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Raintree Systems, Inc. 
Initial Software Training Manual 

 
 

IIINNNTTTRRROOODDDUUUCCCTTTOOORRRYYY   RRRAAAIIINNNTTTRRREEEEEE   AAAPPPPPPLLLIIICCCAAATTTIIIOOONNNSSS   
TTTRRRAAAIIINNNIIINNNGGG   MMMOOODDDUUULLLEEE   ###   111   ---   NNNAAAVVVIIIGGGAAATTTIIIOOONNN   

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TRAINING OBJECTIVES INCLUDE: 
 
� Accessing The Raintree Program � The Raintree Help Index 
� Security User ID and Password � Assistance During Data Entry 
� Selecting a Workstation � Raintree Function Keys 
� Selecting a Database � E-mail Capabilities 
� Accessing RaintreeTutorials � Modular Quiz 
 
Please make a copy of this training module for all new users. Raintree terminology has been defined and the enclosed skill guides 
will assist new users when maneuvering throughout the Raintree Program. It is recommended that each user keep this module at his 
or her designated workstation for future reference. 

PREPARING FOR A CALL TO RAINTREE 
Make sure that Raintree will be able to connect to your system. Have your training materials ready. When receiving a support call, 
be prepared to give a detailed description of the problem with examples and faxes if necessary. Become familiar with your type of 
connection: 
  

1. ASP client  
a. Verify Internet connection  

2. Client with High Speed Internet Connection  
a. Verify Internet Connection  

1. If IP address is dynamic, know how to get IP address. (www.whatismyip.com) 
b. Start appropriate software  

1. If Firewall is configured for Remote Desktop there should be nothing to do. 
2. If Firewall is configured for PCanywhere you may have to start PCanywhere in host mode.  Know 

how to do this if applicable. 
3. If VNC or other software is installed, know how to start it. 

c. Know user id and password for Raintree to connect.  Raintree normally keeps these on file.  
3. Clients with Dial-up Connection.  

a. Know how to set PCanywhere to waiting for connection.  
b. Know the user id and password  

4. Clients with no connection  
a. As needed support and training � All time is billable and help will be limited.  
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IT IS RECOMMENDED A FACILITY CONTACT PERSON BE DESIGNATED TO: 
1. Answer questions or review training skills with new users whenever necessary 
2. Contact Raintree Technical Support with software issues 
3. Contact a Certified Raintree Instructor with training issues 
4. Contact your Hardware Specialist with printer / modem issues or networking / lockup issues 
 

FACILITY CONTACT PERSON _________________________________________________ 

CONNECTION METHOD _________________________________________________ 

FACILITY EMPLOYEE NAME _________________________________________________ 

 

 
INTRODUCTORY RAINTREE APPLICATIONS 
 
All personnel should review this modular material before initial software training begins. Becoming familiar with the enclosed 
terminology, introductory applications and software capabilities will enhance user comprehension during initial software training. 
 
 

GENERAL INFORMATION 
Introduction to Raintree User Defined Tables ���������� Page 15 
Introduction to Raintree  Quick Codes ���������� Page 15 
Introduction to Raintree Security Table ���������� Page 15  
Introduction to Raintree User Workstations ���������� Page 16 
Introduction to Raintree Function Keys ���������� Page 16 
Introduction to Raintree  E-Mail ���������� Page 16 
Users General Questions ���������� Page 16 
ACCESSING THE RAINTREE PROGRAM ���������� Page 17 
1. Skill Guide � Raintree Security Screen ���������� Page 17 
2. Skill Guide � Workstation Selection ���������� Page 17 
3. Skill Guide � Database Selection ���������� Page 17 
4. Skill Guide � The Raintree Main Menu ���������� Page 18 
RAINTREE FUNCTIONS KEYS ����������       Page 18 
1. Skill Guide � Accessing Raintree Help F1 ���������� Page 19 
2. Skill Guide � Accessing Raintree Tutorials ���������� Page 19 
3. Assistance During Data Entry  ���������� Page 20 
4. Skill Guide � Fastbreak  F2 ���������� Page 20 
5. Skill Guide � Other Programs F3 ....................................... Page 20 
6. Skill Guide � Lock, Logout and Database Selection F4 ���������� Page 21 
7. Skill Guide � The Raintree Calculator F5 ���������� Page 21 
8. Raintree Quick Key F6 ���������� Page 21 
9. Skill Guide � Select Print Output F7 ���������� Page 23 
10. Skill Guide � System Information F8 ���������� Page 23 
11. Skill Guide � Send an E-Mail F9 ���������� Page 24 
12. Skill Guide � View an E-Mail Message ���������� Page 24 
13. Skill Guide � Reply to an E-Mail Message ���������� Page 24 
14. Skill Guide � Print an E-Mail Message ���������� Page 25 
15. Skill Guide � Delete an E-Mail Message ���������� Page 25 
RAINTREE HOT KEYS ���������... Page 26 
RAINTREE MOUSE OPTIONS ���������... Page 26 
RAINTREE RAPID DATE ���������... Page 27 
RAINTREE CALENDAR ���������... Page 27 
INTRODUCTION TO RAINTREE TITLE BAR ���������... Page 28 
1.    Skill Guide � Check for System Updates ���������� Page 29 
2.    Skill Guide � Kill Active Agent ���������� Page 29 
3.    Skill Guide � Monitor Another User ���������� Page 30 
INTRODUCTORY APPLICATIONS � CHECK-OFF SHEET ����������   Page 31 
INTRODUCTORY APPLICATIONS � MODULAR QUIZ ���������� Page 31 
INTRODUCTORY APPLICATIONS � ANSWER SHEET ���������� Page 33 
 




