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MEMO 

To: Patrick Jay – Vice President & Manager 

From: Squirtle Squad 

Date: May 24, 2014 

Subject: Prototype Demo 

Attached herein is the User Manual that the Squirtle Squad has prepared for 

the Bank of Xanadu and its new Contract Management and Invoicing System. 

This document includes a system overview, followed by a step-by-step for 

the procedures used by the Bank of Xanadu Programmer Contract 

Management System.  

At this time, we at the Squirtle Squad would like to request a review meeting 

on Saturday June 14, 2014 with all primary users and the development team. 

This meeting will provide a hands on walkthrough of the User Manual. At this 

time, we will also gladly answer any and all questions that may be presented 

at the time.  

Sincerely, 

Squirlte Squad 

Bill Seling 
Nathan Crespo 

Carrie Miller 

Keith Neece 
Richard Tran 

Squirtle Squad 

Phone/Skype: (425) 555-1919 

Email/Text: sqs@sqs.com 

 

  

The Squirtle Squad 
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Introduction: 

 

 This document is by the “Squirtle Squad group” to guide you to the 

new automated system. This user manual document will provide a visuals 

(screen shot of the actual automated system) and detailed description on 

what the new user interface would look like and how to use the application. 

A guide will be provided along the description and a step by step procedure 

for the application. 

If a problem is encountered, refer to the table of contents for the subject 

containing the guidelines of the occurred problem or you can contact the 

24hr hotline regarding the user guideline. 
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User Manual 

(Step by step procedure) 

Splash Screen 

The splash screen is a greeting that activates when you start the application.  

The splash screen will display for approximately 4 seconds before 

transitioning to the login menu. 
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The Log-In Menu 

The login menu screen is where you’ll be prompted enter or select a 

username as you see in the illustration below. 

 

 

 

Once you have entered or selected your username, type in your password 

and click submit to enter the system.  The login screen also features a close 

Input Username 

Input Password 

Click here to submit 

Click here to close 

the application, 

Click here for drop 

down menu to select 

a username 
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button; if you wish to close the application at this time, you can click on the 

close button. 

Once you have entered the correct username and password a welcome 

greeting will appear. Click the OK button to proceed to the next application 

form.  

 

 

 

 

 

 

 

 

 

 

 

 

Click here to proceed 
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Navigation Screen 

The Navigation Screen is where you can find the Main Menu. There you can 

find buttons leading to another form whether you are creating or wanted to 

view existing record and search for an employee you will find those menus 

on the main navigation screen.  

 

  

 

 

 

 

 

 

 

Click to navigate to 

the Division form 

name  

Click to navigate to 

the Vendor form 

name  Click to navigate to 

the Contract form 

 

Click to navigate to 

the Employee form 

 

Click to navigate to 

the Unit form 

Click to navigate to 

the Contact form 

 Click to navigate to 

the Programmer 

form 

  Click to close the 

application 

 

Navigation Tabs 

Click to navigate to 

the Invoice form 

 



9 | P a g e  
 

Division Menu 

The Division Menu is where you can browse through previous records or 

creating a record the application consists of the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once clicked will go to the next 

existing record 

 Create/New Button- The Create / New Button is a button when click 

gives you the option to input information and create a new record 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the 

application form that you are in. 

  

 

Displays the name of 

the form you’re on 

Click here to proceed 

to the previous record 

 
Click here to create a 

new division 

Click here to save the 

current record 

 

Click here to proceed 

to the next record 

Division ID Number 

Division Name 

This button will 

delete the current 

record. 

Click here to close 

the current form 
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Vendor Menu 

The Vendor Menu is where you can browse and navigate through your 

vendors and even delete or add a vendor record. The application consists of 

the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the current 

application form. 

 

 

 

Displays the name of 

the form you’re on 

 Click here to create a 

new division 

 Click here to save the 

current record 

 Vendor ID Number 

Vendor Number 

Vendor Address 

Click here to proceed 

to the next record 

 Click here to close the 

current form 

 

Click here to proceed 

to the previous record 

 

Click here to delete 

the current record 

 Vendor Name 

Vendor Tel. Number 

Vendor E-mail 
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Units Menu 

The Units Menu is where you can browse and navigate through your unit and 

even delete or add a unit record. The application consists of the following 

buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the current 

application form. 

 

 

 

 

  

Displays the name of 

the form you’re on 

 Click here to create a 

new division 

 Click here to save the 

current record 

 

Click here to proceed 

to the previous record 

 

 

Click here to proceed 

to the next record 

 
Click here to delete 

the current record 

 Click here to close the 

current form 

 

Unit ID 

Division ID 

Unit Number 
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Programmer Menu 

The Programmer Menu is where you can browse and navigate through your 

programmer and even delete or add a programmer record. The application 

consists of the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the current 

application form. 

 

 

 

 

 

Click here to close 

the current form 

 

Programmer ID 

Vendor ID 

Programmer First 

Name 

Programmer Last 

Name 

 

Click here to proceed 

to the previous record 

 

 

Click here to proceed 

to the next record 

 

Click here to save the 

current record 

 Displays the name of 

the form you’re on 

 Click here to create a 

new Programer 

 

Click here to delete 

the current record 
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Invoice Menu 

The Invoice Menu is where you can browse and navigate through your 

Invoice and even delete or add an Invoice record. The Invoice menu is 

where the main calculation of the system is done. The application consists of 

the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the 

application form that you are in. 

 Vendor Button- This button allows you to create or add a new vendor 

that doesn’t yet exist. 

 Employee Button- This button allows you to create or add a new 

Employee that doesn’t yet exist. 

 Contract Button- This button allows you to create or add a new 

Contract that doesn’t yet exist. 
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Displays form title 

 

Saves Invoice  

Previous Button 

Forward Button Delete Record 

Button 

Close Form 

Button 

Invoice ID 

Invoice Number 

Date Issued 

Date Processed 

Invoice Date 

Paid 

Invoice Terms 

Invoice Amount 

Invoice Rate 

Invoice Hours 

Invoice Start Date 

Invoice End Date 

Invoice Status 

Invoice Accruals 

Vendor ID 

Employee ID 

Link to Vendors 

Link to 

Employees 

 

Contract ID 

Link to Contracts 

 

Contract ID 

Contract Start 

Date 

Contract End 

Date 

 Contract Fee 

Max 

 Contract 

Hourly Rate 

 

Add any record notes 

here 

Click here to create 

a new Invoice 
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Employee Menu 

The Employee Menu is where you can browse and navigate through your 

employee and even delete or add a employee record. The application 

consists of the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the current 

application form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



16 | P a g e  
 

 

 

 

 

 

 

 

 

 

Form Title 

Create Button 

Previous Button 
Forward 

Buttone 

Save Button 
Delete Button Close Form Button 

Employee ID 

Employee First 

Name 

Employee Last 

Name 

Contact 

Number 

Employee User 

Name 

Employee User 

Password 

Employee 

Autority Level 

Employee 

Category 
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Contact Menu 

The Contact Menu is where you can browse and navigate through your 

contact and even delete or add a contact record. The application consists of 

the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the current 

application form. 

 

 

 

 

Form Title 

Previous Button 

Forward Button 

New Button 

Save Button 
Delete Button Form Title 

Contact ID 

Unit Name 

Contact First 

Name 

Contact 

Number 

Contact 

Last Name 

Contact Email 
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Contract Menu 

The Contract Menu is where you can browse and navigate through your 

contract and even delete or add a contract record. The application consists 

of the following buttons: 

 Previous Button- The previous button once clicked will lead you back 

on the previous record. 

 Forward Button- The forward button once click will go to the next 

existing record 

 Create/New Button- the Create / New Button is a button when click 

gives you the option to input information and create a new record. 

When creating a new record the ID number is generated by the system. 

 Save Button- Save Button saves the record you created or edited 

 Delete Record Button- Deletes record shown on you current screen 

 Close Button- Close Button is a button when clicked exits the 

application form that you are in. 

 Vendor Button- This button allows you to create or add a new vendor 

that doesn’t yet exist. 

 Employee Button- This button allows you to create or add a new 

Employee that doesn’t yet exist. 

 Contact Button- This button allows you to create or add a new Contact 

that doesn’t yet exist. 

 Programmer Button- This button allows you to create or add a new 

programmer that doesn’t yet exist. 

 Unit Button- This button allows you to create or add a new Unit that 

doesn’t yet exist. 

 

 

 

 

 

  



19 | P a g e  
 

 

 

 

  

 

 

  

Form Title 

Previous Button Forward Button 

Save Button 
Delete Button 

Close Form Button 

Vendor ID 

Contract ID 

Contract Number 

Start Date 

End Date 

Fee Maximum  

Hourly Rate 

Contract 

Description 

Vendor Button 

Unit ID 

Unit Button 

Contact Button 

Employee 

Button 
Programmer 

Button 

Contact ID 

Employee ID 

Programmer ID 

Notes 
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Reports 

Where to Go For More Help 

 The new BoX PCMS should be very reliable and add a new level of 

efficiency for the Bank of Xanadu. However, in the case of any system issues 

or problems that are in need of immediate solutions or repairs, please 

contact Mr. Keith Neece at kneece@sgs.com. Mr. Neece is the primary 

developer of the new system and will respond with expediency in any needs 

to provide solutions with a high level of efficiency and respect regardless of 

the type of problem. If for any reason that Mr. Neece is not readily available, 

please contact Mr. Nathan Crespo at ncrespo@sqs.com, he too will be able 

to help with any issues.  

  

mailto:kneece@sgs.com
mailto:ncrespo@sqs.com
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Appendix 

None at this time.  


