field.

The Survivors screen and the Case Data screen as described in the U.S. version in this manual
can be accessed by RIGHT-CLICKING the menu choices Edit Current Case and Edit Survivors
in the Australian version.
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Index

Accounting Software

verses, 36
Checklist, 13, 122

Merchandise Items, 77 Choose Company, 2

QuickBooks™, 76

Churches
Setup, 76 editing list, 25
Accounts Receivable Report, 44 city
Acknowledgement Cards, 33 default, 113
£l
Add Case, 4 clergy
adding branches, 114 editing list, 10
t]
After Care, 46, 50 on list, 55
y

ALLTRIM()
when to use, 94

Comments, 13
Company
Arrangement Conference Selection, 2

entering date and time, 6
ASD, 15

Australian Version, 134

contact
first call screen, 6

copy case

backup from another computer, 104

changing interval, 114 from preneed, 103

bill number

county
assigning next, 114 default, 113
tl
billing, 66 cremation certificate, 133
allow description edit, 770 cremation module, 129
date, 77

crematory, 106, 129
data
apparent loss, 38
how stored, 86
Data
tables, 107
data directory, 113

discounts, 70

entering payments, 69
finance charges, 70

Item not on pulldown, 59, 68
modify billing format, 110
monthly statements, 105

more than one person, 67 data expressions

list, 116
Data Expressions, 49

person responsible, 67
printed bill formats, 72
starting, 66

Date Entry
templates, 61 date of death, 5
bills Dates

modifying format, 71 method of entry, 8

types, 63

default
Burial Benefits bills, 61
’
filling in form, 16 defined, 61
£
Cards Default Bills
adjusting, 36 adding, 63
Edit Data, 37

Delete a Case, 105
Dialogue Boxes, 3
Digital Litho, 60
discounts, 70

photographs on, 42

printing, 33
CardShop

changing data folder, 114

Header Editing, 126
Case List

Order, 7
Casket Pictures, 60
Cemeteries

editing lists, 22
cemetery

Doctors
certifier data, 10
editing list, 10
entering new, 10
on list, 55
Document Management, 123
dot prompt, 106
doublc click

lot, section, grave, 39 speed, 2

centering duplicate
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locations, 26
Edit Case, 7
E-Litho, 60
embalmers
adding or editing, 10
Envelopes, 53
Facilities
choose, 6
enter new, 6
Fields
definition, 6
file folder labels, 54
File numbering, 4
Changing default, 4
changing format, 114
changing next, 114
finance charges, 70

labels, 54
Labels, 53

locations, 26
Letters, 48
locations

adding, changing, 23
Locations

editing, 8

editing lists, 22
mailing list

codes, 56
Mailing List, 55
Mailmerge, 50
Main Screen, 3
Maps

Cemetery, 10
Mass Mailings, 50

changing percentage rate, 112 Memorial Folders, 33

First Call, 4 Merchandise Accounting Codes, 77

First Call Screen, 5 Merge

Fiscal Year, 113 data into a letter, 49

Flag Military Honors, 8
determining who receives flag, 18 monthly statements, 105

Flight Information, 10 Mouse

Flight Schedules, 119 Right-click, 22

Floral Tributes, 121 vs. keyboard, 2

fonts multiple instances, 2
changing on forms, 90 Music, 15

form network
definition, 87 setting up[, 113

Forms obituary, 7

copying (cloning), 32 automatic writing of, 14

exporting, importing, 32 customizing, 15

modifying, 32 modifying format, 96, 124
printing, 31 package bils, 63
FoxPro, 107 Paperless Office, 123
FTC parentheses
compliance, 57 in expressions, 95
funeral directors passwords, 113
adding, 10 payments
funeral home name deleting, 70
changing, 113 entering on bill, 69
hyphenated names, 5 PDF Files, 123
icon, 1 person responsible, 67
indexes Photo
re-indexing, 105 editing, 14
informant, 6 Photo Editing, 15
address & phone, 6 Photographs
relationship to deceased, 6 on cards, 42
Insurance PhotoScape, 15
add forms, 79 pick lists
convert existing forms, 82 how to use, 55
itemizing bills, 63 pictures

Jewish Funerals, 13 Blank Wallpaper, 3
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Changing Wallpaper, 3
on memorial folders, 3
where stored, 42
Places
editing lists, 22
Post-Service Followup, 46, 50
Prayer Cards, 33
price
changing on bill, 68
Price List, 57
adding new items, 59
item numbers, 58
package pricing, 63
packages, 59
printing, 61
variable prices, 60
profit calculator, 71
quantity
of item on bill, 69
QuickBooks™, 76
Quicken™, 76
Receipts
printing, 70
refunds, 70
Register Book, 40
Family Record, 39
printing, 33
registrar, 113
relationships, 28
Religion
Jewish, 13
re-number case, 4, 105
report
choosing, 44
definition, 88
report designer, 88
Rescue, 106
return address, 53
right-click, 22
Sales Tax
adjusting rate, 70
changing default rate, 112
how calculated, 70
linking to QuickBooks, 76

on item, 69
SBT Accounting
links, 113
screen size, 68
search function, 102
Ship-in/Ship-out. See Flight information
size
verses, 36
Slide Show, 15
staff
on list, 55
Support, 106
Survivors
definition, 28
entering, 28
other relationships, 28
relationships-adding and editing, 28
Tax
how calculated, 70
on an item, 69
texting, 29
ToDo List, 122
tool tips, 8
Tribute, 15
TriState Online, 15
Utility Menu, 101
using to change setup, 112
VA Forms
21-530, 16
flag, 18
marker (40-1330), 19
online, 16
verses
centering, 36
version changes, 105
Veterans Honors, 8
Votive Online TerraPro, 15
Wallpaper
changing, 3
none, 3
Web Pages
creating from forms, 32
word count, 15
Yahrzeit Calendar, 13
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