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To share the addresses of the members of our family, a relational database is available on the web
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Log in
In order to be able to consult this database a computer with an internet browser is required:
• Open the site "https://www.dumez.nl/";
• click on the “Family” tab;
• and below that on “Addresses”.
• or follow the link https://www.dumez.nl/Family/adressen.php.
Without being logged in you will see the following text:

Due to the privacy-sensitive data in it, the database can only be consulted by people with an
account on this site. You can request this by clicking on the appropriate button ("clicking here").
If you happen to have an account already, click the Login tab and log in as described below

Choose a UserName and provide your E-mail address (both must not be registered on the site yet). In the
Motivation field, enter the reason why you want to consult the addresses and also indicate whether
you want to be given the option to make changes and additions. Than click on the “Request” button.
Then wait for an e-mail with the answer to your request.

With the obtained login details you can - from every page - log in by clicking on the key symbol at
the top right.

Enter your UserName or e-mail address and the sent Password. If you plan to come back regularly,
you can check the “Keep me logged in” box. The click the “Login” button.
A “password forgotten” feature is to available on this site (yet), in that case just send me a mail
or a message through Contact form.
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After you've logged in with the supplied, temporary password, you are requested to change the
password directly into something of your own choice (and you are able to remember).

Enter the new password twice and click on “Change”.
You can always call up this screen, on which you can change your password, your Full name, your
E-mail address and your Preferred language, by clicking your user name at the top right of the
screen.

To log out you click the crossed out key symbol and to change the current language click the little
flag (note: this does not change your preferred language).
Every time you log in from now on, you pass this screen, click on the button “Continue as” if you
don't need to change anything.

Roles
An obtained login account also includes a role that determines which rights you have, concerning
the database. You may be able to only consult the data, but also to change existing and add new
data. This difference is reflected in more or less click-able options on the screens. This manual first
describes how the database should be consulted; the screen shots however will often also show the
icons used for editing. Later on, the description of edit and add options will follow.
It is strongly recommended however, to start with editing only after reading the entire manual.
When you are logged in, you will see a small icon in the shape of an insect (bug) at the bottom of
the screen, whenever you find a mistake or other imperfection on a page of the website, then click
this – while you're on that page – to report this to the developer.

While you're on the Addresses page, you will see a small icon in the shape of a book, click this to
read the manual. You can also use the Cltr+h key combination to call up the manual (unless your
browser uses this combination for its own purpose).
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Data structure
In order to find the data it is important to know how it is structured. For starters, the following
groups are distinguished:
• Persons
• Families
• Companies
• Addresses
Each with their own tab, which initially shows the list of that group.

Both individual persons, families and companies can be linked to 1 or more addresses.
Persons can be linked to families and companies and the relation between persons can also be
recorded.
When speaking about one of the components in general, the term “Item” is used.

Scope
Another concept is that the data belongs to the domain of different families. There is data that is of
interest for the members of the family De Haan and other for the family Du Mez; these domains
have a big overlap. To the account you got belongs a so called “scope”, which determines whether
you can look into the data of one of the families (scope “H” of scope “M”), or that you have access
to both sets (scope “HM”).

It is not inconceivable that more than two scopes could arise in the future.

Comments
One or more comments can be placed on each item. During the import from other sources, the
comment fields are filled with the import file the item was taken. Comments can be added or
deleted (including the comments from the import).
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Persons
Click on the tab “Persons” (or on the link “Back to the persons list” on another page within this tab) to request
the list of persons.

In this sample the persons are sorted by their surname; that can be seen by the little blue triangle
next to “Surname”. This one points upwards as an indication of an ascending sort. By clicking on
this column heading the sorting can be reversed. Sorting on another column is possible by clicking in
the header above that column. Sorting can also be adjusted in the filter dialogue, which will be
described in a moment below.
Sorting on “First name” gives a order based on the full given names of the person; that may differ
form what is displayed in the column, which in fact is the nickname, the first given name or the
initials.
The total number of persons mentioned at the top of the list, applies to the current filter setting
and of course within the scope(s) you have access to.
In the second column, to the right of the counter, you see an
icon, click that to see the
information of that person. Other icons show the gender (if provided) and the language spoken by
the person. The male ( ) of female ( ) sign is directly to the left of the surname (this can also be a
group sign
, if it concerns more than 1 person).
To the left of the City column (the 'T' column) a
icon is shown if a phone or mobile number of the
person is known.
On the right side, a small flag indicates which language is set for the person. Next to that a small
envelope ( ) indicates that an e-mail address is known; clicking on that opens your mail program
to compose an e-mail.
If fewer people are shown than follow from the current filter setting, you can read so on the top of
the list. This than is the consequence of the limited number of lines set by the filter. When more
rows are available below the bottom row, you will see a down pointing arrow in the border.

Click that to browse to the next page. Holding the mouse over such an arrow shows the sequence
numbers you will get.
In case the list does not start with the first item of the collection, than an up pointing arrow is
available in the heading of left column.

Click on it for the previous series.
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Person filter
The
symbol in the top right corner allows you to set a filter.
Please note that the filter may also be used to search (and find) certain items!

Show:
Collection:

Search:

Order by:
Order:
Rows per page:

Her you can select living, deceased or all persons.
Here you can limit the list to a specific collection. Later more about Collections
If a collection filter is applied, all items within that collection (that also meet the
other filter criteria) are included in the result, it may be that items from a scope
other than your own scope(s) are among them.
If you enter one or more terms here, the resulting list will only contain persons
where each of those terms appear in one of the fields of that person. The search
term(s) are not only searched in the columns of the list but in all data of the
persons, including their address.
Use the cross next to this field to clear the search term.
Select the column to sort on.
Select Ascending or Descending ordering.
Specify the max. number of persons to be displayed on one page.

In case you have access to more than 1 scope, then you can also set the filter so that you will only
see the persons within one of these scopes or just the ones not belonging to a scope.

After you have set the filter, click on the “Show” button to effectuate it or click on the red button with
the white cross in the top right corner to leave it like it was.
Note: the filter settings will be remembered per list and per user. When you return to a list page, the
filter settings still apply again.

So don't forget to widen the filter when you see less results than you expect.
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Person card
Here is an example of what is shown of a person when you click on the

icon:

On a screen like this – also called person card - only info that is actually present is shown. So per
person the height of the card may vary.
The small number shown on the far right in the brown bar can be ignored, it is the record number of
the person in the database and only of interest for the administrators.
A wide variety of names are kept; only what has been supplied is displayed.
The Given names are the official names given to someone at birth.
The Surname is the one preferred by the person. This may be the family name at birth, but also the
one adopted from the partner or a combination of both.
For married persons (usually women) also the Maiden name (at birth) and the Married name (of the
partner) may be given.
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Date of birth and Place of birth may not always be present (and this isn't necessary for the functionality of
the addresses application either, the date of birth however will be used to sort members of a family on their age) . If
the date of birth is given and the person is alive, the current age will be calculated. For deceased
persons of which the Date of death is given, the Age reached is stated.

After E-mail is of course the e-mail address, followed by a

icon, click that to send an e-mail.

Gravatar
On this system no pictures will be stored! That you occasionally see a photo is because that person
registered a so called gravatar. Gravatar means Globally Recognized Avatar and is a profile picture
associated with an e-mail address. It is the personal choice of that person to provide a photograph
that way, which can be queried based on the persons e-mail address. If an e-mail address is given
this shall always be used to fetch the gravatar. In most cases this will not be available and a so
called mystery image will be displayed; is an e-mail address missing, than the image is not shown.
For more information see: https://en.gravatar.com/.
Without a Postal address there is no use to include someone in the addresses database. There are
however more types of addresses possible, like Visiting address and Temporary address; with a
temporary address you should think of a hospital, or the like, where someone temporarily resides. In front of the
address is again a
icon to view the information of that address – the address card.
The Formal and Informal addressing show how the info appears in print, like on a label (see
Formatting, on page 38). For a person this is usually (not necessary) only 1 line. Click on the
icon
to see a sample of the addressing.

Following the Phone numbers is a summary of all persons this person has a relation with. This may
concern the parents, partners and children. Siblings do not belong to this kind of relations. You can
also see to which Family the person belongs. In this case, a family is understood to mean: the
persons living at the same address (so children living on their own are not included). In front of the name of
the person or the family there again is a
icon to navigate to that person or family.
If a person belongs to a family, the e-mail address and phone number of the family is shown too.
At the bottom of the card is a
Back to the persons list link to show the list of persons again,
modified by the most recent filter settings – even if you did not reach this person card from that list.
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Families

On the tab “Families” a similar list to the one with persons is shown. In this case a “Family” is
understood to mean: the persons living at the same address. So not just the parents with all their
children, because those who now live on their own are not included. In addition, others who live
together at the address, but are not directly related, are seen as members of the family as well.
A significant column is the one with the “Label” heading. This label can be assigned to a family to
describe the family in more detail and to distinguish families with the same surname in an overview
like this one.
To the left of the Zip column (in the 'T' column) a
icon is shown if a phone or mobile number of the
family is known.
Again the
icon can be clicked to call up the family card.
If in the right most column, next to the flag for the language, a -icon is shown, than this can be
clicked to send an e-mail.
Although the default sort order is on the family Name, it might sometimes be convenient to order
the list on the Zip column, grouping people that live in the same neighbourhood together.
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Family filter
The ordering of the list can again be determined using a similar filter dialogue:

Family members: Here you decide whether you want to see all families, only those with family
members or those without family members. (I.e. persons associated with the
family).
Collection:
Here you can limit the list to a specific collection. Later more about Collections.
If a collection filter is applied, all items within that collection (that also meet the
other filter criteria) are included in the result, it may be that items from a scope
other than your own scope(s) are among them.
Search:
If you enter one or more terms here, the resulting list will only contain families
where each of those terms appear in one of the fields of that family. The search
term(s) are not only searched in the columns of the list but in all data of the
families, including their address.
Use the cross next to this field to clear the search term.
Order by:
Select the column to sort on.
Order:
Select Ascending or Descending ordering.
Rows per page:
Specify the max. number of persons to be displayed on one page.
In case you have access to more than 1 scope, then you can also set the filter so that you will only
see the families within one of these scopes or just the ones not belonging to a scope.

After you have set the filter, click on the “Show” button to effectuate it or click on the red button with
the white cross in the top right corner to leave it like it was.
Note: the filter settings will be remembered per list and per user. When you return to a list page, the
filter settings still apply again.

So don't forget to widen the filter when you see less results than you expect.
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Family card
When you click on the
icon on the family list or at the reference to a family on another card, the
following screen will appear:

On the family card only info that is actually present is shown. So per family the height of the card
may vary.
The Name is usually the surname of the head of household or the main resident.
The Family type can apart from “family” also be “single parent household”, ''childless
couple” or “single person household”.
Parents, children or room mates can be linked to a family. If there are 2 parents, their relation can
be further specified.
Again the
icon in front of the name of a person or an address can be clicked to navigate to the
concerning person or address card.
For the addressing fields, see Formatting, on page 38. It specifies the way the name should be
printed out. Below it you see the result of that formatting. And using the
icon you can see a
sample of the addressing.

Companies
Except that a person can be interesting for us as a family relation, we can also have a relationship
from a function, whether or not at a company. The concept Company is very much like that of a
family, except that instead of family members there are employees. And of course a company can
have addresses.
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Addresses

The data shown in the address list speaks for itself.
The number displayed in the rightmost column is the sum of the number of persons, families and
companies linked to the address. By moving the mouse cursor over this number, you will see how
many persons, how many families and how many companies. If this number 0, than this address is
not used, not yet or not any more; in that case an icon is added by which the address can be
removed.
The address card is called up by clicking the

icon.

Although the default sort order is on the City name, it might sometimes be convenient to order the
list on the Zip code column, grouping addresses in the same neighbourhood together.

At the bottom of the addresses list is a link to take a look at the list of countries.

Addresses filter

Make a choice to see all addresses or only those of persons, families, companies
or of nobody.
Country:
Select addresses in any country, in foreign countries or in a particular country.
Search:
If you enter one or more terms here, the resulting list will only contain addresses
where each of those terms appear in one of the fields of that address. The search
term(s) are not only searched in the columns of the list but in all data of the
addresses.
Use the cross next to this field to clear the search term.
Order by:
Select the column to sort on.
Order:
Select Ascending or Descending ordering.
Rows per page:
Specify the max. number of persons to be displayed on one page.
After you have set the filter, click on the “Show” button to effectuate it or click on the red button with
the white cross in the top right corner to leave it like it was. Addresses are not associated wit a particular scope.
Note: the filter settings will be remembered per list and per user. When you return to a list page, the
filter settings still apply again.
Addresses of:

So don't forget to widen the filter when you see less results than you expect.
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Address card

The address card shows everything that is known about the address.
The data of the Country is stored separately. Click on the
icon in front of the name of the
country to open the Country card
The given address details are passed to the Google Geolocation service. The data returned is used to
fill in missing fields. After Formatted address you can see what the complete address is according to
this service.
If the geographic coordinates (Latitude/longitude) are known, a map will be displayed on which a
marker indicates the location of the address. You can zoom in or out or shift the map.
Click on the OpenStreetMap logo

, to the top left of the map, to open the map full page.

For Addressing, see Formatting, on page 38. It specifies the way the address should be printed out.
Below it you see the result of that formatting.
On this address card you can find for which persons, families or companies this the Postal address or
any other type of address is. The
icons lead to the person- family- or company cards.
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Country card

On the card of a country you see the International name and the Dutch name of the country.
The both Country codes are respectively. the ISO 3166-1 alpha-2 and alpha-3 codes for the country.
The Top-level domain applies to internet addresses and the Dial in number is the prefix for
international telephone connections. License plate speaks for itself.
Then the languages spoken in that country are given (with 1 as Main language) and the Local name
of the country in that language.
Addressing refers to the format in which addresses in this country will be printed, in case no
specific format is specified for an address (see Formatting on page 38).

Country list
Once we're on a country card, we can take a look at all countries in the database, by clicking the
link Back to the countries list.

Here you see the countries currently known by the system.
Use the
icons to show country data.
In the right most column you see how many addresses exist in that country.
(The countries list has no filter).
At the bottom is a link to get the list of addresses.
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Collections
In addition to consulting or updating the database, the application will also be used to collect data,
e.g. to print address labels for the purpose of sending mailings to a group of persons and/or
families. Such a set of selected items is called a collection. In this application we distinguish a
number of collection types:
• A general collection, that will be preserved.
Such a collection may be used by all users and everybody may add and remove items.
• A personal collection, which will also be preserved, but belongs to a single user.
Only the user who creates such a collection, selects items for it. Others don't see that
collection.
• The temporary collection, which also belongs to a user, but only kept for a short time.
• A collection of only 1 item, which is not kept.
General and personal collections need to be created first and given a name. These collections
disappear as soon as there are no items selected in them. The temporary collection, per user, has
no name and is always available.
During the initial import of data 2 general collection were made, “Labels-H” and “Labels-M”.
These contain the persons and families that were marked for label printing in the spreadsheets of
respectively the family De Haan and the family Du Mez. (Note: this has nothing to do with scopes).

Selecting a collection
Collections play a role on the screens where persons, families or companies are shown. Either as a
list or as a data card. In those situations the top of the list looks like this:

Initially no collection will be selected.
By dropping down the Collection list you can select a collection.
In the list you see the general collections, the personal collections of the
logged in user and the temporary collection, also belonging to the current
user. When the Temporary collection hasn't been used for 48 hours, it will be
empty.
There is also the option to create a New collection.
After choosing a collection, it becomes active and the display of lists changes.

Next to the selected collection you see whether it can be used by everyone or only by you.
Furthermore, in the column with the icons to show the card, icons have been added to control the
selection for the active collection.
If the box is empty
this means the item is not selected for the current collection; by clicking the
empty box the item will be added to the collection.
If the box contains a check mark , then the item is selected for the collection; by clicking the
check mark the item will be removed from the collection.
Selecting and deselecting items is done immediately (using AJAX technology) and become active
without the need of a submit confirmation. It is the only data editing component on a list page.

Page 16

Make a new collection
By choosing New from the collection selection list, you can create a new collection.

Give the collection a Name and select whether it will be a personal (usable by me) or general (usable
by all) collection. The collection becomes active after you click the green plus button .

Selecting Items for a collection
As long as a collection is active, you can add items (persons, families and companies) to
it or remove items from it. On screens with lists of persons, families or companies there
will be a check box in the 2e column from the left (to the right of the ordinal number
column), next to the icon to show the concerning card .
Is this box empty , then the item is not selected; by clicking the empty box the item
will be added to the collection immediately. If the box contains a check mark , then
the item is selected; by clicking the check mark the item will be removed from the
collection immediately.
On a data card you can also see whether the person, family or company is part of the collection.
Here too, the selection can be switched on or off like wise by clicking on the box.
This is also the only data editing element on the display page of a data card.

Addresses do not belong to a collection. So the active collection does not apply to lists en data
cards of addresses and countries.
The active collection remains in effect for the duration of the browser session.

Applying collections
To see which items have been selected for a collection it is
not necessary to activate that collection. You can also choose
a collection in the filter dialogue.
Please note that only names of collections appear in this list
for which items have actually been selected. Although it can
happen that, for example, a collection is offered in the family
filter that only contains persons.
It is possible – and sometimes interesting – to filter on one
collection while another collection is active.
Another application of a collection is to generate output using only items in that collection. In this,
the printing of address labels is the most important.

1-item collections
If you're looking at a data card of one item (person, family or company) and there is no currently
active collection, than we have a collection with only 1 item selected. This is called a
"1 item collection". This can be used to print an address label for that one item, for example.
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Labels
One of the main reasons why we want to maintain collections of addresses, is to send a group of
persons and/or families something by mail and for which we want the addresses printed on labels.
This web application is not able to control your printer, which then prints labels. Instead, a
PDF file can be produced in which the addresses have been given such a layout that they can
be printed on label sheets.
In order to do that, a number of things need to be configured:
• What text should be on the label?
This is determined by the so-called “Format” set for the items. It will always be a
combination of the formatting of the data of person or family and the formatting of the
address data.
• How are the labels distributed on a sheet?
Every available type of label sheet must be measured and recorded.
• Are there sheets that have already been partially used?
Before the PDF is generated, the user can indicate where on the first sheet(s) the labels have
already been used and should therefore be skipped.

Formats
For each individual person and each family or company, a Formal and an Informal Format is
specified. A Format can also be chosen for each address, if this has not happened, then the Format
is taken from the country.
A format consists of one or more lines that must appear on the label. A line can be composed of text
components that are copied verbatim and references to data present in the item.
What those references look like will be discussed when we describe how to modify the database.

If a line contains references to data that is not present or empty, that line not included on the
label.
How the formats turn out for persons, families and companies, can be seen after Formal addressing
and Informal addressing.

And on the address card after Addressing.

For now, only the administrator has the option to change or add formats.
(See also page 38)
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Label sheets
A number of label sheet layouts are stored in the database, under a name. The sheets have been
measured and recorded in the form of a number of parameters.
These parameters are:
• The paper size (A4, A5, etc.);
• The number of labels next to each other;
• The number of labels beneath each other;
• The width of the printable part of a label;
• The height of the printable part of a label;
• The distance between the left labels and the left edge;
• The distance between the top labels and the top edge;
• The mutual horizontal distance;
• The mutual vertical distance.
For now, only the administrator has the ability to change the parameters of a label sheet or enter a
new sheet. If the sheet you wish to use is not yet included, you must send a copy so that it can be
measured and added to the options.

Printing labels
A number of steps are required to print labels.
You can start with that when the printer icon
is visible at the top right. That is the case if you
are looking at a list of people persons, families or companies or at the data card of a person, family
or company. So not on the Addresses tab or on an edit screen. In fact, this option is available if
collections are also available (a collection does not necessarily have to be active).
Click on this icon and will get the following screen:

If you reach this screen while there is an active Collection, than this will already be selected,
otherwise you have to select one after “Collection“; you can also choose a selection other than the
active one.
Depending on which tab you came from, an item type will be preselected after “Labels for”. You
may change this, if you select “All”, all persons, families and companies in the selected collection
will appear in the results.
Check Formal or Informal after “Addressing”.
After “Label sheet” you select one of the available (=measured) label sheet formats, on which you
plan to print the addresses.
In order not to get the text stuck in the top left corner of the printable part of the label, a margin
(Indent) on the left and/or above can be specified. This is especially useful if printing is not done in
exact positions.
The printable rectangle does not have the same dimensions as the label. If the
label has rounded corners then rectangle will fall inside the rounding. Furthermore
- to accommodate printer inaccuracies - margins can be applied.
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Once all data has been entered, you can click on the printer icon to generate the PDF. It is however
recommended to click the “Update” button first.

An image of the first sheet to be used will then be shown.
Did you print labels before and the last sheet is not completely used, then the spots of labels that
were used will be empty.
By clicking on a label with the mouse you can indicate that nothing should be printed there, In
addition to already used labels, you can also skip damaged labels. Clicking again makes that position
available again. Should there be more sheets that cannot be printed completely, click on the green
button with the white plus sign ; an extra sheet will then be displayed. (Repeat if necessary).
As soon as a change is made to the available positions this way, the
icon disappear again. Then
click again “Update” (to record the changed situation).
Once a Label sheet as been selected, you will see a .icon next to the selection box. If you click
that, the properties of that sheet will be shown, in a separate window.
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When you are ready, click the
icon.
The PDF will now be produced.
The lines of an address to be printed are placed within the width of the rectangle reserved on a
label. At the start of each label, the letters have a size of 11pt, are of the font “freesans” and the
colour is black, but there are possibilities to deviate from this. Should a line be longer than the available
width - with due observance of the specified margin - then it is divided over several lines. Lines that
would be placed lower than the available height – with due observance of the specified margin – end
up on the following label.
Depending on the browser you use, the result will be shown in a new window or will you have to
download the PDF file. If you are content with the result, feed the printer with the sheet(s) and
print the PDF. Remember to set the printer in such a way that it does not print within the margins,
but at 100%, i.e. unscaled.

or
If you are not content, do not print the document yet. In either case (printed or not) you should
return to the labels screen.
The contents of that screen have now been reduced to the input fields. Click the “Update” button
again and the drawn pages will reappear, now equipped with new icons.

Click the recycle
icon is you did not print the labels and hence the sheets were not used. Or click
the OK
icon if the text was printed on the indicated locations.
The image will be adjusted and the sheet that is not completely used up will be saved as a starting
sheet for next time.
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Printing lists
Apart from printing addresses on label sheets, it is also possible to produce the addresses as a list.
For that special layouts of the label sheet are used, i.e. with only 1 row.
If such a layout is used, a free rectangle on the sheet is no longer chosen for each address, but it is
assumed that the entire sheet is available. The sheet then consists of 1 or more columns next to
each other and the addresses are placed in the columns with a certain distance from each other.

The generated PDF can be printed and because it is assumed to be on plain paper, there is no need
to keep track of which rectangle has been used.
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Changing and expanding
If your account includes the rights to modify the contents of the database (role="Author"), then you
will encounter more icons. Like here on the list of Persons:

Next to the icons to request to view the person card, there is now also a
icon to open the edit
screen. Furthermore, in the far right column there is a
cross, with that the person card can be
removed.And above the top left of the list is a
pictogram with which a new person can be added.
Changing an item is only allowed if you have access to 1 of the scopes the item belongs to; deleting
an item is only allowed if you have access to all scopes the item belongs to.
If you have edit rights, you will see buttons at the bottom of the data cards to edit or delete the
item:

At the very bottom there is a summary of the symbols that can be used for drawing up the
addressing format and the elaboration of the formats. But more on that later on (page 38).
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Export
Having the rights to edit, you will also be given the option, at the bottom of the lists, to export the
data to a so-called CSV file (comma separated values). With such a file you can view the data in a
spreadsheet program (like Microsoft Excel or OpenOffice Calc).

You have may choose to export all items – within your scope(s) – or only those that meet the Filter
conditions. The term “Same as above” refers to the filter, not for the part shown per page.
Furthermore, behind Export you can choose to export all data over multiple columns, only 1 column
with the e-mail address or 3 columns with name, phone- and mobile number. With multiple columns
you can choose the comma or the semicolon as separator (Field delimiter) between the columns
(this does not matter for the e-mail addresses only). When choosing e-mail addresses or telephone
numbers, lines are only generated for items where that data is actually present; that output can
then, at the given filter, be significantly shorter than the list of all data (or even empty).
To export data in the form as it would be printed on labels according to format, you should choose
“Forma format” or “Informal format”. In that case, columns in the spreadsheet will not have
a fixed meaning, but each line of the address will appear in a new column (the number of columns
fulfilled can therefore vary per item).
Click the “Download” button to produce the CSV (comma separated values) and download it.
When opening the .csv file with the spreadsheet program, take care the the separator (Field
delimiter) matches and set the Character set to Unicode (UTF-8.
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Creating, editing and deleting Items
When modifying the database it is important to remember that if you want to link one item to
another, that item to be linked must first exist. So first a Person must be present before you can
link them to a Family. And you can't enter someone's address on that person's edit screen; that
address must already exist and can be subsequently linked to that person.
The screens used to enter or edit items use 2 methods to establish a link:
1. A selection list that can be opened by clicking on a downward pointing triangle and making a
choice from the list that appears.

2. A selection list that arises when one or more search terms, with a minimum number of
characters, has been entered in a search field. A choice can then be made from the results
found.

Some browsers offer you a small cross on the right in the field, to clear the contents of the
field, by which the link will be deleted, other wise you should use de backspace key to do
that.
Please note, if a text remains in the search field without a choice being made from the list,
then the link has not (yet) been made.
(As you see, typing in a zip code to find an address is very handy).
Given that method with linked data, we will first describe how an address is entered (page 26), than
how a person is added (page 28) and is linked to that address (page 30) and then how that person is
placed in a new family (page 35). We assume that the address is in a country that already exists, otherwise we
will have to create a country first.

Of course you can also enter a person first, without an address; then enter their address and then
return to the person edit screen and link the address.
Changing existing items is done in the same way, except that the editing screen does not start with
empty fields.
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Enter address
Go to the Addresses tab and click left above the list with addresses on the

pictogram.

The fields marked with a red asterisk are required.
Because the Street name(s) can be long in some cases, it can be entered in two parts. That is to
avoid breaking off at unwanted positions. The house number (Nr.) is a separate field, because in
certain countries it comes before the street name.
Building, Suburb and County Only to be filled in if required for correct addressing (e.g. if a there are
multiple places with the same name in a country, the County is needed to make the distinction).
The Zipcode isn't mandatory because it doesn't exist in some countries. But it is recommended that
you fill it in anyway if available, because it is pre-eminently a piece of information that can be
searched on.
The place of residence (Town) is of course an indispensable item.
The way the address is set up (the format) is derived from the country by default. To deviate from
the standard format for that country, you can select something else behind “Addressing”.
In the Specifics field yo can enter some particularities about the address, for instance if it is a
houseboat, tiny house, tower block, etc..
The geographic coordinate fields can be left blank, they will be filled in automatically if the address
is recognized by the Google Geolocation service. The Latitude is the number of degrees north of the
equator, if it is south of the equator then it is a negative number. De Longitude is the number of
degrees that the position is east of the 0 meridian (over Greenwich), if it is west of it, then it is a
negative number. The degrees are given in decimal notation, so not in minutes and seconds.
An unlimited number of notes can be attached to an address. However, only one can be added
at a time; return to edit screen to add another one. You can delete a existing note by deleting
the text, which can be done simply by clicking on the cross to the right of the field.
Click on “Create” to add the address or on “Update” to save changes to an existing address.
After saving, the data card of the address is displayed, with the supplemented geographical data.
Then there is the
button available to return directly to the edit screen. A button to
remove the address is only offered if there are no persons, families or companies associated with it
(not yet or not any more).
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Edit address
To change an existing address, it must first be looked up. Then click in the address overview on the
edit
icon, or on the data card of the address on the button “Edit this address”.
The entry form then has the same fields as when it was created. In addition, it is also shown which
persons and families live there and which companies are located there.

Clicking the
icon calls up that item's data card and exits this edit screen, where entries already
made are lost – unless link to the data card opens in a new window.
If you change an address, you do so for all persons, families and companies that are linked to that
address (respectively living / being established). If it concerns a correction of the address details, you do
not have to think about it, but will it be a completely different address - so moving house - then it
should be checked whether this also applies to the other 'residents'. This can be seen in the
references “...address of” on the data card of the address. If in some cases the address remains the
same, a new address must be created instead of changing the address; the link with the existing
address is then removed and a link with the new one is created. Making a link point to another
address is done my first clearing the text field and then enter a search term to find the new
address. You can unlink an address by clicking on the address type list on the edit screen of the
relevant person or family and choosing "Remove".

Delete address
An address can only be deleted if no more persons, families or companies are associated with it. An
unused address can be deleted by clicking the
cross in the right column of the address list or on
the button “Delete” on the data card if the address.
Removal always takes place in two steps (to prevent it from happening accidentally). That is why a
dialogue first appears, where the action has to be confirmed.

Clicking "Yes" deletes the address and all it associated records from the database. To cancel the
removal, click "No" (closing de dialogue box with the close
button has the same effect).
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Enter person
Go to the Persons tab and click left above the list with addresses on the

pictogram.

When a new item is created, it is initially placed in the Scope that the user has access to. If you
have been given access to more than 1 scope, then another field will be added at the very top of
the form.
Here you can determine to which scope(s) the item belongs. When you uncheck all options, a scope
is not applicable and every logged in user can see it.
No field is required on this screen, because it doesn't matter which name you enter, as long as there
is at least a first and a last name.
The Title is a prefix used in formal addressing.
The Initials can also be used in formal formulation and may replace the first names and nickname.
Any dots should be provided here already.
The Surname is that which is preferred by the person. This can be the family name at birth, but also
the adopted name of the partner or a combination of both.
For married persons (usually women), the Maiden name (at birth) and the Married name (of the
partner) may be given.
The Given names are the official names given to someone at birth.
The Nickname only needs to be supplied if not equal to the first given name (but it is always allowed). If
this data is missing, the first or only part of the First names is used as the nickname.
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Behind Gender, in addition to male or female, you can also choose “group” if it actually involves
several people. Choose “unknown” if it is not known or if gender neutrality is desired.
As soon as "male" or "female" is chosen, a few fields are added.

Date of birth and Place of birth do not always have to be given (they are also not necessary for the
functioning of the addresses application, however, the date of birth is used to sort the members within a family by age) .

To enter the date a so called date-picker can be used. This is called up by clicking on the calendar
symbol
following the field. If you do that without first placing anything in the input field, then
that is only useful if the date is close to the current one; for example, when someone is born or
died recently. If the date is in the past, it is useful to enter the year first and then call up the
calendar (it then starts with January of that year). Remember that you can also go forward a year
and then go back a month to, for example, reach December quickly.
Then you can indicate whether the person is Alive or now Deceased. In the latter case, all fields
that are only relevant for living will disappear, like addresses and phone numbers.

Instead the Date of death and Place of death can be entered.
Next for living persons can then be filled in: the E-mail address, the Phone number, the
Mobile number and the Language spoken by this person.
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Linking addresses
To link the person to an address, first choose from the list “Add address” an address-type. Once
you've done that, an input field will appear behind it that changes colour when you place the cursor
in it, as a sign that this is a special kind of search field.
Note: This is not a field where you enter or change an address, but where you enter words to search
for an existing address.
Start typing a search term in the field. As soon as 3 or more characters are entered, that term will
be looked up in the addresses. The most accurate in this case is a zip code. If you don't know it,
type in (part of) a place name and possibly a part of the street name. When multiple words are
entered (separated by spaces), then those individual terms are searched for in the data of the
addresses and the addresses where each of those terms occurs in at least one of the data fields,
counts as a match.
The matching addresses are presented in a list below the field. Choose one of them and the link is
made.

You can only add 1 address at a time, but a person can be linked to multiple addresses, one for each
type. Return to this edit screen to add more addresses, change an address link or change the
address type of an existing link.

Formats
It is the intention that for the layout of, among other things, address labels, several options can be
chosen for a Formal and Informal addressing.
Those options are still limited. Now there is only 1 formal format for persons, “{Nf}” and 1
informal format, “{Ni}”. So there is not much to choose here for the time being.
The codes in braces are symbols of values that are distilled from the personal data. Nf stands for
Nameformal and Ni for Nameinformal. The values of the various symbols can be found beneath the
person card. More on formats in a later chapter (page 38).
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Relations between persons
People can have different types of relationships with each other. The relationships between a
person and other persons are recorded on the person's edit screen. A person's relationship with a
family is recorded on the family edit screen.

To add a new relationship, first choose from the list “Add relation” a relation-type.
Choose by “Parent” or “Child” whether it concerns a biological relationship or not.

Whether the “Parent” is the father or the mother and whether the “Child” is a son or a daughter,
etc., is derived from the gender of the person to be coupled.
Choose by “Partner” whether it is a marriage relationship or something else.

Again the gender of the person to be coupled determines whether it is a husband or wife, boyfriend
or girlfriend, etc..
That other person must appear in the database first. That person is searched for and selected in the
same way as described above for addresses. So by typing in search terms and select one from the
matches. If the person to be linked already has a postal address, it can be useful to also enter
components from the address as a search term.

You can only add 1 relation at a time, but a person can be linked to multiple people. Return to this
edit screen to add more relations, to remove a relation or change the relation type of an existing
link.
An unlimited number of notes can be attached to a person. However, only one can be added at
a time; return to edit screen to add another one. You can delete a existing note by deleting
the text, which can be done simply by clicking on the cross to the right of the field.
Finally, you can determine whether the person will be part of a Collection by checking the name of
the collection(s).
Click on “Create” to add the person or on “Update” to save changes of an existing person.
After saving, the data card of the person is displayed. Then there is the “Edit this person” button
available to return directly to the edit screen.
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Edit person
To change an existing person, it must first be looked up. Then click in the persons overview on the
edit
icon, or on the data card of the person on the button
.
The entry form then has the same fields as when it was created.

The binocular symbols
activate a search function that plays a role in merging data from the same
person – that will be discussed later (page 43).
Please note that linked data, such as the address, cannot be changed directly here. You can only
change (or add) the link.
If someone moves and therefore gets a different address, there are 2 options:
1. There are still relatives living at the address (i.e. the address must be kept in the database).
In that case, you first create a new address and later on you link the person to that address.
2. Everyone who lived there moves with them (i.e. the old address is no longer used).
In that case, click through to the address card and change it. Fill in all the information you
know, and you clear all data (from the old address) that you don't know but are still on the
card (line e.g. the coordinates).
After you have saved the existing address card with new address details, the persons and
families will be linked to this address.
When a person is registered as deceased, the fields for E-mail, Phone numbers, Addresses and
Formats disappear. To be able to remove the (links), a “Purge” checkbox appears - as long as this
data is still available.

When the "Update"' button on this screen is clicked while there is a check mark here, this data and
links will be removed. If an address is unlinked with which there are no more links left, it can be
removed from the address list; a cross in the right margin of the address list is present to indicate
that and you can use that to remove the address.
See page 27.
There is as yet no user interface available for deleting unlinked telephone numbers. This purge is performed by the
administrator.
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Delete person
A person can be removed at any time by clicking on the
cross in the right column of the persons
list or on the
button at the bottom of the person card. In doing so, all links to other items
and the notes will also be lost.
Removal always takes place in two steps (to prevent it from happening accidentally). That is why
first a dialogue appears, where the action has to be confirmed.

Be careful with deleting, after confirmation in the warning dialogue this action cannot be undone.
The person will not be removed if they are still in a scope other than your own. In that case, it will
only be removed from your own scope(s).
When deleting a person, all links to other items are broken. A family or company to which that
person belonged will continue to exist, so it may be that that family or company also has to be
removed. You can find families without members by filtering the family list by
“Without family members”; there is a similar option on the company list.
The address, or addresses, of that person can then become 'loose', i.e. may no longer be associated
with a person, family or company. In that case it may also be necessary to remove those addresses.
You can recognize them by a
cross in the right column of the address list and the number '0' in
the column immediately to the left of it. You can also filter the address list by “Addresses of:”
“No one”.
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Create Family
Go to the Families tab and click left above the list with addresses on the

pictogram.

When a new item is created, it is initially placed in the Scope that the user has access to. If you
have been given access to more than 1 scope, then another field will be added at the very top of
the form.
Here you can determine to which scope(s) the item belongs. When you uncheck all options, a scope
is not applicable and every logged in user can see it.
The Label can be assigned to a family to further describe the family and to distinguish families with
the same surname in an overview such as, for example, the family list.
The Title is a prefix used in formal addressing.
The Family name is usually the surname of the head of the household or the main occupant. Or a
combination of the names of several residents.
The Family type can be something else besides an ordinary family.

Page 34

A family can consist of parents, children or housemates. Please note, this concerns people who live
at the same address! Children who have left home do not belong here (any more).
To add a family member, first choose a type from the list “Add family member”.

You then proceed in exactly the same way as when linking a relationship with people, as described
on page 31.
Once a person is selected, a new line will appear below it:
There are 2 settings for “Address as”:
“Family member”
when checked, this person will be included in an addressing format that lists the family
members.
“Head of family”
when checked, this person will be mentioned in an addressing format to which this applies.
Only 1 person per family can own this last option.
You can only add 1 family member at a time, but a family can have multiple members. Return to
this edit screen to add more persons, to remove a person or change the member type of an existing
link.
If there are 2 parents and they appear to have a partner relationship (defined on the person edit
screen), then you can indicate here whether they are or were married.

When selecting “Married” or “Divorced” you can enter the Wedding date and place (after all, a
marriage precedes a divorce).

If the parents are divorced, you can also enter the Date of separation. Again the date picker is
available for entering a date (see page 29).
The rest of the input fields work as described for the person edit screen. The e-mail address and
phone numbers are for reaching the family (or the main resident). The address will be the same as that
for the individual family members. It should be linked to the family in the same way. There is no
built-in automation to synchronize addresses of families with those of the family members!
Click on “Create” to add the family or on “Update” to save changes of an existing family.
After saving, the data card of the family is displayed. Then there is the “Edit this family” button
available to return directly to the edit screen.
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Edit Family
To change an existing family, it must first be looked up. Then click in the families overview on the
edit
icon, or on the data card of the family on the button “Edit this family”.
The entry form then has the same fields as when it was created. With the binocular symbols
(see
page 43). Read more at Edit person (page 32) how to make a relocation.

Delete Family
A family can be removed at any time by clicking on the
cross in the right column of the families
list or on the
button at the bottom of the family card. In doing so, all links to other items
and the notes will also be lost.
Removal always takes place in two steps (to prevent it from happening accidentally). That is why
first a dialogue appears, where the action has to be confirmed.

Be careful with deleting, after confirmation in the warning dialogue this action cannot be undone.
The family will not be removed if its is still in a scope other than your own. In that case, it will only
be removed from your own scope(s).
The address, or addresses, of that family can then become 'loose', i.e. may no longer be associated
with a person, family or company. In that case it may also be necessary to remove those addresses.
You can recognize them by a
cross in the right column of the address list and the number '0' in
the column immediately to the left of it. You can also filter the address list by “Addresses of:”
“No one”.
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Create, edit, delete company
Maintaining companies is much like that of families, it happens on the Companies tab.
These are the field on the company edit screen.

In stead of family members we refer to employees of staff members.
The Parent company is another company to which this company belongs. This is a link to be
established by searching an existing company.
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Formatting
The formal and informal format assigned to an individual, family, or company and the format that
corresponds to a country, determines what is printed on mailing labels. A detailed description of
how this works will be included in a future version of this manual. For now, it will remain with this
brief introduction.
If you look at the bottom of the data cards of a person,family, company or address – that is under the
link "Back to the ... list" and on an address cart below the map – then you will see a view in two columns.

In the left column is a list of values that are composed from the data. These values have a name
consisting of an uppercase letter, optionally followed by an uppercase or lowercase letter or a
number. Placed in curly brackets, this name is a symbol (see page 39 and beyond).
In the right column you will find the formats. For a person, family or company there are 2 (formal and
informal) and for an address 1 (by default that for the country). A format consists of a number of lines
containing references to the symbols. Text that can be copied verbatim may also occur (please mind
language sensitivity). Below the format you can see how substituting the symbols on these lines will
turn out (Output). If a line contains 1 or more symbols and these evaluate to an empty result, then
the line is omitted (even though is was embedded in literal text).
For the formulation of the output on a label, the format rules of the person, family or company are
combined with those of the address.
In addition to the labels, these lines can also be exported in a spreadsheet, see page 24.
If you have edit rights you can click on the format indication to view the details of that format.

The format card looks like this:

The general form of a format line is:
[Psa#XXXXX,font]{symb} {symb} …
Optionally, a line can start with a code in brackets. For the meaning of this code, see page 41. The
remaining of the line can contain 1 or more symbols. Literal text may be in front, between and
after the symbols; a line may also consist entirely of literal text.
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The symbols for data of the miscellaneous items are as follows:

Symbols of a Person:
{SN} Last name

(SurName)

{BN} Family name at birth

(Birth Name)

{MN} Name in marriage

(Married Name)

{WN} {WM}-{BN}

(Wedded Name)

{LN} {SN} or {WN}

(Last Name)

{GN} Given names

(Given Names)

{G1} First given name

(Given name 1)

{NN} Nickname

(Nick Name)

{PN} {GN} or {In}

(Personal Name)

{FN} {NN} or {G1} or {In}

(First Name)

{Ti} Title

(Title)

{Ta} Title according to gender

(Title abbreviated)

{TI} {Ti} or {Ta}

(TItle)

{In} Initials

(Initials)

{Ig} Initials from first names

(Initials given names)

{Nf} Formal name

(Name formal)

{Ni} Informal name

(Name informal)

{DN} Name to display

(Display Name)

{E}

(Email)

E-mail address

{El} E-mail address in lower case

(Email lower)

{Ed} Display E-mail address

(Email display)

{G}

Gender: M, F, G of U

{Gn} Gender name
{L}

Living: Y, N of U

(Gender)
(Gender name)
(Living)

{Lt} Alive designation

(Living text)

{Tl} Landline

(Telephone line)

{Tm} Mobile phone

(Telephone mobile)

{Lc} Language code (2 letters)

(Language code)

{Ln} Language

(Language name)

{Sa} Salutation

(Salutation)

{UN} User name

(User Name)

Where there are multiple symbols separated by “ or ”, the first one that is not empty will be used.
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Symbols of a Family:
{N}
{Ti}
{Nf}
{Lb}
{E}
{El}
{Ed}
{Ft}
{Tl}
{Tm}
{Lc}
{Ln}

Name
Title
{Ti} {N}
Label
E-mail address
E-mail address in lower case
Display E-mail address
Family type code
Landline
Mobile phone
Language code (2 letters)
Language

(Name)
(Title)
(Name formal)
(Label)
(Email)
(Email lower)
(Email display)
(Family type)
(Telephone line)
(Telephone mobile)
(Language code)
(Language name)

Symbols of a Company:
{N}
{Nf}
{FN}
{D}
{Ti}
{E}
{El}
{Ed}
{Ct}
{Tl}
{Tm}
{Lc}
{Ln}

Name
{Ti} {N}
Full name
Department
Title
E-mail address
E-mail address in lower case
Display E-mail address
Type code
Landline
Mobile phone
Language code (2 letters)
Language

(Name)
(Name formal)
(Full Name)
(Department)
(Title)
(Email)
(Email lower)
(Email display)
(Code type)
(Telephone line)
(Telephone mobile)
(Language code)
(Language name)

Symbols of a Address:
{SA}
{SB}
{S1}
{S2}
{N}
{Ni}
{Ns}
{B}
{Su}
{Z}
{Kx}
{T}
{D}

First or only part street name
Second or only part street name
First part street name if there is a 2nd part
Second part street name if there is a 1st part
House number
House number, numerical part
House number suffix
Building
District
Zip code
Dutch mail Kix-code
City
County, Province

(Street A)
(Street B)
(Street 1)
(Street 2)
(Number)
(Number integer)
(Number suffix)
(Building)
(Suburb)
(Zip)
(Kix)
(Town)
(District)
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Symbols of a Country:
{C}
{Cl}
{Cn}
{Cp}
{Cc}

International name
Name in local language
Name in Dutch
Dial in country phone code
Country code (ISO2) - 2 letters

(Country)
(Country local)
(Country nl)
(Country Phone)
(Country code)

Language dependent Symbols:
{At} To the attention of, abbreviated
(Attn)
{AT} To the attention of
(ATTN)
{Co} By address, abbreviated
(Care of)
{CO} By address
(Care Of)
These texts are given in de language of the recepient, not in that of the user.

Format prefix
A format line can start with a code enclosed in square brackets, this prefix must either be omitted
entirely or comply with the following rules:
[Psa#XXXXX,font]
Except for the square brackets, any of the parts – from left to right may be omitted:
[
open square bracket;
P
a capital letter, indicating the item that is the source of the data (part),
see below;
s
one or two numbers indicating the size of the font to be used;
a
one to three lowercase letters, which indicate the attribute of the font;
This can be any combination of:
b bold,
i italic,
u underlined of
r regular, removes previously set attributes.
#XXXXXX a pound sign ('#') followed by 6 hexadecimal characters (upper case), with the RGB
colour code for the font;
,font
a comma and the typeface name of the font;
]
close square bracket.
The first letter following the open square bracket indicates the item that is used as source of the
data:
'' of 'B' (Noting or the capital B:) Take the value of the symbols from the Base
item, i.e. the person, family or company itself.
'A'
Take the value of the symbols from the postal Address of the person,
family or company.
'P'
Take the value of the symbols from the contact Person of the family or
company.
'M'
Repeat this line for every Member of the family or company.
'F'
Ditto, use this rule for the First person.
'L'
Ditto, use this line for the Last person.
'C'
A next line (Continuation) in the repetition.
If any of the font settings are missing, the previously set setting remains in effect. For each label,
the output starts with 11 point, black 'freesans' font.
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There are 2 special symbols, which are not a reference to a data value, but serve to indicate how
several formats should be joined together:
'{eol}' At the end of the format line, if not the last line in the format:
eol = 0, 2 or 4 hexadecimal characters, every 2 characters the ASCII
value of the characters that link the line to the next.
Options are:
{0A}
= new-line
{20}
= ' ' = space
{2C}
= ',' = comma
{2C20} = ', ' = comma + space
{3B}
= ';' = semicolon
{3B20} = '; ' = semicolon + space
{26}
= '&' = ampersand
{2620} = '& ' = ampersand + space
{2D}
= '–' = minus sign
{2D20} = '– ' = minus sign + space
The default = {0A} and is normally omitted.
'{}'

At the beginning of the line, immediately following the prefix, if
not the first line:
Start on a new line, only needed if with the previous line {eol} not
{0A} is.
Because these symbols are empty or have a number as the first character, they are not confused
with references to data of the item (which always have a capital letter as their first character).
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Merging
It is possible that multiple versions of the same item appear to exist. This may be caused by import
(from different sources) where similar items are interpreted differently so that they are stored
twice. Also, with manual entry by several people, someone cannot know that an item is already in
the database, possibly because someone else had already created that item. Is such a duplication
discovered, then the cards of two items can be merged into 1 card.
This procedure applies to persons, families and companies. Not for addresses and countries; if there
are duplicate addresses, the links to one of them must be converted (relinked), after which the
unlinked address can be deleted.
Because duplications most often occur with persons, the deduplication of a person will be described
here, the working method is similar for families and companies.
Find the card of the person with the most correct data on it.
Open this card in the edit screen.
Find a field with a binoculars symbol
behind it, of which the contents probably also
appears on the card to be merged.
• Click that symbol.
A search dialogue will then appear. In fact, it doesn't really matter which
you click. The only
difference is that the search term and what to search for is initially taken from the corresponding
field.
•
•
•

In this example the
after Nickname was clicked and then the “Search” button. But you can adjust
the search term(s) and also search in more or different fields.
It is now important to understand what the different icons in the search result mean and what
happens when you click on it.
Icon: Means:
Action:
This is the correct person.

The current card will be removed and the card of the person in
the search result you selected will remain.

Merge with this card

The data from both cards will be presented next to each other
to determine the correct value for each field.

View this card.

The card of the person from the search result you selected will
be shown in a new window.
Close this window to continue the merge.

Remove this person.

The current card will remain and the card of the person in the
search result you selected will be removed.

This is the current person.

None.

Close this dialogue.

Merging is aborted.
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As a reminder, you can hold the mouse cursor over an icon and the tooltip will tell you what the
operation will be.
If a card to be deleted contains data that is missing from the remaining card, it will be taken over
first.
The safest option is the merging
of two cards.
If we do that in the example given above, it looks like this:

We see a modified edit screen for the current person with on the right side the values that the
fields of the person from the search result have. If they are different, there is an
icon in front of
them. By clicking on it, that value is taken over. If the values are the same, this option is of course
missing. By the way, the fields can still be changed manually.
Links with people are not replaced but added together. The same goes for notes.
In case the button “Update and merge” would be clicked, the current card will be saved with the
changes made on this screen and the links of the other card attached. The card from the search
result will be lost.
But it will be clear that we are not going to do that in this example!
Harry du Mez
9 June 2022
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