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Customer Information Form 
 

 
 
 
Enter the following customer information: 
• Customer First and Last Name 
• Customer Type:  Patient, Customer, Workshop, Mailer 
• Customer Address 
• Customer phone number and Customer E-Mail address 

 
Customer Comment Log:  this area is where you track the customers you 
obtain from workshops and mailers.  Enter the following information: 
• Date customer became your customer 
• Completed by:  Who added the customer to the database 
• Comment about the customer 



Workshop Information Form 
 

 
 
 
Enter the following workshop information: 
• Date of Workshop 
• Title of Workshop 
• Location of Workshop 
• Total # of people who RSVP for workshop 
• Total actual attendees 
• Workshop Notes 
• Workshop Costs 
• Comments about the costs of the Workshop 

 
Workshop RSVP and Attendee’s 
List the name, address and phone # as people RSVP to attend workshop. 



Mailer Information Form 
 

 
 
 
Enter the following mailer information: 
• Date of Mailer 
• Title of Mailer 
• Description of Mailer 
 

Mailer Response FROM 
List the name, address and phone # as people respond to Mailer such as 
Newsletter, Post Cards, Etc. 
 
 
 
 
 



Reports Menu Form 
 

 
 
 
From this menu you may print the following reports: 
 
Print Customer Labels:  prints all labels from customer form 
 
Print Labels by Type:  prints all labels from customer form by Type 
 
Print Customer List:  prints all customers in report format 
 
Print Workshop Report:  prints all workshops entered 
 
Print Mailer Report:  prints all mailers entered 
 
 
 
 
 



Sample Reports 
 
 
 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                         
  

                                                     
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Customized Database Summary for: 
Dr. Miller – The Chiropractor Customer Information Center 
 

1. Import and customize Patient Data     
 

2. Five (5) customized input forms      
a.  Main Menu 
b.  Customer Information Form 
c.  Workshop Information Form 
d.  Mailer Information Form 
e.  Reports Menu 

 
3. Three (3) customized subforms      

a. customer log form 
b. workshop log form 
c. mailer log form 
 

4. Five (5) customized Queries       
a. Label Report 
b. Label Report by Type 
c. Customer List 
d. Workshop List 
e. Mailer List 

    
5. Five (5) customized Reports       

a. Label Report 
b. Label Report by Type 
c. Customer List 
d. Workshop List 
e. Mailer List 

 
6. Customized Logo         

 
 

7.     Train Staff to use Database       
 
 
Total Costs for customized Database: $375.00 due upon receipt. 
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