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GETTING STARTED

After installing the software, click on the BANYON DATA Property
Management short cut on your computer’s desktop.

Enter your security password to access the system. The password
“banyon” (upper or lower case) is provided as a default password.

To access the Cemetery Management software, it first must be turned on as an
Add-On Module. If it is not turned on, please contact Banyon Data for a
password.

SETUP CODES AND DESCRIPTIONS

To begin, first add descriptions. Click on Tools in the upper left menu and
highlight Setup Options and then click on Codes and Descriptions. In the
Cemetery Column click on the subject button and then in the open space on the
right hand side of the screen, enter the common descriptions that you wish to see
in the system options.

==l Codes & Descriptions
Select an option below and enter all applicable values in the right table
Property Cemeteny Permit Relationship (Father, Son, ...}
" Street " Religion i - ~
" Property Type ¥ Relationship i - Uncle
™ Zone " Funeral Home { + Matemal Grandmather
" Zone Type " Funeral Location . * Matemal Grandfather
" Dwelling Type " Doctor/Caregiver i - Patemal Grandmother
£ Siatus " Authorized By r + Patemal Grandfather
" land Use " Undertaker * Father
 Fire Disrict £ Intemed Type License 'E:'”*:EF
" Palice District " Marker Type & :S:-:tterer
" Food District " Marker Vendor & e
" Planning District " Deed Salesperson l’“  Daughter
" Sanitary District " Space Type lﬁ
" School District " Space Status &
" Sewer District " Miltary Branch
" Water District " Military Rank Miscellaneous
" Hazardous Storage ™ Military Conflict " Customer Type
" Waming Type " Mairtenance Type " Customer Status
" Propery Line " Maintenance By " MName Prefix
" Hectricity Provider l’“
" Watershed Assessment / Project lﬁ
i~ {
Wialstion s "
" Status & Fiesaved code —no chanpedclete alowed |Gk

Please note that many of the fields have default descriptions. However, as you
create specific descriptions for fields they may be added as you wish.




SETUP CEMETERY MAPPING

[ZI BDS PROPERTY MANAGEMENT XP 5.17 May-01-2007.

I Fle View | Tools | Help
[Hl Backup/Restore
File Transfer »

Before you can attach a plot or site to
the deceased, you must first set up the
Cemetery mapping.

Section 1D [ control Mode

Click on Options in the upper right corner, then select
Global Settings

Cemetery Settings

=4

o

ot Entity Information
Patabase fites | 5] setup Code & Desrpton Go to Tools in the upper left corner
dd dul = . . .
= P s menu. Highlight Setup Options, select
Accessories * |E2R Fees C
j Inspections e m ete ry "
j Licenses
j Permits
| Cemetery
Violation
Receipts
FOREST HILL CEMETERY
Partition Unit Section [1] Add New Section(z) Attach Underlay

n

O W

Print

Locate Space

Ja Cemetery Séttings k
¥ou may have more than one cemetery, Each may be partitioned inta blocks, lots, sections, and plots. ]
Provide the preferred unit name for each sub-area: The cemete ry

FOREST HILL CEMETERY ection| Flot mar_1agement
settings can be

Maps of cemeteries, and its sub-areas may be scanned (as bitmaps) and used as underlays for plotting ! 4
individual spaces. Provide a designated folder location for your map files: g partmon_ed to
C:\Cemetary alone'\forest hil Locate Folder || f|Ve (5) tlerS-

Each space on the map is color coded. Select the information you want the colors to represent:

The first field is
for the Entity

Space Status Space Types Interred Types Marker Types Religions
BCren [w|INGROUND [w|inGround  [w|MARKER  [w ] Name and the
. Reserved [i]CHYF‘T [ll Mausoleum [ll HEAD STONE [i] [i] SyS'[e m W| ||
B 50ld [+ [ s |Columbarium || [+ [+ . .
] (wl w]Cromation (] (] [w] auto_rnatlcally fill
Bl [ i) || MONUMENT e e that in. Unless
Wi (v v vl v vl

you have one
Cemetery, the

second field should be named Cemetery. You can name your partitions
whatever you wish, we have used blocks, lots, sections and plots as examples.
As you can see, we have one cemetery that breaks down into Sections and plots.

Enter the path to the folder that holds your maps (Underlay). You can also

search for the folder by clicking on Locate Map Folder.

Select the color codes you wish for each field. When you have finished your

selections click on the X in the right corner of the window.



Map Settings

Attach Underlay

To help with the visual structure of your Cemetery you can attach a map as an
Underlay. An underlay is a map. Click on Attach Underlay. Select the picture
(map) that you will have previously saved to your computer.

=]
Dption:

Partiion Unit ~ Section Add New Section(s) Attach Underlay
Section 1D
i

Control Mode:
& View Layout
" Place Zoom Marker
= Position Grids
£ LayoutSpace Undo
& Per Space
7| Per Blodk

Click an left margin of Section
ID or its Marker on Map to
move to next partition.

This first map shows an overall view of our Cemetery. We will continue to build
on this map.

+ If your first partition is
Cemetery then this
first map would be a
map of your city,
showing the locations
of your cemeteries.

+ To keep the maps
appearing
proportional and less
distorted, save them
as bitmaps in a size
of 6"x6”.




Add new Sections
The next step is to add Sections. Click on Add New Sections.

=

=5l FOREST HILL CEMETERY

Attach Underlay. QOptions
ontrol Mode

& View Layout

" Place Zoom Marker

€ Position Grids

€ LayoutSpace  Undo

€ Per Space

€ Per Elock

on left margin of Section
or its Marker on Mzp to
to next partition.

Enter New Section(s) using 1-2 alphanumeric charaters or a numeric
range, separated by comma (g A, A1, SW, 1-250)

T T T T

Enter the new sections.
The sections will list on the left side under Section ID.

Place Zoom Markers

Click on . A yellow box with a red x L] wil appear on the
screen. Left click on the map in the section that you want to place the marker.
Select the section name/number from the drop down menu that appears after
you have left clicked. The system will place the marker in the section with the

5 FOREST HILL CEMETERY g section .
Partition Unit | Section |+ | Add New Sectionis) Attach Underlay Options name/number n
Section D - “ " It.
s / & i)
2 * Fiac Zoom rer s
i il If you did not
5 er 3CE.
mi i create enough
7 .
s PR sections, you can
9 3 .
w0 VR add the sections
o 1 now by entering
mEmr a4 the name/
i 1. number in the
—K dn Create New
B 1 Marker box.
: 21 v Bt
22 v Bt
? v
_ v 7
v 18
A v 19
V|2
[il_ v 2
v 2




Add Lots/Plots

Next you want to setup the next level down. In this case we are setting up the
Plot level. Click on the Section name/number under Section ID or click on the
section name/number on the map (the yellow box with the Section ID init). You
will see the next level screen, in our case it is the Plot screen.

You can again attach the Underlay map if you wish. Follow the previous
instructions.

CIICk on Add NeW Enter Mew Plotis) using 1-2 alphanumeric charaters or a numeric 154
PlO’[(S) . range, separated by comma (e A, A1, SW, 1-250)

Click Ok when it asks if it's Ok to add Plots. The systems will list the Plots under
Plot ID on the left side of the screen.

Click on Position Grid.

==l Section 20
Partition Uit Plot [+ Add New Plotis) Attach Underlay Options
Plot 1D {E o Contral Mode
1 i " View Layout
3 1y
‘3 =
4 " Layout Space Undo
E
- {
6 r
;: Click on map to move grids to

desired position.

1
12
13
14
15

17

L] I

g .
12 Mermarial Dr

20

21

22

23

24

25 Grids Size 9x6

26 Grids Top Left  (955,1355)
27 - 100% (] Plot Size x5
7 4] Plot Scale NORMAL [+ |

Drag the grid to the position on the screen you want it. Left click and a copy of
the grid will stay in that position. Note the grid information in the lower right
corner. The grid size is the over all dimension of the grid. The Grid top Left is
where the top left corner of the grid is positioned on the screen. Plot Size is the
dimension of each plot. Plot Scale is used to make the grid fit within you.



Layout Space
Click on

. Spaces can be entered one at a time (usually used for

unusual shaped sections) or by block. To enter by space, click on on
the right side of the window. Click on the Plot name/number listed under Plot ID
on the left side of the window then click on the space inside the grid.

=3 Section 20

Partition Unit Plot v
Plat 1D

\ooo-.ncnr_n.hwmi
|2 ]

Attach Underlay

Options

Control Mode

" View Layout
~

‘osition Grids
& Layout Space Undo
(' Per Space 1
~

Click on a space on the grids
to place the next selected Flot

10 in sequence. Clidon an
11 already marked space wil
12 unseat the Plot there.
13
==l Section 20
Partition Unit Flot v Attach Underlay Options
Plat 1D . Control Mode
1 e tn.l ™ View Layout
2 s
3 " Position Grids
g ¥ LayoutSpace Undo
(¥ Per Space 1
6 -
7
8 ‘ (1] Click on a space on the grids
9 to place the next selected Plot
10 in sequence. Click onan
11 already marked space will
12 unseat the Plot there.
13
14

To enter by block, highlight the range of spaces under Plot ID. Click on
. Left click and hold in the top left space of the grid, drag down and to the

bottom left space of the grid block.

=l Section 20
Partition Unit Plot ~| Attach Underlay Options
Plot 1D Control Mode

" View Layout
-

" Position Grids
& -

" Per Space
o]
Click of Oridvermdd
mouse to stake out desired
block.

==l Section 20

Partition Unit Plot [
Flot ID

EEEE

10

Attach Underlay
Control Mode

Options

™ View Layout
~
" Position Grids
% LayoutSpace Lndo
" Per Space 54
@+ PerBlock 9x6
Click on a below arrow to

select starting corner and
direction.




Control Mode

= View Layout
Pl m Marker
. PosbonGnds

@ Layout Space Undo

™ Per Space 54
(% PerBlock 9x8

Click on a below arrow to
select starting corner and
direction.

(" T
= a
+Qa Al
i | Z Biy
\ = )
_
Grids Size 9x6
Grids Top Left  (955,1855)
Plot Size 8x5
Plot Scale NORMAL [+

Click on the arrow at the starting point, pointing in the
direction that you wish to fill the block. In this case |
have selected the arrow in the top left corner pointing to the
right. My grid will fill from left to right, top to bottom.

| =

= Section 20
Partition Unit Plot ||
Plot 1D - 0
1 EEEI
> ¥ |
3
: |
3 —1 L
6
7
8 ]
g
10
11 |
12
13
14 =1 —

Follow the above mapping setup steps for each section.

Deleting a Section-Lot-Plot, etc.
Under the ID column on the left side of the screen, highlight the Section, Lot,
Plot, etc. name/number. Press your delete key on your keyboard.

+ Note: If you make a mistake or don't like the way it looks click on Undo
and the layout will revert to the way it looked before.

11



Irregular Layouts

Follow the same steps as you would for the regular shaped sections. For the
irregular shaped sections, the grid should cover the entire area of the section.

There can be only one defined grid per section, in other words, you cannot piece

together parts of the section. The grid size is rows by columns where the rows
and columns are the longest row and the longest column in the section.

= Section 20

| Add New Ploti) Attach Underlay
PotD [T Control Mode:
<&

2y

PartitonUnit | Plot Options

@ Wiew Layout |
g i
C Position Grids
 LayoutSpace Undo

5
~

Memarial Dr

100% (v

= Section 20

partitonUnit | Pt [v]

Attach Underlay.
PotD [T Control Mode

- e

8 € View Layout

!

Options

C Position Grids

@ LayoutSpace Undo
C PerSpace 36
@ PerBlock 3x12

Click on a below arrow to

select starting corner and
dection.

Memarial Dr |
+H ik

Grids Size 2x12
Grids TopLeft | (5%0,595)
Plat Size ax6

100% ] | piot Scme NORMAL [w]

3 Section 20
Partifon Unit | Plot  [w]

P\DHD ‘E
ety

Attach Underlay Options

Control Mode:
 ViewLayout
5

 Position Grids
& layoutSpace Lndo
€ PerSpace 45
@ PerBok 95
Ciick on 2 below arrow to
select starting corner and

Mermarial Dr

Grids Size 12x12
GridsTopleft  (540,595)
Plot size ax6
PlotScale  NORMAL[v]

0% [w]

S Section 20
Partition Unit Pt [w] Add New Plotis) ‘Attach Underlay. Options
Plot ID o Control Mode
i  ViewL: it
=1 :|| ® i
& ‘Position Grids
¢ Tayout Space o
2
=
Glick on map to move grids to
desired position.
Memaorial Dr
Grids Size 12x12
GridsTopLeft  (940,535)
" Tne] Plot Size: 8x6
100 ] ot scale NORMAL [
= Section 20
PartifonUnit | Plot  [w] Attach Underlay Options
Plot ID (E oS Control Mode:
8 %  viewLayout
9 1 -
L E| € Postion Grids
i © L] o
13 " Per Space 36
o & perBlock 3x 12
15 lick on 2 below arrow to
16 ‘select starting corner and
17 direction.
18
19
20
21
22
23
24
25
26 .
7 Memarial Dr
2
29
30
31
32
2 Grids Size x12
e Grds Topleft | (340,505)
) | oy | Petsze axs
3 ™ = | porscae  nomvaL[w]
3 Section 20
PartitonUnit | Pot [ Attoch Underiay otions
Plot ID i Control Mode
T ontrol Mode
53 Bty © ViewLayout
54 -
22 € positon Grids
g; @ ayout Space | Undo
= © perspace 3
= @ perblock  9x5
60 Click on a below arrow to
61 select starting corner and
6 direction.
62
84
65
66
67
68
69
70
71 '
7 Memorial Dr
73
74
75
76
77
78 Grids Size x12
2 Gids TopLeft | (340,595)
o El vl | PetsE sx6
ol Plot Scale NORMAL [w]

=2l Section 20

Partiton Uit | Plot

[sv] Add New Plotis

]

18 Mermarial Dr

Attach Underlay
Control Mode

Otons

€ ViewLayout
o

@ Positio Grids
€ Layout Space  Undo
&

=

Click on map to move grids to

desired poston.
Grids Size 12x 12
Grids TopLeft | (540,595)
Lo | PlotSize axé
00 | porsale  NORMAL[w]

12



Interface to Other BANYON DATA Applications

The final setup step is to Interface to other  OPERTY MANAGEMENT XP 5.17 May-01-2007.
BANYON DATA Applications. Go to Tools = =
in the top left corner of your window.

File Transfer

Highlight Setup Options, click on Interface )] Ensty Information
to Other BANYON DATA Applications. e f Sevp e ADesze
Accessories » =l Fees

This is where you enter-Locate the 2= trspectons
respective paths to Fund Accounting, Utility = ueenses

T Sl Permits
Billing and Property Tax. = I
| ==l Interface to Other BDS Applications =} vilaton

E Receipts
WW|W| = Interface to Other BDS Applications

Path to BDS Utility Biling | SSEals=CR -t gy =it 0] 5] KRG W)= | Locate

Copy Exigting Customer and Property Records from Ltility Billing
Synchronize Property and Customer Records with Litility Billing

If you are using Utility Billing, you have the option to copy existing Customers
and Property records from Utility Billing — ONE TIME. After that, you would want
to choose to Synchronize Property and Customer Records with Utility Billing for
normal file maintenance.

| — - |
==l Synchronize Property Records m
2

Show Unmatched Properties or Properties Mot Found in
& Utility Biling Database
o Property Management Database

Property Management Utility Billing Click database

PIM Address PIM Address to updatefadd
156-4000-12 2832 CORD 94 s | =
157-7000-30 2860 CORD 94 _w | e |
152-7321-00 2865 CO RD 94 s | o |
159-2000-50 2826 CORD 94 _us | =
155-3000-40 2380 TOWN RD 408 e | o
152-7324-00 2874 CORD 94 _we | o |

13



Select on the menu in the upper left corner; View — Inquiry — Cemetery.

For purposes of maintaining a consistent and complete database, the word
“customer” is used to describe any record that holds people information in the
system, including the owner, occupant of site (deceased), contacts, relatives.
This name may be changed for reports if needed.

So, if you are adding new or editing existing records, you will select; View —
Inquiry — Cemetery, from the top left hand corner of the Property Management
screen.

To add a new record, click on the >* (Add Button) in the lower left corner. The
Customer screen or window will appear and should be completed with the record
information. Again, the cemetery screen is generally completed for the deceased
individual. Contact information is setup as part of the Cemetery screen.

Il BDS Property Management 2.063 - 05/02/06

” File Yigw Tools Help

B Cemetery

] 4| » [ m Delete Cemetery Record Death Certificate (mage Frint

Form View ,—,—,—’_W’_,_ Y

14



Create New Cemetery Record

New Record Name
Click on View in the upper left corner of your screen, highlight Inquiry, click on
Cemetery. Click on the Add Record Button (>*). If the new owner is deceased,
select *New Burial Record Only (this will create an entry in the Cemetery
database only). Enter the name of ‘

the deceased (Example: Doe, John). Enter Name of Deceased: ||
Press the Enter Key when finished.
If the new owner is a living being with a loved one to execute final wishes for or is
just planning ahead, Click on the Add Record Button(>*). Select *New
Customer/Burial Record (this will create an entry in the Customer database and
the Cemetery database). Enter the name of the new customer; remember to
follow the Last ‘

name first and First Erter Customer Mame (Last, First): |
name last format.
The system will prompt you for the name of the Deceased, if the deceased’s
name is other than the new customer, enter the deceased’s name, otherwise
enter past the deceased name screen. The Customer screen will come up.
Enter the desired customer information and close the Customer screen. The
Cemetery screen will remain.

Cemetery Screen

General Discussion

First enter in the Maiden name if applicable, gender, date of birth, and place of
birth. It is recommended that you complete the tabs in order from left to right.
First enter Space Info Tab information, then Contact, Deed, and so on.

Be aware that all
fields are not
necessary to use the
Cemetery Software.

= Cemetery

Search +| Remarks Balance Due £0.00
Owner/Customer Mo Existing Record

Dec;a_sed I\-Ia‘in;e George Hunter HOWGVG r, tO
poser home Gender v maximize or optimize
Place of Bith the record keeping
Space Info | Contacts | Deeds | Maintenance || Military || Genealogy | Marker | Burial | Authorization and repo rtl ng, |t |S
Aitach/Detach Space recommended
—— View Vo that all fields be
Record No. Ficture of Site com pleted -
14 4| » | v | w| Delete Cemetery Record Death Cerfficate Image Print Options

15



Detail Entry and Maintenance

Space Info
Attach Space Info in Cemetery screen

. BLOGTI JUCE
Left click on Attach/Detgch Space S
Cemetery / i Section 2 » Plot 1
Search [+| Remarks 0 Section 3 » Flot 2
COwner/Customer Mo Exsting
Mare Info Section 4 » Flot 3
Print Envelope .
Deceased Name GeorgeHunter gziilg b Flot 4
Maiden Name Gender [+] Section 6 B Flot 5
Date of Birth
Place of Bith Section 7 Flot &
Space Irfo I_Ep(ntads | Deeds | Maintenance | Military | Genealogy || Marker | Buria Section 3 Plot 7
Attach/Detach Space Section 9 Flot &
Section 10
Spoce e e Pl 5
Record No. section 11 Plot 10
Section 12 » Plot 11
Section 13 » Plot 12
Section 14 Flot 13
14] 4 | » | »1 | v#]| Delete Cemetery Record  Death Cettficate Image SELIT LY Plot 14 |
Section 16
Highlight the section, click on the plot. Section 17 »

Cemetery

50.00

Search
Owner/Customer Mo Existing Record

Mare Info

Print Envelope

Deceaszed Mame George Hurter

Maiden Name Gender [i]
Date of Birth
Place of Bith

Balance Due

Space Info |Ccrrtact5 || Deeds || Maintenance || Military || Genealogy || Mancer || Burial || ﬁuthcrization|

View Map will
take you to
the plot in the
map for visual
confirmation.

Section 2 Plot 14

Attach/Detach Space

Space Type
Record Mo.

Picture of Site

14| « | » | »r| v#| Delete Cemetery Record  Death Certificate Image Print Cptions

«+ You attach one space or plot per individual Cemetery/Burial record.

16



Attach Space Info in Customer screen
Click on View in the upper left corner of the screen, highlight Inquiry, click on
Customer. Click on the Cemetery tab. Left click on Attach a Space in the lower

== Custome

| Section 1

3

Section 2

]

Prefix
Name

Address

EEE |

“ Parzonal || P

Mtach 3

1

Section 3
Section 4
Section 3
Section &
Section 7
Section 8
Section 9
Section 10
Section 11
Section 12
Section 13
Section 14
Section 15
Section 16
Section 17
Section 13
Section 19
Section 20
Section 2
Sectigh 22

pSCE

3

»

4

3

-

Plot 1

Plot2

Plot 3

Plot 4

Plot 5 /
Plot& : |

Neme Type | ] /:415 | =l

Plot 7 )

TaxID Credts | |
glots DF Code Charges | |
Plots Camior Route
Plot 10 Home: Phane:

Work Phone
Plot 11 Fax Numbeg
Plot 12 E-Mail
Plot 13 §|
Plot 14

° | Balance
Detach Selected Space Burizl Record

14| « | » | »1] v+ | Delete Customer

Note that the information is now in the Space Information table.

Attach 3 Space

Iil 1 | 3 | bllbakl Delete Customer

Detach Selected Space

(% Customer
Search® | ] MNemeType | It Sius | ]
Prefoc . Tax ID Credits | |
Name Anderson, Jason Reily DF Code Charges | |
Attertion Carmior Ro
Mpdr“_ress 7

Envelope |~HckA [MN [55318- orkc Phne
Fax Number
County [ ] E-Mai
Personal || Property || \fiolation || Lkili ing | Cemetery
Space Information Balance
¥ |Section 2 Plot 14 No Burial Record

Burial Record

left corner of
the window.
Highlight the
section, click
on the plot.

<+ More than one space can be attached to a Cemetery Customer.

17



Contacts (Create, Attach, and Remove)

The Contacts Tab shows the information you specified for the customer
(deceased) contact setup. The fields are used to record the person or entity
responsible for the burial matters. To add a contact, click on Attach Contact. A
list or menu of names will appear or you may choose to click on the *Create New

Contact option at the top of the menu.

==l Cemetery
Search v Remarks Balance Due £0.00
Owner/Customer Anderson, Jason Reily
Mare Info CHASKA MM 55318
Print Envelope
Deceased Name | Anderson, Alison
Maiden Name Gender v
Date of Birth
Place of Bith
Space Info | Contacts | Deeds | Maintenance | Military | Genealogy | Marker | Burial | Authorization
Cortacts Relationship [v| FE Primary Contact
Address
Print Envelope
E-mail
Home Phone
Work Phone
Fax Number
Attach Contact Remove Contact Mare Info
4] 4| » | vl | wk| Delete Cemetery Record Death Cerificate Image Print Options

When entering New Contact to the Cemetery Record, enter the desired Contact
Name (Last name, First name), or use the drop down menu and select and click

on the name.

To enter in a street address for a new contact click on more info at the bottom
right and select personal. Then enter the address, email, home phone, work

phone, and email while on the personal screen.

==l Cemetery
Search » | Remarks Balance Due £0.00
Owner/Customer Anderson, Jason Reily
Mare Info 11245 N Circle Drive
AR A E
Print Envelope | CHASKA MN 55318
Deceased Name Anderson, Alison
Maiden Name Gender R
Date of Birth
Place of Birth
Space Info | Cortacts | Deeds || Maintenance || Miitary | Genealogy | Marker | Burial | Authorization
Contacts Relationship v:
Jas 5 - x
Address 11245 N Circle Drive
oderson: My Print Envelope (CHASKA 55318 MN
E-mail
Home Phone
Work Phone
Fax Number
Attach Contact Bemove Contact Mare Info
14| 4| » | w1 | »#| Delete Cemetery Record Death Certficate Image Print Options

18

Multiple
contacts may
be attached to
the deceased
record, but
only one may
be the primary
contact. An*
will indicate
the primary
contact.



Deeds

The Deeds Tab contains the registered vital burial information recorded at the
City and/or County. Burial permit information, if used, may also be recorded on

this screen.
= Cemetery
Search v Remarks Balance Due = £150.00
Owner/Customer Anderson, Jason Reily
Mare Irfa 11245 N Circle Drive
TR CHASKA MN 55318
Deceased Name Anderson, Alison
Maiden Mame Mathers Gender Female :v;
Date of Bith 1/22/1940
Place of Birth Holhwoaod, CA
Space Ir!fq lCorr_tE!cts Deeds Mairlten_ance Mim.al')’ | Genealogy Marker lB.ulrial . a':‘u_rthorization |
Deed No. FE4215 Sales Person [+]
Deed Book Aug2007 Transfemed To [+
Deed Page 250 Remarks | [
Purchase Date 08/13/2007 =l
Cost of Deed $150.00 ™
Transfer Date —
Certificate No. 123456
Marker Permit No. 123456
14| 4| » | »1]| »#| Delete Cometery Record Death Certficate Image Print Options

Enter the specific Deed information and close the Window or click on the next
Tab (Maintenance). The completed Deed Screen will contain detail, recorded

information for each field.

=3l Death Certificate

ck to Locate Death Centficate Image

Click to Locate Picture of Mark.er|

You can view the Death Certificate if it
had been scanned and placed in the
provided area accessed by clicking on the
Death Certificate Image option. You can
also print a copy of the Death Certificate
(not official copy) by clicking on the Print
option.
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Maintenance

The Maintenance Tab records maintenance types and jobs and can store a next
maintenance date. To add new or updated maintenance information, click on

the Add New‘ Maintenance option in the lower left

==l Cemetery /

Maintenance
| Performed By

Requested By v
Bill To B

Total Charges
Total Paid
Paid Date

MEMO

Add New Maintenance Delete Maintenance

Search v Remarks Balance Due | $150.00
Owner/Customer Anderson, Jason Reily
More Irfo 1245 N Circle Drive
Pid Bardone HASKA MN 55318
Deceased Name [Anderson, Alison
Maiden Mame Mathers Gender Female |w
Date of Bith 17221940
Place of Bith Hollywood, CA
Space Info || Coftacts | Deeds | Maintenance | Mitary || Genealogy | Marker || Burial | Authorization

v Date Work Completed
|»| MNext Maintenance Date

Print History

14| 4| » | v | »%]| Delete Cemetery Record Death Certificate Image Print

Options

Next, enter the completion date and press

Enter Completion D ate _

enter. Press the Esc key to cancel.

== Cemetery
Search ~| Remarks Balance Due = £200.00
Owner/Customer |Anderson, Jason Reily
More Info 11245 N Circle Drive
Print Envelope | -ASKA MN 55318
Deceased Name Anderson, Alison
Maiden Name Mathers Gender Female ||
Date of Birth 1/22/1940
Place of Birth Hollywood, CA
Space Info | Contacts | Deeds | Maintenance | Miitany (::}anealog_*,r Marker | Burial || Authorization |
Mairtenance Maintenance (GROUNDS v Date Work Completed | 8/31/2007
0 Performed By 5. JOHNSON || Next Mairtenance Date
Requested By Anderson, Jason Reily v Section 2 Plot 14
Bill To Anderson, Jason Reily v
Total Charges £50.00 | |© | Maintain yearly] ~
Total Faid $0.00 | | i |
Paid Date = v
Add New Maintenance Delete Maintenance Print History
14 4] » | k1| »#| Delete Cemetery Record Death Cerificate Image Print Options

Then complete the
detailed maintenance
record and do not
forget the total
charges as these are
needed to interface to
the Receipt Entry
Option and the Point
of Sale module (if
applicable).

You can also print a
maintenance history
by clicking on the
Print History option.

Once the total

charge has been entered the Balance Due field on the Cemetery screen will
be update and the amount may be paid by clicking on the Balance Due. The
balance can also be paid via the Receipt Entry process.
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Military Service

The Military Service Tab can record important information about the deceased
military service record including branch, rank, overseas service, enlistment date,

discharge date, campaigns, medal(s) awarded, etc.

Cemetery

Search [l] Remarks Balance Due  S200.00
Owner/Customer Anderson, Jason Reily

More Info 11245 N Circle Drive

Melo - CHASKA MN 55318

Deceased Name Anderson, Alison

Maiden Name  Mathers Gender Female ||

Date of Birth 17221940

Place of Bith Haollywood, CA

Space Info || Contacts || Deeds || Maintenance l Military |GE>1’1E:E|I::5;|3,r || Marker || Burial || Puthorization|

Rank | ~ |  Enlisted
Branch w Discharged
Corflict [v]| Remarks
Plague

Duty

Options

14| 4] » | »1| v%| Delete Cemetery Record Death Cerfficate Image Print

Complete the fields if available and close screen or click on next tab.

Cemetery
Search [i] Remarks Balance Due  5200.00
Owner/Customer |Anderson, Jason Reily
Mare Irfo 11245 N Circle Drive
Print Envelope | ©HASKA MN 55318
Deceazed Mame Anderson, Alizon
Maiden Name  Mathers Gender Female ||
Date of Bith 1/22/1950

Place of Bith Holywood, CA

Space Info || Contacts || Deeds || Maintenance [ Military |Genea|og}' || Marker || Burial || Mhm‘ization|

Rank Master Sergeant W Enlisted 4 1515971
Branch Air Force w Digcharged | 4 /115975
Corflict  [VIET NAM [i] Remarks w
Plaque
Duty LFN M
14] 4« | » | »1| »#]| Delete Cemetery Record Death Cerificate Image Print Options
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Genealogy

The Genealogy tab contains information about the deceased ancestry. This is an
option tab but provided for the family of the deceased and others looking for a
family history of the deceased.

To enter information, just click on the open cell and enter information. Close
screen when finished or proceed to next tab (Marker).

—=l Cemetery
Search [il Femarks Balance Due  5200.00
Cwner/Customer | Anderson, Jason Reiby

Mare Irfo 11245 N Circle Drive

Print Envelone CHASKA MM 55318

Deceased Name Anderson, Alison

Maiden Name Mathers Gender  Femals [il
Date of Bith 1/22/1550

Place of Birth Holywoad, CA

| Space Info || Contacts || Deeds || Maintenance || Militar:.r| Genealogy | Marker || Burial || .Pu.rthorizaticn|

Last and First Name Maiden/Birth Name Relationzhip Date of Birth Date of Death
Mathers Micheal Father M 17271928 5 /1271965
Mathers Renee Smithers Mother [i] 5./10/1530 7 /291520
» e
14| 4| v | ¥ | r#| Delete Cemetery Record Death Ceriificate Image Print Cptions
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Marker

The Marker tab contains information specific to the marker on the plot.

Cemetery m
Search |+ Remarks Balance Due = 5200.00
Owner/Customer | Anderson, Jason Reiby

Mare Irfao 11245 N Circle Drive

Btk Bdope CHASKA MM 55318
Deceazsed Name |Anderson, Alison

Maiden Name Mathers Gender Female [1]
Diate of Birth 1/22/1550

Place of Birth Holywoad, CA

Space Info || Contacts || Deeds || Maintenance || Military || Genealngﬂ Marker | Burial || .Pu.rthorizaticn|

Marker Mo. S52P7 Vendor Gl A0 [l]
Marker Type MOMUMENT [i] Size 1218032
Placement Date 8/29/2007 Legal
Inscription

Always in our hearts

Notes

|'IC'I_ECEE.JF'G |

14| 4| v | w1 | r#| Delete Cemetery Record Death Ceriificate Image Print Cptions

A photo insert is also available to help identify the site. Click on the photo box
and locate the saved *.jpg or *.bmp file.
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Burial

The Burial screen contains data about the burial including date, burial number,
funeral home used, authorizing person or organization. Notes are also available
to enter specific burial requests or concerns.

-3 Cemetery
Search [+| Remarks Balance Due = 5200.00
Ohwner/Customer  Anderson, Jason Reily

Mare Irfo 11245 N Circle Drive

Bk Eriilane CHASKA MM 55318

Deceased Name Anderson, Alison

Maiden Mame Mathers Gender Female :v;
Date of Birth 172241550

Flace of Birth Holhywood, CA

Space Ir!fu:u _CDI‘dE!C.‘tS Dgeds Maintenance Mil'rtar:,r_ G_enealog:.r Marker | Burial .-“u.rthnrizatiu:un_

Date of Death 8/1/2007] Age [ 57 | Intermed
Flace of Death  Chaska _ ntemed Method  [In-Ground [ w]
s Nohrl , intered No. & Date | 55211(3/18/2007,

Doctor/Caregiver Dr l"G.Ideer Burial Mo. & Date

Religion |Baptist

Funeral Home  |GREEN-LARSCN
Authorized By Mr. Green o
Undertaker [Vr Greer]

Funeral Location |LION LUTHERAN
Date and Time :'-"J_lgust 18 at 1 [l'[l'lf.l am

i< =]zl 2]

=h

14| 4| » | #1| »#| Delete Cemetery Record  Death Cerfficate Image Fri Options

Note: Do not delete a record without first making a backup. See Backup
and Restore section at the back of this User Guide.
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Authorization

The Authorized or Permission Tab includes individuals that have permission to
be buried at the subject plot in the cemetery. When a person has permission
they are also included as a customer in the system.

-5l Cemetery
Search |%| Remarks Balance Due | 5200.00

Chwner/Customer |Anderson, Jason Reity

Mare Irfo 11245 N Circle Drive

Print Envelone CHASKA MM 55318

Deceased Name |Anderson, Alison

Maiden Name Mathers Gender Female [1]
Diate of Bith 1/22/1550

Place of Birth Holywoad, CA

| Space Info || Contacts || Deeds || Mairtenance || Military || Genealogy || Marker || Burial | Authorization |

_ Members Relationship [1]
Anderson, Jason Reily Address 11245 N Circle Drive
CHASKA 55318 MM
Motes
Aftach Member Remove Member More Info
14| 4| v | ¥ | r#| Delete Cemetery Record Death Ceriificate Image Print Cptions
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Receipt Entry
Receipt Entry Option

To enter receipts for contact payments of maintenance or plot purchases, click
on the View menu option at the upper left corner and click on Receipt Entry.

1 BDS PROPERTY MANAGEMENT XP 5.2 Aug-13-2007.

View | Tools Help

Inquiry

Receipt Entry k | 07-AUG-14-1

Periodic Processing » 07-AUG-14

Special Reports 3 07-AlJG-15

I Report Writer Create New Batch

Receipt History
Receipt Distribution

Select Create New Batch to start a new set of payments. Or, click on an existing
batch to append to it. If creating a new batch, enter a new batch name or accept
the existing default name (date).

Enter Mame of Mew Receipt Batch [m

Before you begin entering receipts this first time you may want to set your
Receipt options. Click on Rece/iptinq Options.

“—

07-AUG-15-1 - 8/15/2007 / =

In the Entry Description, enter Property PIN, Property Address, Custpfner Name for same-owner property

selection), Pemnit 10 (preceded with P}, License Mo. fwith L), Citatjén No. (with C), or Assessment MNo. (with A). Receipt Date | 08/15/07

Use the * and ? wildcard for partial search on Property Address Ar Name

Entry Description Amount Check # Remark Customer
ﬂ 50.00
)(eoeipting Options m _

Below is a layout of the receipt entry. For each receipt type, select default settings for all applicable fields.
During receipt entry, the Entry Description is used as a search field which can look up an item by PIN, {partial) Property
Address, (partial) Customer Name, Permit 1D {preceded with F), License No. {preceded with L), Citation MNo. {preceded
with C), Assessment No. {preceded with A), or Death Record Mo. (preceded with M). Use the * and 7 wildcand for partial
search on Property Address or Name. The found item will replace the Entry Description you have entered with the
information defined in the below setting.
Receipt Type Entry Description Amount | Check # Remark
Assessment No No
Pemit

Receipting Options Delete License _ _ -
Violation | w| Noo s Mo [ » | Customer Name
Cemetery Death Record Mo. s | Yes || Yes |w|Space Info » | Customer Name

Click on the down arrows to the right of each column and select the desired
option.
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Now enter in the first open row, name or address or any context of entry for the
customer’s payment and press ENTER.

=5 07-AUG-15-1 - 8/15/2007 List of

Inthe Entry Description, enter Property PIN, Property Address, Customer Name faor same-owner property H
selection), Permit 1D {preceded with P), License No. (with L), Citation Mo. {with C), or Assessment Mo. {with A). Receipt Date  08/15/07 m atCheS WI II
Use the * and ? wildcard for partial search on Property Address or Name

Entry Description Amourt Check # Remark Customer Show in a
— I Window.
Select the
correct match
by clicking or

pressing enter.

Beceipting Options Delete This Batch Receipt Total Preview Report  Post Above Receipts

If an amount is due on the customer record the amount will be displayed in the
amount field.

Emnuw1 - 8/15/2007

In the Entry Description, erty PIN, Property Address, Customer Name {for same-owner property
selection), Permit |D (preceded with PTteense Mo. (with L), Citation Mo. {with C), or Assessment No. (with A). Receipt Date 08/15/07
Use the * and ? wildcard for partial search on Address or Name.
Entry Description Amourt Check # Remarkc Customer
Death Record No. 28 517550 123456 Section 2 Plot 14 Anderson, Jason Reily ™
Y £0.00 [ ]

b

Delete This Batch Receipt Total 517550 Preview Report  Post Above Receipts

Enter the check # if you like and change the remark if necessary\Continue to
add payments for each row. When the batch is completed, Preview and print the
Report. Post the Receipt. Remember before you post a batch; make a backup.
The system will prompt for -
this step. Microsoft Office Access

Batch is posted. You can recall its information from Receipt History.
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Additional way to enter payments:

Payments may also be made from the Main Cemetery Screen Balance Due
Field. Click on the Balance Due option and create a new batch or add to an
existing batch.

You will then see a menu to create a
batch that you have open.

w batch or add this entry to an existing

- -

-5l Cemetery
A
Search v Flemaris Balance Due £24 50

Owner/Customer |Anderson, Jason Reily
More Info 11245 N Circle Drive

Print Envelope | —HASKA MN 55318

Deceased Name |Anderson, Alison

Maiden Name Mathers Gender Female v
Diate of Bith 1/22/1550
Place of Birth Holywoad, CA

Space Info | Contacts | Deeds | Maintenance | Military | Genealogy || Marker | Bural | Authorization

Attach/Detach Space  Section 2 Plot 7
Space Type Vigw Map
Record Mo. | Picture of Site
14] 4 | » | 1| ##]| Delete Cemetery Record Death Cerdificate Image Print Options

You can look up an existing customer under view inquiry cemetery.

Once the receipts are posted, they may be transferred (distributed) to BANYON
DATA Fund Accounting if available. To distribute receipts, click on View in the
upper left corner of the screen. Highlight Receipt Entry, click on Receipt
Distribution. Select the batch to distribute, select how you want to summarize (by
Account or Item). Click on print in the lower left corner to print the report. Click
on the amount to distribute.
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Report Writer

To access the Report Writer module, click on the View menu option in the upper

left corner of screen and click on Report Writer menu option.
==l Report Writer

Select a Report Category or Collection from the left panel.
Select a Report from the right panel {use Shift+Click or Ctr+Click for multiple selections).
Click Prirt/Preview button to generate report. Right click on either panel for more options.

Category,/Collection: Report:

“Cemetery | | "Customer Labels &
“Cemetery Deed =] | Customer Listing®
“Cemetery Genealogy -

“Cemetery Mairntenance

“Cemetery Pemmissions
“Cemetery Spaces
Lustomers
“Department Check
“Properties
“Properties/ Owners
“Property Footage Info

“Receipt Distributions

“Receipts

“Violations a1
After Posting® w

Global Settings l |¥|

== Report Writer E]

Select a Report Categony or Collection from the left panel.
Select a Report from the right panel juse Shift+Click or Ctd+Click: for multiple selections).
Click Prirt/Preview button to generate report. Right click on etther panel for more options.

Cateqory/Collection: Report:
“Cemetery ~ 'Custcnmer Labels =
“Cemetery Deed = Customer Listing

“Cemetery Genealogy
“Cemetery Maintenance
“Cemetery Pemissions
“Cemetery Spaces

“Customers

“Department Check

“Properties

“Properties/Owners

“Property Footage Info

“Receipt Distributions

“Receipts

“Violations

After Posting® ™

Global Settings Preview Selected Feport |=|

Click on the
report Category
/Collection in
the left window.
A selection of
reports will
appear in the
Report window
on the right
side.

Click on the
desired report
and click on
Preview
Selected
Report.

Right click on
the specific
report and
you can
preview, print,
sort or filter.

To create a NEW report right click in the right hand box and select New.
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Backup and Restore

To make a data backup or restore a previously backup set of data click on the
Tools menu option in the upper left corner and click on Backup/Restore menu
option.

Setup
First, click on the Setup Tab and enter your preferred backup locations. A
minimum of two is recommended.

-,

==l Backup/Restore

Backup,/Restare Setup

YOU ARE RESPOMSIELE forthe proper backup and storage of your data. We strongly recommend that backups are
made to both your hard drive and to an extemal backup device such as a zip drive, recordable CO ROM, ortape backup.
Copies of your data should be kept off site in case of emergency. CONTACT YOUR HARDWARE PROVIDER for your
extemal backup needs.

Primary Backup Folder |0yl Sa laly Rt el AN TS Locate
Znd Backup Folder Locate
3rd Backup Folder Locate
Logout Message |F'Iease logout now for system maintenance |

Timeout interval (seconds) before retrying after initial backup /restore attempt fails

Backup

Click on the Backup/Restore Tab, Right click in the open area of the
Backup/Restore Window and click on create new. Enter the name of the backup
and press é\nter.

-

==l Backup/Restore

Backup/Restore Setup
Right click on below\ window for options. [v Verfy Database Locks W Auto Repair Data

Dezcription < Date Location ~
3021507 081507 7:56am ‘Wed |[C\Cemetarélonst\BACKUP

0v-25-07 07-25-07 30 pm ‘wed |C:A\Cemetary alone BACKLPY

07-19-07 071907 2:33am Thu |C:ACemetary slone BACKLPY

v

BDS suggests you keep copies of the last four backup of database!

Restore
Click on the backup you wish to restore to select it. Right click and select

Restore selected backup. If you do not see the required backup right click and
select Locate Unlisted Backup.
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